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Large Documents

In our Word Styles and Automatic Table of Contents class, we talk about using Styles and creating Headings.

Styles

A "style" is a set of font and paragraph formats. You can see the Styles gallery on the Home tab. These will help
you keep a consistent look throughout your document. The styles listed as Headings will show in the Navigation

Pane and the of Table of Contents.
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The Navigation Pane can be turned on from the View tab. This will show a list of
your defined headings. Use this pane to promote/demote heading levels, and to Search document R-
navigating through the document. Headings  Poges  Results
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Singular terminology is...
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Collapse and Expand Headings

Once you have applied heading styles, there are collapse/expand triangles listed
next to each Heading. These appear when you hover your mouse over the
paragraph in the document. If you collapse the section from the document, it will
"hide" the text in that section. Click on the triangle again to expand the section.

Undo doesn't work here, you'll need to click the triangle or use the right-click menu.

4 Characteristics
Anatomy
Weight

Cognition

4 Senses
Vision
Taste
Audition

Temperament and emotio...

consequently one of the earliest forms of theft

Taxonom

Cattle were originally identified as three separ;
(including similar types from Africa and Asia); £
aurochs. The aurochs is ancestral to both zebu

consequently one of the earliest forms of theft

Ta@n omy
Etymology

Cattle did not originate as the term for bovine
from medieval Latin capitale 'principal sum of

If you right-click on the heading, you can also Collapse
or Expand All Headings in the entire document.

Cattle

rom Wikipedia, the free g

‘4 Paste Options:
Cattle © - Ap the most common type of lar
promi = = the subfamily Bovinae, are th
Bos, a Expand/Collapse * y
(beef: )
that p A Font. Lollapse Heading .
fuel.n =¥ Paragraph... I= Expand All Headings i
proge Synonyms » TE Collapse All Headings |
2011, e IN TNe Worid. In U0y, Catte
to hav =, Some consider cattle the ol
consel & Link st forms of theft.

'-::' MNew Comment
Taxon,_...,




Outline View

| L| |:| ] [ | Outline
With a very large document, it's sometimes easier to see just the headings. = = Draft

You can right-click on a heading and collapse all headings in the document, Read Print Weh
or you can switch to the Outline view. This option is on the View tab, in the Maode Layout Layout
Views group. Views

The Outline view has its own tab in the Ribbon, Outlining. Hover your mouse over the buttons to get a better
idea of what they do. Use the Show Levels option to change how much of the document you see. Notice the
document below is not showing all the text, as | have the Show First Line Only option checked. If | change the
Show Level to a heading, Word will hide all the "body text".

Outlining Home Insert Draw =T Layout References Mailings Review View Developer
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& € |Levell - 3 3 Show Lewvel: All Levels a

Show Text Formatting - -
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- Cattle

From Wikipedia, the free encyclopedia
Cattle—colloguially cows—are the most common type of large domesticated ...

# Taxonomy

(9]

Navigation ~ *

Search document 02~

2 QO

Headings Pages Results

O Cattle were originally identified as three separate species: Bos taurus, the European ...
= ©  Complicating the matter is the ability of cattle to interbreed with other closely ...
Taxonomy ~© The aurochs originally ranged throughout Europe, North Africa, and much of Asia. In ...
Etymology ® Etymology

Cattle did not originate as the term for bovine animals. It was borrowed from Anglo-...
The word "cow" came via Anglo-5Saxon cu (plural cy), from Commeon Indo-European ...

In alder English sources such as the King James Version of the Bible, "cattle" refersto ..
Other terminalogy ) Terminology

4 Terminology

2 9 Q

Singular terminology is...

4 Characteristics O In general, the same words are used in different parts of the world, but with minor ...
Anatomy = An"intact" {i.e., not castrated) adult male is called a bull. A wild, young, unmarked ...
Weight O Anadult female that has had a calf (or two, depending on regional usage) is a cow.

Coanition @ Avyoung female before she has had a calf of her own and is under three years of age ...

