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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

Onthe Cr e at & ™ab&here 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.

Heading 1 Body Text }\ = Picture fr— —‘1 & */" Fraction o & Package <2 @ J Hep \ =
Iy § R 1 '
Show/Hide Filename Heading 2 Bullet 1 2] Portradt Page ‘ﬂ - ‘ bj;w.m pt ~ ) Purge . r o User Setting r
New - : 5 z All Exhibit Table Format TOC Update . > Copy & | About Presentstion
Document - O Document Setup | Bullet No's Bullet2  giyjes~ | =) Landscape Pa Table v Data Source paste « | Creste | “x Unregister Solutions
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CREATE 8.0™ FOR WORD Navigating Create™ 8.0

2. Navigating Create™ 8.0

The Cr e at e ™Mab&rowides 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

TheCr e at e ™b B didded into six logical groups. Brief descriptions of the groups are given below.

by Heaging 1 Bady Test A = Picture " Fraction Q oy Package =0 || g B e =
; = L 4
—' ShowHide Filenams Heading 2 Bulbet 1 2] Partrait Page lﬂ Superscipt A3 Purge — r s User Settings
Hew ~ aAll Eshibit Table Fcl al TUL Update oy & || About Presentation
Dacument = O Document Setup Gullet Ma's Bullel 2 ges = | | =) Landicape :‘:ue Table = - - M Data Saurce Pdsle Create - Unregister Salutioni
Dacyment Shyle : irked Jtem Craal

The Document Group

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

- Heading 1 Body Text A = Picture —_ —Jj o 3 ‘ /" Fraction & Package <> o B, Help -
4 el = \ \‘r
——1  Show/Hide Filename | Heading 2 Bulsetl 3 Portrait Page = | ol = (& supersopt % Purge El | W o User Setting
New ¥ _ Al Exhibit Table Formst TOC Update py & About Presentstion
Document - @ Document Setup | Bullet No's Bullet2  gpjes - 23 Landscape Page Tablee ¥ U 28 DetaSource paite~ | Create S Unregister Solutions
D Style Insert F t Inked Ite Creat

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.

- Heading 1 Body Text A = Pcture —= A_.‘J ‘ /" Eraction Q & Package o Q £ Help
: v L 4
. Show/Hide Filename Heading 2 Bullet 1 2] Portradt Page e Jﬂ Supersopt ) Purge = @ User Setting

New ! All Exhibit Table Format T~. Update Copy & = About Presentstion
Document * 0 Dotument S Buflet No's Bullet2  gpjeq ~| L) Landscape Page Table = . . @8 Dala Source puste~  Craste x Unregister Solutions

Insest Format inked ltem

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.

Llredlc
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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.

= [ supersap
Enibit Table | Formst TOC
« | 2 Landscape Page Table« =

Heading 1 BodyText A = Picture == ' /" Fraction 0 & Package =
2 3] = 4
ieading 2 Bullet A 2) Portrant Page ""‘1 'ﬂ : | t S &5 Purge
1]
1

Updste . _ Copy & A
. #8 Dsta Source pagre -

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.

Heading 1 BodyText A = Picture — ——21 ; 1 /" Fraction G & Package = - & Heip \ -
r : = 1
— Show/Hide Filename Headir 1 2) Portrat Page SR ‘4 - —1 |Ad supersaipt o %) Purge — r o User Setting r
New pu i Z 2 ‘ All 5 Exnibit Table | Formst TOC Updste Copy &  About ation
Document + O Document Setup | Bullet No's Bullet 2 gpjas~ =) Landscape Page Tablae v . ta SOUMCE paste reste | x Unfegister ¢

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

Create
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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
Iltems group contains options for viewing and updating those links, as well as packaging up your document
along with all the linked source data files.

Heading 1 BodyText A = Picture S— p— ' /" Fraction

4‘;71 A 2 Portrait Page : = 1'?_—' IAd super

Dotument + ) Document Setup | Bullet No's Bullet 2 Gpyjas+ | =) Landscape Page Table =

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.

Text = Picture — ' /" Fraction 1 Package = 3 Help -
A 0 = N &= |8 g
Show/Hide Filena et 2] Portrait Page A A3 superscipt o %) Purge = o User Setting
o I Esnibit Table Formst TOC Updste Copy & | About Presentation
u! s+ @ Document up 2 tyl =) Landscape Pa Table = v N ¢ Paste reate Integister Solut

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

LICdlC
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CREATE 8.0™ FOR WORD Navigating Create™ 8.0

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)

¥ Create
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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 opensthe Cr e at e ™ab.8 ettérs in command names then show the keyboard access
to that command. To access a feature in the Cr e at e ™ab8 preds Alt-Y and then the letter shown (for
example to insert a table you would select ALT+CT).

0 0 . >
LY Tet Head%[ Body Text A = Picture 'j j ‘ | raction Q ackage = - elp “
gl =

EE Showy H\d.enama Head. 2 Bull. _E'nrtra\t Page Buparsclpt {Gjurge j r .Jser Settings 1r

MNew @ D o -~ tN - t2 - . Exhibit Table Format TOC Update o Copy & | About T o Presentation
Docyment = acument Setup ullet No's Bu E Sfﬁ i andscape Page i“ - tﬂa a Source pi- C@ nregister Solns

ﬁ |nent B Sty Ies Insert . . -Jlmat ked Items !te

i B

ALTC+ N New Document
D Letterhead
W Filename
M Document Setup
Y1l Heading 1
Y2  Heading 2
Y3  Bullet Numbers
Y4  Body Text

Y5 Bulletl

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

(0] 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 Cr e at e ™tabB8sel€ct 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)

Heading 1 Body Text = Picture _— -

Heading 2 Bullet 1 2) Portrant Pape

Buflet No's Bullet2  Gpjaq~ | ) Landscape Page 2

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.

7 LICAlC

7 Presentation



CREATE 8.0™ FOR WORD Creating a Document

Starting a New Document

1. From the Document group onthe Cr e at e ™ab8seléct 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)

3 Heading1 Bady Text 6\ =il Pickure | j ﬁ |::| "#" Fraction b Package — %- i, Heip ﬁ
B Showi/Hide Filename Heading 2 Bullet 1 =) Postrait Page — Supersapt 4 Purge J s User Settings
Haw } All Eshibif Table Format TOC Updata Copy & | Aboul | Fresentation

Document = W Doument Setup Bullet No's Bullet2  gpjes = | [=) landscape Page Table = - A D3l Source pagte= | Create - Jnegister Solulions

Letter Shyles ) Insert Format Linked lems Create

Fan

Memio

Canfidentiality Agresment
Exgculive Sumamary

Info Memaorandum
Mewsletter

Men Disdosure Agreement
Press Release

Private PISament Mem oranoum
Cruartedly Report

Research Repaort

Build Reguest

Contack Repaort

Credit Note

Emnad Liser Licence Agreement
Estimate

Inwodoe

IT Survey

Licence FAGH:

Services Agresment
Statement

Terms and Conditions
Training Booking Confirmation

Traiming Options

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

3. The Document Setup dialog box opens

$? Create »



CREATE 8.0™ FOR WORD Creating a Document

Hew lnfo Memorandum E
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[ Inchsde on &l Pages Browse
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Wy presentationsolutions. ey

Presentation Solutions Create 20010
Copyight € 2010 Presentation Solufions Lid, Al nghts reserved,

Hi.mentﬂbn [ ok || Ccancel

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 grouponthe Cr e at e ™hb,&ele@t 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 grouponthe Cr e at e ™hb,&ele@t New Document
2. From the dropdown list, select Letter

3. Complete the dialog box with your letter details

Create
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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 onthe Cr e at e ™ab8seléct 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 grouponthe Cr e at e Ttab,&ele@t 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. Fromthe Document groupontheCr e at e ™ab,&ele@t Show/Hide Filename

BodyText = Picture p— — s :7‘ */" Fraction 0 & Package = ﬂr £ Heip
flet 1 2) Portrant Page oy A T |A] supersapt o %) Purge — User Settin
F oc

5 Copy &  About
#8 Dsta Source pagre -

Update

Al t of u
Styles « = Landscape Page Table « Creste x Unfegister Solutions

2. Toremove 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 buttononthe Cr eat e b8 . 0

gl BodyText A = Picture — ‘.1‘ N /" Fraction 0 & Package = (o4 &, Heip \7‘
; & po 4
A i = ol r’
- Bulet 1 2] Portrat Page & - 1 |A] supersapt e X Purge — @ User Setting
Ne _ All Ewnibit Table Formst TOC Updaste Copy &  About Presentation
)ocum 1 Styles « | = Landscape Page Table « - . So ¢
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§* Create i
Date November 24, 2010 Calendar
~
~|
|
|

Paper Size A

ST INTERNAL USE ONLY
Report Titke Report

Repot Sublile Subtitie

- Main Picture - Select File Locabon

Browsa
- Secondary Logo - Select File Location
[] Inchsde on All Pages Browse
For the latest production mformation, please st us ak
Presentation Solutions Create 20010
Copyight € 2010 Presentation Solutions Lid. All nghts reserved,
Presentation | ok || Cancel

SORUhonS

Note:
Please note the options in the Document Setup will differ according to the document master you are using.

