MS Word How To

Insert page numbers.

· Insert/Page Numbers

Insert a Table of Contents.

· Select the numbering style you want via Format/Bullets and Numbering/Outline Numbered.

· Apply heading styles (drop-down box on the upper left that says "Normal") to the headings. The top level will be Heading 1,...

· Place the cursor where you want the TOC and select Insert/Index and Tables/Table of Contents. Show page numbers and Right align page numbers should be clicked.

Make page numbers for the Introduction start at 1 (and not count the TOC as pages).  Insert a section break after your TOC, then begin page numbering in that section.   It's a little tricky because there are 4 different types of section break. A "next page" section break, works, as does a "continuous" section break.

Make the Table of Contents numbers Roman numeral.   In the TOC section, via  Insert/Page Numbers/Format and then select i, ii, iii.

Put your Gantt chart into the proposal. You need to get it sized correctly before you convert to a GIF. You can adjust what shows by the bar at the bottom of the timescale. You can shrink or expand by Format/Timescale/enlarge.

Converting to GIF: View/More Views. Click the view you want (Gantt) and Apply. Hit the Copy Picture icon on toolbar and select To GIF image file. In Word, select Insert/File

I did help and typed "word". I then got a bunch of options including "Copy Microsoft Project picture into another program or a web page" that gives details.

Wrap text around a picture. Select the picture and then Format/Picture/Layout/Square and

right or left horizontal alignment.
Track changes. You can turn on the tracking with Tools/Track Changes. I use this to comment on a paper. You can see or hide changes using View/Markup

You can  right click on a change and then accept or reject it.
Copy a screen  shot into a document.  Grab the screen using CTRL/Alt/PrintScreen. Insert in the document using Ctrl/V

Display some pages in landscape.  Insert a section break (insert/Break and select next page) before and after the pages and use  fFile/Page Setup to make them landscape. Page numbers will appear correctly on the landscaped pages.
Put an appendix in the TOC: To add a style without numbering that lets the headers  show up in the TOC without numbers modify the level 1 headers by selecting "none" in format/numbering/outline numbered. Your headers Appendix 1, Appendix 2, etc. would show up in the TOC.
