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To my fellow editors.  
Because there has got to be  

an easier way.
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Preface 
There are lots of guides to using Microsoft Word, but editors need a 
guide specifically for us, by someone who knows how we work. Editors 
don’t need to sit through lessons on using mail merge or setting tab 
stops. We need a resource that gets right to the tools editors can’t live 
without; the tools that make our job easier and faster. We need to 
know about the tools that are the very reason we use Word at all. 

Not only does this book focus on the editorial tools in Word, it 
provides the context for their use and real-world examples of when 
and how editors use these tools. 

The other thing that sets this book apart are the video demos 
and links to relevant blog posts that offer a practical perspective (go 
to eiw16.com whenever you see the link icon in the margin and use 
the password xxxxxxxxxx). In the videos, the author — an editor with 
20 years’ experience — shows you how to use the tools, and where to 
find them in this particular version of Word (both Mac and Windows).  

With Editing in Word 2016, editors can learn by reading, by 
seeing, and (through the self-check exercises) by doing. This is more 
than a book; this is a self-study course. 

Dear Instructor 

As a case study in the ever-changing nature of software, you and your 
students can discuss how Word’s software has changed since this book 
was published. In fact, during the week of publication for the first 
edition, Word changed an icon then changed the icon back a few weeks 
later. With what seems like weekly updates to software, features, 
functions, and icons are constantly changing even though the version 
number doesn’t change. Getting accustomed to change and being able 
to adapt is an essential skill for anyone who uses a computer. 

Links go dead and resources go out of print, use this as a case 
study for the reality of publishing. We try to mitigate this by using a 
support website where updates can be made because republishing a 
book means creating a new edition because of ISBN rules. The website 
for this book is eiw16.com and the password for owners of this book 
is xxxxxxxxxx. Icons throughout the book prompt readers to go to the 
site for interactive content and additional resources. 

  



 

Editing in Word 2016 2 

How to Use this Book 
This is no ordinary reference book. Neither is it simply a workbook or 
even an enhanced ebook; this is a self-study course. The video demos 
and exercises are an integral part of this book. The videos show how 
the tools actually work, and how to navigate the Word environment. 
The exercises help you check your learning. 

There are integrated instructions and two sets of accompanying 
videos: one for Mac users and one for Windows. Links to videos are 
found on the support website: eiw16.com. Use the password 
xxxxxxxxxx to access the page. The videos are a feature of this 
enhanced ebook and are protected by the same copyrights. 

Additional resources are also linked from the book website. An 
icon in the margin alerts you to check the site. Links are arranged by 
page to help you find the related content. 

Instructions, figures, and videos are identified by an apple ! 
for Mac users and a window " for Windows PC users. When the two 
systems are only different in how the software’s buttons are styled, 
only the Mac video supplied. 

There are at least four ways to do anything onscreen: menu, 
ribbon, mouse, or keyboard shortcut. Windows doesn’t have menus, 
so this text only discusses them when they are necessary for Mac 
users. The demos will show you my favorite methods, which are a 
combination of ribbons and keyboard shortcuts. You may prefer 
another method, so try them all. 

Concentrate on the tools, not the editing. Remember that this 
guide is not teaching or assessing editing skills and grammar. Do not 
fret over “editing right.” You can even markup nonsense, as you will 
see the author do in the demos. The point is to practice using Word’s 
tools. 

 

System requirements 
This book was created for Microsoft Word 365 on both Mac and PC 
(Windows) in 2017 (which means version 2016). You can use another 
version if you are adept at navigating the small changes in how icons 
and dialog boxes look or are arranged. Do not use Word equivalents 
or substitutes (such as OpenOffice, Google Docs, or Pages). 
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Other uses for styles 
Styles can help your own editing, even if they are not required by the 
client for their workflow. You can use styles to automatically generate 
a table of contents, to work on the structure of a document in outline 
view, and to navigate the document using the DOCUMENT MAP pane. 
Any of those tools can be used to read all the headings at a glance, to 
check for parallel structure, and to check the organization. 

Document Map pane 
In the same area as the FIND pane, Word has a ! DOCUMENT MAP and 
a " NAVIGATION PANE (Figure 43). Open this pane by clicking the 
NAVIGATION PANE checkbox on the VIEW ribbon. In that pane, select: 

! the icon that looks like a bullet list. 

" HEADINGS. 

 

This pane is populated using styles applied to the document. 
Click any heading to be taken to that point in the document. Click any 
arrow to expand or collapse that section. 

 

Table of contents 
To insert an automatic table of contents (ToC), place the cursor where 
you want the table of contents to appear, then on the REFERENCES 
ribbon, click the TABLE OF CONTENTS icon. (If you can’t see a REFERENCES 
ribbon, refer to the instructions for customizing the ribbon and QAT.) 
Select the type of table you want. To control the number of heading 
levels included in the ToC, select CUSTOM TABLE OF CONTENTS… from the 
list and specify the number. 

The table of contents created contains hyperlinks (unless you 
selected a type that doesn’t) so you can click on any entry to be taken 
to that heading. You can also type within the ToC to add or change 

Figure 43 The Navigation pane helps you move 
around the document as well as check 
headings.  " 
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contents; use the arrow keys to navigate within the ToC rather than 
the mouse, to avoid clicking the hyperlinks.  

To update the ToC, right-click on any part of it and select 
“update field” from the menu that pops up. Word then gives you the 
option of updating all fields, or just the page numbers. If you’ve 
manually changed the ToC, you’ll want to update just the numbers. 
Otherwise, it will revert to the default ToC and drop the manual 
changes; all changes made to headings in the document will be 
reflected in the updated ToC. 

