Computer Science MS Word 2013

Lecture 14: MS Word 2013 - References and View Tabs

#l References Tab:
= Footnotes:

1 ﬁ'} Insert Endnote

AE, Mext Footnote -
Insert

Footnote Show Motes

ul

Footnotes

Footnotes are listed in the footer at the bottom of the page.
Endnotes are listed at the end of a document.

Insert Footnote:

1

AB

Insert
Footnote

Use this button to enter a number beside a word as a superscript (e.g. like this?)
and enter a number with corresponding explanation into the footer of the page.

Insert Endnote:

rlTﬂ'] Insert Endnote

An Endnote is similar to a Footnote but the reference is added to the end of the
document.

Next Footnote:

AE, Next Footnate ~

L

AE, Next Footnote ~

m_|; Mext Footnote

Previous Footnote

rll I I |I|||I|'||

Previous Endnote

Skip between the references to footnotes or endnotes in a document.

Show Notes:

Show Motes

Display the footnotes on a page or the endnotes in a document.
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# View Tab:

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

Lj |:| 7| =l outline | [/ Ruler q I:EE ] One Page "_‘E‘I E [ View Side by Side EEJ D

= Gridlines B Multiple Pages
Read | Print | Web i Zoom 100% § New Arrange Split Switch Macros
Mode |Layout Layout Navigation Pane ‘) Page Width Window Al Windows ~ -
Views Show Zoom Window Macros
= Views:

| al |:| ] [=] Outline
4 [=] Draft

Read | Print | Web

Mode |Layout| Layout

Views
= Show:
+| Ruler
Gridlines
Mavigation Pane
Show

Ruler:

+| Ruler

Click to show the ruler at the top of the screen. Showing the ruler allows you to
see where the left and right margins are displayed and allows tab stops to be set.

Gridlines:

Gridlines

Turning on Gridlines displays lines on the document to allow for easier object
alignment. The lines are not shown on the printed version of the document.

Navigation Pane:

Mavigation Pane

Clicking the Navigation Pane on shows a separate pane which can:

¢ Display the pages in a document.
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e List the headings and subheadings in the document (assuming that Styles

have been used).
e Be used to search the document.

= Zoom:

q [‘j} DOHEF‘agE
a0}

HE Multiple Pages
fLoom 100%
1l Page Width

Zoam

Choose how much of the document to display in the window.

Description Button
Choose the amount of zoom to apply to the display.
Laom
Return the zoom % to 100%
E
100
100%%
Display one whole page of the document |:|
One Page

Display multiple pages of the document

EIE Multiple Pages

Zoom the document so the width of the page is displayed.

“EF Page Width

www.medicine.uodiyala.edu.iq




