Word 2013: Styles and References

Going in Style!

Advanced Word Objectives

In this lesson you will learn how to:

1. Apply Styles.
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. Insert and edit captions.

. Navigate with Styles.

. Insert and format a Footer.

. Insert , format and remove page breaks.

. Use the Table of Contents and Index commands.
. Insert and edit citation and bibliography enqtries.
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1. Readings
Read Lesson 4 in the Advanced Word
guide, page 135-176.

Project

Format a business proposal with Styles
and use those Styles to create the Table of
Contents. This proposal will include
Headers, Footers, Page Numbers, Section
Breaks and References.

Downloads
Sample Windows Deployment Text 2013

Complete.docx
Hardware-HardDrive-CU.jpg

Hardware-HardDrive-Smashed.jpg
Hardware-ToshibalaptopStart.gif

2. Practice
Complete the Practice Activity, page 177.
Benefits of Online Learning.docx

3. Assessment

Review the Test questions, page 178.

L Lesson 4: Going in Style!

Header and Footer Tools

HOME 2 [SERT 3 [JESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW 1 | oesicn
4

D Ii _‘i] ___’El; ;Il I;I E __:|r [ | :_qPrwi:-us iJ +| Different First Page

= - — - [y Mot Different Odd & Even Pages
Header Footer  Page Date & Document Cuick Pictures Online oto Goto e :
. » HMumber=| Time Infor Pars- Pictures | Header Footer 4. Linkto Previous | |+ Show Document Text 6
Header & Footer Imsert Navigation Orptions
References
.‘i 7 I HOME INSERT DESIGN PAGE LAYOUT § |EFEREMCES MAILINGS g fIEW VIEW
|:—';l T Add Text - 1 I.] Insert Endnote [ Dy = Manage Sources [ ] [ Insert Table of Figures
= [ Update Table AE, Next Footnote ~ — [ style: | aPA - — Update Tabl
Table of B Insert s Insert = 'f'.-" i Insert
Contents = Footnote B Show Notes Citation - =3 Bibliography - Caption E Cross-reference
Table of Contents Footnotes [ Citations & Bibliography Captions
Menu Maps

This lesson shows the Header and Footer and References Ribbons.

1. Header and Footer Tools-> Design, page 144

. Header and Footer Tools-> Page Number-> Current Position, page 145

. Header and Footer Tools-> Design-> Date and Time, page 148

. Header and Footer Tools-> Design-> Different First Page, page 150

. Header and Footer Tools-> Design->Link to Previous, page 153

. Header and Footer Tools-> Design->Different Odd and Even Pages, page 154
. References-> Table of Contents, page 157

. References-> Insert Citation, page 167

. References-> Insert Caption, page 173
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Going in Style
Styles are used to create documents that are formatted consistently: All of the headlines are the same font, size and alignment.

The goal of this lesson is to use the Styles to create a Table of Contents. This same technique can be used to create an Index, as
well as, reference pages such as a Bibliography or a Table of Authorities.

i s - --'a Working with the pages
LI e | ey ey AEE e sem e oo There are several advanced layout lessons we need to
. - cover before creating the Table of Contents. The next
pages demonstrate how to work with Headers,

Footers,Page Numbers and Sections.

@ 4 -
So, if you are ready, please Start Microsoft Word.
FILE HOME IMSERT DESIGM PAGE LAYOUT
ulln Cut . .
D Calibri (Body) ~ |11 ~| A
Cop

Paste - z

- ¥ Format Painter T g L

Clipboard a Font
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Microsoft Word Advanced T« o« oo wes s w0 o
Before You Begin: This lesson uses the el [ TR EE S PP | e e - cadeqd T -
Sample Windows Deployment document we ~ ose — - _ I

developed in the previous lesson. This
document has Styles (Heading1) as well as
page breaks.

Try This: Open a Sample File

Start Microsoft Word.

Go to File->Recent.

If you are continuing from the previous
lesson, the Sample Windows Deployment
document should be on the list with your
recent work.

Computers Are Us

oyt

What If It Isn't There? Please download a
copy from the online course.

Keep going...
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Review the Styles

Which Styles are in use? Good question.

Try This: View the Styles
Go to View->Show.
Select: Navigation Pane.

+| Ruler
Gridlines
+| Mavigation Pane
Show

What Do You See? The Styles that are in
use are listed in the Navigation pane.

We used the Styles to indicate which words
were Heading 1, Heading 2, etc. The
Navigation pane uses these Styles to
navigate to specific places in a document.

Keep going...

View-> Show-> Navigation Pane
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Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents

1.2 Navigate Through a Document: Create Bookmarks with Styles
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4 A Plan for Continuous Improvem...
Wednesday, November 10, 2013
4 Business Organization
4 Brief History of Computers Are Us
Presenting lssues
4 |ssues of Concern
Security
Fault Tolerance
Recovery
4 Management Summary
4 Services Available from Compute...

On-site Support
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Format Text: Quote

Let's practice working with Styles to review
the steps. Here is a bit of formatting that's
fun to use: The Quote Style works well.
You can quote me on that...OK, bad pun.

Before You Begin: Enter a Quote
Place your cursor in the Body Text of your
sample document. Type:

“Controlling your environment makes you

happy. “

Try This: Format Quoted Material
Select the text you just typed in.

Go to Home -> Styles.

Select: Intense Quote.

Try This, Too: Format a Paragraph
Select a paragraph: Computers Are Us...
Go to Home -> Styles.

Select: Quote.

The Styles will be applied to all of the text
that you selected.

Keep going...

Home -> Styles ->Quote
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I Management Summary

Services Available from Computers Are Us

Computers Are Us designs, implements, and supports Microsoft Windows Bclient/server
systems. Our business networks provide e-mail, scheduling, and Internet access, file and §
database management. Our network solutions are engineered for small businesses with
fewer than 250 users. By implementing a RAIS (Redundant Array of Inexpensive Servers)

Intense L.,

aaBeCCcDDE
Subtle Ref...

configuration, Computers Are Us can reduce costs and improve system performance.