The plus buttons are not Expand/Collapse buttons, but selectors. Click on the button in front of the heading to
select the text that belongs to that heading. Once it's selected you can move it to another area in the document
or delete the entire grouping.

Master Document

Word is a wonderful program, but it doesn't always work well as a very large file. | am very comfortable in
Microsoft Word, so if | were to write a book, | would probably use it. However, if the document was large
enough, I'd probably like to keep each chapter in its own file.

Of course, that can make it awkward to edit. You can N O
create a Master document to tie all the files sl
together. To create one, click on the Show Document <h F; Insert
. oW
button in the Master Document group on the Do
. R X cument
Outlining tab. This will open the Master Document
Master Document

options.




Use the Insert option to add
Subdocuments. You can only
insert one file at a time.

Use the Collapse Subdocuments
button to see the file paths
instead of the file contents.

You will need to Save the master
document before it will show
the paths.

If you close the outline view
while the Subdocuments are
collapsed, you will only see the
paths in the document.
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Close
Outline View

E‘ Lock Document
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CAFiles\Word-CV-Clean.docx

C:\Files\Word-CV-DateTables.docx

CA\Files\Word-CV-CowFacts.docx

If you close the outline view
while the Subdocuments are
expanded, you will see the
contents of the documents.

Word will create section breaks.
Each section has it's own
headers, footer, and page
layout such as margins and
orientation.

Format and editing is limited in
this master document, as you're
intended to make the changes
in the actual subdocument, the
original files.

©7 Show Level: -
[[] Show Text Formatting

Show
Show First Line Only

Tools

o]

L it
Collapse

Document Subdocuments  Qutline View
MMaster Document

Close

Close

] How now brown cow?

=] The rain in Spain falls mainly on the plain.

o] She sells seashells by the seashore

O

(o)

o 1/1996 MNewsome Nellie 239 Dionysus Drive Orange Park FL
O 5/1999 O'Connell Oscar 235 Marigold Street Neptune Beach FL
©  10/2002 Tweed Thomas PO Box 5678 Gainesville FL

o 2/2006 Henderson Harriet 2980 Radish Terrace Gainesville FL
o 7/2009 Adams Annie 6331 NW 4th Ave Gainesville FL

o 11/2012 Brown Bobbie 234 Peter Pan Terrace Alachua FL

o 4/2016 Jimenez Jose 12 South University Ave Waldo FL

0.

=) Facts About Cows

® https / www . clovermeadowsbeef.com/amazing-facts-about-cows/

b & © ©

A _Crasie

noean albnmct 36N daorane A

1. All “cows"” are female. Males are called bulls or steer. Before having a calf ...
2. There are over 800 different cattle breeds recognized worldwide ...
3. What do cows eat? Grass and sometimes grain. Cows don’t eat meat—...

Section Break (Continuous J...

Section Break (Continuous }.

Section Break (Next Page)....

roculE af thic masr maneesesis i




Creating Subdocuments

Typically a Master Document is a compilation of subdocuments, but what if
you want to go the other way? Take a file that has gotten too large and

break it into individual files?

Word can create a file from each Heading 1 group. Ensure your document
has Heading 1 styles applied to the titles. Open the Outline view from the

View tab.

Set Show Level to Level 1. Select the Heading (s) you would like to separate
into other files. Be cautious of any text entered before the first heading.
Click on the Create button to change each Heading 1 into its own file.

Show Text Formatting

Show
Show First Line Only

Document

® Show Level | Level 1 - [E] Create

|E|r; Insert

° Cattle

From Wikipedia, the free encyg

Cattle—colloquially cows—are the n
# [Taxonomy

Cattle were originally identified as t

Complicating the matter is the ability

The aurochs originally ranged throug
@® Etymology

Cattle did not originate as the term f

The word "cow" came via Anglo-Sax

In older English sources such as the
# Terminology

In general, the same words are used

An "intact” (i.e., not castrated) adult

An adult female that has had a calf (1

When you save the file, the subdocuments
will be created in the same folder as the
original "master" document, using the
defined Heading 1 names.

e Tools Master O
| # TaXQNOMIN.....orer

[ + Etymology

+ Termingloey

+ Characteristics

-

F SeNSES......m

The master documents created like this are

notoriously unstable, but they can be useful with our

(C:) Windows » Files » MasterMerge

Al MName

M| Characteristics.docx

S Cognition.decx
S Etymology.docx
05 Senses.docx

s Taxonomy.docx

M= Ternperament and emotions.docx
=] Terminology.docx
S Word-Merge2-BrownCow.docx

-

Date modified

Mail Merge.

