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16 Tables of Contents and Indexes
16.1 Table of contents

By default, Word creates a table of contents for the
headings based on the predefined or modified style
sheets. But you may create a table of contents from

Table of
any style sheet. c;tlt:;
How to create a table of contents Automatic Table 1
1. Position the cursor at the place in the Contents ‘
document, at which the table of contents is t0 1 s _ -
be inserted, mostly at the begin of the 1t :
document.

Automatic Table 2
2. On the References tab, Table of Contents L able of Contents
group, click the Table of Contents button. The 1 MHeding :

. . . 11 Heading 2......... . el
gallery shown on the right-hand side is 111 peacing ¥ 1
opened.
Manual Table

3. From the gallery, select one of the three -
Table of Contents

predefined tables of contents. But only " site el 1

Automatic Table 1 and Automatic Table 2 B :
refer to style sheets. Moreover, a numbering is e chger e e .. ‘
only ShOWn, When the headlng Styles are @ More Tables of Contents from Office.com s
numbered (also refer to page 149) Lustom Table of Contents...

. EX Remove Table of Contents
4. If you want to design your own table of oS e e

contents, click the Insert Table of Contents
command at the bottom of the gallery. The Table of contents gallery
following dialog box appears:

Table of Contents

Index Tﬂb‘EUfEOHtEHtS Table of Figures = Table of Authorities

Print Preview Web Preview
Heading L..nininnemeecmniesnenane 1|~ Heading 1 ~
HEadING 2 eeeeeeeceeevee e 3 Heading 2
Heading 3ueveeieeesceeresnnines 5 Heading 3
v v
§how page numbers Use hyperlinks instead of page numbers
Elght align page numbers
Tab leader |, ~
General
Formats: From template ~

Show levels: 3 o

Options... Modify...

Table of Contents tab page

From template

Classic

5. From the list box, select a Format. Distin ctive

6. To customize the index style sheets, click the button. The
following dialog box appears:

Formats
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Please select the appropriate style for your index or table

entry

Styles:
TOC 1

TT0C2
TT0C3
TT0C4
TT0CS
TT1OCE
TT1OCT
TTOCE
TT10CY

Preview

+Body e L

Space A

After: 5 pt, Style: Automatically update, Hide until

used, Priority: 40
Based on: Normal

OK Cancel

Modify styles

7. When you want to include, in addition to the Heading 1 through Heading n style sheets,
more style sheets into the table of contents or to delete style sheets from the table of
contents, click in the Table of Contents dialog box. The following dialog box is
displayed:

Table of Contents Options

Euild table of contents from:

b stytes
Available styles: TOC level:
A
Endnote Text
Footnote Text
~  Heading 1 1
~ Heading 2 2
~  Heading 3 3
Heading 4

Outline levels
[ Table entry fields

Reset Cancel

Options for table of contents

8. Select the style sheets that should appear in the table of contents, and enter the
corresponding level, with level 1 assigned to the TOC 1 style sheet, level 2 assigned to the

TOC 2 style sheet, etc.
9. Click to confirm your entries. Word returns to the Table of Contents dialog box.

10. Also click here. If a table of contents already exists, Word asks to replace it.

Update Table of Contents

Update the table Of ContentS V\ﬁ;d |fs upda_tmgth_e table of contents, Select one
e Place the cursor in the table of contents. In the @i ;
field view, place the cursor in the field ({ TOC\I }). Ulleilce
Now press the key. The dialog box shown on Cancel
the right-hand side appears. Choose an ® option .
. Open this dialog box
and click ' by pressing (F9)

e Or open the Table of Contents dialog box again, as described above. After having made
the desired modifications, click [ ok ]. Depending on the cursor position before opening
this dialog box, the options appearing in the following dialog box may differ:
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- The cursor is in the table of contents:
[ oK _]: The existing table of contents will be
updated. o .
Replace this table of contents?

[Cancel]: Abort, the table of contents will not be —
updated.

- The cursor is not in the table of contents: The cursor is in the table of contents

[ Yes ]: The existing table of contents will be
updated.

: A neW, addltlonal table Of COﬂtentS |S 0 Replace this table of contents?
created at the cursor position. The existing table
of contents will not be updated.

