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1. Summaries of paper writing and submission
2. Using word to format the paper
3. Long document editing

4. Advanced application of word



Chapter 1. Summaries of paper writing and submission

> 1.1 The concept of paper and dissertation
» 1.2 The format and arrangement of papers

» 1.3 Writing standard of dissertation



» 1.1 The concept of paper and graduation thesis

Paper:
Scientific papers published in scientific journals and conferences.

Papers mainly refer to academic papers.
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« Graduation thesis:

A thesis written by the person who wants to obtain a degree. Also known

as "dissertation".

The requirements for the number of words in a thesis of University of
Science and Technology of China are: no less than 10,000 words for a

bachelor's degree, no less than 30,000 words for a master's degree and no

less than 50,000 words for a doctoral degree.
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1. Introduction substituted with the zionium ion | ). On the other hand, it might be

Some perovskite-type ooides show a proton conduction atinterme-
diate temperatures [1,2] Oxide ion vacancies are formed in the crystal
when some cations of the perovzkite-type oxide were replaced by a
cationwith alowwvalence. The uptake of water takes place at the formed
oxide ion vacancy and the proton is formed on the interstitial site be-
tween two oxide ions. Many papers have reported that the maximum
proton concentraton might reach the dopant level However, the prmo-
ton concentration could not reach the dopant level for some odde
|3-6]. One of the masons is considered to be the condition of the
oeide ion vacancy that is more thermodynamically stable than the pro-
tonic defect Dilkawa et al. reported that the Sc doped perovskite-type
oxide (BaZrls, BaCeOs, SrCe0s: and CaZr0s) has a stable oxide ion va-
cancy in the isotropic 5005 polyhedra | 7). Furthermore, it showed that
the proton concentration decreases with an increase in the s@able
oxide ion vacancy. Based on this report, some oddes might have asatu-
ration limitation less than the dopant level.

Alkaline-earth cerates doped with a trivalent cation have a high
proton conduction at intermediate temperatures However, they react
with carbon dioxide and easily decompose In order to improve the
chemical stability, the cerium ion in the alkaline-earth cerate is partialty
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infemred that the proton transport properties change due to the Zr
substitution

In order to clarify the mixed effect of the B site in the A% Y8 10y
pemvskite-type oxide, the proton concentration and conductivity for
Srleas — «Z¥n10s — & were examined by an AC impedance analysis
and thermogravimetric analysis. Moreover, the microscopic crystal
structure was determined by Raman spectroscopy.

2. Experiment
2.1. Sample prepanzhions

The zamples of SrCens — Zr¥ai0s — & (x = 00,03, 05, 07,09)
were prepared by a solid state reaction method. The magent-grade
powders, 51005 (99.99%), Cels (99.99%), Zr0: (99.9%) and Y20s
[ 99.99% ), were weighed and mixed in ethanol using a zirconia mortar
and pestle. The poweder mixtures were formed into a pellet and calcined
in air for 10 h at 1573 K. The cakined pellets were crushed and ball-
milled in ethanol for 1 b The mbdure was then pressed into pellets at
300 MPa and sintered in air for 10h at 1873 K. The compact densites
of the obtained zample were over 98%. The sintered sample was used
tomeasure the AC impedance. The crushed pellets were used for the
¥-ray diffmction anahysis, thermogravimetric analtysis and Raman spec-
trscopic analyds. The X-ray powd er diffraction analysis confirmed the
well-defined perovskite patterns of all the Srleas — FrYoi0s — &
samples as shown in Fig. 1.



» 1.2 The format and arrangement of paper submission

« Go to the homepage of the journal to find the instructions for

submission
1. Search journal names by Google, Baidu etc. to enter the journal homepage

2. Take the Journal of Alloys and Compounds included in SCI as an example,

enter the homepage: journal-of-alloys-and-compounds

3. Click Guide for Authors, and you can see the submission requirements.
« Manuscript template in Endnote provides template of journals

The template provided by manuscript template contains various formats and

typesetting of the papers' content.
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> Abstracting

