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1. Introduction

Instruction refers to editing a document in MS Word 2007 and MS Word 2010 programs.

Below a program ribbon with bookmarks

AaBbCcl AaBbCeDdl|| AaBbCeDdl| AaBbCc| 4aB5CeDdE| AaBbCcDdl
T Autor (UE) | T Autor:af... | T Autorze-.. Tlegenda... T literatur.. T Motto (.. | TMotto:a... Zmiert

AsBbCcDdl

If there is an instruction in a text to choose Home bookmark, click Home on the ribbon. Respectively it is applied for
Insert, Page layout etc. bookmarks.
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Menu file is different in Word 2007 and Word 2010.

Appearance of file menu in Word 2007:
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Appearance of file menu in Word 2010:
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2. Change of publication title

Title of publication is automatically downloaded from document properties. In order to change these attributes you
should:

Word 2010 (below screenshot):

Click FILE menu

Choose INFORMATION

Click: PROPERTIES

Choose: ADVANCED PROPERTIES

pPONDE

Word 2007:

Click FILE menu
Choose PREPARE
Click: PROPOERTIES
Enter: title and keyword
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2.1. Advanced properties of a document

In PROPERTIES window you should in turn;

Choose SUMMARY

Choose TITLE textbox, and then enter publication title

Choose KEYWORDS textbox, and then enter new keywords separated by a comma
Approve changes clicking OK

A

/|
Whaiciwoéci: Szablon2014.dbc ) .
| Podsumowarie” | Statystyka | Zawartosé | Niestandardowe | /
/

Tytut: ‘Tytut pobierany automatycznie z wiasciwosd dokd

Temat: | |

Autor: | Adam Przebisnieg |

Menedzer: | |

Eirma: | Uniwersytet Ekonomiczny we Wrockawiu | .

kategoria: | |

Stowa kluczowe: |Sh::wa kuczowe, pobierane, z wlasdwosd dokumé

Komentarze:

Baza hipertacza: |

Szablon: WIUE_temp_BI_2.02.dotx

Zapisz miniatury dla wszystkich dokumentaw progra
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2.3. Textboxes updating to view changes

To update one textbox, for example TITLE, click the textbox and then press F9.

In order to update all textboxes in a document, press ALT + A keys (to highlight the whole document)
and then press F9.

CAUTION!

Textboxes in headings and footers have to be updated separately. The above mentioned can be used only with the

reference to the main contents.

To update textboxes in a heading, click two times the left button of a mouse inside the heading. The heading should be
highlighted as shown in the picture below, and the contents should be overshadowed. Then press ALT + A keys (to

highlight) and next F9 (to update). The update should be present the earlier changes.

To finish heading editing, click the document contents twice outside the heading.
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Basic text without indentation. First paragraph is a basic text without indentation.
First paragraph is a basic text without indentation. First paragraph is a basic text
without indentation. First paragraph is a basic text without indentation. First para-
graph is a basic text without indentation. First paragraph is a basic text without in-
dentation. First paragraph is a basic text without indentation. First paragraph is a
basic text without indentation. First paragraph is a basic text without indentation.
First paragraph is a basic text without indentation. First paragraph is a basic text
without indentation. First paragraph is a basic text without indentation. First para-
graph is a basic text without indentation.

Basic text with indentation. Next paragraph is a basic text with indentation. Next
paragraph is a basic text with indentation. Next paragraph is a basic text with inden-
tation. Next paragraph is a basic text with indentation. Next paragraph is a basic text
with indentation. Next paragraph is a basic text with indentation. Next paragraph is a
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3. Editing author’s data, affiliation and e-mail address

CAUTION!
THESE DATA ARE ENTERED ONLY IN A VERSION AFTER A REVIEW — REVIEWERS DO NOT KNOW
THE IDENTITY OF AUTHORS OF ARTICLES.

The data of (an) author/s, affiliation and an e-mail address should be written in a place where sample data are given in
the template:

1. Jan Kowalski should be replaced by the first name and a family name of an author.

2. Affiliation should be written (for example Wroctaw University of Economics).
3. E-mail address should be written (for example jan.kowalski@ue.wroc.pl), leaving e-mail word.

Czcionka Fl Akapit P Style

o1 o1 - ig 1 -2 -1 3 -1 41 51 & 1 7 1 -8 - 8§ 1 i 1 il 121 - b - iae i
| T T T T T T T T T

PRACE NAUTKOWE UNIWERSYTETU EKONOMICZNEGO WE WROCLAWIU
RESEARCH PAPERS OF WROCEAW UNIVERSITY OF ECONOMICS nr XXX - 2014

1

ISSN 1

[ee]
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o
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-3192

Jan Kowalski it can be given in a file submitted after a review
Author’s affiliation]|
e-mail: jan kowalski@ue wrog.pl 2

TITLE AUTOMATICA 3 A\KEN FROM DOCUMENT
PROPERTY!