@’ Create
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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 onthe Cr e at e ™ab8Th® 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.

- Heading 1 Body Text A = Picture = 3 /" Eraction & Package 4"~ - £ Help
77 1 HE =) 2 \g~
v Show/Hide Filename Heading 2 Bullet 1 2] Portrat Page ‘ﬂ S m Supersopt ) Purge =l r o User Settings
New < g All Exhibit Table Formst TOC Update A Copy & About Presentstion
Document = cument Setup Buflet No's Bullet2  guee - | =) Landscape Page Table = . 8 Data Source paste~ | Creste —x Unregister Solutions
Style Insent F 3 inked Nem Creat

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.

Homag Trrgrt Page Layout Relarences il g Raview Wiew Add-Ing Create £=1 9

= N . . L | 1= . k== | & " \ # Find -
| il AN e B e smcoe samcene 1. F AaBbC AaBbC mgecel | A ) Reptace
. R
Faste » 3 o = b= A, . T 2 e . . Change
G —— Y R A-[E== = 5 &-E Coption  Emshwsis Theadnal Thesdng2 fresdingd Uesdingd - Qange 5o

Lipboard x ont : Paragraph [ Sty r Lanming

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 groupontheCr eat e b8 . 0

S Heading 1 Body Text A = Picture — ) (3 | */" Eraction y & Package = @y BHew =
Iy | o =] o ‘r
—  Show/Hide Filename Heading 2 Bullet 1 2 Portrait Page - e |Ad supersapt ) Purge — r ' User Setting
Hew ® 5 % All Exhibit Table Formst TOC Update Copy & About Presentstion
Document = @ Document Setup Bullet No's Bullet 2 gujaq +| ) Landscape Page Table = . 8 Dala Source paste+ | Creste —x Unregister Solutions
D Style Insest Format Inked ltem Creat

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
=¥ Heading1 BodyText| Ma | = Picture j = HEP fi=| 7 Fracion y o Package S @ B Hep
- Show/Hide Filename  Heading2 Bullet1 A ) Portrait Page | o B Superscipt %5 Purge . » o User Settings
Mew All Exhibit Table | Format TOC Update Copy& About
Document + @) Document Setup | Bullet No's Bullet 2 Styfes»|| (2 Landscape Page Table> =~ v @B DataSource paste~ Create ' Unregister
tyles Body Text Format Linked Rems Create
Bullet 1
BuMet 2
Bupet3
Bultet 4

Numbered Bullets
Section Title
Heading 2
Heading 3
Heading 4
Appendix Title
Appendix Heading 2
Appendix Heading 3
Appendix Heading 4

Sgurce

5. If you are using the list of All Styles regularly, select the task pane launcher from the Styles group

- Heading 1 Body Text A = Picture e | —j 11t ' ' /" Fraction & Package == @g B Hew —
} ¥ =] | W -
—  Show/Hide Filename Heading 2 Bullet 1 2) Portrait Page e ‘A L |A] supersapt %5 Purge — @ User Setting
New P = All Bnibit Table Formst TOC Update Copy & About Presentation
Document + @) Document Setup | Bullet No's Bullet2  gpjag~ | =) Landscape Page Table « -

) Data SOUICe paste~ | Creste x Untegister Solutsons

Style Ingert Format inked tem
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The list of styles will remain open

3 t tt Heading 1 Body Text “A = Picture p— j ¥ = | /" Fraction & Package —j @g BHew —

] : & b=l = | »” v
——  Show/Hide Filename | Heading 2 Buliet 1 o) Portrait Page T —— |Ad supersapt 5 Purge @ User Settings

New All Exnibit Table Formst TOC Update

3 & About Presentation
Document + @ Document Setup Bullet No's Bullet2  giyjag » =) Landscape Page Table «

Copy &
M4 DataSource paste~  Creste x Untegister Solutions
Document Styte Insert Format Linked Rtem Crest

Create 2010 Styles - X
Body Text
Bullet 1
Bullet 2
Bullet 3
Bullet 4
Mumbered Bullets

Section Title

Heading 2
Heading 3

Heading 4

Appendix Title

Appendix Heading 2
Appendix Heading 3
Appendix Heading 4

Source

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 grouponthe Cr e at e ™ab8seléct Heading 1. A new page will be inserted and the
Section Title style applied.

5 ' tt Body Text N = Picture f— j ’:.- 1= | /" Fraction & Package = @g B Hew V
——  Show/Hide Filename Heading 2 Bullet 1 2) Portrait Page - . 2 ﬁ’ Superscpt ) Purge o= @ User Settings
New = All Esnibit Table Formst TOC Update Copy & About Presentation
Document + @ Document Setup Bullet No's Bullet2  gpyjas+ | =) Landscape Page Table « . M Data Source pacte~  Creste 5 Untegister Solutions
Document Style » Ingert Format Linked ltem Creat

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.

¥ Create
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Inserting a New Appendix
1. Click on a blank paragraph marker

2. From the Styles group onthe Cr e at e ™ab8sel€ct All Styles, Appendix Title. A new page will be
inserted and the Appendix Title style applied.

- t Headingl BodyText| M4 | =8 Picture r— k) ji—| /" Fraction Package Vo ), Hel =

T 9 ’ :,‘A ! ;215 i= | . g 3 er B, Help "

—  Show/Hide Filename  Heading 2 Bullet1 2] Portrait Page T == | Superscipt &) Purge — o User Settings

MNew All Exhibit Table Format TOC Update Copy & About Fresentation
Document + @ Document Setup Bullet No's Bullet 2 Styles »| | 2 Landscape Fage Table ~ v v ) Data Source pacte~  Create  x Unregister Solutions
ocument Styles Bady Text Format Linked Rems Create

Bultet 1
BuMet 2
Bupet3
Bultet 4

Numbered Bullets
Section Title
Heading 2
Heading 3

Heading 4

Appendix Title

Appendix Heading 2
Appendix Heading 3
Appendix Heading 4

Sgurce

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.

¥ Create
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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 grouponthe Cr e at e ™ab.grof here, you can also insert fractions and superscript.

B Ami oo Heading1 Body Text :‘A = Picture — j ) 1w | /" Fraction & Package o OO - & Heip @
%[ Fors 3 -~
——  Show/Hide Filename Heading 2 Buliet 1 \2) Portrait Page e L m Superscpt 5 Purge 1] » User Settings
New All Esnibit Table | Formst TOC Update Copy & About Presentation
Document + @ Document Setup Bullet No's Bullet2  giyjas ~ =) Landscape Page Table « - 8 Dala Source pagte~  Creste —x Unfegister Solutions
Document Style : Ingert Format Linked tem: Create

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.