» Editorial board

Guide for Authors

" Author information pack

INTRODUCTION

= Types of Contributions

s Elsevier Editorial System
= Submission checklist
BEFORE YOU BEGIN

= Ethics in publishing

+ Human and animal rights
= Declaration of interest

o Submission declaration and
verification

« Contributors
= Changes to authorship
= Copyright

= Role of the funding source

= Open access

s Submission
PREPARATION
s Peer review

s Article structure

= Essential title page
information

= Abstract
» Keywords
» Artwork
= Tables

= References

s Video

= Supplementary material

» RESEARCH DATA

» AudioSlides

« Interactive plots

« Keywords

» A, Types of Material

« B. Preparation and Processing
« C. Phenomena

« D. Experimental and
Theoretical Methods

AFTER ACCEPTANCE

« Online proof correction
= Offprints

« Author Discount:

AUTHOR INQUIRIES
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» 1.3 Writing standard of dissertation
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Taking the writing criterion of Dissertations of USTC as an example:
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Chapter 2. Using word to format the paper

> 2.1 Format Document
> 2.2 Graphic editing

> 2.3 Form or table making



> 2.1 Format Document

(—) Hyphenation function

Hyphenation function:
In the way of hyphenation, the word is disconnected from the position of automatic line to
achieve the purpose of beautiful typesetting. There are two ways: automatic hyphenation and

manual hyphenation.
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(=) Text input and selection skills [wE

@ In the paragraph: double-click can select words and triple-click select present paragraph

@ On the left side of the document: Click to select a line, double-click to select the
paragraph, and triple-click to select the whole article

@ Discontinuous multiple texts: Hold the Ctrl key and use the mouse to select them

@ Select rectangular area: hold Alt key and select with mouse

€ Home/End: Move to the beginning or the end of this line

& Ctrl+Up/Ctrl+Down: Move to the previous/next paragraph head
@ Ctrl+Home/Ctrl+End: Move to the beginning/end of the article

& After entering "2021", you will be prompted for the current date, and you can directly
press the Enter button to obtain it.

@ Insert, date and time, select the date format, and let the date update automatically
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(=) Symbol input
1. Menu: [insert]/[symbol]
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[ B Ep#nstia

STAIE ST SAS B TR A
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& o

Special symbols are in the tab
under [Symbols].

Tricks
Unicode Character code: after
entering 3011, press alt+x.
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2. Create shortcuts

(1) Click on shortcut button

(2) Put the mouse in [Please press the new
shortcut key] and set a new shortcut.

For instance: LAIlt+Z

Hold the left Alt key with your left hand and
press the Z key.

(3) Click [Confirm] in the lower left corner.
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Enter 3 symbols continuously and press enter to
generate separation line
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(M) Find and replace
1. Menu: [Start]/[Find]; [Start]/[Replace]

Function:
find and replace text, format, paragraph, pattern, tab stops, etc.

Find-open the tab:

(1) shortcut : ctrl+F (2) menu
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(1) Find and replace--highlight the search content @
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(2) Find and replace----text

Count the times when “Z£H1"” appears, and replace it with “§5#&". @

Hrodaei? HEonsg, HEOv. 2 Ra/EREE. FRAEE, A2Eid.

24, A, AU MESCF AR IIXEE, SR, 2l UIZRME R . 2 AEESEE CiER. Fibk
N, Gk E G e s, SCHUKIE. HIXKIEZ R, SRiEr N ERE 2 FRE Bt . B, KEKHE, AR ARSI
M. BlRFZAGEZU. Z/E, TOMHMRN, —AZER 720 48, SMBAKHINIL. BRATRE . BOKITFIEE B CRH RS
A —E R N\FE. AMERDFEBGEEEBIS, B2, BIRE TRANKr, EnREEE RS, B AT ? =R 1

b Bl 2z

MU RERER, FRA= 288V EimEE, RFLRENECR: =2 78 VM, gRErfEeE . afiMas ANER, H
HE RN AIE A A

(3) find and replace----pictures

e

Replace “ER" with 0 , "H&" with . E

N
VAR

DN R o XIS N IERE GRS, I R PR B A fir A gR e Lt AT S SR B, AT =2 S ffr 1 A Ak
E T VNG RIZE B, H0 2 SRR 7, Ak

—RER, WHARERERMERE, TR B/ MERZ. P /NE R T B IE R /M gz, 1R
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(4) replace----paragraph marks

Remove paragraph marks from the following text and connect them with or.

