Working with long documents – Craig Boutlis 2009
(Put your table of contents here)
1 Work in Outline view forever more
If you do nothing else differently for the rest of your life, do your work in ‘Outline view’. It’s not hard to find, just click View / Outline and that’s it! I suggest you spend half an hour just playing with the toolbar. If you can’t find it, click View / Toolbars / Outlining. The most important things on the toolbar are:
· The arrows and double arrows that go left (Promote heading) and right (Demote heading). The double arrows right take you down to body text so you can write a paragraph.
· The expand and collapse (+ and -) buttons.
· Double clicking on the + symbol beside a heading will also solve this problem.
· The “Level” box. There is a hierarchy in Word that basically goes with the headings (so the Heading 1 style is a Level 1 etc.) You can make your own styles and determine what level they go on to. I do this with things like “References” at the end of a document that I don’t want to be part of my numbering system.

You might want to change the display settings in Outline view so that it doesn’t wrap across only half the page. To do this, go to Tools / Options / View and choose Wrap to window in the Outline and Normal options section down the bottom. While you’re there, please change Field shading drop down box to “Always”.
2 Get your Outline numbering sorted out

Click Format / Bullets and numbering / Outline numbering and then pick one that goes 1 – 1.1 – 1.1.1 etc. This is a standard for a long document with a table of contents, but you can pick whatever you like (e.g., A, B, C). If you don’t like the position of the full stops etc. then you can go in to the more advanced properties in the Outline numbering section and set these up (wait until you’re pretty good at it first).
Your Heading 1, Heading 2 etc. will automatically take on this numbering. So it’s about time I put in a subheading.

2.1 It’s chosen Arial 14 bold and italic as my default for Heading 2

That’s fine, we can always come back to that at some stage in the future. Even if we have 200 instances of Heading 2 that look like this, we can change Heading 2 once and they will all change (so there’s no need to do it now).

2.1.1 And a 2.1.2 with no paragraph at all

2.1.2 Why don’t I put in a 2.1.1

With a very brief paragraph of text.

2.1.3 And even a 2.1.3

2.1.3.1 In a moment you will see the point of all this

Back to body text now. Body text is the little square (can you see it to the left of this text in Outline view)

2.1.3.2 At this stage, why not do some mucking around?

We’ve created enough headings already to move some around and see how the numbering automatically changes for us. You can do this by selecting a chunk of text by clicking on the + or – to the left of a heading and then either (a) using the up and down arrows on the toolbar or (b) just dragging it to where you want it.

You can even demote it or promote it once you get there by using the Promote and Demote left and right hand arrows on the toolbar respectively.

3 Page numbering

We’ve kind of jumped the gun a bit here, but there’s nothing to stop us moving this “Section” (anything with a + or – to the left is a section) somewhere else in the document.

There are two ways of doing this and I’m not exactly sure what’s best. The simplest is to use the Insert toolbar. For some reason, on my computer I have to go to Print layout view to do this – click View / Print layout and then click Insert / Page numbers and choose what you want. There are some more advanced settings in the Format box. The alternative method is to click View / Header and footer and do it that way. 

Pay attention to where your Section breaks are and how this affects page numbers (Insert / Break / Section break and also in the File / Page setup menu). This is a bit too advanced for new users, so I’ll just mention it here for you to come back to in the future.

4 OK, so you’re sceptical, what’s in it for me?
I know, I know – you’re thinking “I don’t need this stuff”. Nothing that he’s said so far is useful and I’ve been making pretty good documents for years. What can he do that I can’t do? Fair question on page 2… but when you’ve done 75,000 words and you’re on page 220, different story. It’s time to let it rip.

4.1 Cross-reference

Remember what we learnt in section ‎2.1.1. So, anyone could do that, reference another section in the document. But he’s done it with a Field, which is shaded. So it’s not just remembering the number, it’s remembering that actual section. Move the section, and the number automatically changes. But not until you right click on the Field and choose update field (fields also get updated automatically when you open and close a document or update the table of contents). The other way to do this is to click in the field and press F9. To do the whole document, select it all (Ctrl-A) and then press F9…or right click on any field after the Ctrl-A and choose Update field.
4.2 Captions for tables

Let’s make a table. Click Table / Insert / Table, 3 columns, 3 rows Autofit to contents and it looks just like the one below. I’ll bold my headings.
Table ‎4‑1. Time management scheme

	
	Due soon
	Not due soon

	Important
	Do first
	Do second

	Not important
	Do third
	Do last


It already has a caption, but let’s delete that and remake it. As this is the first table in our chapter, we’ll go with numbering that has Chapter number ‘point’ 1 (e.g., if we’re still in Chapter 4, we’ll make it table 4-1). 