5 t t Heading 1 Body Text AA = Picture - j ; /" Fraction & Package ;“\ @g B Hep =
‘ 4 =) - » w
" Show/Hide Filename Heading 2 Buflet 1 2) Portrast Page e g Supersapt ) Purge — © User Settings
New = Al Exhibit Table  Forma Update Copy & About Presentstion
Document * @ Document Setup Bullet No's Bullet2  gpjaq+ | =) Landscape Page Table - @8 Dals Source pacta~  Create -~y Unregister Solutions
Document Style . Insent Linked Rem Create

Customising the TOC
1. Fromthe Format groupontheCr e at e ™ab,&ele@t TOC, Configure TOCs

Y ft Heading1 Body Test 7y = Picture SR ] e & racage =2 %- & Help =
: | B 3 sl , , | 2
— Show/Hide Filename Heading 2 Bullet1 _] Portrait Page Ay L A] Supersapt ) Purge = o User Settings
New An Exhibit Table Format| JOC Update Copy& About Presentation
Document - @) Document Setup  Bullet No's Bullet2 Spyies» =) Landscape Page Yable - 5% +  @BDetaSoutce paste~ | Creste 'y Untegister Solutions
Document Styfes 1 = Update TOCs hked Nems Create

Configure TOCs

insert Table of Contents

3= Insert Table of Exhidits ’

&=  Insent Table of Appendices

The TOC dialog will open

rTDc ﬁ

bain TOC Append TOC
[#] Configure Tables of Contents Cordigue Tables of Appendices
[¥] Heading 1 Appendix Heading 1

Heading 2 Appendix Heading 2

[] Heading 3 [[] Appendix Heading 3
[ Heading 4 [[] Appendix Heading 4

Add gection tiles in main TOC:
[¥] Tahles of Figures
Tables of Appendices

Create ok J{ Comeat |

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

¥ Create
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Inserting a Standard TOC
1. Delete any existing TOC and page heading
2. Fromthe Format groupontheCr e at e Tab,&ele@t TOC, Insert Table of Contents

| Headingl Body Test .A == Picture s &) I /" Fraction y & Fackage = - & Help =
: = ) W >
= ShowMide Filename  Heading2 Bullet1 2 PontratPage  —— 99 | B s upersapt % Purge =l  Usér Settings
New P % - Exhibit Table Format| JOC Updste Copy& About Presentation
Document - @) Document Setup  Bullet No's Bullet2  gpyes» ) Landscape Page Yable > PRW »  @BDstaSource paste~ | Creste 'y Untegister Solutions
Document f «

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
theCr eat e b8. 0

5 Heading1 Body Test A = Piture = cm o i /" Fraction Q & rackage — - & Help =
4 | S =) il o \’
= Showide Filename | Heading2 Bulletl Jronatpage —— —= S8 T HERc ount % Purge o  Usér Settings 2
New p - Exhiby c rmat Co - Presentation
Document - @) Document Setup  Bullet No's Bullet2 Spyies» =) Landscape Page Yable = e “xUntegister Sokubions

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. Fromthe Format grouponthe Cr e at e ™ab,&ele@t TOC, Update TOCs

) Heading 1 Body Test ,A == Picture s y & Package = - &, Help
’; { 1 \"
oot Show/Hide Filename Heading 2 Bullet 1 2 Portrait Page TN % Purge - r ® User Settings
New P % - Exhibit Table Upaste Copy& About Presentation
Document - @) Document Setup  Bullet No's Bullet2  gajes» =) Landscape Page »  @DstaSource paste~ | Creste 'y Untegister Sokilions
Document e .
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Customising the TOA

1. Fromthe Format grouponthe Cr e at e Tab,&ele@t TOC, Configure TOCs

5 Headingl Body Test .A o= Picture s ¥ =] /" Eraction & racage = &, Hep =
: ; ==l = ] | 4
“~  ShowHide Filename  Heading2 Bullet1 2 Portrait Page  —— 2 A supersapt %) Purge = o Usér Settings
New An Exhibt  Tabie Format | TOC Updaste Copy& About Presentation
Document - @) Document Setup  Bullet No's Bullet2  gegies» 2 Landscape Page Yable - W + @3 DaSOUTCE Paste~ | Creste 'y Untegister Solutions
Document Styfes o Rems

Create

1t Table of Contents
1 Table of Exhidits

= Insent Table of Appendices

The TOC dialog will open

P

.

Toc [X]

Main TOC Appendx TOC
[#] Configure Tables of Contents Cordigue Tables of Appendices
[¥] Heading 1 Appendix Heading 1
Heading 2 Appendix Heading 2
[] Heading 3 [[] Appendix Heading 3
[ Heading 4 [ Appendix Heading 4
Add gection titles in main TOC:

[#] Tables of Figures
Tables of Appendices

\§? Create -

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 onthe Cr e at e ™ab8seldrt TOC, Insert Table of Appendices. A new TOA
will be inserted on the correct page in your document
) Heading 1 Body Test A == Picture = —= 4 "::" /" Fraction & Package —>_~ £, Help =
= ShowHide Filename Heading 2 Bullet 1 rA 2) Portrait Page _j :'jl L'-—'I A supersapt Q A Purge — %- o User Settings \'
New An Exhibt  Tabie Format | TOC Updste Copy& About Presentation
Document ~ @) Document Setup BulletNo's Bullet 2  gpjes» ) Landicape Page Table = i - ) Dota Sourte paste~ | Creste x Unregister Solutions
Document Styfes ! 5 Update TOCs ked Hems Create
;f Configure TOCs
§= Insert Table of Contents
= 1t Table of Exhidits
insert Table of Appendices I
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.

¥ Create
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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. Fromthe InsertgroupontheCr e at e Tab,&ele@t Landscape Page

Copy & About Presentstion
Urce paste « Creste x Unregister Solutions

- Heading1 BodyTest = Picture = —=} */" Fraction O ﬁ Package = @y BHew =
—  Show/Hide Filename Heading 2 Bullet 1 A 2 Portrait Page “d Ao |.5_1 Ipersopt s » ' User Setting w
New -
2 P

Exhibit Table Formst TO Update 3
Table = n

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.

m Heme | Ireert  Pageliyoat  Referencti  Maing Review  view  Adddn = & @
B aaal TR T A -k L Ik El sapsceae dambcene ], £ AaBbC ASBOCeL M ;" o:\w
""I’" o Format Puirttes B 7 T - oaha x, x° w-A-EEENE {5 & Caption Emphesis  1Heading1 THeading2 fHeading3 fHesdingd L")T:s:l* & select -
Inserting a Portrait Page
1. Place your cursor where you wish the new portrait page to appear
2. Fromthe Insert grouponthe Cr e at e ab,&ele@t Portrait Page
Heading 1 dy Te " = Picture — — i=| "/ Fraction & Package = @y BHee =
- Show/Hide Filename Heading il 1 IA an Pag "““ A :--‘ |Qj Superscpt Q A Purge s r @ User Setting \r
New - All Exhibit Table Formst TOC Updste Copy & About Presentation
Document + ) Docwment Setup | Bullet No's Bullket2  gpjas~ | =) Landscape Page Tables = - M D8aSOUIE paste~  Creste x Untegister Solutions

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.

“ Heme | Imeet  Pagelayost  Bferences  Madng Review  Wiew  Adddms a @
== P i - b o & # Find -
1 Arial o & W A | E-EE e R EI o5 ! AaBhRC s Eii AJL
¥ i LaBb E  AaBhCeD | Aat
=) 4Bt el Dz 1 . |'L AaBbC m 2 Replace
Faste B I U - x X w-A-|EFEE3AN 5 3- Captian Emphesis T Headingl fHeadingl fHeading3d fHesdingd ‘;"‘:‘r“ Select =
- Shyles = | =0 3

JF Format Pairtter

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

1. Fromthe Format grouponthe Cr e at e "hb,&ele@t Superscript

Heading 1 Body Text A a2 Picture e e |

] = - £ Help =

— Show/Hide Filenam Heading 2 Buflet 1 2] Portradt Page — . o U tting: \‘r
SRiEC All Exhibit Table opy& About Presentstion

Docimen 0 Doctument Setup | Bullet No's Bullet2  giyjas~ =) Landscape Page Paste~ = Creste - Unregister Solution

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.