000275756700003+
000276861100010+
000283345200045+
000303351300022+
000287339000013+
000288569300015+
000285176100131+
000253197000001+
000286885400015+
000286714200002+
000258835400048+
000302145500043+
000300838100052+
000305676400018+
000310005700034+
000304295600010+
000306104900013+
000313646500041+
000313329000076+
00031827110003 2+
000321233100010+
000325284500035+
000333207800007+
000336362900022+
000337783900025+
000338973700052+
000337880200013+
000341064800035+
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() Automatic correction mode entry EET

1. Function description and usage

Description: The entry typed by the user can be automatically replaced

with corresponding words, symbols, tables, figures or formulas.

Usage: to speed up document entry and reduce human error
2. How to set the automatic correction mode?

Select the object first, and then click
[File]/[Option]/[Proofreading]/[AutoCorrect Option]


自动更正 sample.pdf
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“You must select the check box for "Replace automatically as you type”

7<If you want to set the target content with format (formatted text, graphics
and formulas), you should select the target content first before opening the

AutoCorrect Option dialog, and don’ t forget click "text formatted “ option.

*The typed entry should not generate a phrase with the previous text or the

following text

“rAutomatic substitution always occurs after typing an entry and before the

next action

“Temporary cancellation: Ctrl+Z
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(73) Formula entry

1. How to enter the formula?

Through Menui: click [insert]/[formula]
to edit in the new window, and click
the blank space to return to the main
window of Word. Click the formula
object to edit it.

[ ==T ~
ER BREEnEdE
Mrs -

it |QQ &
nst |ws ®ms
R
st

—b £+b? —dac
r=-—
2a

“ln=tER

(x+a)" = Z (z}xka“‘k
prar

iR

nx

HJREETE

flx) =a, +’Z=1(ancos T + bnsin?}

a® + b? ="

HiF =

nx nin—1)x2
A+x0)m=1+7+ C 2,}

=mfEEAi
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sine + sinff = Zsin%(a i,ﬁ’}ct}s%{a +5)



2. Formula layout (typesetting requirements: the formula is
centered and the number is on the right)

Undesirable practice: put the formula and number to the left first, and move the
formula to the center through the space key.

FESH U IGERE T EEMEER STM SE£EEM s EEARE S, M2 LTI RAEM
REMTESTH—MILHERNFE.
OV /8T = (Ve —(4+mWVy —E_1g)/T (1)}
ZE S HUKBRTEFEMIIEEN STM SEGHNEEZARE S, HRALIIRA
REMTES T —MHALTERNBFER.

oVBE/oT=(VBE—(4+m)V ~E, Ig)/T (1)}
ZE S U RBRTEEMINGERN STM SESMEEETARE S, HEE LIRAR

RENTESTH—HILHERNFER. »
OVgs 10T = (Vgz —(4+m)V; —E,_1q)/T | (1)

Disadvantages:

1. Not beautiful, difficult to accurately center the formula

2. When the content and length of the formula changes, it is necessary to

increase or decrease the space to make the formula stay in the middle of the line



Recommended practice--tab stops+Tab key

Tab stop: refers to the position of horizontal ruler, which specifies the indentation
distance of text or the starting position of a column of text, so that users can align
text lines to the left, right or center.

Types of tab stops: Left alignment, center alignment, right alignment, decimal point
alignment and vertical line alignment.

Tab key: Press Tab key once, and the cursor will move to the tab stop position.

Advantages:

1. If the length of the formula or number changes, the formula is always in the
middle of the page and the number is always at the end of the line;

2. When multiple formulas are typeset, you can copy the first set formula and

use them without setting the layout of the formula again.



3. steps

(1) Enter formula and number

EE LA B EEEMLTHEER STM 5SS ARE S, 05 LURERM
REMTESTH—MILLTE BB FE. -
Ve 10T = (Vap —(4+m)Vy —E_/q)/T (1) ¢

(2) Set center and right alignment tab stops

@ Click tab stop button of the toolbar in the upper left corner to switch
to center alignment type

@\ 1 1 E 1 1 41 121 Igl 121 1 41 1B 181 101 1121 1141 1E 1 1121 12001

LS T T ea 2 e TSR DL Ren Y ST =T e
= ErEET

- RESTESTE—MILLEMOFE. -
Ve 1OT = (Vg —(4+mV; —E_Iq)/T (1) «

114




@ Click the left mouse button in the middle of the horizontal ruler to place
a center tab stop

