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1. Welcome to Create™ 8.0  for Word 

Our easy-to-use customised software simplifies the document creation process for all users by automating 

tasks that would normally require higher levels of skill, while ensuring consistency in all presentations and 

printed matter. 

In addition to the software available in Word and PowerPoint, there are also customised commands available to 

assist with creating, formatting and sizing Excel charts and for transferring Excel table data and charts to your 

Word or PowerPoint source document. By using the software, charts can be linked back to source data 

worksheets in Excel and you will be able to view, update and refresh linked tables and charts from your Word 

or PowerPoint presentation. 

Version Number 

On the Create™ 8.0  tab there is an About Create™ option which tells you which version of the software you 

have installed on your PC. The software in Excel, PowerPoint and Word (if your version includes Word) will be 

running the same version number. 
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2. Navigating Create™ 8.0  

The Create™ 8.0  tab provides access to all the available functions in Create™ 8.0  and should be visible in 

Word, alongside the standard Word tabs. 

In Office 2010 or 2007, ribbons replace menus and toolbars, and our Create™ 8.0  tab is even easier to use 

because all the features are in one place and they grouped by common tasks.  

The Create™ 8.0  Tab 

The Create™ 8.0  tab is divided into six logical groups. Brief descriptions of the groups are given below. 

 

The Document Group 

The Document group contains options to start a new document and to make certain changes to the look of the 

document. 

 

New Document 

Creates a new Word document based on the document master selected from the available list 

Letterhead 

A function that turns the letterhead on/off within a letter document 

Filename 

A function that turns the filename on and off throughout the document 

Document Setup 

Returns user to the Document Setup dialogue to allow them to change document information such as titles, 

headers, footers and logos. The options in the Document Setup will differ according to which document master 

you have selected. 

The Styles Group 

The Styles group gives access to the styles that make up each document master. Using the buttons will enable 

you to format your document quickly and easily in the corporate style.  

 

The main document styles are shown with a button for each. 

All other styles are listed in the All Styles dropdown. To keep this list of other styles open you can click on the 

task pane launcher in the bottom right hand corner of the group name. 
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Note:  

The All Styles dropdown menu will contain a list of styles available for a selected document master and this 

will change according to the document type. 

The Insert Group 

The Insert group contains a number of pre-formatted objects or different page setups that you can choose to 

insert into your document.  

 

Picture 

Inserts a picture from another source into your document  

Portrait Page 

Inserts a new portrait page, including a section or page break depending on the orientation of the preceding 

page 

Landscape Page 

Inserts a new landscape page, including a section or page break depending on the orientation of the preceding 

page 

Exhibit 

Inserts an exhibit to allow users to insert charts, tables and pictures. There are different styles of exhibits 

available in this option. 

Table 

Inserts a pre-formatted table either from the clipboard or blank ready for data input 

The Format Group 

The Format group contains options to format tables, TOCs and to apply formatting to certain text such as 

fractions, superscript notes and exhibit titles. 

 

Format Table 

Contains a selection of table formatting options that can be applied to selected rows, cells or a whole table. 

This also includes the option to shrink table size by compressing columns and/or rows, as well as an option to 

paste a subset of (non-linked) data from Excel into an existing table. 

Table of Contents (TOC) 

Inserts and updates pre-formatted Tables of Contents, Appendices and Exhibits 

Fraction 

Inserts formatted fractions within the text of your document 
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Superscript 

Adds superscript notes to text. These can be used to create your own footnotes or notes 

The Linked Items Group 

Table data or charts that have been imported from Excel become linked objects in your document. The Linked 

Items group contains options for viewing and updating those links, as well as packaging up your document 

along with all the linked source data files. 

 

Update 

Updates the agenda or any linked tables and charts in your document. The Update All option updates the 

agenda AND all charts and tables 

Package 

Compresses and saves the document and all the linked source files to one location  

Purge 

Removes any obsolete links from the View list once a linked item has been deleted from a document 

Data Source 

This function works with linked objects (tables and charts) from Excel. It allows a user to update from source, 

change source, view source and disconnect from source, either one item at a time or multiple items within a 

document 

Copy and Paste 

Allows the user to copy and paste linked charts and tables between documents, and ensures active links travel 

with the chart or table 

The Create™ Group 

The Create™ group gives access to the built-in help menu, the software version number and the user’s global 

settings. 

 

About Create™ 

Lists the version (and in brackets, the edition) of the software you have installed on your PC. The software in 

Word, Excel and PowerPoint will be running the same version number. 

Help 

Built in help menu with information and guidance on how to use Create™ 8.0  

User Settings 

Allows you to change the global settings for your documents in both Word and PowerPoint i.e. location, page 

setup and date format 
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Unregister 

Allows the user to unregister Create™ 8.0   

Switch Brand 

Allows the user to switch brands (available only for clients with multiple brand version of the Create™ 8.0  

software) 
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3. Shortcut Keys 

 In all versions of Create™ 8.0  we employ native menu keyboard shortcuts. When you select ALT on your 

keyboard, letters in the tab names indicate the keyboard access to that tab’s functions.  

For example, ALT+C opens the Create™ 8.0  tab. Letters in command names then show the keyboard access 

to that command. To access a feature in the Create™ 8.0  tab, press Alt-Y and then the letter shown (for 

example to insert a table you would select ALT+CT). 