Why is this important for merged files?

Microsoft Word's Mail Merge tool can only merge to one final multi-page document. If we incorporate a
Heading 1 at the top of our main document using the merge fields to create a desired file name, we can then use
Word's Create Subdocument tool to make each final merge its own file.

Remember to Select All before you Create, or it will only create the current heading as a file. And color the
Heading Font white before you merge to keep it invisible. Headers and Footers do not carry through to

subdocuments.

«Name»-12-02-2024

December 2, 2024

27 Show Level: | Level 1
[[] Show Text Fermatting
Show First Line Only

e Toals Master Document
Hi «Name», @ apollg=12-02-2024
As the «Description», | know your time is valuable. \+‘ are
® 5-12-02-2074
@ artemis.12:02:2024.
This letter is to remind you the project is coming due soon. @ athena-12-02-2024
o @B circez12:02:2024.....
Please remember this project is part of our quarterly report. @ cyclops-12:02:2024
" hear f ® demefer:12:02:2024
We hope to hear from you soon, @ dio _12-02-2024
Pandora # eros-12-02-2074

- |E| Create

Insert
Show IET;

Document




Exercise: Multiple Files from a Merge
1. Download the class files and extract the files where you can find them!

+ | Ewtract ord-MailMerge2.zip —
Home Share View Compressed Folder Tools
~Acrobat Class =| Documents =| Pictures
Customer Help training Handouts
Staff Training Files (Pandora) @ Desktop Downloads
X
<
i Extract Compressed (Zipped) Folders
## Quit
Select a Destination and Extract Files
e Cree
& One Files will be extracted to this folder:
| C:h\Users\preowart\Downloads\Word-MailMerg Browse...
f Univ
[ FUF Show extracted files when complete

2. Create a new Word document
Insert Draw Design Layout References Mailings

3. Fromthe Mallmg? t-ab, in the Start Mail Merge B E'%
group, Select Recipients menu, choose Use an seort il HEE
Existing List... Merge~ Recipients -
ER Typea Mew List... Write & Insert

a. Find the data source - Word-Merge2-Data.xlsx o 00 0o

71 Use an Existing List...
B3 Cheose from Qutlock Contacts...

4. Write the letter

a. Use the Insert Merge Field menu in the Write Hi ENames,
& Insert Fields group to add the fields where As the eDescriptions, | know your time is valuable.
they need to be

This letter is to remind you the project is coming due soon.

5. Create the file name This project is part of our quarterly report.
a. Add a new paragraph at the top of the page We hope to hear from your soen,
b. Insert Merge Field(s) to create the unique Pandara
filename

c. Select the file name paragraph and format it. For this
exercise, make it small and gray. When | go live, | would

want the font White so it's "invisible" on the result. )
Hi «Name»,

6. Update the style Heading 1 to match the style of

the file name. AaBbCcDt| AaBbCeDe | AaBbCi| 2 E}’ @
a. Select the filename in the document TNormal | TNo Spac... | Heaiaza d__EdMinG_Create PDF__Create PDI
Update Heading 1 to Match Selection
b. Right-click on Heading 1 in the Styles group . Sl 2 Modify.
on the Home tab ' ' Select All: (No Data)
c. Update Heading 1 to Match Selection
apollo
d. When you hover over the text, there should now be a little triangle in front P



http://media.news.health.ufl.edu/misc/training/Handouts/zoom/word/Word-MailMerge2.zip

Choose Edit Individual Documents from the Finish & Merge menu in
the Finish group on the Mailings tab. Click the OK button to merge all
the records.

