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keyboard shortcuts 15
for bolding text 15
for closing documents 19
help with 15
for saving documents 17
for underlining text 15
keys 8
KeyTips 16

L
labels 193
creating 193
detailed information on 194
entire sheet of 196
formatting 195
merging 193
organizing 196
previewing 196
single 193
Language/Hyphenation
command 102
Language/Thesaurus
command 61
layout, changing for document
section 84
layout, changing page 104
left-aligning text 23
legends, chart 173
letterhead
creating with WordArt 151
tables as 127
line breaks 82
Line Spacing button 37
Line Style box 124
Line Weight box 124
line wrapping. See text wrapping
lines
drawing 81, 156
drawing in tables 124
formatting 157
keeping together 98
spacing, changing 91
of text, selecting 10
Link To Previous button 100
linking
data 175
objects 150
pasting and 175
text boxes 166
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lists
bulleted 86, 94
converting text to 86
ending 87
numbered 86
tabular 114-115
live preview 13

M
magnification, changing 14
mail merge 176, 178
address books and 183
codes 178
codes, displaying 184
conditional statements 189
controlling 188
designating main
document 180
directories 197
editing data 192
envelopes 197
fields, formatting 185
fields, inserting 184
fields, placeholders for 184
fields, turning on/off 184
filtering records 187
labels 193
main document creation 180
merging documents 186
previewing 192
return address 197
uses for 179
viewing results of 192
mailing labels
entire sheet of 196
single 193
main documents 178
completing 184
creating 180
designating 180
inserting conditional
statements 190
merging with data sources 186
margins, setting 104
Margins button 104
Mark Citations dialog box 133
Mark Index Entry dialog box 135
marking citations 133

INDEX

marking index entries 134

with concordance files 135
master documents 52
masthead, creating with

WordArt 154

maximizing, windows 29
menus, commands on shortcut 15
merge. See mail merge
Merge Cells button 122
merging

documents 66

documents, multiple

versions 65

table cells 122
Microsoft Graph 169
Microsoft Office Excel. See Excel
Microsoft Office web site 32
Microsoft Office Word. See Word
Minimize button 5
minimizing Ribbon 12
Mini toolbar 8

hiding 21

turning off 8
misspellings, correcting 58
mistakes, correcting 6
Modify Style dialog box,

automatic updates 92

mouse, operation of 4
Move Down button 51
Move Up button 51
moving

dialog boxes 11, 56

to end of document 75

headings 51

Quick Access toolbar 12

text 24, 45

WordArt objects 155
moving around in tables 119
multiple items, selecting 10
multiple pages 97

naming
documents 18
styles 91
navigating tables 119
navigation keys 8
New command 146
New Comment button 68
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new documents
creating 16
creating from existing 18
newspaper columns 84
Next button (revisions) 64
Next Find/GoTo button 54, 56
Next Section button 100
non-printing characters, turning
on/off 28
Normal style 88
Normal template 72, 88
numbered lists 86-87
Numbering button 86, 87
numbers, decimal-aligning in
tables 123

o
Object button 175
objects 150
aligning 165
editing 152
embedding/linking 150
formatting 152
inline, vs. floating 150
linking 150
moving 153
pasting 150
sizing 152, 155
wrapping text around 154
Office button 5, 10
Office Clipboard 24, 25
displaying task pane 25
Office menu 11
Office on the Web command 32
Office Online web site 76
100% button 15
One Page button 165
opening
documents 19, 75
recently used documents 11
organizing,
labels 196
[documents with outlining 44 |
orientation of pages, changing 107
orphans 98
Outline button 48
Outline view 47, 53
Outline View button 53
outlined font 82
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outlines 44
collapsing 49, 51
expanding 49, 50, 51
headings, deleting 51
headings, demoting 51
headings, moving 51
text, adding 51

Outlining toolbar 48

P
page
borders 158
breaks, inserting 97, 133
layout, changing 104
numbers 97, 101
orientation, changing 107
painting formats 83
Paragraph dialog box
keeping lines together 98
tab stop settings 116
widow/orphan control 98
paragraph formats 20
paragraph marks 75
paragraphs
aligning 22,92
borders 81
formatting 22, 25, 90, 92, 115
indenting 90, 115, 116
indent markers 115
left-aligning 23
right-aligning 23
selecting 10
shading 81, 83
space before, formatting 92
styles 89
passwords 145
assigning to documents 31
Paste button 24, 25, 75, 165
Paste Options button 25
pasting
functions 126
linking and 175
multiple items 25
objects 150
smart cut and paste 25
text 24, 25,75
personalizing
edits and comments 63
form letters 189