: Abort, the table of contents will not be The cursor is not in the table of contents
updated.

Yes Mo Cancel

16.2 Index

Creating an index requires index entries to be placed at the respective positions within the text.
An example of an index is given at the end of this document.

Marking index entries

Word provides the following options for creating an index:

e mark main entries e mark cross-references

e mark sub entries o format entries

e define page ranges (e.g. outline 40-45).

How to create an index entry

1. Select the word or the text area that is intended to be
an index entry. If the word is not included in the text,

place the cursor at the position, at which the index Main enty: [Form lefters |
entry is to be inserted. Subentry:  [Data source |

2. Click the Mark Entry button on the options
References tab, Index group. The dialog g

Mark Index Entry

Index

O Cross-reference:  |See

@ Current page

box shown on the right-hand side is Mark O Page range
opened. When you have selected a word, Entry Bookmark:
it will appear in Main entry. Pﬂéﬂﬂumbmfmt
Bold
3. Accept or modify the word in the Main entry line. [ eane
You may also enter a Subentry. T e

Cancel

4. Click to create the index entry. The dialog box
remains open, so that you may mark additional index
entries.

Mark an index entry

@ Index entries are formatted hidden. Hidden text is only visible, when the Show
All button on the menu ribbon Home tab, Paragraph group, is enabled:

$ XE"Form:letters:Data-source” %

Hidden text is underlined by a dotted line.

Creating index entries using afield code
The XE field code provides another option for creating index entries:

{ XE ”Main entry:Subentry” \t ”Cross-reference” }.
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The \t and ”Cross-reference” may be omitted. How to create index entries using the XE
(Index) field code:

1. To enter the hidden text, use the mouse to select .
Place the cursor at the position, at which you want to insert the index entry.

2.
3. Press [ctr1]+[F9]. A blank field { } is shown.
4

Enter the XE field name into this empty field first and then the main and, if necessary, the
sub entry, enclosed by quotes. Main antries and subentries are separated by a colon
(without space!), e.g.:

{ XE ”"Form letters” } or { XE "Form letters:Data source” }.
Select the entire field and copy it to the clipboard.
6. Place the cursor at the next position, at which an index entry should appear.

7. Insert the field from the clipboard and modify only the main entry and/or subentry within the
quotes.

8. Repeat steps 5 and 6 for additional index entries.

Modifying index entries

To modify index entries, you have to make the hidden text visible at first (Show All
button). Then you may modify the entry in the XE field code as desired.

Creating and updating an index

1. Position the cursor at the place, where you want to insert the index (typically at the end of
the document).

2. Click the Insert Index button on the References tab, Index group. The following
dialog box is opened:

Index | Table of Contents  Table of Figures = Table of Authorities

Print Preview

Aristotle ..o 2]a  Type @ Indented O Rup-in
. . Columns: 2 3
Asteroid belt............... See Jupiter -
Language: English (United States) ~
Atmosphere

Earth

Tab leader: |.... ~

Formats: From template ~

Mark Entry... AutoMark... Modify...
Insert Index
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3. Enter the following:
o ®|ndented option, when the subentry should appear below the main entry.
e ®Run-in option, when the subentry should appear next to the main entry.
e Enter the desired number of columns or keep the default setting 2.

e Select an entry from the Formats list box. In the Print Preview
frame, you see an example index for the current format.

From template

e When you want to Right align page numbers, enable the Modem "
respective check box. Then you may also select a Tab
leader... for the tab stop gaps, as shown in the following Formats
example.

