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Documentit302,det Step 1
Microsoft Word Template Locate the application file on your computer.
This will be on the installation disk or in the zip
- file that contained the program files. The file
will be named ‘Documentit302.dot’ where 302
4 will correspond to the version number of

‘Document it’ that you are installing. Right click
on this file and select ‘Copy’ in the menu.

Open

Explore
= Search... /
= Scan with 8Vi3 Free \

Properties

Step 2

Right click on the ‘Start’ button and select ‘Explore’
- in the menu. This will open a window with a list of

the files currently stored on your computer.
- /
\

Cpen &l Users
Explare all Lisers

-
Step 3

Find the Microsoft Office Startup directory. In one of the following locations:
C:\Program Files\Microsoft Office\OFFICE9\STARTUP
C:\Program Files\Microsoft Office\OFFICEI1IO0\STARTUP
C:\Program Files\Microsoft Office\OFFICE11\STARTUP
C:\Program Files\Microsoft Office\OFFICE12\STARTUP

Depending on the version of Microsoft Office you have installed.

B STARTUP
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@ Back - .‘\_) [_% p Search @: Folders Y
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Step 4

Right click in the window you located in ‘Step 3’ and select ‘Paste’in the
menu. The file will be copied into the Microsoft Office startup directory.
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‘Document it’ FIRST RUN

PLEASE NOTE
Before running ‘Document it’ for the first time you must ensure that no other Microsoft Office
applications are running.
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When you run the ‘Document it’ application for the first time you will be prompted to enable
the ‘Document it’ macro. Check the box next to ‘Always trust macros from this publisher' and
then click ‘Enable Macros’.

Security Warning @

"Di\Document it Files) Document It v3.0.2"

S cilann -
_Detais. £
Morthumbria Learning =

Macros may contain viruses, It is usually safe to disable macros, but if the
macros are legitimate, yvou might lose some Functionality.

5 . o

[] always trust macros From this publisher.

i Disable Macros ‘l[ Enable Macros ][ Mare Info I
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CHECKING YOUR INSTALL

After installing ‘Document it’and launching ‘Microsoft® Office Word'’ you should see that an ‘Ink Pot’
icon has been added to the toolbar. To start‘Document it’ click this icon.

If you do not see the ‘Ink Pot’ after following the steps in the ‘Manual Installation’ instructions follow
the following steps.
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Step 1

w  Insert  Format | Tools | Table ‘Window  Help

h;‘l] | = l-‘l | ? Language RN

Lkl 4 Track Changes  Ctri4-Shift+E

Click the ‘Tools’ menu in ‘Microsoft Word’ and then
select ‘Templates and Add-ins’ from the menu.

Templates and Add-Ins. .. L

S |

— P |

E Plan Rouke in MapPoink

&

/
Templates and Add-ins Ste p 2

Templates | wML Schema || ¥ML Expansion Packs || Linked C355 | Check the box beside the entry for
‘Document it’and click ‘OK’.

Diocurment termplate

|Nurmal | Attach... /

[] automatically update document styles

attach ko all new e-mail messages

‘Document it’ Ink Pot icon.

Global kemplates and add-ins
Checked items are currently loaded,

Diocurnent ik 3.0, 2 (skandard), dok
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‘Document it’ MAIN SCREEN

Document it for Word & Northumbria Learning

£ § &
Manage citation list:  select or add an entry ta the ctation kst bekow

Help

"5 New...
a & Delete

” ” G Meroe

* denotes used as a referance Active Document: Usar Guide. doc

'.*meru! Trsert Biblography ‘ mmmw‘ Close |

(1) Your citation list will be shown in this window.

(2) Click this button to create a new citation.

(3) Click here to delete a previously entered citation.

(4) Clicking this button allows you to edit a citation that you have previously entered.
(5) Click this button to insert a selected citation into your Word document.

(6) This button allows you to merge/import citations from another document.

(7) Learn more launches online help and support.

(8) Insert a‘Bibliography’into your document by clicking this button.