Create
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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 nhumbered 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. FromtheCr e at e ™ab,&ele@t Table of Contents, Insert Table of Exhibits, Figures

% Show/Hide Letternead  Headingl BodyText /i = Picture i‘il =
o Show/Hide Filename Heading 2 Bulletl j Paortrait Page
New All Exhibit Table | Format| TOC
Document ~ G Document Setup Bullet Mo's Bullet 2 =) Landscape Page Table=| =

Styles -

Document Styles Insert fa}

4

A=
=

A new Table of Figures page will be inserted in your documen
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

s
=
§ Insert Table of Contents
=

"#" Fraction * Package = {3, Help ‘1'-
a3 uperscip 3 Purge = ser Settings
5 t P =) r ou Sett L 2
Update Copy & About . Presentation
- l#p DataSource paste~ | Create .“xUnregister Solutions

nked Items Create

Update TOCs
Configure TOCs

Insert Table of Exhibits *

Insert Table of Appendices Tables

Equations

t and any figure exhibits in the document will be

want to insert the Table of Tables

3. FromtheCr e at e Thb,&ele@t Table of Contents, Insert Table of Exhibits, Tables

b Hide Letternead =~ Heading1 BodyText My = Picture ﬁil =
) | | A | B S
o Show/Hide Filename Heading 2 Bulletl j Portrait Page
New All Exhibit Table | Format| TOC
Document = G Document Setup Bullet No's Bullet2  giyles » | (5] Landscape Page Table=| =
Document Styles ] Insert -4
£

"#" Fraction * Package _1 QiHE“J ‘1'-
lESuperscipt #7 Purge = . oUserSeﬂings 1r
Update Copy &  About . Presentation
- M DataSoUrce paste-  (Create x Unregister Solutions
Update TOCs nked Items Create
Configure TOCs
Insert Table of Contents
= Insert Table of Exhibits g Figures
Insert Table of Appendices
Equations

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. FromtheCr e at e Thb,&ele@t Table of Contents, Insert Table of Exhibits, Equations

5 Show/Hide Letternead  Headingl Body Text A = Picture ‘j j %‘j»' E—J "#" Fraction Q *Package = 4, Help ‘1‘
Iy || — .
7J Show/Hide Filename Heading 2 Bullet1 j Portrait Page ‘ﬂ z lAj Superscipt 3 Purge _j r & User Settings 1r
New All Exhibit Table Format | TOC Update Copy & About . Presentation
Document * 0 Document Setup Bullet No's Bullet2  styles » | (=3 Landscape Page Tablew| = - #4 Data Source paste~ | Create 'y Unregister solutions
Document Styles Insert 1 Update TOCs hked Ttems Create
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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 ™ 8tahl) select TOC, Update TOCs

=) Heading 1 Body Test A - e e O - |
Ly i
Heading 2 Bullet 1 > ] at O
A Exhibit Table
Bullet No's Bullet2 guojes» ) Landscape Page

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. Fromthe Format groupontheCr e at e ™hb,&ele@t Fraction

5 Heading1 BodyText - Picture = W (= & Package M Q £ Help =
— Show/Hide Filename | Heading 2 Buflet1 A 2) Portrait Page = | o = (& supersapt Q %) Purge s | W o User Setting \‘r
New - All Exhibit Table Format TOC Update Copy & About Presentstion
Document - @) Document Setup | Bullet No's Bullet2  gijag~ | =) Landscape Page Table = + @B D8laSourte pyste~  Creste -y Unregistes Solutions
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. EXxhibits

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. Fromthe InsertgroupontheCr e at e Thb,&ele@t Exhibit

Heading 1 Body Text

A

The Insert Exhibit dialog will open

Bullet No's Bullet2  Spas -

ot Picture

2] Portrast Page

) Landscape Pagd

Insert Exhibit

Title

|
Caption Type
(*) Figure

() Table

() Equation

Placeholder Layou

Placeholder
Ol

TUp »

Sowce

[Mone] v
\ Gl t.‘dl..t.‘ [ oKk || Ccancel

2. Type in the title of the exhibit

—= /" Fraction

/ =) |7 supersap

it [Table Formst TOC

Table

@ tme Py
Jats Sourcs i

Update —

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)

7 LICAlC
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CREATE 8.0™ FOR WORD Exhibits

The exhibits will be inserted with an exhibit title and an exhibit number (automatically allocated) unless you
select Placeholder Only

Creqalc
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9. Tables

Pre-formatted blank tables can be inserted usinga Cr e at e "fun@&ion0You 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. Fromthe Insert grouponthe Cr e at e Tthb,&ele@t Table

- Heading 1 Body Text A = Picture fr— —.i B ‘ */" Fraction & Package B @y Btew =
4 o = N \fr
Show/Hide Filename Heading 2 Bullet 1 2] Portradt Page ‘ﬂ 2T !jf-uum pt ~ ) Purge et o User Setting
" il A Bxhibi] Table | Formst TOC Update 3 Copy& | About Presentstion
Buflet No's Bullet2 gpjaq ~ | ) Landscape Page Table = . 8 D5la Source puste~  Creste x Unregister Solutions

Insedt F ' Inked e

The Insert Table dialog will open

Insert Table &

Table Souice

Rowiz Columinz

() Blank Tabhe = -

[no daka]

9 Create (o) (Comel )

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 grouponthe Cr e at e ™hb,&ele@t Table

E Heading 1 Body Text N = Pcture - ——, 3= /" Fracion o & Package = @ B »
4 B = ‘ \g~
— Show/Hide Filename Heading 2 Bullet 1 2] Portradt Page TR ‘t‘ : -l |3 supersapt — ¥ Purge e r o User Setting
New P o All Exnibif] Table | Formst TOC Update 2 Copy & About Presentation
Document - ©) Dotument Setup | Buflet No's Bullet 2 gfag+ | =) Landscape Page Table = + @B D8laSource pue~  Creste -y Unregister Solutions
Document Insent F st Inked ltem C
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The Insert Table dialog will open

Insert Table X
Table Souice
Rows Columnz
() Blank Tate B ®a
() From Cipboard

ChDocuments and Setbngs Al UsershT ables Chaits slsx
Charta1:07: 4 %1

Create ok J[ Concel ]

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. InWord, 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

I Copy Subset of Data

@& Pie Chart Labels KE.] i Remove Data Labels « &, Hep =
Al | 4

wh Average B x Unregistes
Add Data About Presentation

Custom
Chart & Asis Splittes Labets TN Set Axis Labets

¥ Muttply by -

2 Colou mat
7/ Dwnde by ~ Palette Footnote = Table

Inserting Unformatted Tables (from Excel)
1. InWord, 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

I Copy Subset of Data

| : ) . 1l & Pie Chart Labels KE.] ) « &, Hep \ =
k3 Multsply by = = = ” vy Average o r u Unregister r
. oa 14 Custom Add Dat About Presentation
'/* Dwde by - Chart ¥ Asis Splittes Labels sbe 0 olut
Note:

If the data changes in Excel you can update the linked data via the Update buttononthe Cr e at e b &. 0
the Linked Items group in your Word document.

Inserting Tables as Pictures (from Excel)

1. InWord, 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

uiCdlc
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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

S . O = X = “ e Chart Labels
[, Coprsubsetotbata o0 gt 51 B e & .?nl. ‘En. ?.u. i b i s

t Y S b

* Multiply by ~ - o Average « Unregister

[ % Remave Data Labels «© L, Help =
f L3 . &, Hetp
l;] 4 7 » | 4

2 e Colour  Insert  Format  PowerPoint | Word For 0 o PowerPoint Word  Custom Presentation
7 Ownde by = Palette Footnote = Table . - Excel = PowerPoint = Word * . . Chart f Axrs Spliftes Solutions
Fuity Formatted ) Eha
Urformatted

If the data changes in Excel you can update the linked data via the Update buttononthe Cr e at e b &. 0
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

| Excel options B |
General Fla i
L. :_rl.' Change cptions related to formula cabculation, performance, and error handling
Foamdas
Proofing Cabtulation oplicer
Expe Workbook Celculation ] Emabie iterative calculstion
(= futomatic Fagimum Heations: | 100 &
Lamgusde ‘e
b Auormalic seoepl For data tablas
— Flammmure Changs: U
Advanded ¢ Manus
Cusitsmice RibESn
. Working withs lomulas
L) Accen Toplar
P [ ELE1 rederence shyle
Farmuls &ifo Complete
Trust Center ] Use fakde nanes in Tormudas
[#] Use GeiPreotDats fundiona for PrrotTable ref svenices
Emor Checking
I [Tl Enakie padeground emes chedeing |
K Reset Ignased Emors |
Indicaba gersen uning this caler - A —
Error cheking rules
Cefls oordaining fonmulas that result in an error Foamusdas which gmit celts in a region
[¥] Imeamprbert calculatid colmn Tarmuia in tabies [w] Usisgied cells containing larmulu
[#] elts contamng pears represerted a3 2 digity [ Formugas referning to empty cells
Mumbers formatted 35 test or preceded by am apastrophe Data erdered in a tabie it ingald
|| Farmulas ipcansistent with other formulas in the region
[ ox ][ conm

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.