4. Click to confirm your entries. If an index already exists, Word asks to update it.

- H] Vord 20 ontinuation.docx - Wor elen Stewart -
‘Word 2016 Conti d Word Helen 5 [l O *
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do Q. Share [
L 1 & A 1 2 a3 4 5 6 7

S mowWs i3
Safety 59 Taflglﬁ?contents 1%2
Save Tothecloud.. ... 134 Create.. .. ... oo 164
Save address list
Screen view 5‘;,’-2?,? }g;
SCrEENTIP oo 50, 182 Update 165
gci'bc':'g . };g Table properties ... 23,75, 76, 179, 214
sﬁ:mnna 8 SOUTCE oo e Table tools 20,73
Shadow 13 o 76
Sngggt ; }H DESION oo 20, 73, 147, 213, 214

di ;’_ " Developer ... 67, 71,77, 79

CnJ:ng;'Ze 116 Filter records .........ocovmvveeeroereeeereccennncns 139

Fill pattemn 118 Format Rl
snmeraut -------------------------------------------- 1186, H; InSert . oo 90, 132, 141
Shapeﬁ‘ prp 9,80 Layout. .20, 21,73, 147, 179, 213, 214
Shﬂ“‘ el , a8 Mailings .... 124, 141, 143, 147
5 oW markup - Position

Page 227 of 228 [IE‘ German {Germany)

Index example

If only the field code is visible instead of the index (e.g. { INDEX \e ” ”\a \c¢ ”2” }), you may
show the index using the [a1t]+[F9] shortcut.

Updating index

After having made the view entries, place the cursor in the index. Depending on the settings in
the options, the index may be shown including a light gray background color. In the Options,
you may use the Advanced page in the Show document content pane to set the Field
shading. Use the key to update the index.

Editing index styles

Each paragraph in the index is certainly based on a style sheet: Index Heading for the letters of
the alphabet, Index 1 for the main entries, and Index 2 for the sub entries. If you want to modify
these style sheets, it may happen that the styles are not shown in the Styles task pane. (open
task pane: On the Home tab, Styles group, click this small =z button.)

In this case, click the Manage Styles button at the bottom of the task pane. The é__},
following dialog box is opened:

.
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. . T Index Update, Hide Until Used)

On the Edit tab, select the respective T index s [AutoUpdate, Hide Until Usec)
i ndex Update, Hide Until Used)

style sheet and click [Modi fy 3 iniees hunobpdae e bndh bee

To show a hidden style sheet in the

task pane, click on the _ |
Recommend tab page. Aral o

Manage Styles

Edit Recommend  Restrict  Set Defaults

Sort order: | As Recommended ~ |:| Show recommended styles only

Select a style to edit

Index 1 _{AutolUpdate. Hide Until Used) ~
T Index 2 (AutoUpdate, Hide Until Used)
T Index 3 [(AutoUpdate, Hide Until Used)

T Index 9 (AutoUpdate, Hide Until Used)
T Index Heading [Hide Until Used) e

Preview of Index 1 [AutoUpdate, Hide Until Used):

Indent: -
Left: 07
Hanging: 0.14"
Line spacing: single, Space he
Mew Style...

@ Only in this document O MNew documents based on this template

Import/Export... Cancel

Modify the selected style

16.3 Table of figures

You may create tables of figures, lists of tables, or any other indexes. You are required to
assign a separate style sheet to each type of index.

Your task
You have created a document containing multiple pages and a lot of illustrations and tables and
want to add a list of tables and figures at the beginning of the document, following the table of

contents.
1. At first, define two style sheets: the Table caption style sheet for labeling the tables and
the Figure caption style sheet for the illustrations.
2. If atable appears in the document, label it e.g. as follows
Table 1: Shortcuts for paragraph formatting
and assign the Table caption style sheet to this paragraph.
Label an illustration e.g. as follows
Figure 1: Dialog box Character
and assign the Figure caption style sheet to this paragraph.
After assigning the style sheets, you may now create a table of figures for the tables and
illustrations.
3. Place the cursor at the position within the document, at which the list of tables should
appear.
4.

Click the Insert Table of Figures button on the References tab, Captions group. D
The following dialog box is opened:
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Table of Figures

Index  Table of Contents | Tabie o Ei‘éures i Table of Authorities

Print Preview Web Preview
Figure 1: Text.................1 |4 Figure 1: Text ~
Figure 2: Text...........cccooe 3 Figure 2: Text
Figure 3: Text.............cccoc.. B Figure 3: Text
Figure 4: Text..................T Figure 4: Text
=) . S an |V s Co T e
§how page numbers Use hyperlinks instead of page numbers
Elght align page numbers
Tab leader |, ~
General
Formats: From template ~
Caption label: |Figure ~

Include label and number

Options.. Modify...