 

ALT C +  N New Document 

 D Letterhead 

 W Filename 

 M Document Setup 

 Y1 Heading 1 

 Y2 Heading 2 

 Y3 Bullet Numbers 

 Y4 Body Text 

 Y5 Bullet 1 

 Y6 Bullet 2 

 S All Styles 

 Y7 Styles task pane launcher 

 I Picture 

 P Portrait Page 

 L Landscape Page 

 E Exhibit 

 T Table 

 F Format Table 

 A TOC 

 / Fraction 

 Y8 Superscript 

 U Update 

 K Package 

 G Purge 

 R Data Source 

 Y9 Copy and Paste 

 O About Create™ 

 H Help 

 7 User Settings 

 60 Unregister 

 SB Switch Brand 

 YA  Presentation Solutions 
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4. Creating a Document 

Use Create™ 8.0  to create a new document rather than native Word. The New Document button will give you 

access to a selection of Word document masters and will enable you to set up your document quickly and 

easily – you can also access this dialog at any time to change the information. 

User Settings 

Before starting your first document you should update your User Settings. Once you have selected your 

preferred defaults, all new Word documents created using Create™ 8.0  will be assigned these settings. This 

only needs to be done once, unless you want to change your default date format. This will also personalise 

your settings for any future PowerPoint documents created using Create™ 8.0 . 

1. From the Create™ group on the Create™ 8.0  tab select User Settings (please note that these are 

example fields, and that your product may not have some of these, and may include others not listed here) 

 

2. Select your location from the dropdown field. Each location has pre-set defaults for Paper Size, Layout and 

Date Format 

3. Make any changes required to the default Paper, Layout and Date Format settings 

4. Click OK 

5. All documents created will now adopt the selected settings 

Note:  

Updating your user settings will only take effect when you start a new document i.e. it will not have any effect 

on existing documents. 
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Starting a New Document 

1. From the Document group on the Create™ 8.0  tab, select New Document (please note that these are 

example documents, and that your product may not have some of these, and may include others not listed 

here) 

 

2. From the dropdown list, select the document master required 

3. The Document Setup dialog box opens 
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4. Complete the dialog box with your document details 

5. Click OK. A document of the type selected, and with the details you typed in, will open in Word 

Note: 

Please note that the list of document masters available varies. In addition, the options in the New Document 

dialog will differ according to the document master you have selected. 

Creating an Information Memorandum 

The options available when starting a new document will vary according to the document type. When creating 

an Information Memorandum there is an option to include a secondary logo in the footer throughout the 

document and a picture (of your choice) on the cover page. 

1. From the Document group on the Create™ 8.0  tab, select New Document 

2. From the dropdown list, select Info Memorandum 

3. Complete the dialog box with your document details 

Creating a Letter 

The options available when starting a new document will vary according to the document type. When creating a 

letter, the recipient’s details are entered at this stage. 

1. From the Document group on the Create™ 8.0  tab, select New Document 

2. From the dropdown list, select Letter 

3. Complete the dialog box with your letter details 
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Creating a Fax 

The options available when starting a new document will vary according to the document type. When creating a 

fax, the details for your fax header are entered at this stage. 

1. From the Document group on the Create™ 8.0  tab, select New Document 

2. From the dropdown list, select Fax 

3. Complete the dialog box with your fax details 

Creating a Memo 

The options available when starting a new document will vary according to the document type. When creating a 

memo, the details for your memo header are entered at this stage. 

1. From the Document group on the Create™ 8.0  tab, select New Document 

2. From the dropdown list, select Memo 

3. Complete the dialog box with your memo details 

Displaying or Hiding the Filename 

The filename appears by default in the bottom left corner of the page. This can be switched on and off as 

necessary 

1. From the Document group on the Create™ 8.0  tab, select Show/Hide Filename 

 

2. To remove the filename, repeat step 2 

Changing the Document Setup 

Document Setup is the opening dialogue box when you start a new document. To make changes at a later 

stage to the information on the cover page and document headers and footers you should use the Document 

Setup button on the Create™ 8.0  tab.  
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Note: 

Please note the options in the Document Setup will differ according to the document master you are using. 
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5. Formatting your Document 

A number of styles are available to help you format your document efficiently. The text styles for the document 

are available in the Styles group on the Create™ 8.0  tab. The 6 main style buttons will be available in all 

documents, however the All Styles list will change according to the document master you are using. 

 

In order to make text styling easier and to view section breaks, you can chose to display the paragraph marks. 

To enable this, select Show/Hide Paragraphs Marks on the native Word Home tab. 

 

Text can be copied and pasted in from another source and then restyled (always Edit, Paste Special, 

Unformatted Text if from another document source), or can be typed directly into the new document. 

Applying Text Styles 

1. Click in the paragraph of text 

2. Select the required style from the Styles group on the Create™ 8.0  tab 

 

3. When you enter a hard return at the end of the paragraph, the next logical style will be applied 

automatically, e.g. after a section heading (Heading 1) style the next style default style is subheading 

(Heading 2) text, then after this is body text 

4. For further styles, select All Styles to access a dropdown menu which lists all the styles that make up the 

document 

 

5. If you are using the list of All Styles regularly, select the task pane launcher from the Styles group 
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The list of styles will remain open 

 

 

Note:  

Remember to use the heading styles and the bullet levels in order, as you would an outline. For example, you 

should not have a bullet level 2 if there is no bullet level 1 above it. 

