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How to make your document creation easier
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How to make your document creation easier
IT Champion September Tips and Tricks
 
These tips and tricks are collated from those years of working on large documents for tenders, projects, manuals and internal policies. They help  you to create a well formatted document that is easy to navigate, amend and control.
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Invisibles or Non-printing Characters
Microsoft Word can be very helpful for troubleshooting formatting issues. Here are some ways you can use it:
Identify Extra Spaces and Paragraphs: The pilcrow symbol helps you see where each paragraph ends. If you notice extra pilcrow symbols, it means there are extra paragraphs that you might want to delete.
Find Hidden Formatting: Sometimes, formatting issues are caused by hidden characters like extra spaces or tabs. By showing invisibles, you can see these hidden characters and remove or adjust them as needed.
Check for Consistent Formatting: If your document has inconsistent formatting, invisibles can help you identify where the inconsistencies are. For example, you can see if there are extra spaces before or after paragraphs.
Troubleshoot Line Breaks: Invisibles can help you see where line breaks occur. This is useful if you have text that is breaking onto a new line unexpectedly.
Non-printing characters are crucial in computing for structuring and organising text, enhancing code readability. These invisible characters, such as newline and tab, act as formatting tools, facilitating clean document presentation.


Non-printing characters

These are invisible formatting tools that are

used to organise and structure text, S e L
enhance code readability, and ensure

proper data transmission. They do not print == — = KON
and will not be visible in Print Preview.
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What the symbols mean

T Paragraph mark or Pilcrow
« Manual line break
—» Tab
Space
o Non-breaking Space

i Object Anchor

X End of Cell or Row marker
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Sticky Note
In Microsoft Word, "Invisibles" refer to non-printing characters that help you see the structure and formatting of your document. Here are some common symbols and their meanings:
¶ Paragraph break(Pilcrow): Indicates the end of a paragraph.
↵ Manual line Break (Left Arrow with Hook): Indicates a line break.
→ Tab (Right Arrow): Shows a tab character.
• Space (Bullet): Represents a space.
° Non-breaking space (Degree Symbol): Represents a non-breaking space. A non-breaking space is a special character used in Microsoft Word to prevent two words or elements from being separated at the end of a line. This can be particularly useful for keeping things like names, dates, or other connected text together on the same line such as: Keeping a person's first and last name on the same line. Ensuring that units of measurement stay with their numbers (e.g., "10 kg"). Keeping dates together (e.g., "September 3, 2024").
Object Anchor: This symbol looks like a small anchor and indicates that an object, such as an image or a text box, is anchored to a specific paragraph. The object will move with the paragraph if the text is edited or moved.
End of Cell/Row Marker: This symbol appears as a small dotted line at the end of a cell or row in a table. It indicates the end of the cell or row and helps you see the structure of your table more clearly
These symbols can be very helpful when you're trying to troubleshoot formatting issues or ensure that your document is structured correctly.
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Breaks
These save you time and keep your copy in the right place.
I’ve lost hours removing multiple carriage returns and spaces in  documents when they should have used a break.  Really makes a difference when creating and maintaining and Table of contents.
Breaks keep sections together. Use a break NOT multiple carriage returns/paragraph breaks. Helps with page numbering in tables of content and sections not going array when adding or deleting content within a document.


Inserting breaks Page Breaks
| || Page

4 N Mark the point at which one page ends and
\ the next page begins.

Insert Layout
R —. Column
L — S | Indicate that the text following the column break
% v | | ——=—= v I__P} v ID v |==Z| v 'I“_“l' v will begin in the next column.
[
Cover Blank Page Margins Orientation Size  Columns Breaks Section Breaks

Page Page Break
Next Page

Insert a section break and start the new section
on the next page.

Continuous
Insert a section break and start the new section
on the same page.

Even Page
Insert a section break and start the new section
on the next even-numbered page.

0Odd Page
-3\ Insert a section break and start the new section
- —\ on the next odd-numbered page.

@ iTChampion
*e


Caroline Ellis
Sticky Note
In Microsoft Word, there are several types of section breaks that you can use to organise and format your document more effectively. Here are the different types of section breaks and when to use them:
	1.	Next Page: This section break starts the new section on the next page. It's useful when you want to apply different formatting or layout to a new chapter or section of your document. For example, you might want to start a new chapter on a new page with different headers and footers.
	2.	Continuous: This section break starts the new section on the same page. It's ideal for applying different formatting within the same page. For instance, you can use a continuous section break to change the number of columns or adjust margins for a specific part of the page without affecting the rest of the document.
	3.	Even Page: It's useful when you want to ensure that a new section always begins on an even page, which is often required in printed documents or books.
	4.	Odd Page: Similar to the even page break, this is used when you want a new section to always start on an odd page, which is common in printed materials.
To insert a section, break in Word, follow these steps:
	1.	Place your cursor where you want the new section to begin.
	2.	Go to the "Layout" tab on the Ribbon.
	3.	Click on "Breaks" in the Page Setup group.
	4.	Select the type of section break you need from the dropdown menu.
Using the appropriate section breaks can help you create well-structured and professionally formatted documents.