Create a Table of Figures
5. Click [Options]. The dialog box shown on the Buid table of figures from:
right-hand side is displayed. Hsye EEm| -

[] Table entry fields
6. Enable the |+ Style check box and select the _T ) _ .tm ?
Caption style sheet. robte dentier 1 .

. . . [ ok || cenea
7. Click [ ok ]. The Table of Figures Options L
dialog box will be closed. Options for table of figures

8. When you click also in the Table of Figures Options dialog box, the table of figures
for the table labels will be created.

Table of Figures Options

The list of tables might have the following appearance:

Table 1: Shortcuts for paragraph fOrmatting ...........coceoeiieiiririeiee et 3
Table 2: Shortcuts for character formatting Part 1 ........coccoiiieeiiiniiniiiere e 9
Table 3: Shortcuts for character formatting part 2 .... .13
Table 4: Shortcuts for Righlighting TEXE .........ueiuiiiiieiiieeie e ne s 21
Table 5: Shortcuts fOr CUrSOr POSITIONING ........cveetieieiterteeiete ettt ettt ettt sbesbeeseeneesneeneenneneeas 33

Example for a list of tables

To create a table of figures, you may use a similar procedure as used for creating the list of
tables. However, you need to assign the Figure caption style sheet. Please make sure that the
cursor is not in an existing index!

After clicking in the Table of Figures dialog box, the following question appears. Click

to create another table of figures. When you click [ Yes |, the list of tables will be
replaced!

o Do you want to replace the selected table of figures?

Yes Cancel

g
Replace table of figures? No!

Creating atable of figures with the aid of captions B

1. Select the item and click the Insert Caption button in the Captions group of neert

the References tab. The Caption dialog box opens. Caption
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=3

10.

The caption for the item has already been entered automatically (e.g. Figure 1). Add the
explanatory text that you want to be displayed in your document, for example:

Caption

Caption:

Figure 1: Sales]

Options

Label:

[ Exclude label from caption

Hew Label... MNumbering...

AutoCaption... Cancel

Figure ~

Position: | Below selected item ~

Adding a caption

In the Label drop-down box ¥ select the item type, e.g. Figure or Table. If the desired type
does not exist, you can use the button to create a new type, which will then be

selectable in the drop-down list.

figure.

Use the Position ¥/ drop-down box to determine
whether the caption is to be displayed above or below
the item.

With the button you can choose a different
numbering format where necessary.

With a click on the caption is assigned to the
item and you can create the table of figures.

Place the cursor in the document where you want the
table to appear, and click the Insert Table of Figures
button on the References tab in the Captions group.

In the Table of Figures dialog box from page 162 click
[Options].

Activate the Style check box, select the Caption
style and click [ ok ]. The Table of Figures Options
dialog box is closed.

Once you click in the open Table of Figures
dialog box as well, the table of figures is created.

16.4 Cross-reference

If you want to gather different item types, like images and tables, in the same table of
figures, it is recommended that you choose the same label for the relevant items, e.g.

Caption Numbering

Format: |1,2, 3, ..

Examples: Figure II-1, Table 1-A

Cancel

Changing the numbering format

Table of Figures Options

Build table of figures from:
M syle: [ETTTI
[] Table entry fields

Table jdentifier: |F v

Cancel

Options

A cross-reference is used to point to another position within your document, e.g. to a page
number. You may use the following items:

numbered items e endnotes
headings e  equations
bookmarks e figures, or
footnotes e tables.

Mumbered item ~

Bookmark

Footnote
Endnote
Equation hd

Reference types

Bookmarks can be placed at any position and serve as a kind of hidden, invisible marker to
which you can switch at any time via the following dialog box. In addition, bookmarks can be
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used in the context of cross-references, for example to refer to their contents or to the page on

which the bookmark is found.

To create a bookmark,

1. place the cursor at the position you want or
select the heading, picture, or text area the
bookmark shall refer to.

2. Then, press the [shift]+(ctr1]+(F5]) keyboard

shortcut or on the Insert tab, in the Links
group, click the Bookmark button.

3. In the dialog box shown on the right, enter a
name for the bookmark and confirm it by

clicking [ Add ].

