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Name: _________________________________ Date: ___________________  Period: ______
Software Orientation
The _____________ View tab contains _____________ for working with long documents and arranging the document into _____________ sections. 
Arranging Document Views
Creating _____________ documents enables you to work _____________ with large reports such as your research paper. 
	Creating _____________ in a long document makes it more _____________ and easy to edit.
Working with a Master and Subdocuments
The _____________ document is the main document from a Word file and is organized into smaller sections. 
	_____________ are the sections within the master document that have been separated into smaller sections.
	The subdocuments exist within the master document and as a _____________ file. 
	You can edit from your master document or work in the subdocument as a separate _____________ document. When you edit and save subdocuments independently, the master document automatically gets _____________. When you need to review the master document, all _____________ changes will _____________ in the document.
Saving the Master Document
You must save the _____________ document first _____________ creating subdocuments. 
Creating Subdocuments
A subdocument is part of the master document and separated into _____________ sections. 
	The first step is identifying the _____________ within the subdocuments. A heading style should be identified within the document first to determine the _____________ level. 
	Editing subdocuments automatically _____________ the _____________ document.
	The _____________ tab contains the Collapse and Expand subdocument buttons that correlate with the master document. 
Saving Subdocuments
The master document will be saved with the _____________.
	Word automatically creates the file name for the _____________ based on their heading _____________ and saves them as separate files.
Expanding and Collapsing Subdocuments
To view the master document with its _____________, click the _____________ subdocuments button. 
	The _____________ subdocuments button will _____________ the subdocuments. 
Promoting and Demoting Subdocuments
_____________ the levels in Word by _____________ and _____________ subdocuments just like you would in an _____________ for a research paper. 
	For instance, to demote the Level 1 heading to a Level 2, you would use the Outline Tools groups. 
Reorganizing Subdocuments
Subdocuments can be _____________ within the _____________ document.
	The order of subdocuments can be _____________ from one location to another by using the _____________ buttons on the Outlining tab or by _____________ and dropping. 
	Or you can merge _____________ subdocuments into _____________ subdocument. 
Editing an Individual Subdocument
Subdocuments can be managed in the _____________ document or you can open the document in its own _____________. 
Software Orientation
You can work more _____________ by basing many of your new documents on _____________ that Word provides—many choices are available for working with templates, as shown below.
	 Working with Templates
	A _____________ is a master document with predefined page layout, fonts, margins, and styles that is used to create new documents that will share the same basic formatting. 
	Using templates keeps you from having to _____________ documents such as interoffice memorandums, monthly _____________ that you share with employees, recordings of minutes from meetings, and more. 
	In _____________, the New command allows you to work with templates that are already installed, search for a template online, open a blank template, or create your own template. 
Working With Templates
You can choose from many different _____________ of templates, such as letters, memos, resumes, ﬂyers, forms, and more. 
	Some templates are _____________ with Word and there are more options available _____________. 
	Templates are _____________ even if you saved the document with a different file name. 
Finding Templates on the Internet
_____________ offers numerous templates online and these are also available from third-party providers, as well as other users in the community. 
	You can select from a category using the Office.com Templates section or search for a template using the _____________ bar and searching by _____________. 
	You can also use the Help feature and search for _____________ information on templates on your _____________ or _____________. You must be connected to the Internet to search for _____________ online. 