Exam 77-418 Microsoft Word 2013
2.0 Format Text, Paragraphs, and Sections
2.2 Format Text and Paragraphs: Add Styles to Text
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T:,:' Home-> Styles ->Heading 2
BH*% ' L s Wi gy mmtar Tt 2071 Lih Dowaimy Vompatacie, Woda] %1 8 x
Format Text: Heading 2 M Lo e o
Do all of the Styles appear in the Navigation ~— w= _ = s u wew 0% 4- i | [ —————— i ) i .
pane? Let's find out. p—
MNavigation y
Before You Begin: Use the Navigation pane - AaBbceddt AgBbC | AaBbCc| AaBbCel nc -
o ot o a oo g This xS s fNoSpac.. Heading1 | Heading2 | Heading3 Heading4  Title |-
Try This: Format Another Style : L-::'_':_‘::: :m ST L L E
Select a headline: Security. | peweey
Go to Home-> Styles -> Heading 2. Tl N
::.I.-,_-' . Ir.|;-1.;|a,lmvl5.'ljrnl|' one wTeer lr‘h\n.-lu‘.r\qartf o tawnablp. I—‘ﬁn werwer handien logan, security
Please format the following headlines with " S A Canpne o Tt i WRAR R G T T s
Heading 2 as well: e
Fault Tolerance e T - N
Recovery # P humnsey A nommasi apiats b ity s geod as the data that s badbed up os tec)
e R OO S e e i ——
Keep going...
[ssues of Concern
Memo to Self: You may have already .
formatted these Headlines in the previous Securlty

lesson. If so, you get another cookie. < . .
Most mummpal information systems are not secure.

station which allows citizens to look up their tax rec
confidential user data from this workstation. The inf
accidental or malicious file corruption and damage.

Exam 77-418 Microsoft Word 2013
2.0 Format Text, Paragraphs, and Sections
2.2 Format Text and Paragraphs: Add Styles to Text
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Navigating the Styles

What Do You See? Please look at the
Navigation on the left side of your screen.
Which Styles are listed?

By default, Heading 1, 2 and 3 should
appear in the Navigation pane. The
Navigation pane looks like an outline:
Heading 2 is indented under Heading 1.

Look Again: The Intense Quote and the
Quote, although both are Styles, do not
show up in the Navigation Pane.

The Table of Contents works like the
Navigation pane: the text that is formatted
Heading 1, 2 and 3 will be included in the
Table of Contents.

Memo to Self: You can turn off the
Navigation pane if you wish. Click on the
little "x" in the right corner to Exit.

View-> Show-> Navigation
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Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.2 Navigate Through a Document: Navigate with Styles
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Headers and Footers

A Table of Contents has page numbers.
Page numbers are placed in the Header or

the Footer. What is a footer?

Try This: Insert a Footer

Go to page 2: Business Organization
Go to Insert ->Header & Footer.
Click on Footer.

Select: Blank (Three columns)

Ol

Header Footer

- -

Page
Mumber =
Header & Footer

This Footer sets up three Tab Stops.
Keep going...

Memo to Self: At the bottom of the

Header, Footer or Page Number options is
the command to Remove the Header,

Footer or Page Number.

Insert -> Header & Footer->Footer
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Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Insert Simple Headers and Footers
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Twg Header & Footer Tools -> Design
BHS 0 Sam Woscirsn Dosplprmgnn T 1] LAFS Coomgigns [Coompanibin Woda | - Woosad T ¥ A X
Headers and Footers T T L e e = e
What Do You See? A new text box will e et o s s e e et T | B e e
open on the bottom of your document. memter & e = tosens L. s . -
At the top of the document are the Marvigation - ' ' '
Header and Footer Tools. :
The rest of your document text will Computen 20 R N R
appear dim,)/and cannot be edited while " by e i - e e
you work with the Headers and T
Footers. i
e
What Else Do You See? This Footer .
has three little Quick Parts that you can N T s

edit.

| [Forter

Try it: Edit the Footer

Go to the Footer.
Click on Type here I

Type: Charlotte's Upgrade Charlotte’s Upgrade [Type here]

Keep going...

The Computer Mama says,
"OK, OK, I get it. Footers..."

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Edit Headers and Footers
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Tlv:e Header & Footer Tools ->Design->Header & Footer-> Page Number-> Current Position
BHd% 0. Lpmpda Wimidonms, [aployrmapen Tast 301} Liky [ wgiena [Compmiciny o] - el Ty T ¥ W 4 ®
Insert the Page Number o e e = = s= T E e
Page numbers are usually placed in the footer. terte for DGR | o et ok P O | et e i BT ot
Here are the steps. S = i — — — - , ﬁ
Mavigat] | e " ] A '

Before You Begin: Place your cursor in the

Pame rter=

Quick Part on the far right of the Footer, where it
says [Type here].

Try This: Insert the Page Number

Go to Header and Footer Tools->Design.
Go to Header & Footer.

Go to Page Number ->Current Position.
Select: Accent Bar 2.

Keep going...
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HEADINGS
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Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Insert Page Numbers
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Format the Page Number
What Do You See? A new page number
should be displayed in the bottom right
corner of the Footer. What page number is it
showing? You can format the numbering if
you wish.

Before You Begin: Select the page number.

It is a Merge field, so it will be highlighted
light grey when you select it.

Try This: Format Page Numbers
Go to the Header and Footer Tools.

Header & Footer Tools -> -> Header & Footer-> Page Number ->Format Page Numbers
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Click on Format Page Numbers. oty Search docun [#] Current Position

Keep going...

T
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HEADINGS
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*sc Remove Page Numbers

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Format the Page Numbers
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Page Number Format

Try This, Too: Edit the Number

By Default, the Number Format is whole
numbers: 1, 2, 3. You can choose letters or
Roman numerals.

The Page numbering can continue from the
previous section, or start with a different
number.

Where Have You Seen This Before? The
first pages in a book are often numbered
with i, ii, iii. The first chapter then begins on
the right hand page with the number 1.

Click OK to close this little window.
Keep going...

Header and Footer Tools -> Header & Footer ->Page Number ->Format Page Numbers
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Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Insert Page Numbers in the Footer
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Fring Ciam
3

A

P |

Mumber format:

1,2,

]

3y v

|:| Include chapty

Chapter starts

Use separator.

Examples:

Page numbering

-1--2--3- ..

a b, ..

A B, G

i, i, i, v

I AL . bl
- [yPTEmn]
1-1, 1-4

@I Continue from previouws section

() Start at:




Go to Design-> Insert.