You should choose a significant name and keep in
mind that it cannot contain spaces or hyphens, but
underscores can be used as seperators.

Bookmark

Bookmark name:
Glossary

Add

Heading

Sortby: (®) Name
O Location

D Hidden bookmarks

Cancel

Creating a bookmark

Via this dialog box you can also jump to a bookmark from any place in the document: Open the
dialog box ([shift]+(ctr1]+(F5]) keyboard shortcut), select the bookmark in the list and click
[GoTo]. To delete the bookmark, select it and click the button.

How to create a cross-reference

1. At first, enter an explanation, e.g. "refer to page", at the respective position in the

document.

2. Position the cursor at the place, where you want to insert the cross-reference. In the
example mentioned above, this is the position to the right of the space after the word

"page".

3. Click the Cross-reference button on the References tab, Captions group.

The following dialog box is opened:

Cross-reference

For which heading:

Reference type: Insert reference to:
Heading ~ | | Page number ~
Insert as hyperlink Heading text

Separate numbers with He.ading number

Heading number [no context)
Heading number [full context)
15.4 Converting footnotes or endnotes | Above/below

15.5 Exercise

16 Tables of Contents and Indexes
16.1 Table of contents

16.2 Index

17 Master Documents and Subdocuments
17.1 Things worth knowing

17.3 Master document views
17.4 Editing subdocuments

16.3 Table of figures
16.4 Cross-reference

17.2 Creating master document and subdocument

Insert Cancel

Insert cross-reference

4. Select the appropriate heading.

5. Clicking the button will place the corresponding page number at the cursor

)

position.

@ Enable the Insert as hyperlink check box, when you want to use the
cross-reference as a link. Clicking the reference (page number) will switch to
the linked position. If the mouse pointer does not change its appearance while
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pointing onto the reference, additionally press the key. Following a
hyperlink with or without using the key is set in the Word Options, on
the Advanced page, Editing options ane.

Field code

The cross-reference has been inserted as a field using the PAGEREF field name. Place the
cursor in the field and press the [« ]+(F9] shortcut to see the field code, e.g.:

{ PAGEREF _Ref168552912 \h }

The link refers to a hidden bookmark
(_Ref168552912), which Word generated while

creating the cross-reference. The \h switch means Backmark Lo
that the cross-reference was inserted also as a Eoukardhane)
. _Ref168552912
hyperlink. _HIt45840179 "
_Ref11808240 Delete
_Ref11308295
Press the [shift]+(ctr1]+(F5) shortcut to access “Rert1s10s63 GoTo
the Bookmark dialog box. Enable the [+] Hidden
bookmarks check box to see the hidden Ref18285087.
bookmarks. e
_Ref36570360 b
If you deleted the respective bookmark, the Sortby: (@ Name
following message would appear for the field code: W o
Hidden bookmarks
| .
Error! Bookmark not defined

However, this error message does not necessarily
appear after deleting, but only after an update, as
described below.

Hidden bookmarks

l]%; If you want to replace text, which contains bookmarks, with text from another
document with the same bookmarks, you should delete the old text in the destination
file first before inserting the new text from the source file! Otherwise, the bookmarks

may not be available in the destination file anymore!

Modifying cross-references

To change the reference information, i.e. the reference type of a cross-reference, proceed as
follows:

1. Select the cross-reference (field), but not the corresponding explanation.

2. Click the Insert Cross-reference button on the References tab,
Captions group.

3. Inthe Reference type list box, select the new item to refer to.

To modify the explanation ("refer to page") of a cross-reference, edit the text within
the document as usual.

Updating cross-references

Select the cross-reference to be updated or the entire document, if you want to update all cross-
references. Then use the key to update the references. The update is automatically
performed, when the print view (print preview, pages 57) is opened, and before printing, if the
Update fields before printing check box is activated in Word Options on the Display

page.
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16.5 Inserting a hyperlink to an item in a document

You can also jump to headings or bookmarks in the same document with the help of a hyperlink:

1.

Select the passage or the object (e.g. an image) that you want to format as a hyperlink. If,
like in our example, the hyperlink shall display the label of the target (e.g. Preliminary
Notes), simply place the cursor at the position in the document where the hyperlink is to be
inserted.

