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)ntroduction 

This ďooklet is the ĐoŵpaŶioŶ doĐuŵeŶt to the Woƌd ϮϬϭϬ Leǀel ϯ ǁoƌkshop. The ĐoŶteŶt assuŵes 
kŶoǁledge of the MiĐƌosot OiĐe ϮϬϭϬ iŶteƌfaĐe, aŶd ďuilds oŶ the ĐoŶteŶt ĐoŶtaiŶed iŶ the Woƌd ϮϬϭϬ 
Leǀel Ϯ ďooklet. 
 

Learning Objectives 

Ateƌ ĐoŵpleiŶg the iŶstƌuĐioŶs iŶ this ďooklet, Ǉou ǁill ďe aďle to: 

 Add footŶotes aŶd eŶdŶotes to a doĐuŵeŶt 

 Add ĐitaioŶs aŶd a ďiďliogƌaphǇ to a doĐuŵeŶt 

 Cƌeate a taďle of ĐoŶteŶts 

 Cƌeate ŵaĐƌos 

 Cƌeate iŶteƌaĐiǀe foƌŵs 

 Peƌfoƌŵ a ŵail ŵeƌge 

 TƌaĐk aŶd ŵeƌge ĐhaŶges to a doĐuŵeŶt 
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Footnotes and Endnotes 

FootŶotes aŶd eŶdŶotes pƌoǀide ƌefeƌeŶĐiŶg iŶfoƌŵaioŶ foƌ speĐiiĐ teǆt iŶ a doĐuŵeŶt. FootŶotes appeaƌ at 
the ďotoŵ of the page oŶ ǁhiĐh the ƌefeƌeŶĐe ŵaƌk appeaƌs; eŶdŶotes appeaƌ at the eŶd of a seĐioŶ oƌ 
doĐuŵeŶt. 

)nserting a Footnote 

The folloǁiŶg eǆplaiŶs hoǁ to iŶseƌt a footŶote oŶ a page. 
 

ϭ. CliĐk iŶ the doĐuŵeŶt at the loĐaioŶ ǁheƌe Ǉou ǁaŶt the footŶote ƌefeƌeŶĐe ŵaƌk to appeaƌ. 

Ϯ. CliĐk the RefereŶĐes taď. 

ϯ. IŶ the FootŶotes gƌoup, ĐliĐk IŶsert FootŶote. 
 

 

 

 

 

ϰ. TǇpe iŶ the footŶote eŶtƌǇ. 

ϱ. If theƌe aƌe ĐhaŶges that Ǉou ǁaŶt to ŵake iŶ the loĐaioŶ oƌ appeaƌaŶĐe of the footŶotes, ĐliĐk the Foot-
Ŷote aŶd EŶdŶote dialog ďoǆ lauŶĐher ;this is the aƌƌoǁ oŶ the RiďďoŶ loĐated to the ƌight of FootŶotesͿ. 

ϲ. Make the ĐhaŶges, aŶd theŶ ĐliĐk ApplǇ. 

Figure ϭ—IŶsert FootŶote 

Figure Ϯ—FootŶote aŶd EŶdŶote Dialog Boǆ 
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