Inserting Sections and Appendices 

 The first section is created when you start a new document. To create subsequent sections apply the style 

Heading 1. Headings Levels 1-4 can be included in your Table of Contents.  

Inserting a New Section 

1. Click on a blank paragraph marker 

2. From the Styles group on the Create™ 8.0  tab, select Heading 1. A new page will be inserted and the 

Section Title style applied. 

 

3. Type in the new section title. 

Note:  

Use the headings in order, e.g. first a Heading 1, then Heading 2, then Heading 3, etc. All section titles can be 

picked up in the Table of Contents. 
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Inserting a New Appendix 

1. Click on a blank paragraph marker 

2. From the Styles group on the Create™ 8.0  tab, select All Styles, Appendix Title. A new page will be 

inserted and the Appendix Title style applied. 

 

3. Type in the new appendix title 

Note:  

Use the headings in order, e.g. first an Appendix Title, then Appendix Heading 2, then Appendix Heading 3, etc. 

All appendix titles can be picked up in the Table of Appendices. 

You do not need an appendix title on every page. 
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6. Customising your Document 

Certain elements of your document can be customised. The Table of Contents can be configured to include 

various levels of headings. Tables can be formatted according to their data. These options are available on the 

Format group on the Create™ 8.0  tab. From here, you can also insert fractions and superscript. 

 

Table of Contents 

If the document type selected has a Table of Contents (TOC), a default version will be included within the new 

document on creation. However, this is configurable and can be changed at any time to suit your requirements.  

 

Customising the TOC 

1. From the Format group on the Create™ 8.0  tab, select TOC, Configure TOCs 

 

The TOC dialog will open 

 

2. Under Main TOC select the heading levels you wish to include from the options available 

3. Click OK 

A new TOC will be inserted on the correct page in your document 
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Inserting a Standard TOC 

1. Delete any existing TOC and page heading 

2. From the Format group on the Create™ 8.0  tab, select TOC, Insert Table of Contents 

 

A new TOC will be inserted on the correct page in your document 

Updating the TOC 

1. After inserting or deleting sections or appendices, select TOC, Update TOCs from the Format group on 

the Create™ 8.0  tab 

 

Note:  

Do not type directly onto the TOC. If there are text errors in the TOC go to the corresponding heading in the 

document and make the changes, then Update TOCs. 

If a TOC is not required in your document, it can be deleted in the normal way without affecting the document 

(remember to delete the page heading as well as the TOC). 

Table of Appendices 

The Table of Appendices (TOA) lists all the appendices titles within the document. If the document type 

selected has a TOA, a default version will be included within the new document on creation. However, this is 

configurable and can be changed at any time to suit your requirements. 

Updating the TOA 

1. From the Format group on the Create™ 8.0  tab, select TOC, Update TOCs 
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Customising the TOA 

1. From the Format group on the Create™ 8.0  tab, select TOC, Configure TOCs 

 

The TOC dialog will open 

 

2. Under Appendix TOC select the heading levels you wish to include from the options available 

3. Click OK 

A new TOA will be inserted on the correct page in your document 

Inserting a Standard TOA 

1. From the Format group on the Create™ 8.0  tab, select TOC, Insert Table of Appendices. A new TOA 

will be inserted on the correct page in your document  

 

Note: 

You should also use this option if you need to reinsert the standard TOA after deletion. 

If a TOA is not required in your document, it can be deleted in the normal way without affecting the document 

(remember to delete the page heading as well as the TOA). 

Do not type directly onto the TOA. If there are errors in the TOA go to the corresponding heading in the 

document and make the changes, then Update TOCs. 
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Inserting a Landscape Page 

The standard page orientation for most Word documents is portrait. However, if certain information would be 

better displayed in landscape format, a landscape page can be inserted within the document. 

1. Place your cursor at the end of the previous page 

2. From the Insert group on the Create™ 8.0  tab, select Landscape Page 

 

A section break will be inserted, followed by the landscape page, followed by another section break. All the text 

or graphics for the landscape page should be inserted between the two section breaks 

3. To delete a landscape page, select from the beginning of the first section break, up to and including the 

section break at the end of the landscape page and delete 

Note:  

In order to make text styling easier and to view section breaks, you can chose to display paragraph marks. To 

enable this, select Show/Hide Paragraphs Marks on the native Word Home tab.  

 

Inserting a Portrait Page 

1. Place your cursor where you wish the new portrait page to appear 

2. From the Insert group on the Create™ 8.0  tab, select Portrait Page 

 

A section break or a page break will be inserted (depending on the orientation of the previous page), followed 

by the new portrait page 

Note:  

In order to make text styling easier and to view section breaks, you can chose to display paragraph marks. To 

enable this, select Show/Hide Paragraphs Marks on the native Word Home tab. 