On the Insert tab, in the Links group, click the button shown on the right.

In the Insert Hyperlink dialog box, in the Link to pane on the left, activate the Place in
This Document button and select the place the link shall lead to in the list (e.g. the top of
the document, one of the headings, or a bookmark), in our example Preliminary Notes.

Insert Hyperlink ? x
Link to: Text to display: Preliminary Motes ScreenTip...
Select a place in this document:
Existing File .. Top of the Document ~
or Web Page
- Headings
[ Prelimi Mot

Place in This Lists

Document Numbering

Bulleting

Multilevel lists

Exercise

Borders and Shading

é----Page border v

Create New
Document

E-mail
Address

Creating a hyperlink

l]@ Headings are only displayed in the list, if one of the standard heading styles has been

applied to them.

4. The Text to display box shows, which text will be displayed in the document. However, you
can overwrite it.
5. If required, you can use the button to enter an individual text, which will be
displayed as a ScreenTip, when you point the mouse to the link.
6. Confirm your selection by clicking [ ok ].
.. . . ,x\ Cut
Editing and removing a hyperlink Ba Copy
To edit a hyperlink, right-click it and select the Edit Hyperlink T Paste Options:
command from the context menu. Make the changes in the Edit D
Hyperlink dialog box and confirm them by clicking [ ok ]. @, Edit Hyperink..
ax en Hyperlink
To remove the link, click the Remove Hyperlink command from % _H‘_p l. -
the context menu. Eopy Fyperlink
SR Remove Hyperlink

Context menu (cut-out)
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17 Master Documents and Subdocuments

A master document is used to split comprehensive documents (e.g. books) into multiple files
and to manage them. In master document view, you may split your document into
subdocuments, so that Word creates multiple files, when you save your document.
Subdocuments are thus separate Word files that you may edit without the master document.

Benefits of master documents and subdocuments
e  Easy re-structuring of large documents.
e  The small subdocuments may be edited without loading the master document.

e  You may quickly move or jump within a master document, since not all subdocuments have
to be opened.

e Cross-references may be created among the subdocuments.

e Table of contents, outline, and index are created from multiple
documents.
I—_il |:| | [=] Outline
When you click the Outline button on the View tab in the Views Read | Print | Web DD”‘&%
command group, the following Outlining tab containing the Master | Meode Layout Layout
Document group is displayed: Views

=] = Documentl - Word Tim Sanders 5l — O *
Outlining Home Insert Design Layout References Mailings Review View Q Tell me
a- ' Level: " - L,
@  [Levell 13 » Show Level: |Level 1 a
| Show Text Formatting
AV F = . . Show Close
Show First Line Only Document Outline View
Outline Tools Master Document Close -

Outlining tab showing the Master Document command group

In the Master Document group, click the button shown on the right-hand side
to see the commands for managing subdocuments. o Show .
OCUMEen’
S N C t
@ reate
[E]# Insert
Show Expand
Document Subdocuments lE Lock Document

Master Document

Master Document group showing the controls

The following buttons are used to edit master documents and subdocuments:

Button Button name Meaning

Show Document Switch to master document view.

Show (master document view)

Document

Expand Subdocuments The contents of the subdocuments is
Expand (only when collapsed) displayed completely.
Subdocuments
Collapse Subdocuments | Only the complete path to the subdocument
Collapse (only when expanded) file is displayed.
Subdocuments
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Button Button name Meaning

Create subdocument Subdocuments are created for the selected
headings.

Insert An existing document is inserted as a
subdocument.

[ Unlink Unlink The link to the subdocument is removed and
the contents incorporated into the master
document.

Merge Merge Multiple separate subdocuments are

merged to one single subdocument.

Split A subdocument is split into two
subdocuments.
Lock Document The current subdocument (cursor position)

is & read-only and thus cannot be modified.