What breaks look like

Network-of wormholestwo ghostly white figures-in-coveralls-and -helmets-are softly
dancingthe-ash-of-stellar-alchemy-invent the-universe-explorations paroxysm-of global
death.-Rings-of Uranus-courage-of-our-questions-as-apatch-of light-across the centuries
emerged-into-consciousnessthe-sky-callsto-us? pag e brea k
Page Break

"Sea-of -Tranquillity
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network-of wormholes? Section Break (Continuous) /

Euclid finite but-unbounded f\Nith pretty-stories-forwhich-there's little

dispassionate-extraterrestrial-observer good-evidence-trillion trillion-citizens-of

ship-of-the-imagination citizens -of distant-epochs-rich-in-mystery

distant-epochs-of-brilliant syntheses? descendedfrom-astronomers. The-only

How far-away-Sea-of Tranquillity white home we've-ever knownthe-carboniin
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Continuous section breaks in Microsoft Word are used to create a new section within the same page. This allows you to apply different formatting to different parts of the same page without starting a new page. Here are some common uses and benefits of continuous section breaks:
	1.	Different Column Layouts: You can use continuous section breaks to have different column layouts on the same page. For example, you might want a single-column layout for the introduction and a two-column layout for the main content.
	2.	Varying Margins and Orientation: Continuous section breaks allow you to change the margins or orientation of a specific part of the page. This can be useful for creating a section with wider margins or landscape orientation within a portrait-oriented document.
	3.	Separate Headers and Footers: By using continuous section breaks, you can have different headers and footers for different sections of the same page. This is helpful when you need to include different information in the headers or footers for different parts of your document.
	4.	Applying Different Styles: Continuous section breaks enable you to apply different styles or formatting to specific sections of the same page. For example, you might want to use a different font or paragraph style for a particular section.
To insert a continuous section, break in Word, follow these steps:
	1.	Place your cursor where you want the new section to begin.
	2.	Go to the "Layout" tab on the Ribbon.
	3.	Click on "Breaks" in the Page Setup group.
	4.	Select "Continuous" from the dropdown menu.
Using continuous section breaks can help you create well-structured and professionally formatted documents.  When you want to start a fresh on a new page – be that a new header, section or paragraph insert a page break When you highlight text and make it more than one column a Section Break will be inserted at the start and end
When you want a particular sentence to start in the next column insert a column break.
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Styles
Using Styles in Microsoft Word can significantly enhance your document's look and feel
These can change whole paragraphs or just the characters you select. Word Templates and themes commonly come with a full set ready for you to use.


What are Styles?

Are predefined sets of formatting options
that you can apply to text to ensure
consistency and efficiency in your
documents.

They include settings for font type, size,
colour, paragraph alignment, line spacing,
and more.

By using styles, you can quickly and easily
apply a uniform look to your entire
document or specific sections.
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Using Styles in Microsoft Word can significantly enhance your document setup and functionality. Some compelling reasons why the average Word user should take full advantage of Styles:
	1.	Consistency and Professionalism: Styles ensure that your document maintains a consistent look and feel throughout. By applying predefined styles to headings, paragraphs, and other elements, you can achieve a polished and professional appearance without manually formatting each section.
	2.	Efficiency and Time-Saving: Styles save you time by allowing you to apply complex formatting with a single click. Instead of manually adjusting font size, colour, and spacing for each heading or paragraph, you can simply apply a style and move on.
	3.	Easy Updates and Modifications: If you need to make changes to your document's formatting, Styles make it easy. By modifying a style, you can instantly update the formatting of all text that uses that style. This is especially useful for large documents where manual updates would be time-consuming and error-prone.
	4.	Improved Navigation and Organisation: Styles enable you to create a structured document with a clear hierarchy. This makes it easier to navigate and organise content. For example, using heading styles allows you to generate an automatic table of contents, making it simple for readers to find specific sections.
	5.	Enhanced Accessibility: Styles improve the accessibility of your document for screen readers and other assistive technologies. Properly structured documents are easier for these tools to interpret and navigate, ensuring that your content is accessible to a wider audience.
	6.	Compatibility with Other Software: Styles ensure better compatibility when importing or exporting documents to other software, such as InDesign or web content management systems. This helps maintain the integrity of your formatting and reduces the need for manual adjustments.