 

 Adding a Superscript Note 

 Superscript notes can be added to text. These can be used to create your own footnotes or notes 

1. From the Format group on the Create™ 8.0  tab, select Superscript 

 

2. Type in the note number required  

3. Click OK. 
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Note: 

This will insert a superscript number only, not a reference to a footnote. 
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7. Tables of Exhibits 

There are three types of Tables of Exhibits (TOE) available: the Table of Figures lists all the numbered figure 

exhibits in the document along with their title; the Table of Tables lists all the numbered table exhibits in the 

document along with their title, the Table of Equations lists all the numbered equation exhibits in the document 

along with their title. Each Table of Exhibits will appear on a separate page. One of each is included when a 

new document is started, if this is the document’s default style. 

To Insert a Table of Figures 

1. Delete any existing Table of Figures and page heading 

2. From the Create™ 8.0  tab, select Table of Contents, Insert Table of Exhibits, Figures 

 

A new Table of Figures page will be inserted in your document and any figure exhibits in the document will be 

listed, once you have updated the TOCs. 

To Insert a Table of Tables 

1. Delete any existing Table of Tables and page heading 

2. Place your cursor on a blank paragraph marker where you want to insert the Table of Tables 

3. From the Create™ 8.0  tab, select Table of Contents, Insert Table of Exhibits, Tables 

 

A new Table of Tables page will be inserted in your document and any table exhibits in the document will be 

listed, once you have updated the TOCs. 

To Insert a Table of Equations 

1. Delete any existing Table of Equations and page heading 

2. Place your cursor on a blank paragraph marker where you want to insert the Table of Equations 

3. From the Create™ 8.0  tab, select Table of Contents, Insert Table of Exhibits, Equations 
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A new Table of Equations page will be inserted in your document and any equation exhibits in the document 

will be listed, once you have updated the TOCs. 

To Update the Tables of Exhibits 

1. From the Create™ 8.0  tab, select TOC, Update TOCs  

 

Note: 

Do not type directly onto the Tables of Exhibits. If there are errors in the TOE go to the corresponding exhibit 

heading in the document and make the alterations, then update the TOC 

Inserting Fractions 

 In Microsoft Office, only a small selection of standard fractions can be inserted via the symbol tool (or by typing 

the figures and having AutoText automatically reformat them for you). The Format Fraction function enables 

you to format any fraction within the text of your document quickly. 

1. From the Format group on the Create™ 8.0  tab, select Fraction 

 

2. Type in the figures as text with a “/” to indicate the fraction, e.g. 7/8  

3. Click OK 
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8. Exhibits 

Exhibits help to manage the dimensions and position of all objects, assist with consistency of shape dimensions 

and also contain the linking information for charts and tables created and imported from Excel. They also make 

updating more efficient when recycling documents produced using the Create™ 2003 software. 

There are three types of Exhibits available for insertion in your document: figures; tables; or equations. They 

can be used for items such as text, tables, charts, diagrams and pictures. You do not need to have different 

Exhibit Caption Types – you can choose to insert all your tables, pictures and charts into the first type (Figure). 

All exhibits will have a sequential exhibit number (depending on the type selected), a title and optional source 

field. This numbering is only required if you want to cross reference the exhibit or have a list appear in the table 

of exhibit figures/tables/equations – if you don’t want the numbering simply select the text and delete it. 

There are various sized exhibits available and a further option to insert a placeholder only. 

Inserting Exhibits 

1. From the Insert group on the Create™ 8.0  tab, select Exhibit 

 

The Insert Exhibit dialog will open 

 

2. Type in the title of the exhibit 

3. Under Caption Type select the exhibit type; Figure, Table or Equation. Each exhibit type will be numbered 

sequentially throughout the document and then they can be listed in their own tables of exhibits. 

4. Select the required placeholder layout. 1 Up will insert one placeholder across the whole slide. 2 Up will 

insert two, next to each other, 3 Up will insert three next to each other or select Placeholder Only  

5. Type in the source (optional) 

6. Click OK. Placeholders will be inserted with an exhibit number (automatically allocated) 
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The exhibits will be inserted with an exhibit title and an exhibit number (automatically allocated) unless you 

select Placeholder Only 
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9. Tables 

Pre-formatted blank tables can be inserted using a Create™ 8.0  function. You can also use the same function 

to insert table data from the clipboard and directly from Excel, linking back to the source data.  

All tables should be inserted into exhibit placeholders. 

Inserting a Blank Table 

1. Place your cursor inside an exhibit   

2. From the Insert group on the Create™ 8.0  tab, select Table 

 

The Insert Table dialog will open 

 

3. Type in the required number of rows (total number including heading rows) and columns 

4. Click OK 

A new blank pre-formatted table will be inserted in the exhibit 

Exporting Table Data from Excel to Word 

Data can be copied from Excel and pasted into Word formatted to the correct style. Once copied and pasted 

using this function, the data is linked to the Excel source data and can be updated without recopying and 

reformatting the whole table. There are a number of ways of copying the data from Excel. 