a. This should create a file called Letters (Letters1, Letters2...)

b. Scroll through the pages to see the result

Save the file in its own folder

Merge to Mew Document 7 *

Merge records

®

O Current record
() Erom: To:

a. Click on the Save button or press F12 or Ctrl-S. This file has never been saved, so the Save As

window should open.

b. Inthe Save As window, browse for the location where you'd like to save the new files

c. Click the New Folder button in the Save As window

d. Give the new folder a useful name that you will hopefully remember

e. Openthe New folder

bal

Change the Filename and click the Save button

E| Save As

i <« (C) Windows » Letters-12-02-2024 v

Organize = Mew folder

B Desktop A Name
E] Documents
; Downloads

J‘! Music

=/ Pictures

m Videos

b o (C) Windows

Mo items match your search.

£

Search Letters-12-02-2024 yl

Date modified

*

= @

Type

[ File name: | Mastererge-12-02-204 |

Save as typer Word Document (*.doox)

From the View tab, go to the Outline view

File Home Insert Draw Design Layout References Mailings

is wiew is useful for creating

Th ful f ti
headings and moving whole
paragraphs within the document.

Headings Pages

r

C)\ [E) [ One Page
0]

100%

| .l |:| [=] Qutline I:‘j $|:| EE Ruler
T, 1
: = Draft " V=B €3 O Gridiines
Read = Print  Web Learning Vertical Side o Zoom
Mode Layout Layout Tools to Side Navigation Pane
Views Immersive  Page Movement Show
N . . Outline View [ 991
aVIQatlon See your document in cutline form
| where content is shown as bulleted
Search document points.

Review

EIE Multiple Pages
£l Page Width

Zoom




Home  Insert Draw  Design  Layout  References  Mailings  Review  View

- 1 -
@ € Lo 5 5| © Showlevel Levelt
[ Show Text Formatting Insert
a v F - . -
[+/] Show First Line Only Gt
Qutline Tools Master Document

® apollg.e
'.,'!'J L= L=
& AEIS.
) athena,....ommmmmn ..
® oreel 10. In the Outlining tab -
) YIRS

@® deme Change the Show Level: to Level 1

i T — b. Select all the text (with the mouse or press Ctrl-A)
() BFOS....ncnn
® hades,......mmmmn c. Click on the Show Document button to open the Master Document
* - T .
@ her options
S 2 1+ =T ———
® hesti@. e d. With everything selected, click the Create button. You should see a
= visual change to the list of names.
'+ pan [5) |
B POSEIAN s =
@ socrates * apolio
- o
g .
* ares
11. Close and save the file. Once you Save the subdocuments will be 5
) )
created. ' artemis
o
. . .
12. Find the folder that you created and you should see all the new files. ® athena
| 4] | = | Letters-12-02-2024 - m| b o
Home Share Wiew 0
« v A <« (C:) Windows » Letters-12-02-2024 v Search Letters-12-02-2024 0
Mame - Date modified Type Size
5] apollo.docx Microsoft Word D... 12 KB
= ares.docx Microsoft Word D... 12 KB
= artemis.docx Microsoft Word D... 12 KB
= athena.docx Microsoft Word D... 12 KB
S circe.doex Microsoft Word D... 12 KB
0= cyclops.docx Microsoft Word D... 12 KB
0= demeter.docx Microsoft Word D... 12 KB
0= dionysus.docx Microsoft Word D... 12 KB
=i eros.docx Microsoft Word D... 12 KB
= hades.doox Microsoft Word D... 12 KB
M=) hera.docx Microsoft Word D... 12 KB
0= hermes.doox Microsoft Word D... 12 KB
= hestia.doox Microsoft Word D... 12 KB
=i iris.docx J Microsoft Word D... 12 KB
MasterMerge-12-02-2024.docx /3/2024 8:02 PM Microsoft Word D... 12 KB
W pan.docx /342024 8:02 PM Microsoft Word D... 12 KB
W poseidon.docx Microsoft Word D... 12 KB
=) socrates.docx Microsoft Word D... 12KB
=) zeus.docx Microsoft Word D... 12KB
19items 1 item selected 11.0 KB =




Before You Email

It's recommended you put yourself as the first recipient of the email. The Finish and Merge step has an option to
merge only the Current Record. If you make your account the first one, you can merge just the first record to
see how the result will appear before sending it to EVERYONE.