Pt Toirnamar

Ta
r.,:' Header and Footer Tools -> Design ->Insert-> Date and Time
BEH v d

Insert the Date and Time T I ey Tl o o R
Many documents also need a Date/Time Vorke frr Poe | G o Sk P G| Gae o v | B ip— [ Ootiante

Stamp. It can be added to the Footer as well. maaem Mtosn — B - e _ —

Did you know that you can make the Navigation g )

Date/Time automatically update?. i —

Try This: Update the Date and Time Aoy

Go to Header and Footer Tools. .

Click on Date and Time. tomr, o
Click OK to add the Date and Time. P e S | i
G v gt
P L, Upgrai arck

- ¥ Lwidde sdenalant

What Do You See? A new window will offer oz e | = = s

several short, medium and long date formats. e | &

Look in the bottom right corner for the option to R Update automatically
Update Automatically. Pt Chacilaems —

Cancel

=

How Does It Work? When you click on the
Date/Time you should see the Update option.

Pretty cool.

: [M! Update ‘
April 17, 2013

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Insert the Date and Time in the Footer
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Navigation -x ; .
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text: Charlotte's Upgrade. T [t s fe 1
Go to the Ruler on top of the document. PR M
. . ey Mowmesar 13 X011
Drag the first Tab Stop to the right. * busbons it
@ i ihbry o Compuiiory iy L
Prrureerg nian
What Do You See? There should be a guide =~ "5
line from the Tab Stop to the footer to help Fromlnin
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gCharlotte’S Upgrade April 17, 2013

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Format the Margins in the Footer
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More Headers and Footers

Did you know that you can have different
Headers and Footers for each part of your
document? Start with the first page. Usually the
first page is different than the rest of the pages.

Try it: Create a Different First Page
Please go to Page 1.

Go to the Header and Footer Tools.

Click on the Design tab.

Check Different First Page.

Add this text: CONFIDENTIAL: Prepared for
Charlotte's Web Site.

You can format this text Bold and Red.

Header and Footer Tools -> Design-> Options
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Marvigaticn i - iNord HEADER & FOOTER TOOLS
e | VIEW DESIGN

e ] +| Different First Page i+ Header from Top: 0.5"
* Beem Ot Different Odd & Even Pages "'+ Footer from Bottom: |0.5"
* bl Comam +| Show Document Text Insert Alignment Tab
Options Position

Yol P Vst

SOnFRENTILL: Frepered der Chardetin’s vk fot]

CONFIDENTIAL: Prepared for Charlotte’s Web Site]

Exam 77-418 Microsoft Word 2013
1.0 Create and Manage Documents
1.3 Format a Document: Edit Headers and Footers Different First Page
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Review the Footers
Is the First Page Footer different than the
Footer on page 27 Let's find out.

Before You Begin: Close the Footer
Go to the Header and Footer Tools.
Go to Design-> Close.

Click on Close the Header and Footer.

Try This: Review the Footers

The Navigation Pane is turned off.
Go to View->Show.

Then go to Zoom -> Multiple Pages.

What Do You See? The text on page 1 is
BOLD and Red. The text on page 2 is not
the same and it includes the page number.

Did You Notice: When you are in Print
Layout view, the text in the Header or Footer
is dim. You can open the Header or Footer
by double-clicking it.

Please return the Zoom to 100%.

Charlotte’s Upgrade

View-> Show->Zoom-> Multiple Pages
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T, Page Layout -> Breaks ->Section Breaks->Continous
- T - I e Wit [aghoymaar Ty 1911 Lhby Cpmgions ' omganaesm, Wiada| a1
Different Sections - "-:" it I‘S.W;*-'.'.).l-.-.'. WA ML R v =
Say you had three Sections in your ke e TEE— ek
document and you wanted each section to ] [ _ e
have a different Header or Footer. To do this, Navigation e f Concern

you need to insert a Break and choose a
Continuous Section Break.

There are four kinds of Section Breaks: Next
Page, Continuous, Even and Odd. # e s

Try it: Insert a Section Break ey

T gloraa citlens 1

s 3

Margins Orientation  Size

- - -

e data from thi
ol file ooe)

dabiley
e b only pne 4
po. arad datdwar

=

Begin on page 3.
Place your cursor before the headline: Issues
of Concern.

Go to Page Layout.

Find the Page Setup Group.

Select Breaks.

Choose Section Breaks ->Continuous.

Add a Continuous Section Break to:
Issues of Concern

Phase One

Phase Two

Phase Three

[— T

Tcapers b R

L
*— Breaks -

ED Line Mumbers =
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> bc Hyphenation -

__ LEE3SE =

T T -
. that municipalicies. einablish this gost Mo dngle point of fxilene

::_:::‘: An Infor rmation wyutem h only au good ax the duta that is batbed ug on redundant sereen of laps.
e APPECHON, UBET I, 8nd neTARr MapPIngs Can ol e nenwEEBed from 1ora, Tusa, s,
A oy i powernmental invertment bn time and talent at b ureecovessbie # 14, AT ciries and fowsabips need
A i ' develop snd madncsin & s recoveTy PIOIaM. This program thould include contingendy plant for ser
bt b Paihare, worksiation Aallare. powr utages, and 1abotage, Computens Are Lt recommend saus sad
ety ak A rdi-aba mark abhar's ssreiess sed racil-ate sk abhar's Sses girees

ifl'f Section Breaks
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Next Page
Insert a section break and start the new
section on the next page.

4

Continuous

Insert a section break and start the new
section on the same page.
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Different Footers

Working with the sections requires some thought.
The key to making this option work is the Link to
Previous command. When that link is turned off,
you can make each Section have unique Headers
and Footers.

Try it: Remove Link to Previous
Go to page 3, Issues of Concern.
Double click the Header to open it.
Type: Computer Upgrade.

Tab to the center of the Header.
Type: Issues of Concern.

Use the Navigation buttons to go to the Next
Section, Phase 1.

Do NOT Link to Previous. (Click it off)

Type in the Header: Phase 1.

Try it with Phase 2 and Phase 3, too.

What Do You See? Are the Next and Previous
Sections different?

What If It Doesn't Work? Please start again from
page 1 and make sure the sections are NOT
linked. Then add the text.