Inserting Table Data from Clipboard 

1. Place your cursor inside an exhibit   

2. Go to Excel and select your data range 

3. Choose CTRL+C to copy it to your clipboard 

4. Go back to your Word document and from the Insert group on the Create™ 8.0  tab, select Table  
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The Insert Table dialog will open 

 

5. The option From Clipboard will be highlighted and the cell range and worksheet name will be listed 

6. Click OK 

The table data will be inserted, formatted and linked back to the Excel source data 

Inserting Pre-formatted Tables (from Excel) 

1. In Word, position your cursor in an exhibit placeholder  

2. Go to Excel. Select the cells containing the data. In the Send Table To group, select Word, Fully 

Formatted. The selected data will be pasted into the exhibit as a formatted table with an updateable link 

back to the source data in Excel 

Ribbon in Excel 

 

Inserting Unformatted Tables (from Excel) 

1. In Word, position your cursor in an exhibit  

2. Go to Excel. Select the cells containing the data. In the Send Table To group, select Word, Unformatted. 

The selected data will be pasted into the exhibit  as an unformatted table with an updateable link back to 

the source data in Excel 

Ribbon in Excel 

 

Note: 

If the data changes in Excel you can update the linked data via the Update button on the Create™ 8.0  tab in 

the Linked Items group in your Word document. 

Inserting Tables as Pictures (from Excel) 

1. In Word, position your cursor in an exhibit  

2. Go to Excel. Select the cells containing the data. In the Send Table To group, select Word, As Picture. 

The selected data will be pasted into the exhibit as a picture with an updateable link back to the source 
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data in Excel. If your table contains error indicators, you may want to turn these off so they are not visible 

in your table picture (see Hiding Excel Error Indicators, below). 

Ribbon in Excel 

 

Note: 

If the data changes in Excel you can update the linked data via the Update button on the Create™ 8.0  tab in 

the Linked Items group in your Word document. 

Hiding Excel Error Indicators in Excel 

If your table contains error indicators, you may want to turn these off so they are not visible in your table picture 

1. Select Excel Options from the Office button. Under Formulas, Error Checking deselect Enable 

Background Error Checking  

 

2. Uncheck the Enable background error checking box and select OK 

The error indicators will now be hidden and you can recapture your picture as per the steps above (if you have 

an image you want to replace in Word, simply click on this and Excel will replace the image and link) 

Formatting Tables 

There is a selection of formatting options that can be applied to the tables in your document. Using these 

formatting options will save you time and aid consistency within your document. You can preview the options 

before applying them. Options available include changing the table style, (i.e. from numeric to text) highlighting 

a row with fill colours or applying specific styles to a row or column. 
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Formatting a Whole Table 

1. Place your cursor in the table or in a particular row to be formatted. From the Format group on the 

Create™ 8.0  tab select Format Table, Format Whole Table 

 

The Select Table Format dialog will open 

 

2. Select the type of formatting required from the list. As you click on each option, a preview will be displayed 

below 

3. To apply the default font size, check Set Font Size. If you wish to retain a particular font size that you have 

applied previously, leave this unchecked 

4. To apply default text alignment, check Set Alignment. If you wish to retain particular text alignment that 

you have applied previously, leave this unchecked 

5. Click OK to apply the change and close the dialogue, or Apply to apply the change and apply further 

changes. When you have completed your formatting, click Cancel to close the dialogue 
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Formatting Selected Rows or Cells 

1. Place your cursor in the table or in a particular row to be formatted. From the Format group on the 

Create™ 8.0  tab select Format Table, Format Selected Rows or Format Selected Cells 

 

The following dialog will open 

 

2. Select the type of formatting required from the list. As you click on each option, a preview will be displayed 

below 

3. To apply the default font size, check Set Font Size. If you wish to retain a particular font size that you have 

applied previously, leave this unchecked 

4. To apply default text alignment, check Set Alignment. If you wish to retain particular text alignment that 

you have applied previously, leave this unchecked 

5. Click OK to apply the change and close the dialogue, or Apply to apply the change and apply further 

changes. When you have completed your formatting, click Cancel to close the dialogue 
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Removing Row or Cell Shading 

1. Place your cursor in the table or in a particular row to be formatted. From the Format group on the 

Create™ 8.0  tab select Format Table 

2. Select Format Selected Rows or Format Selected Cells  

 

3. Select Fill & Font Colour OR Fill Colour Only from the list 

4. Choose White 

5. Click OK 

Inserting and Compressing a Column 

To make changes to tables such as inserting/deleting rows and columns, use the native Table functionality in 

Word. However, there is a Create™ 8.0  function to compress rows and columns enabling you to fit in more 

data. 

Inserting a Column 

Use native Word Table functionality to insert columns 

1. Place your cursor in the column next to the one where you wish to insert the new one. Go to the Table 

Tools Layout tab (which will appear automatically when you click into the table) and from the Rows & 

Columns group choose Insert Left or Right as required  

2. If you have inserted or deleted columns, you may want to adjust the width of some or all of the columns. 

Select the columns you want to format. Choose the Distribute Columns button 

Compressing a Column 

This function reduces the column width of a selected column/s or the whole table if more space is needed to fit 

in more data or if your table no longer fits the available area 

1. Select the column/s you wish to compress 

2. From the Create™ 8.0  tab, click on Format Table and select Compress Column from the submenu. If 

the table still does not fit the area, then consider reducing the font size of the whole table 

 

Inserting and Compressing a Row 

To make changes to tables such as inserting/deleting rows and columns, use the native Table functionality  in 