EI ! TEL 1401 12 |§ |||||||||| 11 PR g |1$J_| (R TR TR 123 [T R e R e L ! iy
: "2.1 %33 HTM Hﬁﬁ%ﬁ%%?ﬁm%{xﬁﬁﬁ%
: £-ERSBERTEANIMMAENER R HREAREE, So558E

SANEEEREETRESTANILELERE. NIETERE, BEEFRETHRE
FEDHULERT EELIIER STM SEENEEETARE S, 1752 TIRAE N

REMTESTH—FHILNAERFE. -
x OVpr 10T = (Vg —(4+mV; —E, 1 q)/T (1) «

=

]

@ Press [Tab] once on the left side of the formula

L - L B 1T = L L - N N S R Y |
gﬁrﬂﬁrﬁaﬁﬁﬁiz—zrmmﬂh BERY STM SR SfYsEEBiRE &, BITEAR LIRAER
RESTESHTH—MILELmMEHHFE.

- OV 16T = (Vg —(4+mVp —E_/q)/T (1) «
[EHEIELRELLHAF, TEFMAEBANEMERS: |, FRiEiTEEFER
BT, LGRS RAGERNEH, SEEREFLARER, EEXE—B45Rm




@ Click the mouse and places a right tab stop on the right side of the horizontal ruler,
and press the [TAB] key once on the left side of the number to reach the right
alignment position

él 121 141 (| 181 110 1 1121 114 1 116 1 I‘IEJ_I 12001 1221 1241 126 1 1281 13001 1321 1341 Id-_.I

FlEgHHFLL R TEEMUINEES STM S5RGBT ARE S, HHEE LI RAR
RERTTESTR—MUEmE R TR «
- Vs 8T = (Vg —(4+mVy —E_ 1q)/ T - | (1) -
EEEENATRFAT, TEEHFEHENEREAR: | ST HEs
BT, LARGRAHGRFER, HEEREBLARE, HE2XE—BERM
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() Document formatting

ThEE | @EE | kEsr | o
[ ratis
(1) Page Setup ro: [25aEE 2] Fe 254 B
(L) 317 Ex% = B[R 317 E%
BITEG): |0 Bk s mirmmEw: (= |
Note: The scope of page setup in Word is only in one [section]. SRR
AN
WEP) RS
TSR
. ET(M): =iE -
€ margin
s

Note: If you want to bind your thesis in the future, you can set

the binding position and distance. At this time, the left margin

refers to the distance from the left side of the edition center to

—

i
n_|.|
&
} I
[«]

the binding line.
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€ Compose type

Note:

(1) Pay attention to the position of header and footer, and where

the distance refers to.

(2) After selecting the checkbox of the header and footer with
different for first page/parity pages, you can enter different contents

in the header or footer.

Modes of vertical alignment of pages

Compare the top (default position)/bottom/both ends/center
alignment, and pay attention to the starting position and new

position of the cursor.
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€ Document grid
Purpose:

You can accurately set the number of lines in the page and the number
of characters in each line.

Four kinds of grid settings:

(DGridless: There is no grid, simultaneously there is no grid alignment.

(@Row grid only: set how many rows there are on each page, and

adjust the span between rows (simply speaking, row height)

(3®Row and character grid: set how many rows and words per page, and

adjust the spacing.

(@ Text alignment character grid: set the number of rows and words per
page, and place the text neatly and evenly in the center of the grid.
However, in this state, the spacing or blank cannot be adjusted and the

alignment of paragraphs cannot be adjusted either.
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(2) Separator Sl : ®\ o TEES | 3 s4 SR O

I AR O gotse g =
S A
1) How to insert separators? (turn on TS »
paragraph marks, then you can see)
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After determining the insertion point, click Page
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ZHmD)
BASTRHEMEEELE
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I |:

Layout/Separator, and then select the type of

separators in the separator window.
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2) Page breaks (Ctrl+Enter) and column
breaks

(1) Page break: It represents the end of the previous

page and marks the beginning of the next page.

Delete page break: position the cursor in front of the page

break and click Delete key to delete it.