The following example shows that the respective headings of the 1* level (Preliminary Notes,
Lists, Borders and Shading, etc.) are always the beginning of new subdocuments:

H ©- B H 9- = Working with master documentsan..  Helen Stewart ~ [F - [m] X
Outlmin Home Insert Design Layout Referen: Mailing Review View @ Tellme joh Dutlmm Home  Insert Design Layout Refereni Mailing Review View @ Tell me &

@ 1 Preliminary Notes “|®® 1 Preliminary Notes -

@ 3 Borders and Shading :‘*’ Lists.......

® 4 Tables. . #® 3 Borders and Shading

® 5 Multi-column Text -

® 6 Edit Tools__ ® 4 Tables

® 7 Revision Features EPN )

® 8 Fields_____ #® 5 Multi-column Text

® 9 Document Templates B .

® 10_Forms__ ®6 Ed'.t. TOOIS

® 11_Data Import and Export ¥ & 7 Revision Features

® 12 Objects - Graphics, Images, Shapes, WordArt ;

® 13 _Merge Text (Form Letters) ® @ 8 Fields

® 14 Outline

® 15 _Footnote Management ®® 9 Document Templates

® 16 Tables of Contents and Indexes .

® 17_Master Documents and Subdocuments .| ® 10 Forms -

Page2100f228 [[¥ English (United States) B2 BB -——4——+ 100% PageGof2zs [I¥  English (United States)

Right-hand window showing an example for a master document

17.1 Things worth knowing

e Based on the headings of the original document, Word can split a document into
subdocuments. Thus a new document is created for each heading of the 1* level.

e The style sheet that is assigned to the first paragraph of the selection determines, which
style sheet is used to create a new subdocument.

e  When the master document is saved after splitting, Word automatically uses the headings
as file names when creating subdocuments, e.g. Lists.docx, Tables.docx, including the
complete path to the subdocument file.

Please note: If the heading contains a hyphen, Word uses as file name only the part before
the hyphen.

e Inthe collapsed master document view, the subdocument is opened by a mouse click while
holding down the key.
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e You may rename subdocuments, when you access them from the master document and
then rename them. To do this, click the Save As command from the File menu.

e When you open the subdocument as a single document and change the file name, the
master document will no longer be able to locate the subdocument.

17.2 Creating master document and subdocument
Now you create a master document and multiple subdocuments, using the following example:

1. Open the Exercise Outline.docx file from page 151. This document contains the table of
contents of this course document including the Fields chapter as well as the first three
subheadings without page numbers, but including the Heading 1 and Heading 2 style
sheets.

Save the document using the name Master.docx.
Switch to Outline view.
Select the entire text using e.g. the [ctr1]+(A] shortcut.

a > 0D

On the Outlining tab, Master Document group, click the Create
button. If this button is not available, click the Show Document button
beforehand. The result:

e Word places a frame around each subdocument.
Show

e For each subdocument, an E} icon appears in the upper left-hand Document
frame corner.

e A section break is inserted after each subdocument.
(When you want to make the section breaks visible, click the Show
All button in the Paragraph group of the Home tab.)

6. Again save the master document using the name Master.docx. The

subdocuments are saved on the drive only now! Word has
automatically used the headings 1 for the file names of the
subdocuments.

17.3 Master document views

Use the switch buttons shown on the right-hand side to switch between two

views of the master document:

e The collapsed view, which shows only the path to the subdocument Expand
files as a blue link. To see the subdocument contents, click the Subdocuments
Expand Subdocuments button. o

e  The expanded view, which shows the complete subdocument contents. CD”:F,SE
For collapsing, click the respective button. Subdocuments

To obtain the following illustration, the Master.docx master document was copied using the
Save As command (Masterl.docx). Now the two documents are displayed side by side, with
only the paths to the subdocument files shown in the left-hand document pane, and with the
complete contents in Outline view shown in the right-hand document pane:
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= s H &- s Master].dock - Word Helen Stewart [0 - u} X
auumm Home Insert Design Layout Referen Mailing: Review View Q@ Tellme 5 Outlmm Home Insert Design Layout Referen Mailing Review View Q Tellme 5
= - o New W ek [All Lovels - :
I: ] D ’__\& Clouline. | 75 | q | fBMNewWindow [T EE] D @ ¢ [BoayTen <] 5 > Show Level: |All Levels B
& = Draft B Arrange All /] Shaw Text Formatting
Read Print  Web Show  Zoom Switch Macros A v + = Master Close
Mode Layout Layout - - [split Windows - | Show First Line Only Document* Qutline View