207

wizard-based documents 79
workspace 27
pictures. See graphics
placeholders, merge fields 184
pointer. See mouse, operation of
popup menus. See shortcut menus,
commands on
Position button 165, 168
positioning graphics 164
predefined styles 88
Preview Results button 184
previewing
documents, before printing 103
labels 196
mail merges 192
templates 72
Previous Find/GoTo button 54
Previous Record button 192
Print button 147
Print dialog box
printer properties 107
switching printers 106
Print Layout button 53
Print Preview 103
printers
properties, changing 107
switching 106
printers, selecting 106
printing
collating when 107
documents 106
forms 147
merged envelopes 199
options 107
page numbers 101
previewing before 103
setting up for 106
single envelope/label 193
Promote button 49
promoting headings 47
proofreading 59
Properties button 139
Protect Document button 144
protecting
documents 62, 145
forms 144
publishing documents on the web
107
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Q

queries, wildcards in. See wildcard
characters
question mark wildcard.
See wildcard characters
Quick Access toolbar 5,12
adding buttons 12
moving 12
Quick Launch toolbar 7
Quick Parts 36
Building Block Organizer 43
creating 40
inserting 41
renaming 44
quick printing 106
quitting Word 33

recently used documents 19
Recolor button 167
records in data sources 179
filtering 187
sorting 189
Redo button 27
redoing 27
multiple actions 26
red wavy underlines 6
reference tables 131.
See also tables of contents
tables of authorities 133
tables of figures 132
refining searches 57
Reject button 65
rejecting changes 64-65
renaming Quick Parts 44
repeating

Find command 54, 56

table headings on all pages 118
Replace command 56
replacing

editing during 56

formats 56

text 24, 44, 53, 56
replacing text as you type. See

AutoCorrect

Research service 61
resizing Document Map 50
Restore button 5
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restoring Ribbon 12
restricting searches 54
retrieving stored text 36
return address 197
reviewing
changes 64
changes, by reviewer 64
comments, multiple 68
Reviewing pane, displaying 68
revisions, tracking changes 62
Ribbon 5,12
minimizing 12
tabs on. See tabs
Rich Text button 138
right-aligning text 23
right-clicking 4
Right Indent marker 115
rotating
floating objects 153
table text 130
round-trip editing 107
rows. See records in data sources
rows, table
deleting 123
height, changing 122
inserting 122, 123
selecting 120
totaling 125
rulers
indenting paragraphs with 116
setting tab stops with 116
setting tabs with 141

S
safeguarding documents 31
Save As command 17, 18, 80
Save As dialog box
password protection 31
template creation 72
Save button 17,18, 24
saving
comments 68
data sources 183
documents 17,18, 24
documents, as templates 72
documents, automatically 31
documents, in different
formats 18

INDEX

documents, with new name
18, 80
form data 146
forms, as templates 146
templates 144, 146
scrap, copying text with 158
ScreenTips 13, 30
scroll bars 6, 7
scroll boxes 7
searches
refining 57
restricting 54
widening 54
searching
for clip art 161
help 30
wildcard characters 55
section breaks 84
sections 84
Select All command 25
Select Browse Object button 55
Select button 37, 120
selecting
charts 171
documents 10
extending selections 46
lines of text 10
multiple items 10
paragraphs 10
printers 106
records for merging 187
sentences 46
table columns 120
table rows 120
tables 124, 127
templates 72
text 8-10, 25, 48
words 9, 46
selection bar 10
selections, extending 46
sending documents by e-mail 65
sentences, selecting 46
setting tab stops 116
shading
paragraphs 81, 83
table cells 128
Shading button 128
shadowed font 82
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Shape Styles gallery 173
Shapes button 156
shift-clicking 9
shortcut menus, commands
on 15
shortcuts for Word 7
Show/Hide 9 button 80
sizing
charts 172
columns 158
drawing canvas 165
embedded graphics 162
floating objects 153
graphics 162
objects 155
windows 28
WordArt 152, 155
slanting floating objects 153
small caps 82
smart checking 60
smart cut and paste 25
Sort button 120
Sort dialog box 120
sorting
data source records 189
tables 120
space before paragraphs,
formatting 92
spacing of characters 129
special characters 57
spelling
alerts 6, 16, 58
checking 58
checking, adding to dictionary
when 61
checking, adding words to
dictionary 61
checking automatically 58
checking entire documents 60
checking, ignoring words 60
checking single words 59
checking without checking
grammar 58
smart checking 60
Spelling & Grammar button 60
Spelling And Grammar dialog
box 60
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Spelling And Grammar Status
icon 59
spreadsheets 169
copying and pasting 174
embedding 174
importing 174
Start Mail Merge button 180,
186, 193
Start menu, starting Word from 4
starting Word 4, 7
status bar 6
help for forms in 140
storing text 30
styles 88
applying 92
base 91
character, applying 92
character vs. paragraph 89
creating 90, 91
custom 90
defining 90
list, viewing 88
modifying 92
naming 91
Normal 88
predefined 88
table, applying 119
types 92
subdocuments 52
submenus 13
supplemental dictionary 61
switching views 29
symbols, inserting 160
Synchronous Scrolling button 65