Word. 
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Inserting a Row 

Use native Word Table functionality to insert rows 

1. Place your cursor in the row next to which you wish to insert the new one. Go to the Table Tools Layout 

tab (which will appear automatically when you click into the table) and from the Rows & Columns group 

choose Insert Above or Below as required  

2. If you have changed the height of any rows, you may want to redistribute them evenly later. Select the 

rows you want to format. Choose the Distribute Rows button 

Compressing a Row 

This function reduces the row height of a selected row/s or the whole table if more space is needed to fit in 

more data or if your table no longer fits the available area 

1. Select the row/s you wish to compress (we recommend excluding heading row) 

2. From the Create™ 8.0  tab, click on Format Table and select Compress Row from the submenu. If the 

table still does not fit the area, then consider reducing the font size of the whole table 

 

Turning Off “Exact Row Height” 

All exhibits have a table cell with a set height to control the size of charts and pictures. Where tables are 

inserted that are smaller in height than the default size (e.g. 6cm) or where you wish the height of the 

placeholder to be intentionally smaller, you can use this function to change the row height from a set size to 

automatic. 

1. Select the row/s of which you wish to turn off “exact row height” 

2. From the Create™ 8.0  tab, click on Format Table and select Turn Off Exact Row Height  

 

Pasting a Subset of Excel Table Data 

This function pastes over existing data in a table, with new data from Excel. This is useful if you have already 

formatted a table in the Word document and the data changes. However, if the new data is not part of the 

original source data, the table will still be linked to the original data, unless you break the link. 

1. In Excel select the new range of data that is to be inserted  
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2. From the Format Worksheet group on the Create™ 8.0  tab select Copy Subset of Data 

Ribbon in Excel 

 

3. In Word, place your cursor in the first cell of the table where you want the data to appear 

4. From the Format group on the Create™ 8.0  tab select Format Table, Paste Subset of Table Data 

 

The new numbers will replace the old and any formatting of columns and rows will be maintained. This 

selection will not be linked in any way to Excel source data (see notes). 

Note: 

After replacing a section of data in this way, if the table was originally linked and the source is updated, the 

figures from the source data will overwrite the replaced selection (unless changed also in source data). 
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10. Excel Charts 

Excel charts can be copied to an exhibit in your Word document using a Create™ 8.0  function. There are a 

number of options to copy the chart, format it and link it back to the source data in Excel. Remember to save 

your worksheet in Excel in order for the chart references to link correctly. 

Creating Excel Charts for Word 

1. In Excel, select the data to be plotted 

2. Click on the native Insert group and select the chart type you require 

Ribbon in Excel 

 

A chart will be inserted on the worksheet – it is a standard Excel chart and can now be formatted to the correct 

corporate style  

Formatting a Chart for Word 

 In Excel, select the chart  

2. Click on For Word within the Format Chart group on the Create™ 8.0  tab 

Ribbon in Excel 

 

3. From the dropdown menu, select the document type you are using in Word  

The selected chart will be formatted in corporate style, ready for inserting into a placeholder in a Word 

document 

Copying Charts to Word 

1. Place your cursor in an exhibit  in Word 

2. Go to Excel (ALT+TAB), then select the chart to be copied to Word 

3. Click Word on the Send Chart To group 

Ribbon in Excel 

 

4. Select from the dropdown menu either Fully Formatted (and the document type you are using in Word), 

Resized only or As is (and the document type you are using in Word)  

All three Send Chart To Word options paste the chart into Word and link it back to the source data in 

Excel 
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Additionally:  

Fully Formatted formats and resizes the chart to fit the placeholder in Word. This applies to all charts 

created via the Native Chart Wizard 

Resized Only resizes the chart to fit the placeholder only. This applies to all charts created via the Custom 

Chart Wizard 

As Is pastes the selected chart as it is in Excel, including the size of the chart 

5. Save the workbook 

The macro will copy the chart and paste it into your exhibit in Word, with a link back to your source data in 

Excel 

Editing Charts in Word 

As long as the chart in Word has been copied using the Send Chart To, Word function the chart is linked to 

the Excel data. Therefore, if you change the data in Excel and then use the Update function in Word, the 

changes will be reflected in your chart in Word. 

1. Make the changes on the Excel worksheet 

2. Save the workbook  

3. Go to your Word document and select Update, Charts and Tables from the Linked Items group on the 

Create™ 8.0  tab 

 

The macro will update the links from the Excel chart into Word 

 



CREATE 8.0™ FOR WORD  Pictures 

  | 34 

11. Pictures 

All pictures should be inserted into exhibits . There is a function to assist with pasting from the clipboard or you 

can use native Word to insert a picture from a file (WMF, JPEG, PNG etc). Ensure you check the scale is 

proportional when pasting in a logo. 

Inserting a Picture from a File 

1. In Word, place your cursor in an exhibit   

2. From the Illustrations group on the Insert tab, select Picture  

 

3. Browse to the location of the picture 

4. Click OK 

Scaling the Picture Proportionally 

The macro may fit the picture to the dimensions (width and height) of the exhibit and you may need to scale 

height and width proportionally 

1. Select Format, Picture, Deselect Lock Aspect Ratio, select Reset, OK 

2. Click and move your picture into a suitable location (e.g. the centre of the placeholder) 

Inserting a Picture from the Clipboard 

1. Select the image you want to insert and Copy (CTRL+C). The image is now in your clipboard 

2. Place your cursor in an exhibit  

3. Click Picture from the Insert group on the Create™ 8.0  tab 

 

Note: 

This function will scale the height and width of the picture proportionally to the original image and will be 

anchored to the top left hand corner of the placeholder – it will not necessarily fill the placeholder. If you wish to 

rescale the picture select the picture, click on a resize handle and resize accordingly. 