CICdlc
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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
Cr eat e ab8ele@ Format Table, Format Whole Table

3 et Headingl BodyText

1 A == Picture = j wpl | [i=] /" Fraction o & Package 2 @y e -
4 = » | 2
—) ghowsMide Filename Heading 2 Bullet1 ) Portrait Page  —— == (@8 superscipt b

&) Purge - @ User Settings
New 5 All Exnibit  Table Format! TOC Update Copy & About Presentation
Document + O Document Setup Bullet No's Bullet2  guyec« 2 Landscape Page Table * .

#) Data Source paste v Create x UNregistes Solutions
cument Styles . | Insert Im Format Whole Table l Linked Ttem Cre ate

Format Selected Rows

Format Selected Cells

ey . Y

Tum Off Exact Row Height
Paste Subset of Table Dats

Compress Column

BlEH:

Compress Rows

The Select Table Format dialog will open

- Select Table Format %]

Thems

| Whole Table | Cell Fomatting | Fil & Font Colous | Fil Colour Only
Numesic -~
Numesic - with totals row
Numesic - no headng row
Numesic - no headng row - wath totals
Numesic - Sources & Uses of Funds
Numesic - alteenating shaded row
Numesic - altesnating shaded row - with totals
Numesic - no borders
Numesic - no borders - with totals row
Numesic - sold headng row

Mosnasin  anld basdom smiie oot bad oo

Set Font Size [V] Set Alignment

g Create

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

¥ Create
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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
Cr eat e Tab8ele& Format Table, Format Selected Rows or Format Selected Cells
5 Headingl BodyTedt [ = Picture — ] i=| /" Fraction y & Package =N @y B Hew =
! Show/Hide Filename Heading 2 Bullet 1 fA 2) Portrait Page ——] 4 2= |AY Superscipt Q A Purge o r @ User Settings “'
New - All Exhibit Table |[Format| TOC Update copy & About Presentation
Document + @ Document Setup  Buliet No's Bullet 2 styjes~ | (2 Landscape Page Table = Data SOUMCE pPaste~  Create ' UNTegister Solutions
Document i Stytes Bl Insert LB Format Whale Table g inked Rtem SaEe
MY Format Selected Rows
B Formast Selected Cells
J Tum Off Exact Row Height
8 Paste Subset of Table Data
[#] Compress Column
i Compress Rows
The following dialog will open
" Select Cell Format

Thama

‘whale Table | Cell Fomating | Fjl & Font Colow | Fil Colour Oty

Tabla Bullet F
T abe Bosdy Ted

Table Body Ted - no borders

T able Body Mumenc

T able Body Mumene - no borders

T abbe Body - [kalic

T abda Body - Italic - no bottom bordar

Altamating Shaded Row

Sensilivity T abks Heading [lop)

Sensilivity T able Heading [left]

Sat Font Size [#] Set Alignment

CREET SR Wadw e LELT (RO

:
3
&
[;

1

g

o

§* Create

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

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

To apply default text alignment, check Set Alignment. If you wish to retain particular text alignment that
you have applied previously, leave this unchecked

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

Llredlc
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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
Cr eat e b Bele Format Table

2. Select Format Selected Rows or Format Selected Cells

5 Headingl Booy Text = Picture —— . 1| “/" Fraction Package e . 4 Help =
) : n 2 & =] ty 1 «.,,u A Vg~
Show/Hide Filename Heading 2 Bullet1 2] Portrait Page A8 Superscipt A Purge ’ @ User Settings
New p All Exhibit Table Jpdate opy & About Presentation
Document * 0 Document Setup Buliet No's Bullet 2 syjes~ |23 Landscape Page v ) Data Source paste ~ Create u YUnregister Solutions

eate

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, thereisa Cr e at e ™unétion0to 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. FromtheCr e at e ™abg8click 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

\ Headingl Body Text A o Picture E— j i—| "/"Fraction G & Fackage 2% - & Help
'y ' y
Zl  howuse Filename | Hea 92 Bulletl ) Portrait Page = ||| = (&3 supecsapt N~ % Purge =1 ¥ User Setting
New - All Exhibit Table Format' TOC Update Copy & About sen
Document = ‘& Document Setup Bullet No's Bullet2  gyyjes~ | L) Landscape Page Table ~ v Data Source paste~  Create  x Unregister Solutions

— - Format Whole Table e s

#¥ Format Selected Rows
# Form

Row Meight

¢ Subset of Tabie Data

Column

Inserting and Compressing a Row

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

Create
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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. Fromthe Cr e at e ™abg8click 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

Headingl Booy Text A = Picture p— =i i—| /" Fraction 0 & Fackage =2 - & Heip \ -
Show/Hide Filename Heading 2 Bullet1 ) Portrait Page 6258 "d == (A supersdipt o & Purge : " o Us tangs r
New - All Exhibit Table )C Update Copy & About Presentation
Document = ‘O Document Setup Bullet No's Bullet 2 gpjes~ | L) Landscape Page . Data Source pycte = reate 'y Unregister Sohitions

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. FromtheCr e at e ™ab,&lickoon Format Table and select Turn Off Exact Row Height

Headingl Booy Text A = Picture p— =i i—| /" Fraction 0 & Fackage =2 - & Heip \ -
Shovc/Hide Filename  Heading 2 Bullet 1 ) Portrait Page == ||| =) @ supecsapt | N % pur ] W o User Settings 2
New - All Exhibit Table C Update Copy & About Presentation
Document = ‘O Document Setup Bullet No's Bullet 2 gpjes~ | L) Landscape Page . Data Source pycte = reate 'y Unregister Sohitions

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

7 LICAlC
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2.  From the Format Worksheet grouponthe Cr e at e ™hb 8ele& Copy Subset of Data

Ribbon in Excel

yset of Data | o, = - . %] - ] - . o - - e Chart Labels Sl (O Remove Data Labels Heip =
wenlEs ar Bl Tn T (T T B Ta Ta A Do g om0 ™

Riply by * -

Unregister
. Colour Insent Format  PowerPoint Word For Fe Fo PowerPoint Word Custom 4y About Presentation
/" Dvide by ~ Palette Footnote = Tadle . - Excel = PowerPoint = Word ~ - . Chart § Ao Splitter Set A3 Labels Creste Solutions
ormat Workiheet

Formst Chart Send Chart To

3.
4.

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

From the Format grouponthe Cr e at e Thb Bele€ Format Table, Paste Subset of Table Data

1 Heading 1 Booy Text

"A = Picture — j bl | 1= "/"Fraction Q & Package = @g Direp \‘ =
-'d TS e By '
B Show/Hide Filename Heading 2 Bullet 1 2] Portrait Page Ve —— (A supersdpt A Purge . » User Settings
New < All Ehibit Table |[Format| TOC Update Copy& About Presentation
Document ~ @ Document Setup Bullet No's Bullet 2 goyjee~ | ) Landscape Page Table = - - ) D2taSource pacte~  Create 5 Unregister Solutions
Jocumernt Styles » Inzert B Formst Whole Table Linked fem reate

8 Format Selected Rows

{#] Format Selected Cells

3] Tum Off Exact Row Meight
I_;} Paste Subset of Table Data I

&) Compress Column

= r
@ Compress Rows

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).