One click formatting
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By taking full advantage of Styles, you can create well-structured, professional, and easily editable documents that save you time and effort. 
To apply a style in Word, you can follow these steps:
	1.	Select the text you want to format.
	2.	Go to the "Home" tab on the Ribbon.
	3.	In the "Styles" group, click on the style you want to apply.
Here are some common styles that you should consider using:
	1.	Title: This style is used for the main title of your document. It usually has a larger font size and bold formatting to make it stand out.
	2.	Heading 1, Heading 2, Heading 3: These styles are used for different levels of headings and subheadings. They help organize your document into sections and make it easier to navigate. Heading 1 is typically the main section heading, Heading 2 is a subsection, and Heading 3 is a sub-subsection.
	3.	Normal: This is the default style for the main body text of your document. It usually has a standard font size and line spacing.
	4.	Quote: This style is used for quotations. It often has italic formatting and may be indented to set it apart from the main text.
	5.	Emphasis: This style is used to emphasize certain words or phrases. It typically uses italic or bold formatting.
	6.	List Paragraph: This style is used for bulleted or numbered lists. It ensures that the list items are properly aligned and formatted.
	7.	Caption: This style is used for captions under images, tables, or figures. It usually has a smaller font size and may be italicized.
	8.	Footnote Text: This style is used for footnotes. It typically has a smaller font size and is placed at the bottom of the page.


Reveal
formatting

If you are unsure if Styles have
been used or if a Style has
been overridden, then you can
reveal formatting in the Styles
pop-out pane.
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Sticky Note
Next to the Styles menu is a button to open up the Styes Pane. It displays all the styles available in your document. It shows you the list of styles, including paragraph styles, character styles, and linked styles, which you can apply to your text to ensure consistent formatting throughout your document.
It will indicate what style if any is being used by the text you have currently selected or have placed your marker. You can change what styles you see by using the drop down menu for List: Styles in use and In current document are the most helpful.
Show Styles Guide" tick box to your advantage:
	1.	Identify Applied Styles: By enabling the "Show Styles Guide" option, you can quickly see which styles are applied to each paragraph. This makes it easier to identify any inconsistencies or errors in your document's formatting.
	2.	Troubleshoot Formatting Issues: If you notice any formatting issues, the styles guide can help you pinpoint the problem. For example, if a paragraph looks different from the rest, you can check the styles guide to see if a different style has been applied.
	3.	Ensure Consistency: The styles guide helps you maintain consistency throughout your document by making it easy to see and apply the correct styles. This is especially useful for longer documents with multiple sections and headings.
	4.	Efficient Editing: When you need to make changes to your document's formatting, the styles guide allows you to quickly identify and modify the relevant styles. This saves time compared to manually checking and updating each paragraph.
"Show Direct Formatting Guides" tick box to your advantage:
	1.	Identify Manual Formatting: By enabling this option, you can quickly see where manual formatting has been applied. This helps you identify any inconsistencies or errors in your document's formatting.
	2.	Troubleshoot Formatting Issues: If you notice any formatting issues, the direct formatting guides can help you pinpoint the problem. For example, if a paragraph looks different from the rest, you can check the guides to see if any direct formatting has been applied.
	3.	Ensure Consistency: The direct formatting guides help you maintain consistency throughout your document by making it easy to see and remove any manual formatting. This is especially useful for longer documents with multiple sections and headings.
	4.	Efficient Editing: When you need to make changes to your document's formatting, the direct formatting guides allow you to quickly identify and modify the relevant text. This saves time compared to manually checking and updating each paragraph.
If you were to go the View toolbar you will see three check boxes where you can turn on and off the Ruler, Gridlines and See the Navigation Pane. The Navigation Pane is really hand to speed through a large document to the section or content you are looking for.


Good to knhow
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Themes
Themes in Microsoft Word are a set of coordinated design elements that help you create visually appealing and consistent documents. A theme includes a combination of colors, fonts, and effects that you can apply to your entire document with just a few clicks. By using themes, you can ensure that your document has a professional and cohesive look, making it easier to read and more visually engaging.
Themes are particularly useful for maintaining a consistent appearance across multiple documents, such as reports, presentations, and marketing materials. They save you time by allowing you to apply a unified design without manually formatting each element. Additionally, themes can be customized to match your brand or personal style, giving your documents a unique and polished look.


Advantages of using a theme

Design

Custom

fital

ITChampion

Office

A |

A |

pa_|

.

Office

Office 20...

Atlas

Badge

o |

Aa ]

% )

Berlin

Celestial

Crop

Depth

Ao |

Aa |

Aa ]

8|

Droplet

Facet

Feathered

Gallery

Reset to Theme from Template

~ [& Browse for Themes...
Save Current Theme...

Can be used across Microsoft 365 apps.

Custom themes can use brand colours,
fonts and styling.

Saves time and instantly creates a
cohesive look.

The whole organisation can use them.