Header and Footer Tools -> Design-> Navigation
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Phase One: Proposed Transition
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BEH S O e Winidoms Dapioyemann Tost 011 by Comgiem [Compantein, boda| - Wasd LA B PO VS
Odd and Even Headers T T e e e
Open any book and you will see that the ok for e | e Dot ok P ok | o G 0 SO e
Headers and Footers are different on the e bten I W : gt LEs
Odd and Even Pages. The Odd pages Mavigation i :
usually have the name of the chapter. The . : 2
Evelj pages may have the name of the noms | tasts | s | Even Page Footer Sedion Z-
section or the name of the book. e L
e B gl rare

4 &P b C perney g
Try This: Create Odd and Even Pages N AT
Go to Page 3. e e —
Go to the Header and Footer Tools. .
Go to Design-> Options. Different First Page o Surmary
Click Different Odd and Even Pages. } .

Different Odd & Even Pages

What Do You See? The Header for Section Show Document Text
1 will have an Odd Page Header. You may | i
need to use the Page Up and Page Down Options
buttons to navigate to odd and even pages. = :
Memo to Self: The Odd pages are on the ije{:t Summary

right side, the Even pages are on the left
side. That's the way books have been made
for a couple hundred years.

| Cdd Page Header -5ection El l ro ] t‘Ct t')u mmary
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Insert a Page Break
Now that you have the Styles in place, it is
easy to build a Table of Contents.

Before You Begin: Add a Blank Page For
the Table of Contents. First, make a blank
page between Page 1 and Page 2.

Try This: Insert a Page Break
Place your cursor at the top of Page 2.
Go to Insert ->Pages->Page Break.

Keep going...

Memo to Self: You can add a Table of
Contents, Figures or Authority with Quick
Parts, too.

Go to Insert->Text->Quick Parts.
Select: Field.

|[=1  Eield...

Look through the Field list and you will
recognize many of the tools in this lesson.

Insert -> Pages-> Page Break
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r...:" References-> Table of Contents-> Table of Contents
-] . Sampln Widoren Diaghoymsnr Toen J1 LA Camphend [ ompaieing Wodd] - ced A =
Table of Contents | e e T e T T =
1. Try This: Create a Table of Contents T T | e et v | s | e 1
Go to the new, blank Page 2, re o b bty Lovb ) T ol st c
Go to References-> Table of Contents. o
Click on Table of Contents. =
Select a table from the gallery. =
Keep going... P——r
FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
% ) Add Text - 1 [ Insert Endnote @ =l Manag
[ Update Table AB, Next Footnote - ER style
Table of Insert — Insertt .~ "
Contents - | Footnote = Show Notes | Citation = £’ Bibliog
| Built-In :_innsB-'_Eiinc
Automatic Table 1 '
Contents
i i Py 1 1
The Computer Mama is from Detroit. Heading 2 1
Heading 3. 1

This is an example of Going in Style.
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The Table of Contents

What Do You See: A new Table of Contents
will be created on Page 2. It is interactive.
The Table of Contents is a set of hyperlinks
to your Headings. Run your mouse over the
contents and watch the cursor. You can click
on any topic and go to the right page.

These hyperlinks act differently than links on
a web page. Say you wanted to go to page
4. In Word, hold the CONTROL (Ctrl) key on
the keyboard when you click on a hyperlink.
You should go to page 4.

You can edit the Table of Contents if you
wish. Say you wanted to delete the reference
to the headlines on Page 1. Here are the
steps.

2. Try This: Edit the Table of Contents
Place your cursor at the end of the second
line in the Table of Contents. Highlight the
three lines of text from the first page and
delete them.

Keep going...

References-> Table of Contents
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Tw:e References -> Table of Contents -> Update Table
B EH% 0 s Worsdhones; Diagloymmant Tt 2971 AN Camglons [Compatitaiing Wioda] - s .
Editing the T of C A ALY e e e oo
Say you added or deleted the references in = s T o BEETE e R e S 3
the Table. How do you update the Table of T ot Sammants et S| Ot Btepeziy = : - L = =
Contents? Navigation =x b e T
3. Try it: Update the Table of Contents e N -
Go to the References tab. - - Contantd T |
Go to the Table of Contents group. i i e e N —r— .
Click on Update Table. R e r Bief History o Compunra | * 20m bov e 3
P T ———— Freuenting haues .| - o 1
- mu:——“ e ' 7 A
% 5 Add Text - s : —— .
Fast Tuienamcr Faalt Tk 4
Ry B
Df Update Table # et by 3 . :
Table of e —————————— -
Contents - T "

Table of Contents

You can update just the page numbers, or
you can modify the entire table if you add
more headings.

Word is updating the table of contents. Select one
of the following options:

@EUpdate page numbers only
D Update entire table

Click CANCEL. Keep going...
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BH% Tampin Wonicnss, [uagdoymmpnr Ty 20711 Ly Cimpamy omgpaei, Ui hiad
Modify the T of C e e e S
The entries in the Table of Contents are B | e | i | M Bo— | - 4
generated from the text formatted as Heading 1. e = caste T ot s
You can change the Table if you wish. o
4. Try it: Modify the T of C o ' DR Lo
Go to References->Table of Contents. s —
Select Table of Contents. Tk o s . i .
Go to the bottom of the menu and choose - ; Tahle of Contents
Custom Table of Contents. - Hieading 1
Heading 2
Keep going... Heading 3
Manual Table

Tahle of Contents
Tipoin BUMEEE HHME TRWIE ] oo ooiuunsis o150 00t
Type chapier tiile [level 2)

Type chapter ttle {lewed 3)
Type chapier ik flevel 1)

Turwn chanser fitle (el 74
@ More Tables of Contents from Office.com
Custom Table of Contents...

ES'.; Eemove Table of Contents
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r:,:” References -> Table of Contents -> Insert Table of Contents

Format the Table of Contents

What Do You See? You should see the options . .
for page numbers, alignment, Tab leader, and how Index | Table of Contents | | Table of Figures = Table of Authorities
many levels you want.