- Creqalc
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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

« o B .
= o |l O 2 oy ‘J WA i Mt
t Screenshot] Column  Line P Sar Ares ine  Col Winlloss

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 grouponthe Cr eat e b8 . 0

Ribbon in Excel

I" Coprsubsetof Data g2, AB' ot =] M- = =~ - W -
o £ 3 v ~ath —ith —th wh
* Muttiply by ~ - o t ¢ . 0 g 3
A Colour  Inset  Format PowerPoirt Word Fo For For PowerPoint Ward
7/ Dwide by ~ Pajette Footnote = Tabile - . Excel = PowerPoint - Word =

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. Goto Excel (ALT+TAB), then select the chart to be copied to Word
3. Click Word on the Send Chart To group

Ribbon in Excel

I CopySubset of Data P, AB) £ = - g - x] I. =] h 1) IV =] " W I‘
* | t t ;i 5k ik el e

R Colour Inset  Formst  Powerfomt Word for o PowerFoint| Word

7/ Diwide by ~ Falette Footnote  Table . v E . v

" Muttiply by +

Preview Fully Formatted

Freview Resized Only

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

Create
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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™b8. 0

Heading 1 Body Text A - Picture — —-\‘ L N “7" Fractior (‘ & Package <= - & Help \ -
2 H 5 !
i 4 i 2 > \ . b -
Show/Hide Filename Heading 2 Bullet1 Z) Portrait Page ’f |AS Supersapt ~ A Purge » User Settings r
Hew 3% All Exhibit Table Format TOC Update opy& About Presentation
Document + &) Document Setup Bullet No's Bullet2  spges~ (2} Landscape Page Table ~ o M Data Source paste reate x Unregister Solutions
§=| Table Of Contents

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

7 \ICAlC
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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. InWord, place your cursor in an exhibit

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

Home Insert Page Layout teference Madings Review View Add-Ins Creste |
2 \ ~ - Ea 7 = &, Hyperink 3 \ \ d, (& Signature Line + 7‘[ Q
= » i ' =
— | 1 £ + # | -
! it ﬂ A Bookmark = ! %)) Date & Time
Cover Blank Page Table Picture | Clip 5'v}r» n ot < Header Foote Page Quick ]..n 2 Equation Symbo
Page- Page Break % Art s - ) Cross-reference . *  Numbes~ —33- * Parts+ "4 Object - v v

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 groupontheCr eat e b8 . 0

_— : e /" Fraction § - -« { Help -
J »1ﬂ : l‘j Jperscipt Q > “:, r““u;s'” \{r

— Show/Hide Filename Heading 2 Buliet 1

Document + @) Document Setup | Bullet No's Bullel2  gyjas

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 necessatrily 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. InWord, place your cursor in an exhibit

2. Goto PowerPoint

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

CICdlc
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4. Go back to your Word document

5. From the Cr e at e ™ab&lick the Picture button within the Insert group. The item will appear as a
single picture image

rnde Lett i N 3 pun—— ) s = —
3 Heading1 Body Text 9 j _& '2: : Fraction & Package _,] s n Help v
—— Show/Hide Filename Heading 2 Bullet 1 _] Portrait Page sz N Supersapt % Purge ", @ User Settings
New All bBnibit Table Formst TOC Update Copy & About Presentation
Document + 0 Dotument Setup Bullet No's Bullet 2 Styles ~ =) Landscape Page able * . M) D8la Source pagte~  Creste x Untegister Solutions
Document Styles Insert Format Linked ltem Create

Create
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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.

Heading 1 Body Text A = Picture e -A’ L 1 /" Fraction & Package < - B, Heip —
: ¥ =l g ) w
—  Show/Hide Filename = Heading 2 Bulle 2) Portrait Page | o = (3 superscipt %5 Purge = » o User Setting
Mew o 3 S All Eshibit Table Formst TOC Update py & | About Presentstion
Document + @) Document Setup | Bullet No's Bullel2  gyjes+ | =) Landscape Page Table * <" gy DataSource paste~ | Creste “x Untegister Soltions
D Styte Ingert ked tem Crest

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. Fromthe Linked Items grouponthe Cr e at e b 8lickn Data Source

> Heading1 BodyText = Picture — 32 */" Fraction & Package M Q £ Help =
—  Show/Hide Filename = Heading 2 Bullet 1 A 2) Portrait Page - ---] = m upersapt G %) Purge =} » ‘o User Setting \‘f
All Exhibit Table Formst TOC de:!e Copy & About Presentation
Docimen 0 Dotument Setup | Buflet No's Bullet2  gjes+ | L) Landscape Page Tables. % A Data Source [ouste «  Creste - Unregistes Solutions
Insent F 3 Inked Rer Cremt
The Linked Objects dialog will open
“. Linked Objects =), > |
Shdz | Tupe Source Filerame Ranhge
2 T abla Excal C-\Documants and Settings'All Uzers\Documants ok \Chart & Tabl . Now 200008881
2 Chart Excal CADocuments and Setiingsh " ot Tabl, Wow 20001 Chart 1

Change Source File
Chanige Source Fange
Ctscorrech

Updake Objsct From Sourcs

9 Create Gose

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”.

CICdlC
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ldentifying 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

x { ¥ Chart & Table Data - Microsoft Excel l Chart Toote ‘
Home Insert Page Layout Formulas Data Review View Add-Ins Create Team Design Layout Fotmat
Chart Area - ™) - . . ) ) 1 Chart Name:
_ el P 5] (] Paf fodl ] (B il 88 (m] W & 7)) L] ] A (e
»& Farmat Selection o 5 f — . Chart1
- Picture Shapes Text Chart  Axis Llegend Dats Data Axes Gridfines Piot 2 t Trendline e L Error
&3] Reset to Match Styfe v Box Titie~ Titles~ ~  Labels~ Table~ - . Area v tat - Bars ~
Current Selection Insert Labels Axes Background Analysis Properties
Lnaril ools

n Design Layout | Format &y e
| —| | | II,II—| Chart Mame:
} = ==

Chart 1
hart Chart 3-D Trendline Lines Up/Down Error
/all = Floor = Rotation ~ Bars Bars =
Background Analysis Properties

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

" Linkad Objocts = < |

Skke  Type Somce Filerame Aoy
3 Clrawt E ol o Dacumeis gra S semgetl Lo Tabies & Chaes wiey

@ Create o]

Changing the Source of Linked Obijects

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.

¥ Create
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Changing the Source File of a Single Link
1. From the Linked Iltems grouponthe Cr e at e Tab Blick®n Data Source

X Show/Hide Latterhead  Headingl BodyText A = Picture . 1| /" Fration & Package |=2n Qg B oo =
"i Show/Hide Filename Heading 2 Bullet 1 IA [2) Portrant Page j : y l‘—-;l (A3 supersopt x5 Purge 4J f To User Settings '
New All Exhibit Table Format TOC Update Copy & About Presentstion
Document = 0 Dotument Setup Buflet No's Bullet2  guee » | =) Landscape Page Table= = . ,,u. Creste ~x Unregister Solutions
Document Stytes . Insest Format Linked ltems Create
The Linked Objects dialog will open
C 1
Shde | Type Source Filername Range
2 T abla Escal CADocuments amd Settirgs'@l Users\Documants\WorkWhart & Tabl . Mow 200018457
2 Chat  Exesl  C\Documents and Seffingsh
Wiew Source
Change Source File
WNgE SCUFCE Range
Disconrect

Upsdate Objsct From Souros

@ Create

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 Iltems grouponthe Cr e a t e Tab Blickn Data Source

3 Show/Hide Latterhead  Heading1 Body Text }A = Picture j j B ::j */" Fraction & Package == ‘? £ Help ﬁ
oy Show/Hide Filename | Heading 2 Bullet 1 N, | = Supersapt ;J E '
u

(2 Portrait Page ) Purge ‘o User Settings
New All Exhibit Table Format TOC pdate Copy & = About Presentation
Document = o Dotument Setup Buflet No's Bullet2  gujes~ | =) Landscape Page Table= = . Paste +  Creste ~x Unregister Solutions

Document Styles . Insest Format Linked Rems Create
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The Linked Objects dialog will open

" 1

Shdx | Tupe Source Fileriame Ranhge
2 Tabla Excal CMDocumants and Setings'ell Users\Document: ok \Chart & Tabd..  Mow 2000058457,
2@  Chat  Excel  C\Documents and Seffings)

Wiews Source
SNgS SOLFCE: H
Dscarmect

Upsdate Objsct From Souros

@ Create

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 Iltems grouponthe Cr e at e Tab 8lick®n Data Source

