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Introduction
This booklet is the companion document to the Word 2010 Level 3 workshop. The content assumes

knowledge of the Microsoft Office 2010 interface, and builds on the content contained in the Word 2010
Level 2 booklet.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Add footnotes and endnotes to a document

Add citations and a bibliography to a document
e Create a table of contents

e Create macros

e Create interactive forms

e Perform a mail merge

e Track and merge changes to a document



Footnotes and Endnotes

Footnotes and endnotes provide referencing information for specific text in a document. Footnotes appear at
the bottom of the page on which the reference mark appears; endnotes appear at the end of a section or
document.

Inserting a Footnote

The following explains how to insert a footnote on a page.

1. Click in the document at the location where you want the footnote reference mark to appear.
2. Click the References tab.

3. In the Footnotes group, click Insert Footnote.

Figure 1—Insert Footnote

4. Type in the footnote entry.

5. If there are changes that you want to make in the location or appearance of the footnotes, click the Foot-
note and Endnote dialog box launcher (this is the arrow on the Ribbon located to the right of Footnotes).

6. Make the changes, and then click Apply.
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Figure 2—Footnote and Endnote Dialog Box
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