Print Preview | Web Preview
5. Try This: Review the Options Heading 1 Headin
Show page numbers: If you do not check this Heading 2
option, the page numbers will not be displayed in Heading 2 _9#";— )
the Table of Contents. Heading 3 Heading 3

Right align page numbers: If you do not check
this option, the numbers will be placed next to the
text, separated by a comma. Y
E Show page numbers Use hyperlinks instead of page numbers
Tab Leader: The default Tab Leader is periods. [+] pight align page numbers
You can choose dashes or a line.
Tab leader: |

Formats: From template means the Table of
Contents will match the Normal template. You can

G I
select a different Style if you wish. Ener

Formats: From template

Show Levels: Levels 1, 2 and 3 are included in
the Table of Contents. You can choose to display
more or less levels.

Show levels: |3 5

Keep going...

Exam 77-426 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.2 Create and Manage Reference Tables: Format the Table of Contents

Advanced Microsoft Word 2013 Page 161 of 313



T
r:.:° References -> Table of Contents -> Insert Table of Contents ->Options
BdH% - sl Wionsicren Diaghoprmant: Tom JT1 LWH Compima [Compamisin, Lisds] - %
Advanced T of C Options T o o o s o o e 1 o —=4
Say you wanted to include other Styles in the 1=~ Lhe—i ot | g gty | e - : 6
T of C. There are several advanced options foaw i aomem e e S R S =

for building the Table of Contents. Mavigation N

Before You Begin: Go to References.

Select Table of Contents. Wt  Gaplymart
Go to Insert Table of Contents. e
Click on Options.
Brars, Coganarahann
Bl iy o iy daw L
| | | | i Build table of contents from:
Options... Modify... <o '
= Styles
A g "y
'*-v_-_-_-:“—m Available styles:
| K | | Cancel | i o, i sl
B T Footnote Text
* Pt iy

6. Try This: Review the Options Header

By default, Heading 1, 2 and 3 are included
in the Table of Contents. These Options let
you select other entries you would like to
include. You can include the Captions,
Footers, Headers, Quotes, Intense Quotes
and Subtitles..but why?

Heading 1

Heading 2

Heading 3

Heading 4

Click OK to close this Option Window,
please. Then OK to close the Tof C Window
as well. Keep going...

Outline levels
[ ] Table enry fields
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Add Texttothe T of C

You can add new topics to the Table of
Contents with the Reference Ribbon. You
can also use this button to change the Level
in the Table of Contents.

7. Try it: Add Text to the T of C

Select the text: Long-Term Support.

Go to References->Table of Contents.
Click on Add Text.

Select Level 1.

What Do You See? The text will be
Formatted with a Style: Heading 1. The
Levels in the Table of Contents (Level 1, 2,
and 3) are formatted with Styles.

Try This, Too: Update the Table

Go to References->Table of Contents,
Click on Update Table.

The new Level 1 topic will be included in
your Table of Contents.

Very good. That pretty much covers the
Table of Contents tools.

References -> Table of Contents -> Add Text
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Long-Term Support
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gs FILE HOME IMSERT DESIGN PAGE LAYOUT REFERENCES

Tﬁ Add Text - Ap! ﬁ']lnsert Endnote B @,,‘.Manag

T Do Mot Show in Table of Contents rotnote - - [% Styles

Contents~ | v | Level 1 lotes Citation ~ & [ Biblios
Table Level 2 a Citations & Biblis

- i
! Level 3

Navig_._._—.

Long-Term Support

Computers Are Us can provide telephone support,
the installed hardware and software. Software ani
phone or e-mail. Additional support is available ar
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Creating an Index is S|m_|lar to creating a Rt o |t e | o G o - 1
Table of Contents: Text is selected and 1l L] e s __| Tave ol s —
marked as an entry. Navigation it
1. Try This: Mark Text for the Index s | bt | s wndewn 7 s o] e e of e o he '
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the Index: Security. i , e ——
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check whether you want a Bold or Italic page
number format.

What Else Do You see? You can use this
dialogue box to create a Cross-reference as
well. A cross-reference is another entry that
supports or explains this topic.

2. Try This, Too: Select several more topics
and mark each topic for entry to include them
in the Index.

Click Mark for each Index Entry.
Close this window and keep going...

Memo to Self: When you mark an entry for
the index you are adding a bit of code to the
text, just like the Styles.

The Show/Hide command will reveal the Index
code:{XE "Control"}. .
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This dialog box stays open so that you can mark

Index

Main entry: |Secuthyr |

Subentry: | |

Options

() Cross-reference: |SEE |

@ Current page
(") Page range
Bookmark: | |

Page number format

[ ]Bold
[] rtalic

multiple index entries.

| Mark || Mark Al || Cancel




T‘l’e
Tiag References -> Index ->Insert Index
BdH % 0 - " e T
om BGEET GRS RGAYIL | ENERCE | MAGE  RATE v (e e
Create the Index e L o T e T T e R a
After you mark your text for entry, you can Tt SRS |t |t e | S B | 8 = 3
create the Index. [rra— Fermann o sy f— - e o
Mavigaticn ® = I i :
[
Before You Begin: An Index is usually at the - | B P | i o | i "
end of the document. Please go to the last i e ety s e
page and insert a blank page. e A R .
3. Try This: Insert the Index e 2 N s D
Go to References -> Index. [ ——— i I
Select: Insert Index. S, || R
Type: Indented e o
Columns: 1. T R
Language: English. N P ] . _
Click OK. RS Bty o G, i Type: @ Indented L) Run-in
[ . . -
b e b Columns: |1 -
+ [ Insert Index e s |anguage: | English (United States) W
—_— Ly Trvam St

BI Update Index
Mark .

Entry

Index

Administration, 7
What Do You See? The new Index will show g i
ecurity, 7
the marked entries as an alphabetical list that . ¥e .
includes the page numbers. Virus Protection, 7

Keep going, please... Windows Server Implementation, 8 (%

Exam 77-426 Microsoft Word 2013 Expert
3.0 Create Advanced References
3.1 Create and Manage Indexes: Create an Index

Advanced Microsoft Word 2013 Page 166 of 313



Tak
L]
Tig

Insert a Citation

References -> Citation and Bibliography-> Insert Citation

FH%

e Wichonss Dhagdosyrmasnt Tt 2071} LAN Cimpions Compatiteling Uinda] - ¥osd

REFEREMCES

,r:ﬁ',; Manage Sources

MAILINGS

Rk Tt it |ty u--pxn--v e Toksln ol Ve | W | o b WV (L bt Tl od k.
A Bibliography is a list of the sources and s = s ety ol o

references that are used in a document. The

Bibliography is compiled by marking
Citations throughout the document.