-

3 Show/Hide Letterhead  Heading 1 Body Text "‘A = Pcture j j H = /" Fraction ‘ Package == «r B Help '
= Show/Hide Filename e | B b= Supersopt B 5 £
U

Heading 2 Bullet 1 J Portrat Page L) Purge @ User Settings
New A Exhibit Table Format TOC pdate Copy &  About Presentstion
Document = 0 Dotument Setup Buflet No's Bullet2  gpjeq» | ) Landscape Page Table= = . Paste ~  Creste —x Unregister Solutions

Document Stytes . Insest Format Linked ltems Create

The Linked Objects dialog will open

| Side | Tye Souce Fieriame Fiange
P e e
Change Source File
(Change Source Range
Desconnect
Upsdlate Chjsct From Sounce

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
| 39 V Presentation “clutions
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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 grouponthe Cr e at e Ttab 8licklon Update, All OR Charts and Tables (note
that selecting All will also update your Table of Contents)

:-_\‘. Hide Lett Headng 1 BodyText A = Picture re— b = /" Fraction & Package <= ‘ &, Help —
= show/Hide Filename Heading 2 Bulletl }A _) Portrait Page _! j g h——l A supersaipt ) Purge ‘J ? ‘e Uset Settings v
New All Exhibit Table Format TOC Y e Copy& About Presentation
Document * @ Document Setup Bullet No's Bullet2  spgeg~ 2 landscape Page Tabler ~ | s M Data Source pacte~  Create x Unregister Solutions
Document Styles - Insert Format “é_;dl Create
QE_] Table Of Contents
& Charts & Tables
Updating a Single Link from Source
1. From the Linked ltems grouponthe Cr e at e ™ab 8lick®n Data Source
5 Heading1 BodyText ) = Pcture . = ‘7" Fraction & Package 2 [\ 4 £ Help —
= Show/Hide Filename | Heading 2 Bullet 1 A 2] Portrait Page j :] ‘W L'—_—J A3 supersopt ) Purge "j r To User Settings v
OQ(E:M-ODO(U"RH! Setup Butlet No's Bullet 2 ghﬁl,- ) Landscape Page bR bl ;:::I?! TC3C Up.‘“;:ﬁié 2?:;:: '.Unreoutev p’;;rm:::n
Document Styles . Insest Format Linked ltems Create
The Linked Objects dialog will open
'Mw
Shde | Type Source Filername Range
2 T abla Escal CADocuments amd Settirgs'@l Users\Documants\WorkWhart & Tabl . Mow 200018457
2 Chat  Exesl  C\Documents and Seffingsh
Wiew Source
Change Scurce File
Change Source Range
Disconrect
| Update Gbject From Source |
§* Create
Select the object you wish to update. Right click, select Update Object from Source
Updating Multiple Links from Source
1. From the Linked Items grouponthe Cr e at e Thb Blickn Data Source
5 Heaging1 BodyText 4 = Pcture — ; i= */" Fraction & Package e Qg B Hew —
= Show/Hide Filename | Heading 2 Bullet 1 }A 2 Portrait Page —J 13 ;@ t_:J A3 supersopt Q ) Purge ,'j, r To User Settings '
Do::::m- 0 Document Setup Builet No's Bullet 2 5‘.,:2,. =) Landscape Page SRR b 2::::} TC.)C Up-“e;:ﬁ)!é .c\::(’: " Unregister n;;;;q}x:n
Dotument Styles . Insest Format Linked ltems Create

Create
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The Linked Objects dialog will open

. Shie  Type Sousce Fiiename Fiarge
O R T
(Change Source Fie
(Change Source Range
[Dusconnact
| Lpdate ot From souce |
Ureate

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 Iltems grouponthe Cr e at e Tab Blickn Data Source

D cp 1e Lottorhe - 2" =2 -
3 Yow/H prhead  Heading 1 Body Text }A = Picture j j ﬁ LE_—:J /" Fraction Q & Package , J @ gﬂcrp ﬁ
o Show/Hide Filename Heading 2 Bullet 1 () Portrant Page > Supersopt ) Purge Iy '@ User Settings
u

New All Bxhibit Table Format TOC pdate Copy & = About Presemtation
Document = 0 Dotument Setup Buflet No's Bullet2  gujes~ | =) Landscape Page Table= = . Paste ~  Creste -y Unregister Solutions
Document Styles « Insest Format Linked ems Create

The Linked Objects dialog will open

C i

Shdx | Tupe Source Fileriame Ranhge

2 Table Excal C-MDocuments and Settings @l Uzers\Documents\WWiork \Chart & Tabl..  Mow 200008841

2@  Chat  Excel  C\Documents and Seffings)
Wiew Source
Change Source File
Change Source Range
Disconreck
Upsdate Objsct From Souros
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Select the object you wish to disconnect. Right click, select Disconnect

Disconnecting Multiple Linked Objects
1. From the Linked Iltems grouponthe Cr e at e Tab Blick®n Data Source

- " ttorh Heading 1 Body Text IA =8 Picture — j ﬁ i= /" Fraction & Package =5 @y B Hew ﬁ
——1  Show/Hide Filename | Heading2 Buflet1 @ Portan page —— S E = (@ supersont %) Purge . T User Settings
New All Exhibit Table Formst TOC Update Copy & About Presentstion
Document = @ Docwment setup Buflet No's Bullet2  guee » | =) Landscape Page Table= = . Paste »  Creste x Unregister Solutions
Document Styles « Insest Format Linked lems Create

The Linked Objects dialog will open

%]

“u Linked Objscts =%
Shde  Tupe Sopce Fiargs
e T

(Change Source Fle

i ge Source Ei e

Upsdlate Cjgsct From Sounce

¢ Geate

T

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 Iltems grouponthe Cr e at e Tab 8ele€t Purge

5 Hide Lett Heading 1 Body Text m = Picture —-J 3 @ o= /" Fraction Q Package = s B, Heip i
- Show/Hsde Filename Heading 2 Bullet 1 _] Portradt Page d s e E’ Superscipt % Purge ‘-—] A. User Settings
New Exhibit Table Formst TOC Update Copy & About Presentation

All -
Document + @ Document Setup Bullet No's Bullet2  gpjas« | =) Landscape Page Table « M Data Source pacte~  Creste 5 Untegister Solutions

Document Styles . Ingert Format Linked tem Create

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

Create 2010 | |

-
l J Arvy absolets ink dats For delsted charts snd ksbles has now been removed

(o ]

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. Fromthe Linked Items grouponthe Cr e at e b 8ele€& Package

3 t ttort Heading1 BodyText =8 Pcture - j ) [1=| /" Fraction 2 @ B Heo —
M | 50 i G B | 4

— Show/Hide Filename Heading 2 Bullet 1 \2) Portrat Page o= Ej Supersopt ) Purge “o User Settings
New All Exhibit Table Formst TOC Update Copy&  About Presentstion
Document = @ Docwment Setup Bullet No's Bullet2  gujaq~ | ) Landscape Page Table = . M8 Data Source pacie« | Creste -y Unregister Solutions
Document Styles . Insest Format Linked ltems Create
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The Select Files to Package dialog will open

% Select Files to Package (= |

Fie Location |
BA & C\Documents and Sellingsiil Users\DocumantsiWork\Chait & Table Data s

Lreale Package Concel |

A

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

Create

Firizhed. 3 Fike: unpacked snd links updated.