(2) Column break: mainly used in paragraphs or pages
with column format, which means that the display of the
text in current column ends here and the subsequent text

continues to be displayed in the next column.
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3) section break

What's the use of section break?

(1) The section in Microsoft Word is not the section
in "book chapter". As we mentioned in page setup, it

defines the scope of a document content format

(2) Each section of a document separated by a
section break can contain different page orientation,
paper size, header and footers, page number setting,

column setting, and other formats.

(3) If a document must contain different formatting,

then using section break is the most perfect solution.
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The difference between various types of section break

1. Next page: indicates that the starting position of the next section is at the beginning
of a new page. (mainly used for setting different page directions, paper sizes, headers

and footers, page numbers, text directions, etc.)

2. Continuous: indicates that the next section will start with a new line. (mainly used for

setting text columns in the same page)

3. Even page: indicates that the next section will start on the next even page after the

current page.

4. Odd page: indicates that the next section will start on the next odd page after the

current page.



(3) Header and footer settings

Note:

When entering the editing status of header
and footer, it can be regarded as operating in
"New Document”, that is to say, all operations
that can be performed in the document can
also take effect in the editing status of header

and footer.
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Common settings

1.

Insert an updatable page number, number of pages,
date time, file name, etc. --through the header and
footers toolbar.

Insert pictures, autoshapes, tables and other objects --
through the Drawing toolbar to complete.

Set the page number with the number of chapters-by
setting the page number format.

Position adjustment, different in first page and different
for parity pages—[Layout]/[Page Setup]

Different page number formats: after inserting a section
break and breaking the link with the previous section,
click [Insert]/[Page Number], first select the position
and alignment, then click the format button, select the
page number format in the dialog box, and whether to
restart numbering or continue numbering.
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» 2.2 Graphic editing

(—) Graph

> - X F FHREfXS
e
WFE R AHERISS - ]

A

* First, when the graph is above the text layer, it will cover the text, but when it is below the text layer, it

will not.

* Once the graphics are placed on the text layer (embedded type), the characteristics of the graphics will
change and become the attributes of the text completely. At this time, when editing the graphics, most

of the tools in the drawing toolbar will be invalid, and they can only be edited as text content.
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F1g.2-24 Resistivity versus doping concentration of polysilicon nanofilm

5K, KPAREEA B BLREIRS

Embedded type

(the picture position is fixed)

STHEFER, TUETE B CHREREFE. BRMAF. FEMHE
R, —EREERTR, SEEATRNBHSET. -

E:HERABE

BT ANBOF R EhEA
TEEEhERARS N
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EFSEIRA E, FIA
FEERMRR Ot R E
FLeFER, fEEFE R,

FPAKPAREERMA T RIBRZEAFMIE? APHRE R MR T R e
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surrounding type

(you can change the arrangement of text)

Embedded type: inserted into the text layer, graphics can be dragged, but can only move from one

paragraph mark to another.

Surrounding type: whether the picture is rectangular or not, the text surrounds the picture in a

rectangular way.

Close-around type: if the picture is rectangular, the text will wrap around the picture in a rectangular

way; if the picture is irregular, the text will wrap around the picture closely.




Word embedded image
display incomplete S m—

Set a larger line spacing or choose other line spacing, such as single line
spacing or 1.5 line spacing, instead of a fixed number of points.
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(=) combination

Key points of operation

Action Operation
Combine multiple | Select graphic objects, and right-click to select
graphics [Combine]/[Uncombine]
zt a) = b)
HEIRE *”’*}mf S

v

/0 Y © v
X X

P 3-2 2 MR Voigt FE7Y R Reuss Y
Fig. 3-2 Voigt and Reuss models of polycrystalline material
a) Voigt model, b) Reuss model




» 2.3 Table Making

(—) Quickly create a regular table

Action Operation

click [insert] / [table]|=|, in the expanded list, drag
with the left key

[Insert] Menu
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(=) Create tables of any size

Action Operation

1. Select the [insert]/[table] command to open the

use [insert] / [table] to [insert table] dialog box.

create table 2. Enter the number of rows and columns of the desired

table, respectively.
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(=) Draw irregular tables manually

1. Click [insert]/[table]/[draw table]. After the ¢ . = 7

|
o lag O

ursor becomes "brush", move the mouse point =t Br EBER R s
er to the position where the table is drawn. Pre AT

ss Esc to cancel the drawing table status.

