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Using Smart Navigation Browsing in Word

You probably know that the up and down double arrows at the bottom of the vertical scroll
bar will page up and down in a document. But did you know that you can modify the ar-
rows to change your browse functions? You can set the arrows to browse by headings,
graphics, comments, footnotes, endnotes and a variety of other settings. This guide will

show you how you can modify

the browse function in Word 2007, allowing you to search

more efficiently within a Word document.

1.) My first step is to open up
a Word document. The dou-
ble-arrow buttons are at the
bottom of the vertical scroll
bar on the bottom right of the
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Types of Assessments

Informal Assessments — appraisal by casual observation or by other non-standardized
procedures. Informal assessments are critical in a well-rounded service plan, as they
can be developed or selected to track progress on highly individual job seeker goals in
ways that standardized assessments may not. Informal assessments are not data

document.

2.) You can see in this close-
up that there is a small dot

; loyment specialists, we afe (%
continually assessing our customers' needs to find out the resources an

can benefit them, through face-to-face interviews, open communication and fOIlOW—Up.
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icon between the double-
arrow buttons. This dot icon is
called the "Select Browse Ob-
ject" button. This is the button
that will allow me to change
the functions of the double-
arrow buttons.

3.) | double-click on the small
dot icon to reveal a table with
12 icons. These icons re-
present the different browse
functions that | can switch to,
as shown in the table below
(Note: Browse by Page is the
default setting):

iven. As empioys pecialists, we are
b find out the resources and service :

PWS, open communication and follow-up.
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Go To Find Edits heading Graphic Table




4.) | can select the browse
function | desire by single-
clicking on its icon. Notice that
the double-arrows change
color from black to blue ==
when | select any browse
function other than the de-
fault, which is "Browse by
Page."

s employment specialists, we are
it the resources and services that
2n communication and follow-up.

it the resources and services that
>n communication and follow-up.
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5.) I've chosen “Browse by
Graphic”. Notice that when |
place my cursor on the down
double-arrow, a pop-up con-
firms the browsing searc
criterion I've chosen.

appraisal by casual observation or by other non-standardizec"ff
ssments are critical in a well-rounded service plan, as they

ted to track progress on highly individual job seeker goals in
sessments may not Informal assessments are not data

6.) Now, when | click on that
double arrow, the text moves
to the next graphic below my
previous starting point, and
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the cursor changes to a text
insertion point, immediately
before the graphic.
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0 KeyTrain‘]— www.keytrain.com

Practice browsing your Word
document with the double-
arrows set to different browser

KeyTrain is based on the Workkeys® Assessment System developed by American
College Testlng (ACT) and the National Career Readiness Certificate (NCRC). The
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functions to get a feel for the time that can be saved when

searching for information with the use of this method.
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