Lredie

Freastwmor o W

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 grouponthe Cr e at e ™ab,&ele@t Copy & Paste, Copy Linked Table

4 . Meadingl Body Text A = Picture — f— i = \ */" Fraction & Packsge | SN0 | @y [ Help -
Iy | > = 5 " w
-] Show/Hide Filename Heading 2 Bufiet 1 2) Portrait Page — ‘A 2 |A3 superscipt ~ &) Purge J @ User Settings
New 2 Al Exhibit Table Format TOC Update Copy & About Presentation
Document * @ pocument Setup Bullet No's Bullet2  spyes v 2] Landscape Page Table * - @) Data Source [paste v || Create “x Unregister Solutions
Yooumen Styfe . insert Format linked Rems Copy Linked Table |

Paste Linkea Table
Copy Linked Chant

Paste Linked Chant

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

3 Create
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4. From the Linked Items grouponthe Cr e at e ™ab Bele€& Copy & Paste, Paste Linked Table

) lide Letterhesd  Meadingl Body Text fA == Picture j — g‘ ::] */" Fraction Q & Packsge | Sy | ? &4 Help i
—1 shommide Fitename Meading 2 Butiet 1 ) Portrait Page - EE2 =) @3 superscipt ) Purge | ‘J‘ ‘g User Settings
New Al Exhibit Table Format TOC Update (Copy &| Avout Presentation
Document = @) Document Setup | Bullet No's Buliet 2 Styles + =) Landscape Page Table ~ ~ @4 D3taSource pactev|| Create ‘i Unregister Solutions
Pocument Stytes insert Format Linked Rems Copy Linked Table
Copy Linked Chant
Paste Linked Chart
Copying Linked Charts
1. Click on the chart to be copied
2. From the Linked Iltems grouponthe Cr e at e ™ab 8ele€& Copy & Paste, Copy Linked Chart
3 ide Letternead  Meadingl Body Text " = Picture j — g‘ ::] */" Fraction # Package | 1S5 | S‘ &4 Help ‘I“r
=g Show/MHide Filename  Heading 2 Bufiet 1 2) Portrait Page EE2 C=) @3 superscipt A Purge ! J ‘ ‘@ User Settings
New Al Exhibit Table Format TOC Update (Copy &| Avout Presentation
Document = @) Document Setup | Bullet No's Buliet 2 Styles + =) Landscape Page Table ~ ~ @4 DataSource pastev|| Create “x Unregister Solutions
Pocument Stytes insert Format Linked Rems Copy Linked Table
Paste Linked Table
Paste Linked Chant
3. Inthe new document insert the correct exhibit for the table to be copied
4. From the Linked Items grouponthe Cr e at e Thb Bele€@ Copy & Paste, Paste Linked Chart
3 lide Letterhesd  Meadingl Body Text fA = Picture ﬁ e w ::] */" Fraction & Packsge | = | %ﬂ & velp i
——I Show/Hide Filename Heading 2 Buflet 1 _]ananPage AR _J c) Bsuprrmm ) Purge I —]‘ o User Settings
New Exhibit Table  Format TOC Update [Copy &| Avout Presentation
Document * @ Document Setup Bullet No's Bullet2  seyges | 2 Landscape Page Table * . . @ Data Source ip?_‘!_‘.,‘ Create “x Unregister Solutions
Document Styles insert Format Linked Rems | Copy Linked Table
Paste Linkea Table
Copy 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

¥ Create
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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™ groupontheCr e at e Thb 8ele@ Unregister

A Heading 1 Body Text = Picture — p— 1 /" Fraction Package =

9 o | 2 (N |

— Show/Hede Filename Heading 2 Bullet 1 _J Portrant Page BT & . Bj Superscpt ) Purge -
oc

New o 5 3 All Exhibit Table Formst T Update . _ Copy & Abou
Document + & Document Setup Bullet No's Bullet2  gpjas~ | =) Landscape Page Tables = - #3DataSource paste -

2. Tore-register, clickonthe Cr e at e ™b 8nd 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.

Create
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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™ groupontheCr e at e T™hb 8ele@ Switch Brand

1 0 7l Slide No e I L 3 p Shapes 44 Make Title ns £ Data Source LUp Layout @ B Hew -~ “
] & b - \
( 7l Filename N L] ol ) 4 Make sunttie ==y Package 2 3 up tayout » o User Settings| o r
New Document Insert Format “ Change = About Swtch | Presentation
Setup Ovaft - #5 Colour Palette |yout (R Update - B5auplayout creste “gUnregister lpeana~ | Solutions

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.

uiCdlc
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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

'?\ now/Hade Letterhea Heading 1 Body Text AA = Picture j j :‘ ';’—_-J /" Fraction ‘ Package 2 v ﬁ
= Show/Hide Filename | Heading 2 Bullet 1 [ Portrait Page < = Superscpt X Purge "‘—j "o User Settings
New All Exhibit Table Formast TOC Update Copy & About Presemtation
Document + Q Dotument Setup Bullet No's Bullet 2 Styles = =) Landscape Page Table = . #8 Data Source pacie«  Creste x Untegister Solutions

Document Styles . Inseet Format Unked Rems Create

The Contents Pane

WG| @ Creste 2010 Excel o} %2 v B » #b v rPage~ lock~

/(@) \Ceneants | ] index | (| sesrch | 7 Faverices g7 sl

Creste™ 2010 for Excel > Navigatng Create™ 2010

[Aweicome to Create™ 2010 for Excat — 3
[VINavigating Create ™ 2010 Presentation
e @ Create P
[#]Crestng a Standard Chart
[#ACrestng a Custom Chant
[$]Formating Charts for Excel Navigating Create ™ 2010
[#)Formating Charts for PowerPort

[$]Formating Charts for Word The Create™ 2010 tab provides access 1o all avallable functions in Create™ 2010 and should be
[#]Copyng Charts to PowerPont visidie in Excel, alongside the standard Excel tabs

[S]Making Changes to Charts in PowerP - o0 oo 2010 version, ibbons replace menus and toolbars, and our Create™ 2010 tab is even

%s"""" Chints ':w“" - 9asier 10 use bacause all the featwres are in one place and grouped by Common tasks
akng Changes 1o Charts In Word

[AAchartng Took Related topics
[AFormating Excel Tobies 3
[FACopying Excel Tables to PowerPoint The Create™ 2010 Tad
[AcCopying Excel Tadles 1o Wore
[Aworkshest Tooks

[#lunrogaterng

[#]lswichng Brands

[FINavigatng Craate™ 2010 Net Help o
[AACreste™ 2010 Documentation
[#]About Presentasion Sottons

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

S G | Creme 0 Exce [ fo= 8 - o = | Pagev Glook~ "

Create™ 2010 for Excel » Navigating Create ™ 2010

@ Create v

Navigating Create™ 2010
The Create™ 2010 tab provides access 1o all available functions in Create™ 2010 and should be
wvisible in Excel, alongside the standard Excel tabs.

in the Office 2010 version, nbbons replace menus and toolbars, and our Create™ 2010 tab is even
easier fo use because all the features are in one place and grouped by common tasks

Related topics
] The Create™ 2010 Tad

Colurmns Charts on 2 Axes

Copy Subset of Data
Copyng 3 Subset of Data
Copying Charts to PowerPont
Copying Charts to Ward

Copyng Excel Tabkes 1o PowerPont
Copyng Excel Tables 1o PowerPont |
Copyng Excel Tables to PowerPont |
Copyng Excel Tabkes to PowerPont |
Copyng Excei Tabies to Word
Copying Excel Tables to Word Fuly F
Copying Excel Tables to Word Unforn
Copyng Table Dats from the Clpboar
Copyng Tsbie Data from ihe Clpbosr

?ﬂmm : f

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

Navigating Create™ 8.0 Net Help for Word

| f3 v B v v }Pagev GToosv

©) @) (contents | ) Index | ) Senrch | 7 Favorites | o7 | (|| Ly

Search for

tables @

7 Highlight search hits

Formatting Excel Tables
Copying Excel Tabies to PowerPoint as |
Copying Excei Tabies to Word Unforman)
Copying Excel Tables to Word Fully Forn|
Formatting Tabies
Copying Excel Tables o PowerPoint Full
Formatting Tabies
Copying Excel Tables to PowerPoint Unfy
Hiding Excel Error indicators in cels for 8
Format Table

Weicome to Create™ 2010 for Excel
Making Changes to Charts in PowerPoin
Copying Table Data from the Cipboard id
Copying Table Data from the Cipboard 1o
Removing Tadle Formattng

Wakng Changes to Charts in Word

Create™ 2010 for Excel > Navigaling Create™ 2010
Creat Prossciation
,,,_r_,ewa e v Solutions

Navigating Create™ 2010

The Create™ 2010 tab provides access to all available functions in Create™ 2010 and should be
visible in Excel, alongside the standard Excel tabs

In the Ofice 2010 version, nbbons replace menus and toolbars, and our Create™ 2010 tad is even
easier to use because all the features are in one place and grouped by common tasks

Related topics

_) The Create™ 2010 Tab

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, ORGs.zip

¥ Create
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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
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