PowerPoint Drawings 

Drawings should be created, formatted and sized in PowerPoint and then copied to exhibits in Word. The 

Picture function pastes the picture and scales it to fit the exhibit. In this version of the software the picture is not 

linked back to the source file. 

Inserting a Drawing from your Clipboard 

1. In Word, place your cursor in an exhibit   

2. Go to PowerPoint  

3. Select the item or group of items (you do not need to group the images) and choose Copy (CTRL+C) 



CREATE 8.0™ FOR WORD  Pictures 

  | 35  

4. Go back to your Word document 

5. From the Create™ 8.0  tab click the Picture button within the Insert group. The item will appear as a 

single picture image 
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12. Linked Objects 

 Table data or charts that have been imported from Excel become linked objects in your document. The Linked 

Items group contains options for viewing and updating those links, copying and pasting linked objects between 

documents and packaging up your document along with all the links. 

 

Viewing Linked Objects 

Table data or charts that have been imported from Excel using the To Word Table or To Word Chart function 

in Excel become Linked Objects in your document. If the data changes in Excel, then the corresponding data 

or chart in Word can be updated to reflect the change. You can view a list of the linked objects in your 

document at any time. 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 

 

The Linked Objects dialog will open 

 

2. Select the object you wish to view. Right click, select View Source 

Your cursor will navigate to Excel file and range location  

Note:  

Your Excel worksheet must be saved to affect any linked changes to data. 

If you wish to view the source and make changes, you must ensure that no copy of the Excel file is open on 

your (or another) computer. Ensure that the file that is opened is not “Read only”. 
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Identifying a Chart in a Worksheet 

If you are unsure which chart you are looking for in the Data Source list, you can identify the chart within Excel. 

To do this, follow these steps: 

1. Go to Excel and click on the chart 

2. A new tab group will appear on the ribbon called Chart Tools, click on the tab in this group called Layout 

 

 

 

3. At the right hand side of the ribbon you will see the Chart Name 

4. This is the name that will appear in the Range section of the Data Source list, preceded by the worksheet 

tab name 

 

Changing the Source of Linked Objects 

Once table data has been copied from Excel it becomes a Linked Object in your document. You may wish to 

link the object to a different file or different range of data. Note though that the range of data and the worksheet 

tab must have the same name as the original data copied over, in order for this function to perform correctly. 
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Changing the Source File of a Single Link 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 

 

The Linked Objects dialog will open 

 

Select the object you wish to change. Right click, select Change Source File 

2. Navigate to the new file location and select the file and click Open 

Note: 

The range of data and the worksheet tab must have the same name in order for this function to perform 

correctly 

Changing the Source Range of a Single Link 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 
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The Linked Objects dialog will open 

 

Select the object you wish to change. Right click, select Change Source Range 

2. Type in the new data range or select Show to show the existing data range and then select the new data 

range click OK 

Note: 

The range of data and the worksheet tab must have the same name in order for this function to perform 

correctly 

Changing the Source File of Multiple Links 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 

 

The Linked Objects dialog will open 

 

2. Shift+Select the objects you wish to change. Right click, select Change Source File 

Note:  

The range of data and the worksheet tab must have the same name in order for this function to perform 

correctly 
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Updating Linked Objects 

Once table data has been copied from Excel it becomes a Linked Object in your document. When the data 

changes in Excel, there is a function to update the data automatically in Word. Linked Objects can be updated 

individually, a few at a time or all at once. 

Updating All Linked Objects 

1. From the Linked Items group on the Create™ 8.0  tab click on Update, All OR Charts and Tables (note 

that selecting All will also update your Table of Contents)  

 

Updating a Single Link from Source 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 

 

The Linked Objects dialog will open 

 

Select the object you wish to update. Right click, select Update Object from Source 

Updating Multiple Links from Source 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 
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The Linked Objects dialog will open 

 

2. Shift+Select the objects you wish to update. Right click, select Update Object from Source 

Updating Tables with Merged Cells 

When a linked table with merged cells is updated it must have the same arrangement of merged cells as the 

source table in Excel for the update to work correctly. 

If the arrangement of cells in the source table has changed then the destination table in Word must be manually 

adjusted so it has the same layout of merged cells before the table is updated.  

Alternatively the table can be sent again and formatted as required. 

Disconnecting Linked Objects from the Source 

You can break the link to (disconnect from) the Excel source file at anytime. 

Disconnecting a Single Link Object 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 

 

The Linked Objects dialog will open 
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Select the object you wish to disconnect. Right click, select Disconnect 

Disconnecting Multiple Linked Objects 

1. From the Linked Items group on the Create™ 8.0  tab click on Data Source 

 

The Linked Objects dialog will open 

 

2. Shift+Select the objects you wish to disconnect. Right click, select Disconnect 

Purging Deleted Linked Objects 

When linked charts and tables are deleted from the document, their links remain in the data source list. Use this 

function to remove any obsolete link data. 

