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Word Intermediate

Sections

Break up a block of text on a page 

by utilising sections.

Press the Pilcrow button (¶) to see 

non printing characters

Go to ‘Layout – Breaks’ to see your 
section break options.

Use Continuous section breaks to create a 

section without moving anything on the 

page.

This can allow you to use wide margins on 

the section to create an hourglass shape 

with your text.

Use a next page section break to push the 

next section onto a different page.

Use this to ensure that a paragraph is not 

split over 2 pages.

Use Column breaks to ensure that your 

columns are split where you want them to 

be.

http://www.stl-training.co.uk/


www.stl-training.co.ukwww.stl-training.co.uk

www.stl-training.co.uk

Word Intermediate

Styles

The Styles section of your home ribbon allows you to customize and apply font 

styles to your text easily and constantly.

Heading styles give you several benefits.

• You can collapse and expand the 

sections using the arrow.

• You can search for specific sections 

using the navigator (Ctrl + F)

• You can create a table of contents by 

going to ‘References – Table of 

contents’

You can modify a style by right clicking on 

it and selecting ‘Modify’. Or create your 

own by clicking ‘Create a Style’.

Change the font settings as normal, and 

these will apply to every instance of that 

style.

Select ‘New Documents Based on This 

Template’ if you want to be able to select 

this style in future documents.
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Word Intermediate

Headers and Footers

You can easily select the header and footer by double clicking the top or bottom 

of a page.

There are 3 sections to a header or footer. Right, Middle, Left. 

Go to the next one along using the ‘Tab’ key.

You can type any text that you want into a 

header or footer.

You can also use the insert options to add 

things like dates, the document name, a 

quick part or a picture.

If adding a date, you can click ‘Update 

Automatically’ to make it dynamic.

Page numbers are added from a separate 

insert menu to headers and footers.

Select where you want the numbers to go, 

and then the style that you want.

They will automatically update if you add or 

remove pages.

If you want to add a title page, you 

can select ‘Different First Page’ on 

the header & footer tab.
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Word Intermediate

Quick Parts

If you find yourself entering the same things to your documents 

over and over, then you can save yourself considerable time and 

effort by utilising quick parts.

To add the quick parts, highlight your selection and then go to 

‘Insert – Quick Parts – Save Selection to Quick Part Gallery’.

You can save anything to a quick part. Text, Images, Word Art, or 

any combination of elements.

You can now select the quick 

part at any time by going to 

‘Insert – Quick Parts’.

This is saved to your Microsoft 

profile, so can be used on any 

document.

Quick Parts are also available in 

Outlook.
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Word Intermediate

Smart Art

Smart Art allows you to easily create professional looking graphics for your data.

Go to ‘Insert – Smart Art’.

Select the specific category and 

style that you want. Though you 

can change this later.

Write a bullet pointed list and the 

smart art will automatically 

create itself.

Indent your bullet points to 

create sections.

Depending on the style 

you chose, you can 

create dramatically 

different graphics.
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Tables

To add a table to your document, go to ‘Insert – 

Table’. 

You can either select the number of cells using the 

grid, or click on ‘Insert Table’ to choose your 

Columns and Rows

Once the table is created, 

you can use ‘Table 

Design’ and ‘Layout’ on 

the ribbon to change the 

styles or configuration of 

your table.

You can copy and paste a table or chart 

directly from Excel.

Check your paste option settings. You can 

link the table or chart so that it updates 

automatically if the excel data changes.
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