Summary: A separate text which purpose when it is read in isolation from the rest of the
work is to inform about its content. It should include such elements as formulation of re-
search objective, identification of study object, essence of used method, the most important
results and conclusions. A separate text which purpose when it is read in isolation from the
rest of the work is to inform about its content. It should include such elements as formula-
tion of research objective, identification of study object, essence of used method, the most
important results and conclusions. A separate text which purpose when it is read in isolation
from the rest of the work is to inform about its content. It should include such elements as
formulation of research objective, identification of study object, essence of used method, the
most important results and conclusions. A separate text which purpose when it is read in iso-

fad 4 1 1 1



mailto:jan.kowalski@ue.wroc.pl

3.1. Removing unnecessary textboxes: author, affiliation, e-mail address

To remove unnecessary textboxes from a document, highlight them, and next press DEL key.

The pictures below show how to use this method.

PRACE NAUKOWE UNIWERSYTETU EKONOMICZNEGO WE WROCLAWIU
RESEARCH PAPERS OF WROCEAW UNIVERSITY OF ECONOMICS nr XXX - 2014

ISSN 1899-3152
D) [T E‘g;fx;\er
BEFORIE

Jan Kowalski

Uniwersytet Ekonomiczny we Wroclawiu
e-mail: jan kowalski@ue wroc_pl

Hans Menschner, Jan Franke

Universitat Kassel Germany
e-mail: {menschner. franke} @uni-kassel.de

TITLE AUTOMATICALLY TAKEN FROM DOCUMENT
PROPERTY!

Summary: A separate text which purpose when it is read in isolation from the rest of the
work is to inform about its content. It should include such elements as formulation of re-

PRACE NAUKOWE UNIWERSYTETU EKONOMICZNEGO WE WROCEAWIU
RESEARCH PAPERS OF WROCEAW UNIVERSITY OF ECONOMICS nr XXX - 2014

ISSN 1899-3192
AFTER
L\ SN

Jan Kowalski |

Uniwersytet Ekonomiczny we Wroclawiu
e-mail: jan kowalski@ue wroc.pl

TITLE AUTOMATICALLY TAKEN FROM DOCUMENT
PROPERTY!

Summary: A separate text which purpose when it is read in isolation from the rest of the

warl do ta infarmn ahant it rantant T chanld dnnalnda eneh alamante ae farmmnlatinn afra




3.2. Adding extra textboxes: author, affiliation, e-mail address

To add more authors move mouse arrow at the end of the line (just after e-mail address), and then click enter. Mouse
arrow should be in the right place and formatting should be retained. Write down the first name and a family name,

affiliation and an e-mail address.

PRACE NAUKOWE UNIWERSYTETU EKONOMICZNEGO WE WROCEAWIU
RESEARCH PAPERS OF WROCEAW UNIVERSITY OF ECONOMICS nr XXX - 2014

BEFORE

ISSN 1
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Jan Kowalski |

Uniwersytet Ekonomiczny we Wroctawiu
e-mail: jan kowalski@ue wroc.pl

TITLE AUTOMATICALLY TAKEN FROM DOCUMENT
PROPERTY!

Summary: A separate text which purpose when it is read in isolation from the rest of the

wrnrls o ta infaron ahont ite nantant Tt chanld dnnlnda enah alamante ac farsanlatinn af ra

PRACE NAUKOWE UNIWERSYTETU EKONOMICZNEGO WE WROCEAWIU
RESEARCH PAPERS OF WROCEAW UNIVERSITY OF ECONOMICS nr XXX - 2014
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Jan Kowalski

Uniwersytet Ekonomiczny we Wrocltawiu
e-mail: jan kowalski(@ue wroc_pl

Hans Menschner, Jan Franke

Universitat Kassel Germany
e-mail: {menschner. franke}@uni-kassel de

TITLE AUTOMATICALLY TAKEN FROM DOCUMENT
PROPERTY!

Summary: A separate text which purpose when it is read in isolation from the rest of the
work is to inform about its content. It should include such elements as formulation of re-




4. Summary and motto

To write down a summary of the work, highlight the whole summary as shown below, and then start writing.

If an author wants to place a motto, it should be written in a place of a sample text. Otherwise a sample text has to be
deleted.

«tad strony Odwotania Korespondencja Recenzja Widok
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A A Aar B 24 T AaBbCcl ABLCDE AsBECDI ABLCDAE AaBbCe AaBbCel
. X a7 . A - Q' i T Autor (UE) T Autor:af.. TAutor:e-.. Tlegenda.. T Lliteratur.. T Motto

nka ) u Style

TITLE AUTOMATICALLY TAKEN FROM DOCUMENT
PROPERTY!