Merge to E-mail ? et

Message options

Ta: Email v
Subjectling: |Tecting Email

Mail format: | jrpaL W

Send records

O an

@ Current record
) From: To:

Work Offline

Depending on how your Outlook is controlled by your IT department, you may be able to set your Outlook
account to Work Offline. Any messages you try to send while you are Offline will appear in your Outbox.

If you have the option, you will find it on the Send/Receive tab, near the end in a group called Preferences.

Send / Receive Falder View Help Acrobat Q Tell me what you want to do

=% =+ Update Folder . l__'|f
=1 = T
= Send All
Send/Receive ] Show Cancel
All Folders =1 3end/Receive Groups ~ Progress  All
Send & Receive Download Server
File Home Send / Receive Folder View Help Acrobat
./'_'l.! C2 Update Folder [ D‘,Markta Download ~ If‘ @
R/ B Send Al — X \I/ E Unmark to Download ~ __\l/
Send/Receive ] Show Cancel Download Download  Work
All Folders L2 Send/Receive Groups ~ Progress  All Headers . Process Marked Headers ~ | Preferences ~ Offline
Send & Receive Download Server Preferences

This prevents any incoming and outgoing messages, so be sure to eventually switch it back Online.

Data Source

Before you create your email, make sure your data source has a column (field) for that contains email addresses.
The column should contain the title, and email addresses. If there is not an email leave the cell blank.

10



To BCC or not to BCC
There are three sending options with an email: To, CC, and BCC.

An email sent "To" you, is directly for your attention.
An email sent "CC" to you, is a courtesy copy, so you're aware of the message but it may not directly to you.
An email sent "BCC" to you is a blind courtesy copy, no one else knows you got the email.

The BCC option is amazing for sending out mass emails.

When | send out announcements, the email looks like this:

From * | training@health.ufl.edu
=1 To... AHC Training:
Send
Cr... Cowart.Pandora Rose;
Bec... EVERYOME ELSE IN THE WORLD!
Subject Test
Rock on!

From my training account, to my training account, copying myself, and blind copying everyone else.

When someone receives this email, they will only see the To and CC recipients, they will not see their address,
nor anyone else from the BCC field.

When someone replies to this email it will go to the training account.

When someone uses the Reply All feature, the response it will go to the training account and to my account.
There is no access to anyone that was in the BCC field.

With BCC - Everyone gets the same email and there's only one sent item in your mailbox.

With Merge - Everyone gets a customized email, but you'll see every single email one in your sent items.

To turn on the BCC field -
1. Open a new email message
2. Turn to the Options tab
3. Click the BCC button.

File Message Insert Draw Options

j B colors - g% j B colors ~ @ =a l=a E
S Q Fu:unts* ' N

—— F|:|r1ts"r

Themes Bec Parmission Themes Page Bcc  From Encry
. |@Effects~ - v  [@|Effects~ Color~ -
Themes Show Fields Permission Themes Show Fields Encry

11



Merged Emails
When your creating emails with Word's merge tools, you're making "form letters". All the steps that happen to
create letters are the same for creating emails.

When you select E-mail Messages from the Start Mail Merge ’El o ® dl-

window, Word will put you into a Web Layout View. Any images or ; e -

tables you have in your document may shift on the page. Lol 5_E|_ECt _ F‘_d't _
Merge = Recipients = Recipient List

If you're going to send this document as an attachment, or if you're Letters

uncomfortable using the wider window, leave the start option as

E-mail Messages
Letters and when you finish and merge, choose the Send Email

i Envelopes...
Messages option. nvelope
ID') Labels...
eh & Directory
Merge - 3

Bry Edit Individual Documents... Mormal Word Document

Bo, PrintD ts... :
S —— Step-by-Step Mail Merge Wizard...