2. Hold the left button and drag the mouse to

draw the outline of the table.

B FEED..

ERIF=RED

3. Drag the pointer to draw horizontal or

0

vertical lines and diagonal lines in the table.
B Excel EFSEX

4. Use the Erase button to delete the lines. M HEsED b

5. Adjust the table.




Chapter 3. Editing of long documents

> 3.1 Pattern

> 3.2 Automation format editing of long document



» 3.1 Long document editing--pattern

Pattern: a collection of character formats and paragraph formats
saved with meaningful names.

Font format

Paragraph format
Set font format

Tab stop
Borders and ’ " : / Set paragraphs
shading A “pattern" that combines - Set paragrap
~ various formats format
Language
Set the table
Graphic frame format
number Relationship between

pattern and format

Shortcut keys



Advantages:
1. When arranging repeated formats, you should create a pattern of the format first,
and apply this pattern where necessary, without repeated formatting operations.

2. If you want to adjust the typesetting format, just modify the related pattern once.

1. Apply a built-in pattern
(1) Select “pattern” on the "Start" menu, and choose a specific pattern that

meets your requirements.
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2. New pattern

(1) In the pattern group of the Start tab, select the Create pattern command.
(2 ) Enter the name of the created pattern in the [Name] text box of the opened [Create a new

pattern according to format settings] dialog box, and click the [Modify] button.

e (B S |
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(3) Select a pattern type from the [Pattern Type] drop
-down list box, such as paragraph, character or table and
so on, and select an appropriate benchmark option from

the [pattern benchmark] drop-down list, like text, title.

(4 ) Click the [font] button in the [format] column,
select the appropriate font, and set the appropriate size,

color, alignment and other parameters.

(5 ) Click [OK] to finish the creation.
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3. Modify the built-in pattern

Click the right mouse button on the pattern,
and select Modify from the pop-up shortcut
menu to open the Modify pattern dialog box for

modification.
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» 3.2 Long document editing-automation

(—) Automatic numbering of titles
® Set each title in the document to a different title pattern. (select from [pattern])

® Set different levels of automatic numbering format. (set in the dialog box of [define

new multilevel list])
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(=) Generation of catalog

(1) Automatic catalog generation

Click the [Catalog] button in the [Dialog] group of the
[Quote] tab of main menu, and select [Automatic
Catalog 1] or [Automatic Catalog 2] from the pop-up
submenu. You can insert the Catalog of the current
document in the form of a domain at the text

insertion point.

Hx

£ = 1+
xR 1+

1.2 B R LA T 12T e e 1e

1.3 SR B E PN FTIIR oo 2

EE T xS 24

B2 e i L xRS 24

=i = =2k g R T | = OO S 3¢
2.1 B R A IR oo eeeeee s see e seee e esnnens 30

2.2 I R T T IR IR oo 30

R R Eda R b = 2t = R 3¢

R B ity =2yl ks Tl ) = = Ao
I I 1] g 2 Ao

SRR 1 )= 4o

B e Ao

F 2 5o

I Rt < 8 =10) 1702 e n R S

By

ErritmaEFRFIERES)...



(2) Modify catalog
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(3) Update catalog

1.0n the quote tab, click Update Catalog.

2.Choose whether to update the entire contents of catalog or only the

page numbers.

« If you change or add any chapter titles, please update the entire catalog. If changes
are made to the main body text, but no chapter titles are changed, only the page

numbers should be updated.

 Before printing or sending a document, updating the catalog is always as the last
operation on the document, so that the last changes of the document can be

included.



Recommended operation

1. Create a new pattern of [My Text] to protect the original content from being
deformed with the change of pattern

2. Modify patterns of [titles 1, 2, 3] and other levels of titles to facilitate internal
quotation to generate catalogs and serial numbers

3. Link multilevel numbering to patterns of titles at all levels to automate document
title numbering

4. Write a thesis outline, such as determining chapter titles and applying patterns
for the whole document at one time

5. Write the main body text with peace of mind, and no longer suffer from the

trouble of frequently modifying the format and numbering.