Views Window Macros A Outline Toals Close »

0]

© CWsers\Training\Documents\Preliminary Notes.docx

5 |
®® 1 Preliminary Notes

©m

© C\Users\Training\DocumentsiLists.docx

=% 2 Lists

_— = 2.1 Numbering
& © C\Users\Training\Documents\Borders and Shading.docx © 2.2 Bulleting

® 2.3 Exercise

{30 ]

© C:Wsers\Training\Documents\Tables.docx

Two identical documents: paths to the subdocument files shown on the left-hand side,
and contents in Outline view shown on the right-hand side

17.4 Editing subdocuments

Now enter text into the subdocuments and format the documents:

Opening and closing a subdocument

1. In the master document, select the E Subdocument icon that is located to the left of the
Lists heading.

2. Word opens the subdocument named Lists.docx. If you have not saved the master
document beforehand, Documentl.docx will appear!

3. The Lists.docx subdocuments only contains headings. You may add headings or normal
text to this document as desired. Also format these additions.

4. Since Word inserts a section break after each subdocument, you may define different
headers or footers for each subdocument.

5. After completing your work, save and close the subdocument.

Word automatically returns to the Master.docx master document. From this document, you
may open another subdocument.

Inserting a document as a subdocument

1. Create a new document. Type the following words and assign the style sheets enclosed by
parentheses:

Document Templates (Heading 1 style)
Using document templates (Heading 2 style)
Creating document templates (Heading 2 style)
Editing document templates (Heading 2 style)

Save the document using the name Document Templates.docx.
Close the document, e.g. using (Ctr1]+[F4].

Place the cursor at the end of the Master.docx master document.

o > WD

On the Outlining tab, Master Document group, select the button. The Insert
Subdocument Explorer window is displayed. Select the file name Document
Templates.docx.

6. Click [ open ]. Word adds another subdocument to the end of the master document. The
master document has been extended by the contents from Document Templates.docx.
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Merging subdocuments

Merging means that you combine multiple subdocuments into one single subdocument. In our
example, now merge the subdocuments Tables.docx and Multi.docx to one single
subdocument named Tables.docx.

1. Inthe Master.docx master document, select the E Subdocument icon next to the Tables
heading. The subdocument will be selected.

2. While holding down the key, select the Subdocument icon next to the Multi...
heading. This subdocument will be selected as well.

3. Onthe Outlining tab, Master Document group, select the button. The EF icon next
to the Multi... heading will be deleted. Now the contents of the Multi.docx subdocument is
found in the Tables.docx subdocument.

4. Check this by double-clicking the B iconto open the Tables.docx subdocument.

Splitting subdocuments

Now split the just merged subdocument into the documents named Tables.docx and
Multi.docx.

1. In the master document, click the beginning of the Multi... heading. Now the cursor is
flashing to the left of the letter M. Make sure that nothing is selected!

2. On the Outlining tab, Master Document group, select the button. Word places the
Multi... heading ahead of the Z subdocument icon.

3. Again save the master document using the name Master.docx.

4. Open the Tables.docx and Multi.docx documents by double-clicking the respective i
icons and check their contents.

Removing subdocuments
There are two options for removing subdocuments:
e The contents of the subdocument should be kept and saved in the master document.

. The contents of the subdocument should be removed from the master document.

Keeping the contents of the subdocument and saving them in the master document
In our example, you want to keep the contents of the Documemt Templates.docx
subdocument and save it in the master document:

1. Select the ¥ icon next to the Documemt Templates heading. The entire subdocument
will be selected.

2. On the Outlining tab, Master Document group, select the button. The
Subdocument icon is deleted and the contents is now part of the master document.

Deleting a subdocument including its contents from the master document

1. To delete a subdocument including its contents from the master document, select the i
icon to select, e.g. next to the Edit Tools heading.

2. Pressthe key. Word deletes the subdocument including its contents from the master
document.

I]g The subdocument is deleted only from the master document. It still exists on the hard
disk.
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