28 Mgl 0|0 m

D‘ Send Email Messages...

Layout

One of the benefits of the Web Layout View is it removes the boundaries of the page, and your text will wrap
within the window size. Have you ever opened an email in its own maximized window? Normal typed emails will
wrap within the boundaries of the window.

"How now brown cow"is a phrase used in elocution teaching to demonstrate rounded vowel sounds. Each "ow" sound in the phrase represents
the diphthong /au/. Although spelled "ow" in these four words, this same diphthong is also spelled "ou". Some examples of these homophonic

/auls are the English words "house", "blouse", "noun", and "cloud". The use of the phrase "how now brown cow" in teaching elocution can be
dated back to at least 1926.

"How now brown cow"is a phrase used in elocution teaching to
demonstrate rounded vowel sounds. Each "ow" sound in the
phrase represents the diphthong /au/. Although spelled "ow"
in these four words, this same diphthong is also spelled "ou".
Some examples of these homophonic /au/s are the English
words "house", "blouse", "noun", and "cloud". The use of the
phrase "how now brown cow" in teaching elocution can be
dated back to at least 1926.

If you want to force your text to stay within your own boundaries, use Tables. This will help hold images and text
within the space you choose. Gridlines can be set with no color, so the boundaries will be invisible.

"How now brown cow"is a phrase used in elocution teaching
to demonstrate rounded vowel sounds. Each "ow" sound in
the phrase represents the diphthong /au/. Although spelled
"ow" in these four words, this same diphthong is also
spelled "ou". Some examples of these homophonic /au/s
are the English words "house", "blouse”, "noun", and

"cloud". The use of the phrase "how now brown cow" in
teaching elocution can be dated back to at least 1926.

12




Spacing Characters

Non-Breaking Space
o Keyboard shortcut: Ctrl-Space
e ties two words together no matter the line wrapping, if both words can't fit, they move to the next line.
e Also useful as a placeholder on empty rows. If the "blank" row keeps collapsing once the email is
"merged" into Outlook, put a Non-Breaking Space inside and it will stay.

Line Break
e Keyboard shortcut: Shift-Enter
e ties two lines together into the same paragraph formatting

Message Options

When you're ready to send the emails, choose Send Email Messages... from the Finish & Merge option at the
end of the mailings tab.

1. Match the To: field with the fieldname containing the recipient's email address.
2. Type in the Subject Line that will appear for every email.

3. Choose the Mail Format.
e Attachment - Attach this Word file to each email. There will be nothing in the body of the message.

e Plain Text - Removes all formatting, table structures, and images. Keeps the email as simple as
possible.

e HTML - Most common option. Sends all formatting. If someone's inbox is set to only see plain text
messages the email will look strange. If you're concerned about it send the email to different
accounts to test it before you send it everyone.

4. Send Records to All of the recipients? Only the recipient currently previewed? Or a set of maybe the first
50 records (From 1 To 50)

Merge to E-mail ? et

Message options

To: Email v
Subjectline: |Testing Email

Mail format: | jrpaL w

Send records

O an

@ Current record
) From: To:
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Custom Formats in Merge Fields
Regardless of the type of merge and the original data format, the formatting often appears off.

Data
A B C D E F
1 |Name Description Email Due Date Management Percentage
2 |apollo god of prophesy, music and h itctr-apollo@ad.ufl.edu 2/22/2021 X B%
3 |ares god of warlike frenzy itctr-ares @ad.ufl.edu 12/26/2020 X 48%
4 |artemis  goddess of the hunt itctr-artemis@ad.ufl.edu 1/8/2021 X 13%
5 |athena goddess of crafts and the dor itctr-athena@ad.ufl.edu 11,/7/2020 X 29%
& |circe sorceress renowned for your | itctr-circe@ad.ufl.edu 11/26/2020 2%

Main Primary Document

Hi «Name®,

As the eDescription®, | know your time is valuable.

This email is a reminder of your project due date: «Due_Datex»
This project is «Percentage» of our quarterly report.