4. Try This: Insert a Citation 2 i i
Place your cursor at the end of a sentence in e SR

your sample document.

Go to the References Ribbon.
Go to Citation and Bibliography.
Click on Insert Citation.

Select: Add New Source.

Fill in the following, please:
Type of Source: Web site.
Author: Spolsky, Joel.

Name of Web Slte: Joel on Software.

Year: 2013.
URL: http://www.joelonsoftware.com

Click OK. Keep going...

Exam 77-418 Microsoft Word 2013
4.0 Apply References

Sy of vk Puge  Thg bprd e 1 S b Beier Cngle

Type of Source |Web site
Eibliography Fields for APA

Mame of Web Page

Month |

Sulbe L W
el e

Vame o Wrk Ur b o Lelmar
LR
tagne

it Er_h, Bibliography -
o 2E] Add New Source...
[ Add New Placeholder...

Author |Spolsky, Joel

|:| Corporate Author |

|The Joel Test: 12 Steps to Better Code

Mame of Web Site |que| on Software

Year 2013

Da_'.r|

URL | hitp:/fwww joelonsoftware. comy
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Working with Citations
What Do You See? The Citation in this
example reads (Spolsky, 2013).

5. Try This: Edit the Citation
Click on the Citation. The options are:
Edit the citation

Edit the source

Convert to text

If you edit your citation you can use this control
to Update the Bibliography, as well as the
Citation reference in your Master List.

Memo to Self: Citations have new options in
Word 2007, 2010 and 2013.These functions
are not available in documents created in
Word 97-2003. You can copy and paste your
work into a new Word document to enable
these options.

1 (! Update Citations and Bibliography

References -> Citations and Bibliography

FEH % O

e Wttt Daghoysmiar Toan 201] Lkhy Camglans W omgangain, Wioda| Woeg rTrE = & 3
MOAN  SGET  CEREM RASLAVEUT | WRRRCTS | MANEL R VW Vst it + )
2 T AT apt it trbete e Y et Tl g | W [Mmtier W 0 bt Toln of st
Y ek 1 sk L T —— [Riae aba - -
ksl o i ] e - Ldart Mt
T, - Toutraty (xS Hiden [ Capin 5 (i st ey Chaien
Tniiw o Lommanty P LRy b Lo bl R ] -
A NS = e
Navigation x

n B Fault Tolerance
o
W peaeral, Thive b only one server sdmishilzating o city o Towrmihip. This serves hardles lagons, wturity
? Compuien An Ty

ared used groupn, and data wirehousing of the FundBalasce program. Compubeds Are L sir
ieiommerndh that ruskipalities exlabllih thi gaal: No single pedat of Tallu 5
ey § Qg v

4 & b C e, i, - B [ Cam
i ek

A | RaSit | AT

.w.orogram. Computers Are Us strongly . c e, 70000

4 e . . pengs Lah ol e LT WrmLTL L, reweved, Ha
...z point of failu e L T ST
prs, and sabotage. Computers Are Us recommends werver pain
replcate rach ofher's dats wboren

oy

B‘r Edit Citation

cesotdrin!

Edit Source nputs

i

Convert citation to static text

i

FEIMSLENEW Iromm SCrdicrl. Udid. nowes

establish this goal: No single point of failure (Spolsky, 2D13].|
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r
r:.:’ References -> Citations and Bibliography ->Style
Citation Stvles ﬂ I = P E 5 Manage Sources E [ Insert Tab
I I y T ikl Tt e = it bt B T Mg Yoy ") it ot o g | A =] |
There are several reference styles in A I ot I Rt S w8 Insert Eastyle: | NI ommer [ Update T2
Microsoft Word 2013. The list includes the e s L e Citation = & [ Bibliog APA
Chicago Manual of Style, a veteran style Navigation Wi I o Sith Edition
reference that has been published by the —— S o Citations & Biblic =
University of Chicago Press since 1906. (R — A | warstcuingl \ ; Chicago
The MLA is a style that is published by the e R I Sixteenth Edition
Modern Language Association. ¢ Al G GBTT14
. - Y 2005
The APA style is published by the e Aty a4 0 et e ittt GOST - Name S
America Psychology Association and is 2 . - i tine e - Name Sort
used for social science papers and i #.pome st 2003
dissertations. The APA style uses Harvard e e GOST - Title Sort
referencing: The author-date system of e 2003
citations and parenthesis. Famdo i, U . Management Summary i
Rt gt e Harvard - Anglia
bl Services Available from Cx
4 W — Compubers Are Lis deiigr, is 2003
e IEEE
2006
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150 690 - First Element and Date
1987

IS0 690 - Numerical Reference
1987

MLA

Seventh Edition

SISTO2

2003

Turabian

Sith Edition



.
T:,:‘ References -> Citation and Bibliography-> Insert Citation ->Add New Placeholder
TR T S Wi Dughmtn T 91 LAH Comgto Kmpriin ] -4 REFEREMCES MAILINGS
Create a Placeholder W, o o et S ([ St | ) Dttt |47 Ot | 37 Grtrinwrd=y
Say you add a quote from a white paper or e T ol B ll EE ee L - E £ Manage Sources
website in your document, but you do not = o T~ s _ L o g % Style: |APA -
have all of the information for the citation. S e b ey 00
You can create a Placeholder for a source : N — Citation = [ Bibliography ~
and fill in the blanks later. s | hasis | AT :
il o Spolsky, Joel
Wit | aplrymant aesite Suppx ot 12 c
Before You Begin: Place your cursor atthe  * e gt e s ot v bty 1S 108) TESE 8 Seps to
end of a sentence. ) . action are pevie] b alecivenic Herme v masedinte nclkas, D pvscacier o o etter Lode, (<U13)
“""'::'h*:.“""""-::‘-‘.“ bardware problems are well Soosmeated| I_:l Akl B §0|_|rcem
6. Try This: Create a Placeholder il
Go to References. e E') Add MNew Placeholder...
Go to Citation and Bibliography. - i
Go to Insert Citation-> Add Placeholder. AT ; . ' Y
Enter a name: PlaceholderForSupport. e | - 6
Click OK. i el
b B Pl

4 Upeprae e Ve oot Womatonan

What Do You See? A new Placeholder will
mark the citation.

