Lecture Notes

Organizing Long Documents


Organizing Long Documents
Overview

In this lesson, students will continue working on the employee policy manual they created in the previous lesson as they experiment with Word’s great tools for organizing long documents. Now that they know how to apply styles to documents to ensure formatting consistency, students will see how styles are a key element in creating tables of contents and indexes. Students will insert page numbers and headers and footers to enhance the organization of the document. They will use cross-references to point to items located in other parts of the document. Lastly, students will learn how several people can simultaneously work on portions of a large document without hindering each other by creating a master document with many subdocuments for use with multi-chapter documents.

Lesson Topics

	Creating a Table of Contents
· Table of Contents Structure

· Editing Table of Contents Entries

· Updating a Table of Contents
	Working with Page Numbers

· Formatting Page Numbers
	Working with Headers and Footers

· Creating Headers and Footers

· Navigating in the Header and Footer Areas
· Modifying Headers and Footers
· Working with Multiple Headers and Footers
· Deleting Headers and Footers
· Header and Footer Options in the Page Setup Dialog Box

	Creating an Index

· Marking Index Entries
· Inserting an Index
· Modifying an Index
	Using Cross-References

· Updating Cross-References
	Working with Master Documents and Subdocuments

· Setting up Master Documents

· Linking Subdocuments

· Expanding and Collapsing Subdocuments


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 45 min
	15 min
	45 min 
	30 min
	4 hrs 15 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Creating a Table of Contents
	· Table of Contents Structure 
· Editing Table of Contents Entries  
· Updating a Table of Contents
	Notes
· Explain how Word builds a table of contents.
· Demo creating a table of contents and explain the features of its tab in the Index and Tables dialog box.
· Explain how the table of contents is inserted as a large field and discuss its components.
· Explain how to use the table of contents to jump to different headings in a document.
· Show how to edit the table of contents and caution students that if they update the table of contents, all edits are lost.
· Demo updating a table of contents and explain the two options in the Update Table of Contents dialog box.
Questions

· Ask: Is setting up styles to have Word build a table of contents more trouble than it’s worth?

· Ask: What happens to a table of contents if you add or delete headings to a document?

· Ask: What long document you are working on would be enhanced with a table of contents?

	Working Page Numbers
	· Formatting Page Numbers 
	Notes
· Explain how to insert page numbers in documents using the Insert(Page Numbers command.
· Explain the features of the Page Numbers dialog box.
· Show the Page Number Format dialog box and explain the features available.
Questions

· Ask: How would you use the different number formats?

	Working with Headers and Footers
	· Creating Headers and Footers 
· Navigating in the Header and Footer Areas 
· Modifying Headers and Footers 
· Working with Multiple Headers and Footers 
· Deleting Headers and Footers 
· Header and Footer Options in the Page Setup Dialog Box 
	Notes
· Define headers and footers and show how to access them.
· Refer students to the illustration of the Header and Footer toolbar in the text. Create a header using the buttons on the Header and Footer toolbar.

· Explain that formatting header and footer text is the same as formatting text in the main document.

· Demo navigating between headers and footers.
· Explain that you will have the same headers and footers on every page of a document unless you add sections and change the options in the Page Setup dialog box.
· Set up multiple footers.
· Demo breaking the connection between footers in multiple sections.

· Delete a footer.

Questions

· Ask: What are the benefits of using headers and footers?
· Ask: What information might you include in a header or footer?

· Ask: Why would you want different headers and footers on odd or even pages?

· Ask: Do you expect that you will use headers and footers? Give details.

	Creating an Index
	· Marking Index Entries 
· Inserting an Index 
· Modifying an Index 
	Notes
· Explain how an index is similar to and different than a table of contents. (It uses marked entries instead of heading styles.)

· Show how to mark an entry and explain the available options in the Mark Entry dialog box.
· Demo inserting an index and explain the available options in the Index tab of the Index and Table dialog box.
· Explain how to update an index.
Questions

· Ask: Why would you choose an index over a table of contents? Be specific.
· Ask: When would you use both a table of contents and an index?

· Ask: Where is the index usually found in a document? Why?

· Ask: Can you come up with any more similarities and differences between table of contents and indexes?

	Using Cross-References
	· Updating Cross-References 
	Notes

· Define cross-references and why they are used.

· Demo inserting a cross-reference and explain the features of the Cross-Reference dialog box.

· Compare updating a cross-reference to updating an index. Point out that the procedure is the same.

Questions

· Ask: Where have you seen cross-references used?
· Ask: Do you think you’ll use cross-references? Be specific.

	Working with Master Documents and Subdocuments
	· Setting Up Master Documents 
· Linking Subdocuments

· Expanding and Collapsing Subdocuments         
	Notes
· Explain the function of master documents and subdocuments.
· Demo setting up a master document and inserting subdocuments.
· Demo accessing subdocuments.

· Explain the linking of subdocuments to a master document.

· Explain the options for editing and enhancing master and subdocuments on the Outlining toolbar.
· Explain and show the difference between collapsed and expanded subdocuments.
Questions

· Ask: Can you think of any situations for which you would use a master documents and subdocuments?

· Ask: If a subdocument is changed, what happens to the master document?

· Ask: How do outline documents compare with master documents?
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