(=) Automatic numbering of figures and tables
(1) Create a caption label

& Select the quote command and click the insert caption button in the
caption group.
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€ Click [new label] button and enter the caption label in the label textbox
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Note: after creating a new caption, click close to complete the creation. If

you click OK, the caption will be inserted into the document directly.

(2) Format caption number mhes E=
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(3) cross-quotation

. is a quotation to content elsewhere in the document, for example, you can create cross-quotations for
titles, footnotes, bookmarks, captions, numbered paragraphs, and so on.
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(4) Update domain


演示.docx

(M) Use revision to modify articles

€ On the review tab of the main menu, click the [revise] button to turn revise mode on or off.
€ When [revise] is turned on, any deleted, inserted or moved text or graphics will be

displayed as revisions until [revise] button is turned off. It should be noted that turning off

revise does not delete any revisions or comments.
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Accept or reject the revision and delete the comment
* You can accept or reject revisions and delete comments one by one or all of them at the
same time.

* |f you don't want to accept the changes, you can click the Reject button to reject the

revision and move to the next one or reject all revisions.
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Chapter 4. Advanced application of Word

> 4.1 Domain

> 4.2 Controls

> 4.3 Mail merge function



Domain

1.Concept
Domains in Word are a set of codes that guide Word to automatically insert text,

graphics, page numbers or other information into documents. Each domain has a
unique name, and its effect are very similar to functions in Excel.

2.Domain result:

That is, the result of domain which is similar to the value obtained after the function
operation in Excel. For example, entering the Domain code "{Date \@ "yyyy vear,
month and day" \ * mergeformat} "in the document results in the current system date.
3.Use

Domain can automatically complete tasks without manual intervention, such as
numbering document pages and counting the total number; insert date and time in
different formats and update them; insert other documents into the active document
through links and quotations; automatically create catalogs, keyword index and chart
captions; realize automatic mail merge and printing; add pinyin to Chinese characters,
and so on.
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Control -

ERC(A):
FTAG): hFRHE

BEe: |2
. [ EREeSgASREharEEzi)
1. Plain text content control e (o
Click [development tool] - [control] - [plain text content TR
control] , then enable design mode, input the content you need, T remermeen
[] THREREE

and then click design mode again to exit, then click [properties] to ——
display border as none, and check two check boxes in Lock group, o AEESEIERIO

: : : B
finally click Confirm button.

2. Option button

Click [development tools]) , find the [old style form 1 in the control group, and
then click the [option control] button in Active X control group, then select the
option control you just inserted, right-click the mouse and select properties, find
the caption property, enter the content you want to, and then close the properties
dialog box. Finally, copy the control and change it in the same way.



3. check box

Position the cursor at the position of gender, and then click [development tool ] -

[ check box content control )

. When you check the check box, if you find Xl symbol,

you can open the property and change the symbol selected in the check box.
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4. drop-down menu
Click [Development Tools] - [Control] - [Drop-down List Content Control] , click Properties, and add
corresponding properties in Drop-down List Properties.
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5. Making multiple choice question

First click [Development Tools], find [Old-style Form] in the control group, then click the
check box control, then select the Active X control check box, right-click and select
[Properties], find [Caption Property], enter the content you want and close it. The last step
is to copy the control and change the properties in the same way.
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Mail merge function

In our daily work, we often encounter this situation: the main contents
of the processed documents are basically the same, but the specific
data have changed, such as salary tables, name cards, honorary
credentials and so on.

When we create a template, and only a few related contents need to
be modified, other document content remain unchanged, we can
flexibly use mail merge function in Word. This is not only easy to
operate, no need to set various formats repeatedly, and has good
printing effect, which can meet different needs of many different users.



Application area

. Batch print invitations

. Batch print tickets

. Batch print honorary credentials

1
2
3. Batch print student transcripts
4
5

. Batch printing of admission certificates, postcards, etc. ,



Steps
In Office, first create two documents:

A WORD includes the main document that contains the common
content of all files (such as unfilled envelopes, etc.)

A data source EXCEL including change information (filled in the
addressee, sender, zip code, etc.)

Then use the mail merge function to insert the changed information
In the main document,

The combined file can be saved as a Word document, or directly
printed out, or sent out in the form of an email.



Example

The method of generating a chart with photos in the mail merge

function.

The case we prepared here is an admission certificate. Besides
the name and basic information, the admission certificate will

also include the candidate's photo.
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