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Backing up
Eventually most computers will ‘crash’ (i.e. the computer will 
freeze and cease to function, either because of an internal 
problem or because of a power failure). If this happens when 
you have not taken appropriate backup precautions (i.e. you 
have not recently saved your work), you can lose hours, days 
or even months of work! Therefore, it is important that you 
backup properly. It does not take long and can save a lot of 
frustration! MS Word provides an emergency backup feature 
that will save a copy of your current file if the power fails, and 
let you recover that work when power returns. However, this 
will not work if your computer malfunctions because of an 
internal failure — all will be lost! 

Note that last-minute computer or printer problems are not 
an acceptable excuse for late assignment hand-in or for an 

http://www.lboro.ac.uk/services/it/student/storageandsharing/
http://www.lboro.ac.uk/services/it/student/storageandsharing/
http://www.lboro.ac.uk/it/student/software/office2016/
http://www.lboro.ac.uk/it/student/software/office2016/
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the formatting any number of times – until you push the ‘Esc’ 
button on your keyboard to stop this feature.

Automatic numbering

Automatic numbering of sections and sub-sections when 
using heading styles has already been mentioned. It is also a 
useful feature for numbered lists. You can define the starting 
number and, if you wish, assign a prefix letter to the number. 
Numbering is accessed via the ‘Paragraph’ menu on the ‘Home’ 
tab or via the menu that appears when you right click on the 
mouse.

Automatic lists

Most word processing software allows you to automatically 
insert a list of contents near the start of your report. This 
option lists, in the right hierarchy, any section headings in 
your report that have been formatted with the appropriate 
heading style(s). This contents list will automatically show the 
page numbers. Holding the ‘Ctrl’ button down on the keyboard 
and clicking the mouse button whist the cursor is above the 
page number in the list automatically takes you to the relevant 
section.

Other lists such as a list of figures or list of tables can also 
be generated as long as the title to the figures (or tables) 
is given a unique style or you add the text using the ‘Insert 
Caption’ feature. You can automatically produce a list of 
references using the ‘Citation and Bibliography’ menus found 
under the ‘References’ tab. This bases the references on 
details of documents that you have already entered into a 
personal ‘master list’ of sources held on your computer. See 
References, on page 5 for more details about this.

The ‘Table of Contents’ and ‘Table of Figures’ are available from 
the ‘References’ tab. 

You may need to update such lists, after introducing changes and 
before you print the final copy of your report by right clicking on 
your mouse in the list and then choosing the relevant option from 
the menu that appears.

Searching and global edits

Word processor packages also have an edit feature, which 
allows you to search for and, if necessary, replace any 
particular group of letters or words. This means that when 
writing a report you can use an abbreviation and later replace 
it with one or more words. Alternatively, if you misspell 
anything, say an author’s name or date of publication, you can 
use the global edit feature to find and replace every time that 
it is incorrectly typed (See ‘Find’, and ‘Replace’ on the ‘Editing’ 
menu of the ‘Home’ tab).

Alphabetic listing

If you enter your list of references as rows in a table, you 
can sort them alphabetically by using the ‘AZ’ feature in the 
‘Paragraph’ menu of the ‘Home’ tab. 

Keeping titles together with text

Most word processing software allows you to link titles and 
text together, so that you do not have titles appearing at the 
bottom of one page, which refer to text at the top of the next 
page. Likewise, lines of text can be kept together on one page, 
rather than having just one or two lines on one page and most 
of the rest of the text on another page. Access this feature via 
the ‘Line and Page Breaks’ tab in the ‘Paragraph’ menu under 
the ‘Home’ tab.

Multiple windows and split screen

You can have two (or more) documents open at the same time 
on one screen. You can then choose to copy or move text from 
one document to the other. You can also split your screen, so 
one part of a single document appears at the top and another 
part at the bottom (or they can be shown side by side). Access 
these features via the ‘Windows’ menu under the ‘View’ tab.

Compare

With the ‘Compare’ feature you can highlight differences 
between two versions of a document. You can even scroll 
through two documents simultaneously with the documents 
side by side. Access this feature via the ‘Compare’ menu under 
the ‘Review’ tab.

Cross-referencing

If you wish to cross-reference in one section of your report to 
text in another section of the report then you can make a ‘live 
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charts, bar graphs etc.) or even tailor-made letters/forms 
such as invoices. Because the calculations are so fast, once 
an appropriate spreadsheet is prepared it is very useful for 
exploring the effect of a change in one or more variables that 
is finding the answer to ‘What if …?’ situations. This makes 
it useful for sensitivity analysis, i.e. checking the effect of a 
change in an assumed variable, such as the foreign exchange 
rate, on, say, the total cost of a proposed project. Excel also 
includes a drawing package and allows links to animation 
using ‘.gif’ images.

Some students start studying with WEDC never having used 
a spreadsheet programme such as Excel. If you are in this 
position, we recommend that you put aside time to learn at 
least the basics of Excel because it is likely to be useful now 
and in your future professional life. While studying with WEDC 
you may find Excel useful to check some of the calculations 
you will need to carry out for your assignment coursework. 

Towards the end of an MSc course, during the Research 
Dissertation module, use of a spreadsheet may be essential to 
help you analyse the data collected. Even if you do not use it 
for calculations, you may wish to use it for presenting results 
in various graphical formats that are automatically generated 
by Excel.

This section refers to features found on Microsoft Excel 2010. 
In places, direction to specific Excel 2010 menus is made using 
text in italics. 

Some of the features of Excel
Calculations
You can do virtually any calculation in Excel. However, you 
need to be careful about the order in which you input a 
mathematical equation. Excel guides will tell you about 
this. You will often need to use brackets to keep parts of the 
formula together or the calculation it carries out will not be 
the one you expect! (e.g. (2+4)*3 = 18 whereas 2+4*3 = 14). 
Always do a manual check on one of the answers generated by 
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“ I’ve come to appreciate the social, technological, 
economical, institutional, environmental and political 
dynamics involved in the provision of sustainable WASH 
facilities and services in low- and middle-income 
countries. Professionally, I am a more disciplined 
person with a better sense of time management and 
self-control. Due to my enhanced capacity in the WASH 
sector, my career growth has been steady over the last 
three years from a Water and Sanitation Engineer to a 
Project Manager and now currently a Senior Programme 
Coordinator. I am optimistic that more is yet to come.” 

“It is, and has been, of significant value to my current 
position to say the least and has turned out to be an 
extremely interesting course so far. I feel that I have 
greatly increased my understanding of some fundamental 
issues relating to management in a development country 
context as well as boosting my personal confidence. This 
is paying dividends in my work and in people’s opinion and 
confidence in me!“

“The distance learning modules undertaken so far have 
been very useful and I have applied a lot of the knowledge 
to my work.”
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