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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 

 
 

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. 

 

 

Menu file is different in Word 2007 and Word 2010. 

Appearance of file menu in Word 2007: 

 

 

Appearance of file menu in Word 2010: 

 

Menu PLIK  
w Word 2010 

Menu PLIK  
w Word 2007 
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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): 

1. Click FILE menu 
2. Choose INFORMATION 
3. Click: PROPERTIES 
4. Choose: ADVANCED PROPERTIES 

 

Word 2007: 

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

In PROPERTIES window you should in turn: 

1. Choose  SUMMARY 
2. Choose TITLE textbox, and then enter publication title 
3. Choose KEYWORDS textbox, and then enter new keywords separated by a comma 
4. Approve changes clicking OK 
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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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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 Wrocław University of Economics). 
3. E-mail address should be written (for example jan.kowalski@ue.wroc.pl), leaving e-mail word. 
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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. 
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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.  
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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. 
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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.  

 

 

 

 

 

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.  
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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 — π.  

 

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.   
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Required  
style : WZÓR (UE) 

DESINGNING 
bookmark 
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