Keep going...

hardware ﬁruhlems are well documented. {PIacehoIderFarSuppdr‘tﬂ

Exam 77-418 Microsoft Word 2013
4.0 Apply References
4.1 Create Endnotes, Footnotes, and Citations: Create a Citation Placeholder

Advanced Microsoft Word 2013 Page 170 of 313



Ta k
L]
rwo

Managing Sources

Microsoft Word has a convenient method for
organizing your sources. You can use the
Source Manager to find a reference by author,
title, year or tag. You can also transfer your
sources to another document.

7. Try This: Manage Your Sources
Go to the References Ribbon.

Go to Citation and Bibliography,
Click on Manage Sources.

What Do You See? The Master List displays all
of the sources and placeholders available. You
can Copy, Delete, and Edit the sources.

Click Close. Keep going.

Memo to Self: You can create new sources or
edit your Placeholders in the Source Manager.

References -> Citation and Bibliography-> Manage Sources

-] gt 2V} LA i M ompatiteing Misda] - s
I o s peen st ey |
- T ke Tt - T e S N B = Ty L imaet T ol e '" ) o e FV I et Toe ol At
), 1 R | 0 - . okl
T Rkl [ .‘.“-“-h— : Mart i
—" [ =
Tt of Caamanty
SR = — [ e—
Navigaticn s e
it ket &
[ERr s, f——r—
Gomy s | | o M, Vi o ol o bl Fities Wiklla Paees D13
F Ay, S, T Pl 1 St s e -
2 =
| _ ol
4 L Pl b ey ey sl
b, Wi 12 71 .
4 Brarn Crgararatenn o el s
4 B by o gt v L T s e
@ s o G —_—
Clgte: [rasdwers. 2010]
by
Fanclh 1 i wems v sbkagraphy Inmy:
Ry HarGwace, 1. (IES0) el o Sbed FarSrs Wivne Pageve. Rartrarved from Tom L Fandhear s Fage: B s v basdwand.comy' ane
@ Mlaragernasd harmnary w| it
L PRy Iy S— Ju—y f o rex g
o b gt ...

Search: | | sort by Author

Sources available in:
Master List — Current List

' Hardware, Tom's; Best of Media-Partner White Papers (2010} A
Spolsky, Joel; The Joel Test: 12 Steps to Better Code [2013)

¥ Hardware, Tol
o Spolsky, Joel;

Copy -»

Edit...

lid
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T
r;:‘ References ->Citation and Bibliography-> Bibliography
FH% ' Sampia Wsdret Digirprmsnt Vot 711 LA Compbons [ ompatiteing Ligdl] - Wecsd PO & W
Insert a Blbllography EN :::_M.m-. a:w"_::m-. J..“..w:u"m _“M.-...?::..,.-.w T —_—— |
Just like the Table of Contents and the Index, =~ wees 7 oo BT o ERE e  e = 8
you can create a Bibliography after you insert T i Lot (s S e = e —
the Citations. Navigation m* e 1
8. Try This: Insert a Bibliography =i e
Please place your cursor on the last page of e 1 i
this sample document. T - e
Go to References [ — : S —————
Go to Citation and Bibliography. s P e e g —_—
Click on Bibliography. S —
Choose a Bibliography template from the list. R N —————
B ,r:ﬁ,, Manage Sources E»:'—h T
Easyle APA -~ et
Insert . = T _—
Citation ~ ED Bibliography - 4..:.:::.. : ED - DI Update Citations and Ellbllugraphy|
LT St

Citations & Bibliography
Eiae Blbllography{

What Do You See? When you click on the

Bibliography, you will see the options to Hardware, T. (2010). Best of Media-Partner White Papers. Retrieved
;?;:?oag:rc;;ﬂseate Citations and http://www.tomshardware.com/
Way cool technology. Spolsky, 1. (2013). The Joel Test: 12 Steps to Better Code. Retrieved f

http://www .joelonsoftware.com/
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T,
r:.:" References -> Captions-> Insert Caption
-] ‘ ;..muu.m_-b-o-o-_nw1mx.-|luls\..-:uj-om o gy Loda] sd C -.'-' L i E D Insert Table of Figurﬁ

Use the Picture Captions o e T P e e e R R R L Update Table

A Table of lllustrations is created by adding a  =es """ e TS e IR e L - Insert e

Caption to the pictures. The steps are the fiae st s T o e Caption El._:l Cross-reference
same as for an Index, Table of Contents or Mavigation ™% (@ | _

Bibliography. —— __ Captions

Before You Begin: Please insert a couple of
pictures into this document. The pictures
shown in this example can be downloaded
from the second page of our lesson.

1. Try This: Add a Caption

Click once on a picture to select it.
Go to References->Captions.
Click on Insert Caption.

Keep going...

Memo to Self: You can add a Caption to a
photo, illustration, ClipArt or Chart.

Exam 77-418 Microsoft Word 2013
4.0 Apply References
4.2 Create Captions: Insert a Caption

Advanced Microsoft Word 2013 Page 173 of 313



Ta
rw:e References -> Captions-> Insert Caption
- - O L L] [t A LAt LU L S L) BARL PRLL Ll W
Edit the Caption Tt e
What Do You See? There are several options e 77w BT e EE e
that you can edit in the caption. T o4 comessateg e Etenr
MNavigaticn Lt
o o . |FIGURE 1-WESTERN DIGITAL HARD DRIVE
Caption: You can type a name or description == — :
after the words: Figure 1. This is the text that TR TR AR : we N Options
will be displayed below the photo or . 2 T | : :
illustration. = : — ‘ Figure

Position: Below selected item El
Label: You can choose Figure, Equation or

Table if you wish. . - [] Exclude label from caption

New Label... Delete Label

IA_@.utoCaptmn\... ‘ ‘ | 1 Cancel |

Position: Below or Above.

Numbering: By default, the numbering begins
with 1, 2, 3. Just like the page numbers, you
can choose a different style.

2. Try This: Edit the Caption
Enter the Caption as shown on this page.
Click OK. Keep going...

FIGURE 2-HARD DRIVE FAILURE
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Insert a Table of Figures

Say you selected several pictures and added a
caption to each one. Now, you can create a
Table of Figures.

