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Poorly Understood Features of MS Word That All Anthropology Students Should Know and Use

1) Comments:

Purpose: Comments allow an editor to write comments that do not print out.

How to insert a comment: Select a word or phrase on which you wish to comment. Click Insert 插入 ->Comment 註解. Then you can type your comment. In Word 2003, the yellow background 
shows the presence of a comment. In Word 2007, it is only visible if selected in “Show Markup.”
Notes: 

To delete a comment, point the cursor to the comment and right-click on the mouse, and choose "Delete Comment 刪除註解".

You can see all the comments if you click "View 檢視 ->Comments註解". In the lower part of the screen, if you go up and down, the text at the top will jump from one comment to the next. Note that you can edit the comments here but you cannot delete them. 
2) Track Changes:

Purpose: “Track Changes” produces a “redlined copy” that marks the additions and deletions in a file, making it easy to see any revisions or editorial changes. Students should use redlining to help teachers find the places that have been changed. Teachers can use redlining to show students how to improve their writing. Students who have their work professionally edited should insist that the editor use redlining.

How to insert redlining: Click "Tools工具 ->Track Changes 追蹤修訂 ->Highlight Changes 標示修訂處" and click the first and second boxes (and the 3rd box if you want to print out a redlined copy). Now, any changes you make will show up in color on the screen.

Notes: 

The standard format is for inserted text to be underlined in blue and for deleted text to be red text with strike-out. This is controlled in "Tools->Track Changes->Highlight Changes->Options 選項."

You can check the changes made by clicking "Tools工具 ->Track Changes追蹤修訂->Accept or Reject Changes 接受或拒絕修訂." This searches for changes and allows you to accept or reject them.

Before a new round of editing, you should "accept all changes 全部接受" so that only your new changes appear in the next redlined version.

3) Horizontal ruler:

Purpose: to control the indentation and page margins and tabs.

How to use it: If you select a group of paragraphs, you can move the sliding markers on the ruler to unify the margins, indentation, and tabs. Tabs are perhaps best controlled in Format格式->Tabs定位點, but the ruler allows you to see if it is unified.

Note: Paragraphs should not be indented with spaces (the size of spaces varies with the font). It should be with a tab. Or better yet, set your “Normal” style to be indented.
Do not insert a hard return in the middle of a paragraph or bibliographic entry to make text look right on the screen. If it is printed on a different printer, it may end up looking wrong. Use the horizontal ruler's sliding controls (first line indent, hanging indent and left indent) to control the layout.

4) Show/Hide ¶ key:

Purpose: This key allows you to see or hide many formatting marks such as the spaces between words, tab markers, paragraph markers, and hidden text. The most common formatting mark is the ¶ symbol, which indicates a hard return (at the end of paragraphs). Dots between words indicate the number of spaces.
How to use it: It is a button at the top above the horizontal ruler that toggles between Show and Hide. It looks like the paragraph marker ¶. If you have never used it, it may not be visible but can be retrieved by clicking the "More Buttons" marker that looks like this >>  Alternatively, you can toggle between Show and Hide by typing Control+* (that is, Control+Shift+8).

Note: This feature is essential for correcting text that does not behave the way you expect it to behave. It helps you clean up text that was produced by others who are not as proficient in Word as you are.

5) Styles and Formatting 樣式與格式
Purpose: This allows you to a) standardize the format of your document and b) change the format very easily.
How to use it: This file is formatted using “Styles and Formatting.” Click Formatting格式 -> “Styles and Formatting樣式與格式” and the menu will appear on the right. The box tells you what style you are in (and will be typing) now, and the list below shows all the styles and types of formatting available to you. If you click on a style, you change that paragraph to the new style.

Note: A useful tip: if you put your cursor over one of the styles (on the style panel at the right of the screen), you will notice the right side of the box with the style name turns blue. If you click that blue space, you will be given a choice of highlighting all sections in that style, and of modifying the style. Both are useful. See what parts are in various styles to find why some odd styles are present in the list. And modify the style from here. For example, if you want your “Normal” style to be Times New Roman and not Ariel, do not simply select each paragraph and change the style to Times New Roman, but select the “Normal” style and modify the format in there. It will change all your paragraphs at once, and will not affect your Chinese text, or the headings.

Example (this is heading 2)
Heading 1 is reserved, in this file, for the title of the whole file.

This is and example of Heading 3:
This is a lower level than heading 2, so I’ve used a smaller font. (If you use headings imbedded in the paragraph (where the paragraph continues on the same line as the heading), that heading will not appear in “outline view” described below.)
An example of Heading 4 that can be used for outlines

Use the lowest level heading for a hidden “topic sentence” for each paragraph. 
See topics in Outline View

You can see your “topics” in outline view to help you edit a chapter. Outline view removes all the text (control it by selecting “Show Level” box in “View” or on the Toolbar). This is very useful for editing. Below is how this example (the text you are reading now) would look in outline view. 
Heading 4 can easily be deleted before printing or submitting a file
All the “Heading 4” headings can be deleted at once from the file by selecting the level in the “Styles and Formatting” box, clicking on the arrow at the right side of the name, and selecting “Select All Instances” and then clicking “Delete”. 
Example (this is heading 2)

This is and example of Heading 3: 

An example of Heading 4 that can be used for outlines
See topics in Outline View

Heading 4 can easily be deleted before printing or submitting a file
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�This is an example of a comment.