Summary: A separate text which purpose when 1t 1s read in 1solation from the rest of the
work 1s to inform about 1ts content. It should include such elements as formulation of re-
search objective, identification of study object, essence of used method, the most important
results and conclusions. A separate text which purpose when it is read in isolation from the
rest of the work is to inform about its content. It should include such elements as formula-
tion of research objective, idenfification of study object, essence of used method, the most
important results and conclusions. A separate text which purpose when it is read in isolation
from the rest of the work is fo inform about its content. It should include such elements as
formulation of research objective, 1dentification of study object, essence of used method, the
most important results and conclusions. A separate text which purpose when it is read in iso-
lation from the rest of the work is to inform about its content. It should include such ele-
ments as formulation of research objective, identification of study object, essence of used
method, the most important results and conclusions. A separate text which purpose when it
1s read 1n 1solation from the rest of the work 1s to inform about 1ts content. It should include
such elements as formulation of research objective, identification of study object, essence of
used method, the most important results and conclusions.

Keywords: keyword, keyword, keyword automatically taken from document property.

Motio, motio, motio limited by a
mumber of chavacters on a line of text

Motto of an author




5. Basic for text formatting

Given styles of formatting are used in the template. To see them, call up STYLE box. In order to do it, use the
combination of CTRL+ALT+S keys. It is the easiest method. You will have a box with set formatting styles then.

Wyczyst wszystko
Autor (UE)
Autor::afiliaca (UE)
Autor:ye-mail (LUE)
Legenda,Legenda (UE)
Literatura (LE)

Matto (UE)
Motto::autor (LE)
Magiéwek 1. {LIE)
Magtdwek 1.1. (LUE)
Mormalny (UE)
Rysunek (LE)
Separator przypisu dolnego
Stowa kuczowe PL (UE)
Streszczenie EM (LE)

Streszczenie PL (LUE)

Tabela (LE)

Tekst podst. {LE)

Tekst podst. ;swdety (UE)
Tytut ghdwny (UE)

Tytut ghdwny EM (UE)

Whyliczenie numerowane (UE)

Whyliczenie punktowane (UE)
Wazdr (UE)

Zradho (LE)

Tekst obcojezyczny (LE)
Tekst wyrdzniony B (UE)
Tekst wyrdzniony I (UE)
Tekst wyrdiniony R (LIE)
Tekst wyrdzniony LU (LIE)

Pokaz podglad
Wytacz style potgczone

L I B B B N I R ) R I I B O P O R I R R P

All the styles which can be used to format an article can
be seen in the box on the left.

All of them have been already prepared in such a way to
make writing an article easier.

An example of using them can be writing a summary of
work. A text should be saved, then highlighted and a style
from the list ought to be chosen. In this case the style is
called SUMMARY.

Styles have been named in a way to facilitate their
unequivocal selection.

It is worth becoming acquainted with available styles
before starting work and thanks to it the next stages of
creating an article will be much easier.

10



6. Equation insertion

To insert equation, click Insert bookmark on the ribbon and then choose Equation. It is enough to click the symbol of
pi number — .

E 4 % Wiersz podpisu =
- 5, Data i godzina
Szybkie WordArt 5 Rownanie Symbol
owe  czesdi z| - -

| symbole |
-
oméwiono zaréwno zwiazek miedzy fimkcja dyskontuyjaca a cena obligacji zeroku-
ponowej. jaki modele natychmiastowej stopy procentowej okreslonej za pomoca
ceny obligagji zerckuponowsej, estymacje ich parametrow, atakze® zastosowanie do
klasycznych ubezpieczen zyciowych.
Tekst podstawowy z akapitem. W artykule przedstawicna jest zmmiana klasveame-
go podejicia do stopy procentowej poprzez zastosowanie funkeji dyskontowania.
ktéra zalesw od c7asu_iednalk nieiest lnsawa W celn zanre ia modeli tei

Designing bookmark with a set of symbols and an appropriate structure will open. It should be remembered to use an
appropriate style. A name of style is MODEL. Now you can begin to write down a model.

The figure below shows the appearance of Designing bookmark.

Narzedzia rownarn

yoe* ux L5 rswe g jmo A 3]

Utamek Indeks Pierwiastek Catka Duzy  Mawias Funkga Akcent Granicai Operator Macierz
- - - - operatorr - - logaytm- -

in English. This is summary in
English. This is summary in English. This is summary in English. This is summary
in English. This is summary in English
Kev words: key word 1, key word 2, key word 3, key word 4, key word 3.

m

Nermalny (UE)

Rysunek (UE)

Separator przypisu dolnego
Slowa kluczowe PL (UE)
Streszczenie EN (UE)
Streszczenie PL (UE)

Tabela (UE)

Tekst podst. {UE)

Tekst podst. ::wdety (UE)
Tytut giéwny (UE)

Tytut giéwny EN (UE)
Wliczenie numerowane (UE)
Wyliczenie punktowane (UE)
Wizar (UE)

Zrédio (UE)

Domysina czcionka akapitu
Tekst obcojezycany (UE)
Tekst wyrdzniony B (UE)
Tekst wyrdzniony 1 (UE)
Tekst wyrdzniony R (UE)

b ‘Whpisz tutaj rownanie. |

/

mmmmmJiﬁﬂﬂﬁﬁﬂﬁﬁdﬁﬂﬁ|
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