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Part 1 – Working with Styles and creating/updating TOCs
Demonstration:  

· Redefining default styles
· Creating new styles
· Inserting table of contents
· Inserting table of figures / tables of tables (through captions)
Try It Yourself:  Create a new Blank document
· Create  Dummy Text to work with:  Go to http://www.lipsum.com/
· Format using a style:  Play with the different styles and look at the results 
· Create a couple headers:  Create text for a couple of headers and sub headers – follow directions in class
· Change the header styles: Highlight and change – right click on the header style in the tab to update Heading 1 to match the selection
· Change the sub- header styles: Right click on the style in the tab and change the name. Then right click and modify – use the indent
· Create a TOC: Go to the reference tab and  insert and automatic table of contents  - then click on the insert tab and insert page break. Go to the document itself and rename header 1. Go back to the TOC and click on the table and update to reflect the new name.
Part 2 – Inserting objects

Demonstration

· Inserting headers/footers 
· Inserting Cross-reference objects
· Inserting and formatting graphics 
· Inserting and formatting tables 
Try It Yourself:
· Insert Headers and footers:  Go to the Insert Tab and insert a header – note the change in the interface now allows you to make modifications to the header by opening up a design TAB. Insert Footers the same way.
· Insert Pictures:  Go to the Insert Tab and insert a picture. Note that the interface changes to give you new design tools for the picture. With the picture highlighted go to  Reference Tab and click on Insert Caption.

· Create Table of Figures:  On the reference TAB ...put curser under TOC click on insert Table of Figures. You can update your table of figures the same as the TOC – by right clicking on it.

· Insert table:  Insert Tab...insert TABLE. Play around with design tools. Modify the borders ...etc. Insert a table caption on it....then create a Table of Tables and update it the same as your table of figures.
Part 3 – Page design in Word

Demonstration

· Creating more than one column for a selected block of text 
· Creating a pull quote
Try It Yourself:

· Columns:  Go to the Page-Layout Tab and click Columns – so you don’t format the TOC click on the arrow below – and go to more columns and click “on this point forward”.
· Pull Qutoes:  Copy some text – Move to the Insert tab and insert a quote type – cut and paste your text inside the quote.

Part 4 – Collaborative editing in Word

Demonstration

· Reviewing palette 
· Working in “track changes” mode
· Accepting and rejecting changes
· Adding comments to the text
Try it yourself:  Work with the “Extensively commented” document

· Tracking Changes: Go to the review tab and click on Track changes Open up the review pane to see changes individually. You can accept or reject changes one at a time this way.
· Reviewing: You can accept one at a time or all in the Tab item.

· Commenting: Add a comment to the document.