@ iTChampion
*e


Caroline Ellis
Sticky Note
Using Themes in Microsoft Word can greatly benefit the average user by enhancing the overall look and feel of their documents while saving time and ensuring consistency. Here are some key advantages:
	1.	Consistency: Themes ensure that all elements of your document, such as fonts, colors, and effects, are consistent throughout. This creates a professional and cohesive appearance, making your documents look polished and well-organized.
	2.	Efficiency: Applying a theme is much faster than manually formatting each element of your document. With just a few clicks, you can change the entire look of your document, saving you time and effort.
	3.	Customisation: Themes allow you to customize the look of your document to match your brand or personal style. You can choose from a variety of pre-designed themes or create your own by selecting specific fonts, colours, and effects.
	4.	Improved Readability: A well-chosen theme can enhance the readability of your document by ensuring that text and other elements are visually appealing and easy to read. This is especially important for longer documents or presentations.
	5.	Professional Appearance: Using themes helps you create documents that look professional and visually appealing. This can be particularly beneficial for business documents, reports, and presentations, where a polished appearance can make a positive impression on your audience.
To apply a theme in Word, follow these steps:
	1.	Go to the "Design" tab on the Ribbon.
	2.	In the "Themes" group, click on the "Themes" button.
	3.	Choose a theme from the gallery or click on "Browse for Themes" to select a custom theme.
By taking advantage of themes, you can create visually appealing and professional documents with ease.
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Properties
By filling out these properties, you can ensure that your document is well-organized, easily searchable, and provides clear information about its content and status. This can greatly enhance collaboration and document management within your team.


A document’s properties

* Improves searching for and
locating key documents.
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library or filing system.
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Sticky Note
Filling out the Properties tab in Microsoft Word is a great way to manage and organize your documents effectively. Here are some best practices to consider:
	1.	Title: Always provide a clear and concise title for your document. This helps in identifying the document quickly and makes it easier to search for later.
	2.	Author: Make sure to include the author's name. This is especially important in collaborative environments where multiple people may be working on the same document.
	3.	Subject: Use the subject field to give a brief description of the document's content. This can help others understand the purpose of the document at a glance.
	4.	Keywords: Add relevant keywords that describe the main topics or themes of the document. This improves the searchability of the document within your organization.
	5.	Comments: Use the comments field to provide additional context or notes about the document. This can be useful for explaining any special considerations or instructions related to the document.
	6.	Category: Assign a category to your document if applicable. This can help in organizing documents into different groups or types, making it easier to manage large collections of documents.
	7.	Status: Indicate the current status of the document, such as "Draft," "Final," or "Reviewed." This helps others understand the document's stage in the workflow.
	8.	Custom Properties: If needed, create custom properties to capture specific information relevant to your organization or project. This can include fields like project name, department, or client.
By following these best practices, you can enhance the organization, searchability, and overall management of your documents.


Handy to know
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Sticky Note
Using the Properties tab in Microsoft Word can significantly enhance the functionality and efficiency of inserting fields in your documents. Here's how:
	1.	Dynamic Content: By using document properties, you can insert fields that automatically update based on the metadata you've entered. For example, if you insert a field for the document's title, it will always display the current title from the Properties tab. This ensures that your document remains up-to-date without manual updates.
	2.	Consistency: When you use properties to insert fields, you ensure that the information is consistent throughout your document. For instance, if you insert the author's name as a field, it will be the same everywhere it's used, reducing the risk of errors or inconsistencies.
	3.	Efficiency: Inserting fields based on properties saves time. Instead of manually typing and updating information in multiple places, you can enter it once in the Properties tab and have it automatically populate throughout your document.
	4.	Professionalism: Using fields for properties like title, author, and date can make your document look more professional. It ensures that important information is always correctly formatted and up-to-date.
How to Insert Fields Using Properties
	1.	Access the Properties Tab: Go to the "File" tab, click on "Info", and fill out the relevant properties such as Title, Author, Subject, and Keywords.
	2.	Insert a Field:
	1.	Place your cursor where you want to insert the field.
	2.	Go to the "Insert" tab on the Ribbon.
	3.	Click on "Quick Parts" in the Text group.
	4.	Select "Field…" from the dropdown menu.
	5.	In the Field dialog box, choose "Document Information" from the Categories list.
	6.	Select the property you want to insert (e.g., Title, Author) from the Field names list.
	7.	Click "OK" to insert the field.
By leveraging the Properties tab and inserting fields, you can create dynamic, consistent, and professional documents with ease.


Recap

Non-printing characters: These are invisible
formatting tools that help organise and
structure text.

Styles: Predefined sets of formatting options
ensure consistency and efficiency in
documents.

Themes: Themes coordinate colours, fonts,
and styles, saving time and creating a
cohesive look.

Properties: Help with organisation, tracking
and auto-fill of key document information.
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Hope you enjoyed the session

Why not join us for our next tips and tricks session?

www.it-champion.co.uk/it-training/monthly-tips-tricks/
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