To remake the Caption, click above the table, then click Insert / Reference / Caption. Change the Label box to Table. Click the Numbering box and include the Chapter heading number. OK that and then put a name for your table in the top box. I’d suggest “Time management scheme”. 

Isn’t it about time that we reference our fancy table? “If you want to learn about time management, then I’d really suggest you start by consulting Table ‎4‑1. See how it’s in grey again as a field? You guessed it; put a table above that and both our caption AND our cross-reference to Table 4-1 will automatically update to Table 4-2, without us having to think about it! Remember, to put a cross reference in to another section, table or figure, then click Insert / Reference / Cross-reference and choose Table and then whether you want just the number, the whole caption etc. You will find your tables conveniently listed for you.
Table ‎4‑2. The wrong way to do time management

	
	Due soon
	Not due soon

	Important
	Do first
	Do third

	Not important
	Do second
	Do last


Anyone who thinks that Table ‎4‑2 is the best way to do time management, really should spend a moment looking up the Randy Pausch Time Management lecture in YouTube (which Craig will endeavour to put in the Education folder in IMACS).

Don’t forget what I told you about page numbering in section ‎3!

4.3 Putting in figures is a cinch!

In fact, why don’t we move this whole section up and put it before the Tables section? It’s getting a bit wordy here, suggest you start in the level box so we’re just looking at levels 1 and 2. We can always go back to Show all levels in that box to see the whole lot.



Figure ‎4‑1. Big bad Barry Hall has gone and whacked someone again!

It’s amazing what you see in these two pictures. The more things change, the more they stay the same! In Figure ‎4‑1 (you got it: Insert / Reference / Cross reference / Figure / Only label and number), big bad Barry Hall has gone and clocked another opponent. Meanwhile, Malcolm just can’t keep his mouth shut (see Figure ‎4‑2. Malcolm in the muddle). 




Figure ‎4‑2. Malcolm in the muddle

You guessed it, if we want to move Malcolm up above Barry and have all the numbers change automatically, they would (but we’re over that now).

5 I don’t like these heading styles at all!
No problem, just click Format / Styles and formatting and then the drop down arrow at the end of the heading to change it to something you DO like…and watch that change get reflected through your whole document!

A word of caution though – NEVER muck around with your Outline numbering while working in the Styles and formatting. Always go back to Format / Bullets and numbering to do that (it’s tiger country!)

5.1 And while I’m at it…I’d rather all my text were justified

No problem. Don’t go mucking around bit by bit in the document. At some stage in the future it will change a bit back or revert to what’s buried in the text. Click Format / Styles and formatting and change the normal text to justified.

5.2 I’d rather not use Times New Roman in my body text today

In fact, I would have preferred to have this section above the previous section. Can you move it up for me please? Once you’ve done that, click Format / Styles and formatting and adjust the normal style to Arial.

6 Shall we make a table of contents?

It’s easier than it sounds. First, go to the part of your document where you want your table of contents (I’d suggest the bit at the top of the document where I have written ‘Put your table of contents here’).

Then click Insert / Reference / Index and tables / Table of contents, make some adjustments if you want and click OK. It really is that simple. Once you’ve changed your document around, update the TOC (that’s what we call it) by using the ‘Update TOC’ button on the Outlining toolbar (by the way, if you ever lose it, you’ll find it under View / Toolbars / Outlining) or just right click in your TOC and choose update.

7 A suggested exercise

Find a document that has lots of headings in it of different styles, shapes and sizes. Clicking View / Outline will soon tell you if that person had a clue what they were doing! Reorganise the whole document so that the proper headings are on the proper levels and then decide what sort of hierarchy you would like. Fix up the figures and tables, and then to give you SOME satisfaction, make a table of contents. That will make it all worthwhile.
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