We hope to hear from you soon,
Pandora

Preview Result

Hi apollo,

As the god of prophesy, music and healing, | know your time is valuable.
This email is a reminder of your project due date: 2/16/2025

This project is 7.8833333333333335E-2 of our quarterly report.

We hope to hear from you soon,
Pandora

Desired Result

Hi Apollo,

As the god of prophesy, music and healing, | know your time is valuable.
This email is a remind of your project due date: February 22, 2021

Your project is 8% of our quarterly report.

We hope to hear from you soon,

-Pandora
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Formatting Merge Fields - Switches

There are several formats you can enforce on your merge fields to have them
display the way you want them to. In order to do this, you need to add a
"switch" to the field.

For example, imagine this is an inserted merge field: «Name»

Right click on the field and choose Toggle Field Codes (or press Shift-F9)

The field will now display as { MERGEFIELD Name }

The switch should be placed after "Name" but before the closing bracket }.

For example: { MERGEFIELD Name \* Caps } This will make the first letter of the name appear as a capitol letter,

no matter how it exists in the original data source.

<{Name|:

Paste Options:

il

0
Update Field
Edit Field...
Toggle Field Codes
Font...

Paragraph...

The syntax is MERGEFIELD, FieldName, Slash (\ ), Switch (*,#,@), Space, Format.

To get the "desired result" listed on the previous page, we would make these changes:

Hi { MERGEFIELD Name \* Caps},

As the { MERGEFIELD Description }, | know your time is valuable.

This email is a remind of your project due date: { MERGEFIELD Due_Date \@ "MMMM d, yyyy" }

Your project is { ={ MERGEFIELD Percentage } *100 \# 0'%'[} of our quarterly report.

Notice the Extra set of brackets around the percentage so we can do math with the value. | find it much easier to

modify the Excel file, but it's nice to know we can create formulas here, if needed.

Typically, we modify one field at a time, using Shift-F9 or right-click Toggle Field Codes. Once you make the
change you can turn the preview off and on and it will update the field so you can see the result.

However, if you want to modify several, you might like the Alt-F9 to toggle all field codes at once. You have to

press Alt-F9 again to preview the results.

Helpful Field Shortcuts
F9 Update Fields in the selection

Shift-F9  Toggle Field Codes in the selection
Alt-F9 Toggle all Field Codes in the whole document

Ctrl-F9 Adds Brackets to create a formula with the field
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\* Text Formats

Specifies number formats, capitalization, and character formatting; prevents changes to the format of the field
results when a field is updated.

\* Caps- First letter of each word appear as a capitol letter
Example: the rain in Spain => The Rain In Spain

\* FirstCap - The first letter of only the first word appears as a capitol letter
Example: the rain in Spain => The rain in spain

\* Upper - All the letters are capitalized
Example: the rain in Spain => THE RAIN IN SPAIN

\* Lower - All the letters are lower cased
Example: the rain in Spain => the rain in spain

\* alphabetic - Shows letters instead of numbers
Example: 12345 => abcde

If you type the code in all caps (ALPHABETIC) the results will be in capital letters instead.
Example: 12345 => ABCDE

\* Arabic - Shows numbers in the cardinal format (1, 2, 3).
Example: i => 2

\* CardText -Shows the cardinal text, formatted in lowercase letters unless you add a format switch to specify
a different capitalization.
Example: 342 => three hundred forty two

\* DollarText - Shows the cardinal text, inserts "and" at the decimal place and displays the first two decimals
(rounded) as Arabic numerators over 100. The result is formatted in lowercase letters unless
you add a format switch to specify a different capitalization.

Example: 345.22 => three hundred forty five and 22/100

\* Hex - Shows the hexadecimal numbers. For example,
Example: 458 => 1CA

\* OrdText - Shows the ordinal text, the result is formatted in lowercase letters unless you add a format
switch to specify a different capitalization.
Example: 21" => twenty-first

\* Ordinal - Shows the ordinal Arabic text.
Example: 21 => 21st

\* roman - Shows the roman numerals, the result has the same case as the word "roman" in the field code.
Examples: (roman) 16 => xvi
(ROMAN) 16 => XVI
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\# Numeric Formats

Specifies the display of a numeric result, including the number of decimal places and the use of currency symbols.
This switch is called a "picture" switch because you use symbols to represent the format of the field result.