3. Try This: Insert a Table of Figures

Place your cursor at the end of this document.
Go to the References->Captions.

Click on Insert Table of Figures.

B]
Insert
Caption

[] Insert Table of Figures
DT Update Table
E|I_I| Cross-reference
Captions
What Do You See? You can choose to show

the page numbers, edit the alignment, and
select a Tab leader.

Click OK. You should see a Table like the
Table of Contents but it links to the pictures.
Neat!

References -> Captions-> Insert Table of Figures

Fan

[ ETT—

T ik T -

A LANDLT | RERCIT | MAARGE R W

R

[T e AR [ TR — L e A
Tl of - . et o o Mart
Corbents- P e e sl e ey

Teisis od Dty Pt Camey & Sy e apa

:
sibtiograghy TN

e e
Sgure 1:Tent

PP — Y et Tobe o Ve | T [t

Mavigaticn o

dgare 1 Tomt
Sigure 1 Tent

g 4 Tent
o e gy e

. Bl g P iy
LT

4 Py Toerw e e For Conmibrnen . PREP—
4 Fluse B Py

R
P arrus e ardy
Fortwark fetormarae
T e Femds
Ry Proides Casman man | Pt
iy o L mewanderd Wrersle
By farers! s b Rapla
Fam e
Do b s sl bl
FrTeu— p—

From brmgd

o ek il amdl e

[E R
L ]

Table of Figures

Figure 1-Western Digital Hard Drive
Figure 2-Hard Drive Failure ...
Figure 3-Windows 8 Metro Start Up
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Figure 1: Text...coiniiiiiniennns 1|a
Figure 2: Text.....ociiiiinnnn, 3
Figure 3: Text. ..o 5
Figure &: Text.....ocoviiiiininnn, 7|
Show page numbers
Right align page numbers
Tab leader: |....... W ‘
General
Formats: k From template W ‘
Caption label: | Figure W ‘

Include label and number




Ta
ru,:" References-> Captions-> Table of Authorities
- S ' S
Table of Authorities T T O e e e ===l
A Table of Authorities is for legal papers. Juma S | | oy | T By | 8 e
The Table of Authorities cites cases, foww o aoman rawsn B Ry D » = T .
statutes, Treatises, Regulations and Navigation st et Rt Bl e ot = e s
Constitutional Provisions in a legal brief or
document. ngascs | hasts | samars
. u.;...-.(_-...- ”.::nln-rr:v“ arll  Casss
Creating a Table of Authority s T
The process is the same as the one we used s .
to create a Table of Contents, Index, or e Do Butlorp and | 15
Reference page: i i fe o et et _ . -
Select the rF()aIegvant text [P Index = Table of Contents  Table of Figures |i Table of Authorities:
gggt;hﬁqecl}aatl;olg :-_-__--:_ o Print Preview Category:
: S A A
== ... |Cases Casas
Akt v 1
'I'_ EEF Insert Table of Authorities PR Statutes .
Jl| R Losonal Baldwin v. Alberti, RDST:; Authorities
| Update lable S— ‘
Mark 58 Wn. 2d 243 (1961)............. 5,6 Treatices
Citation Regulations
. Dravo Corp. v. Metro. Seattle, Constitutional Provisions
Table of Authorities TO VAN Er" 214 (107114 P ol e A a v
Note: The Table of Authorities by default . U ;
uses the passim short form. Y 4 SE -
; Keep original formatting
Done and Done! b
Tab leader: | ... v
\ Formats: From template v
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Practice Activity

Going in Style
Before You Begin: Start Microsoft Word 2013.
This practice includes a sample file: Benefits of Online Learning.docx

Try This: Do the following steps
. Open the sample document Benefits of Online Learning.docx

. Format all of the Headings to Style 1.

. Insert a cover page.

. Add the Alphabet Footer from the Footer Menu.

. Edit the Footer in this document to have a different first page.
. For the first page clear the field where it says [Type Text] and leave blank.
. For all other pages, add the date using the Date & Time command in the footer where it says [Type Text].
. Format the page numberstobe a, b, c .

9. Format the first page to show NO page number.

10. Insert a blank page. Create a Table of Contents on the blank page.

11. Mark 3 instances of the phrase online learning for inclusion in an index.

12. Create an index on a new blank page at the end of your document.

13. In the last paragraph, create a citation for the census information on income using the following information: U.}
Census Bureau, The Big Payoff: Educational Attainment and Synthetic Estimates of Work-Life Earnings. July 2004
www.census.gov/prod/2002pubs/p23-210.pdf

14. In the first paragraph, create a placeholder named elLearning at the end of the last sentence.
15. Clear the formatting from the words Source: US Census in the last paragraph.

16. Insert a picture of a computer or other eLearning related image.

17. Add the following caption using the Caption command: Available 24/7.

18. Save your work as Going in Style Practice Activity.

O NO O WN -
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Test Yourself

1. Date and Time can be set to update
automatically with a check box in the Date
and Time dialogue box.

a. TRUE

b. FALSE

Tip: Advanced Guide to Word, page 148

2. Which of the following can be found in
the Insert-> Pages group?

(Select all correct answers.)

a. Cover Page

b. Blank Page

c. Page Break

Tip: Advanced Guide to Word, page 156

3. To give each section in a document a
different Footer, the Link to Previous option
has to be turned...

a.On

b. Off

Tip: Advanced Guide to Word, page 153

4. To create an index, first you mark the
text that you want included in the index.
a. TRUE

b. FALSE

Tip: Advanced Guide to Word, page 164

5. Word 2013 includes a tool for creating
citations where the user fills in the boxes in
the Create Source dialogue box.

a. TRUE
b. FALSE
Tip: Advanced Guide to Word, page 167

8. What is the command for adding a
Header?

A. Insert-> Header & Footer->Header
B. View-> Header

C. Page Layout-> Header

Tip: Advanced Word, page 143

6. Where does the Bibliography function get
the list of sources?

a. The user must enter them by hand

b. From the Citations entered in the text

c. From the Internet

Tip: Advanced Guide to Word, page 172

7. Which of these Styles does NOT appear
in the Navigation Pane?

(Select all correct answers.)

A. Normal

B. Heading 1

C. Heading 2

D. Quote

Tip: Advanced Word, page 139, 140
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