Outline view 
In addition to letting you check the organization and parallel structure 
of headings, outline view can be used to reorganize a document. To  

  

H1 

body 

H2 

H3 

H4 

body 

H3 

view 
A 

Figure 44 In Outline view, Styles are used to show the hierarchy of content, 
illustrated by the arrows labelling this figure. 
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enter outline view, click the OUTLINE icon on the left of the VIEW ribbon. 

Styles are used by Word to generate the OUTLINE view (Figure 44) — 
a great help when checking the structure of the document, as you can 
opt to see only the heads and the first line of each paragraph to check 
flow and structure. In this view, you can collapse content to see only 
top-level headings, or only content up to a certain level of heading. 
Just double-click on the plus signs to alternately collapse and expand 
content. You can also reorganize whole sections (even chapters) 
without a lot of scrolling. Click and hold a plus sign or dot to select that 
section of content and drag it wherever you want. 

It is also possible to reassign the outline level of content using 
this view. Click a section of content, then use the green arrows on the 
left of the ribbon to move content up or down in the hierarchy (but not 
up or down in the document). 

In Figure 44, note the checkboxes you can see in the ribbon. 
The one that says “Show First Line Only” will reduce the view to only 
the first line of every single “paragraph.” (That is, any chunk of text 
ending in a hard return. So the first line of each bullet point is also 
displayed in this view) This is extremely handy for checking the flow 
of paragraphs by reading only their topic sentences. 

 

*The difference for Windows users watching the demo video is that 
Outline is an icon on the Home ribbon. 

Read More: “Outline View for Editing in Word” in the April–May 2017 
issue of Copyediting Newsletter (subscription required).  

Exercise 13 !" 

Use STYLES to check structure. 

1. Insert an automated table of contents by clicking the 
TABLE OF CONTENTS icon on the REFERENCES ribbon.  

2. Add two headings, then apply a heading style to each. 
3. Turn off TRACK CHANGES, then by right-clicking on the 

table of contents, select UPDATE FIELD. 
4. Check the heading levels by looking at the outline view 

of the document. On the VIEW ribbon, click the OUTLINE 
icon. 
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Exercise 15 !" 

Insert a page break. 

1. Place the cursor in the middle of the exercise file. 
2. From the INSERT ribbon, select PAGE	 BREAK. (If the Word 

window is narrow, this icon may be in a PAGES group.) 
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Macros: An Introduction 
When people first described macros to me, I didn’t see the point of 
them because there are so many existing shortcuts that do the same 
things. Then I started hearing about much more sophisticated macros 
that could do brilliantly complicated tasks such as populating a 
stylesheet, or automatically imposing a client’s spelling and word 
choice preferences, so I delved further into macros and became a 
convert. 

This chapter leads you through three different ways of working 
macros. From there, this book points to other resources full of macros 
for editors. This chapter is designed to start editors on their journey 
with macros. From here, take the time to explore the surprising ways 
that macros can make your work easier, faster, and more consistent. 

The macros explored in this section are not infallible, but they 
have been used a lot. Also, Word updates sometimes make macros 
fail. Test them before relying on them. 

What and why are macros 
Macros are tiny programs written and run within Word (or Excel, etc.). 
Many of the menu and ribbon options actually run a macro that is part 
of the MS Word program. Running a macro is more efficient than 
performing a series of search and replace functions (for example), but 
a macro is unnecessary when keyboard shortcuts and icons already 
exist.  

You can create your own macros to do routine clean-up tasks 
such as eliminating repeated words, transposing words, flagging 
problem words throughout a manuscript, populating a style sheet, or 
anything you do more than a couple times in a year. The most effective 
macros will do a whole series of such fixes with a single click. Macros 
can really do almost anything. 

One wonderful thing that macros can do is a wildcard find and 
replace with TRACKED CHANGES on. Outside of a macro, having TRACKED 
CHANGES on usually messes up a wildcard find and replace — 
transposing elements incorrectly. 

The free ebook Macros for Editors (formerly Macros for Writers 
and Editors and Computer Tools for Editors) by Paul Beverley contains 
clear instructions for adding and using macros in the Windows 
environment and some for Mac users. Paul has also begun recording 
instructional videos on how to make the best use of his 500+ macros 
for editing. 
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About the Author 
“Watch out” is the Montgomerie family motto. It’s a good motto for an 
editor. You will recognize Adrienne as "scieditor" in social media, if not 
from her blue hair. Or maybe you know her as a columnist for 
Copyediting’s blog and magazine, and as author of the Right Angels 
and Polo Bears blog and podcast.  

She is a certified copyeditor who has been editing educational 
materials since 1998 and teaching other editors since 2012 in both 
higher ed and professional organizations. Canada's major educational 
publishers have filled her roster, so her goal is to work on the humor 
that gets excised from all those school materials. 



 

 

 
It’s a riveting tale of one woman’s 
struggle to make Word her bitch. 
It has a happy ending though. 

 

Praise for previous editions… 
I just finished the first lesson and I’ve already gotten my money’s 
worth. 

— anon 

The YouTube demos are great! 

— JB 

This class has me actually actively aerobically excited about getting 
my tech savvy up to speed. It is not easy. I would much rather think 
about commas. Really. 

— Judy Heidel 

This is an amazing class. I had no idea how much I didn’t know! 

— anon 

I know I’m in a profession I love when I’m so excited about some 
aspect of it that this is all I can talk about over pre-dinner cocktails 
with friends. (And yes, they pretended to be as excited, well, at least 
for a few minutes.) Why am I so trilled? This class! 

— Thressa Smith 
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