0 - (zero) Specifies the requisite numeric places to display in the result. If the result does not include a digit
in that place, Word displays a 0 (zero).

Examples:\# 0.00
0=>0.00 12=>12.00 1.2567 =>1.26

# - Specifies the number of spaces to display.

Examples: \# St##
0=>S$0 12=>$12 125.67 => $125.67

x - This will drop the digit to the left of the place holder. If the place holder is to the right of the decimal point.
Word will round the results to that place.
Examples: \# x##

123456 => 456 4983 =>983
\# 0.00x
1.23456 =>1.23 4983 =>0.50

. - (decimal point) Determines the decimal point position.
Example: \# S###.00
0=>$ .00 12=>$12.00 1.2567 =>S$1.26

, - (comma, digit grouping symbol) This shows word where to separates a series of three digits.

Example: \# # #it#
1000 => 1,000 1234567 => 1,234,567 1234.5=>1,234

- - (minus sign) Adds a minus sign to a negative result, or adds a space if the result is positive or 0 (zero).

Example: \# -S##.00
0=>50.00 -12 =>-$12.00 -1.2567 =>-S1.26

+ - (plus sign) Adds a plus sign to a positive result, a minus sign to a negative result, or a space if the result is
0 (zero).
Example: \# +S##.00
0=>$0.00 -12=>-512.00 1.2567 =>+$ 1.26

S, *,and so on - Includes the specified character in the result.
Example: \# "##%"

0=>0% 12 =>12% 1.2567 => 126%
"positive; negative" -  Specifies different number formats for positive and negative results.
Example: \# "$#.00;-$#.00"
10 =>$10.00 -12 =>-$12.00 1.2567 =>5 1.27
"positive; negative; zero" -  Specifies different number formats for positive, negative and zero results.
Example: \# "S#.00;(S#.00);50"
0=>%0 -12 => (-$12.00) 1.2567 =>$ 1.27
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\@ Date-Time Formats

Sets the format for fields that have a date or time result. M = Month, m = minutes.

Friday, February 1, 2020, 1:05 PM
Day Month Year
d 1 M 2 y 20
dd 01 MM 02 vy 20
ddd Fri MMM Feb yyy 2020
dddd Friday MMMM February yyyy 2020
Hour Minute Second
h 1 m 5 S 0
hh 13 mm 05 ss 00
Date Examples: 2/1/02 8/30/02
\@ "ddd, MMM dd" Fri, Feb 01 Fri, Aug 30
\@ "MMMM d" February 1 August 30
\@ "dddd" Friday Friday
\@ "MMM" Feb Aug
\@ "M/d/yy" 2/1/20 8/30/20
\@ "MM/dd/yy" 02/01/20 08/30/20
Time Examples: 1:05 PM 11:12 am
\@ "h AM/PM" => 1PM 11 AM
\@ "h am/pm"=> 1pm 11am
\@ "h A/P" => 1P 11A
\@ "h a/p" => 1p 11a
\@ "hh:mm" => 13:05 11:12

Other Examples:

2/1/02, 1:05pm

8/30/02,11:12am

\@ "M/d h:mm"

\@ "h:mm am/pm, dddd"
\@ "dd-MMM 'payday""
\@ "MMM d" \* Ordinal

2/11:05
1:05 pm, Friday

8/3011:12
11:12 am, Friday

01-Feb payday 30-Aug payday

Feb 1st Aug 30th

Other values

You can type something like a % sign outside of merge field, but if you want to include it in the format, put the
text in single quotes
'text' -  Adds text to the result. Enclose the text in single quotation marks.
Example: \# "S##.00 'tax' "
0=>$0.00 tax

12 =>$12.00 tax 1.2567 => 1.26 tax
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