(9) This button will insert a‘Reference List’into your document.
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ADDING A CITATION

/Step 1 ) ~
Step 2

Depending upon which citation
type you choose, different input
areas of the ‘Add Citation’ window
will become active

Use the drop down menu to select the type of reference you want
to add. By default ‘Document it’ displays eight common citation
types. If the type you want isn't listed you can extend the list of
available types by selecting a checkbox. For example here we
have selected 'Media’ citation types.
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30 I
g e - = o
Edtorts) — cumame Initial(s) b /
20 . |
Citation Infor mation //
ear of Publication Publesher
bl Hslg,
Tithe of Publication Edlition
Hlg:
=
B b Canced
J | |
N /| \ O\ |\ Y
\ /j N\
— p p
0 view the whole FAQ Step 3 Step 4

area click ‘Learn More’

Here you will also have
access to the support
area with a discussion
forum and help guides
for'Document it’ users.

REFERENCING MADE EASY

If you are unsure what to put in the
boxes, click on the blue link and you
will be taken to a frequently asked
questions (FAQ) and support area
where you will find the relevant

guidance and examples.
/

Once have entered all of the relevant
information into the various boxes
and click on ‘Add to list. Your
citation will then appear in the

‘Document it’ list. /
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EDITING/DELETING CITATIONS

Step 1

Select the citation you want to edit from the list.

)

Manage citation list:

Extenuating Circu. .

4| |
* denotes usad as a referance

sebeck or add an entry bo the dhation kst belove

= (Hurray, 2007)

£ 5 &
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Step 2 - Deleting
-

Click ‘Delete’ to remove the citation.

Step 2 - Editing

:

Click ‘Edit’to update the entries in the citation.
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INSERT AN ‘IN-TEXT’ REFERENCE

4 N\
Step 1
Place your cursor where you want your reference to appear.
My Great Essay
My tutor asked me to write this report. My tutor said | should use in-text
references like this one.
. /
4 N\
- : m— Step 2
Document it for Word & Northumbria Learning
Click on the ‘Document it’
tool and select the citation
you want to edit from the list.
Extenuating Circu.. - (Hurray, 2007) ﬁm
a Delete
jj Edt
@Inwt <—/IStep 3
T e \ - -
" I o G Meroe \K(leck the insert button.
* denotes usad as a referance Auckive Dooument: User Guide. doc
.}Launma! | Irsert Bbbography | Irsert Reference List | Close |

-

Insert Reference

Click on this link to get help on the \

fN

reference types available.

R#ur\encs Type

Insert a reference;

In Text = Author (Dabe) |

—

(X

Step 4 s

Click the ‘In Text' reference type
you want to insert.

Endnate

REFERENCING MADE EASY
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MANUALLY ADDING A REFERENCE

4 )
Step 1 Step 2
Select a citation for editing as before. Now click the ‘Edit’ button.
-
\ [
4 )
£ 5
Man jge citation list:  select or add an entry to the chation st below
Help
a Delete
ﬁj Edt
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Edit Citation
G Edit citation type: =l
Book
Austhor(s)
Sumame Initial{z} Surna Initialfz)
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Step 3

Check this checkbox to include a citation in the reference list,
clear the checkbox to include the citation in the bibliography.

Document it




MERGING / IMPORTING CITATIONS (Part1)
Step 1 Step 2
Click on‘Merge’ Click on the ‘Upload’ button.
\ \
4 _ 4 )
(] uptoad
ﬁjm
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Active Doument: User Guide. doc ij e
I Irsert Reference List | Close: |
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Brows 3
Locki: | [ Deshtop v @ 3@ X Ch B ook~
D [Fmeem
e gmw““m Step 3
@ Eﬂ‘;m | Select the file you wish
to‘Import’ into your
current document..
2,
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. fhr Btk .:&::m word (- ) :: \KC“CK Ok’to contlnue
- /

Document_ﬁ)




MERGING / IMPORTING CITATIONS (Part2)

[ Follow the steps in‘Part 1'to select a file that you wish to import into your current document. )

Importing a single citation into your document
Select the citation you want to add and click the ‘Add’ button.

J

st select an entry to merge From the reference kst below

(ARRRAAR . 2007)

{Abby, 2007)

{Boh , 2007}

{Boormamn, 2000F)

(et The Acts of 2007)
{Get Them OJut of Herel
{Council of The EU, 20
{Great Britain. Depart:
{dohnson et al,., 2006})
{Johnzon, 2006)

The Fiche Library

Fig Tape Issues
A Hoby Tale

et The Acts of 2..
Get Them Out of H..
Council of The EU
Depavtment of Hea..
HMoby - The Whale
BSc Computing

JLmanr | / / .::.:.si |

N /| \_

Click‘Close’ once
you have imported
the citations you
need to add.
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Importing all citations into your document
To add all of the citations from the merge list click the ‘Add All’' button.