1. From the Linked Items group on the Create™ 8.0  tab select Purge  

 

A dialog box will open, informing you that any obsolete link data for the deleted charts and tables has been 

removed 

 

Packaging Documents and their Linked Files 

A Word file and its associated linked files can be packaged together, saved and sent to a colleague. The 

recipient can then un-package the files and the links will be updated automatically. 

Packaging Linked Files 

1. From the Linked Items group on the Create™ 8.0  tab select Package  
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The Select Files to Package dialog will open 

 

2. Check the box next to the files you wish to package with the document. Select Package. A dialog box will 

open asking you where you wish to save the packaged file.  

3. Browse to the required location and rename the file if you wish. The packaged file is then ready for you to 

send 

Un-packaging Linked Files 

1. Double-click the file and select the folder in which you wish to save the document and the linked files. Click 

Done 

A dialog box will appear to confirm that the files have been unpacked and the links updated 

 

Copying Linked Tables or Charts 

Linked objects, such as tables or charts can be copied from one document to another without losing their links 

to the original data. In this version of Create™ 8.0  this must be done one item at a time for individual items. 

Saving an entire file with a different name will retain all the Excel links within the file. 

Copying Linked Tables 

1. Click on the table to be copied 

2. From the Linked Items group on the Create™ 8.0  tab, select Copy & Paste, Copy Linked Table 

 

3. In the new document, insert the correct exhibit  for the table to be copied 
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4. From the Linked Items group on the Create™ 8.0  tab select Copy & Paste, Paste Linked Table 

 

Copying Linked Charts 

1. Click on the chart to be copied 

2. From the Linked Items group on the Create™ 8.0  tab select Copy & Paste, Copy Linked Chart 

 

3. In the new document insert the correct exhibit for the table to be copied 

4. From the Linked Items group on the Create™ 8.0  tab select Copy & Paste, Paste Linked Chart 

 

Note:  

The above procedure is suitable for individual objects not for complete documents. If you wish to save a 

complete document with its links, you can Save as with a different name and all the links will remain 
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13. Unregistering 

This option disables the Create™ 8.0  software – it does not remove the software. Use this option if you no 

longer need the license for the software (e.g. you are moving departments or leaving the company). 

Unregistering the software returns the licence to the server. 

1. From Create™ group on the Create™ 8.0  tab select Unregister 

 

2. To re-register, click on the Create™ 8.0  tab and select any item. 

Note: 

This option may be deactivated in some builds at the request of your IT department – if this is the case and you 

no longer wish to use Create™ 8.0 , please contact your local administrator. 
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14. Switching Brands 

This option is only available for clients with a multiple brand version of the Create™ 8.0  software. If you are not 

a multiple brand client the function will not show on the Create™ 8.0  ribbon. The function enables you to 

switch between brands. 

1. From Create™ group on the Create™ 8.0  tab select Switch Brand 

 

2. Select from the dropdown menu the required brand 

All new documents created from now on will be based on the selected brand. Existing documents will not be 

affected.  
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15. Navigating Create™ 8.0  Net Help for Word 

An online help is available in each programme in Create™ 8.0  (i.e. Word, PowerPoint and Excel).  

1. To access the Help menu, from the Create™ group, select Help 

 

The Contents Pane 

 

On the contents pane, main topic headings are listed on the left of the window. A tick next to a topic indicates 

that further subtopics are available under the selected topic. A plus sign indicates that selecting the topic will 

display the topic text and no further subtopics. 

Under “related topics”, blue text indicates that the topic has not been accessed previously; purple indicates that 

it has been accessed. 
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The Index Pane 

 

Click on the Index pane to display to all the topics in the Help alphabetically or to search for a specific topic. 

This will search the Index headings. To perform a specific word search, go to the Search pane. 
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The Search Pane 

 

Click on the Search pane and type in the word for which you wish to search. This function will look through all 

the topics and their content for the searched word. All the topics in which the word appears will be listed in the 

window on the left. As you select each topic, the content will be displayed on the right window with the 

searched word highlighted. 
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16. Create™ 8.0  Documentation 

Instruction Manuals, QRGs and FAQs 

http://www.presentationsolutions.eu/downloads/support/Create_2010_Manuals,_FAQs,_QRGs.zip 

 

http://www.presentationsolutions.eu/downloads/support/Create_2003_Manuals_&_QRGs.zip
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17. About Presentation Solutions 

Presentation Solutions offers a unique combination of skills and resources. Our consulting service combines 

leading edge design, business intelligence and creativity delivered through our Microsoft accredited software. 

Our creative and software designers are some of the best in the business. Our team provides solutions to your 

communication needs that are more than the sum of our collective expertise. 

The lessons that we have learned in major global organisations are available now to save you time and allow 

you to profit from our know-how. With clients using our software in over 30 countries including the US, UK, 

Europe, UAE and Asia, Presentation Solutions have become the customised document design and software 

supplier of choice to professional services industries Worldwide. We are one of only a handful of Microsoft Gold 

Certified Partners to have worked directly with Microsoft ADC software application development teams to 

develop, test and accredit our software to Microsoft global standards. 

 

For the latest product information, visit us at: www.presentationsolutions.eu 

 

 

http://www.presentationsolutions.eu/




 

 

 