T
Tab button 116, 123
tab-delimited files 178
tab leaders, setting 132
tab stops 114
default, changing 116
setting, with ruler 116
Table button 118
Table Of Contents button_131
Table Of Contents diillci%ﬁ)o}
131
Table Styles gallery 119
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tables 112,117

averaging values in 126

borders 124

calculations in 118, 125

calculations in, updating 126

cells 119

cells, aligning 129

cells, shading 128

color, changing 128

columns, aligning 141

columns, aligning on decimal
point 123

columns, moving 120

columns, selecting 120

converting into text 127

converting spreadsheets
into 174

converting text into 127

creating 118, 142

creating charts from 169

deleting 123

drawing 118

drawing lines in 124

editing 120

entering data 119

erasing borders in 118

fields in. See fields

formatting 119

formulas, specifying number
format 126

functions in 125-126

gridlines 124

gridlines, removing 124

headings, repeating 118

inserting 118, 142

as letterheads 127

line weight, setting 124

merging cells 122

moving 121

navigating 119

performing calculations in 126

rearranging 120

records in. See records in data
sources

reference. See reference tables

rotating text 130

row height, adjusting 122
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tables (continued)
rows, inserting 122
rows, selecting 120
selecting 124, 127
sorting 120
structuring text with 127
styles, applying 119
values, totaling 125
width/height, adjusting 121
word wrapping 122
wrapping text around 121
tables of authorities 133
tables of contents
customizing 131
generating 131
tab leaders, setting 132
updating 134
tables of figures 132
tabs 12, 114
aligning 116
contextual 13
decimal 117
decimal, setting 123
deleting 141
setting, on ruler 141
setting, with Tabs
command 116
Tabs dialog box 116
tabular lists 114-115
taskbar
activating windows from 28, 75
document buttons on 28
turning on/off 4
Taskbar and Start Menu
Properties dialog box 5
templates 72
basing documents on 72
Building Blocks 43
creating 72
creating documents
from 146, 180
custom 72
entering text in 74
Normal 72
on Office Online web site 76
previewing 72
saving 144, 146
selecting 72
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text
adding to outlines 51
aligning, with Click And
Type 23

bolding 14, 15, 100

centering 23, 154

color, changing 128

copying between documents 75

converting into list 86

converting into table 127

converting tables into 127

copying 24

copying, with drag-and-
drop 45

copying, with scrap 158

cutting 24

deleting 24, 44, 47

drop caps 159

editing 23, 44

effects, applying 81

entering 6

entering in templates 74

finding 53, 54

finding, options 57

finding, whole words only 57

formatting 79

formatting, as multiple
columns 84

highlighting 8, 83

justifying 92

left-aligning 23

linking to objects 150

moving 24, 45

moving, with drag-and-drop 45

pasting 24, 25,75

pasting, changing formatting
when 25

proofreading 59

replacing 24, 44, 53, 56

right-aligning 23

selecting 8

selecting all 10, 25, 48

storing/retrieving often-used 36

structuring, with tables 127

in tables, rotating 130

underlining 15

vertical 154

visual effects 148

INDEX

watermarks—68
watermarks, inserting 168
wrapping around objects 154
wrapping around tables 121
text boxes 166
Text button 139
text form fields 139
text wrapping 6
Text Wrapping button 155, 168
Theme Colors button 96
Theme Fonts button 96
themes 95-96
Themes button 95
Thesaurus 61
thumbnails 13
viewing documents with 50
title bar 5
titles
breaking manually 82
chart 172
toggles 14
totals, calculating in tables 125
Track Changes button 63
Track Changes Options dialog
box 63
tracking changes 62
accepting/rejecting changes
64-65
balloons, displaying 64
with different colors 63
formatting 63
personalizing edits 63
restricting changes 62
reviewing changes 64
reviewing changes by
reviewer 64
turning on/off 63, 65
viewing proposed changes 64
turning off
Auto Format As You Type 86
AutoCorrect 39
automatic formatting 87
automatic grammar
checking 58
drag-and-drop editing 46
tracking changes 63, 65
Two Pages button 104
typos, fixing. See checking
spelling
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u
underlining text 15
Undo button 26, 39
undoing 26
Update Table button 134
updating
fields 134
table calculations 126
tables of contents 134

v

vertical text 154
View toolbar 6
views
Outline 47, 53
Print Preview 103
switching 29
Web Layout 108

w

watermarks 167
creating, with clip art 167
editing 169
on single page only 168
text 168
web documents
editing 108
inserting hyperlinks 108
publishing 107
Web Layout view 108
web site, Microsoft Office 32
white space, hiding 27
whole word selection 9
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widening searches 54
widow/orphan control 98
widows 98
wildcard characters 55
windows
activating from taskbar 28, 75
arranging 28
expanding 29
maximizing 29
sizing 28
Windows taskbar. See taskbar
Wingdings font 160
wizards, personalizing documents
based on 79
Word
customizing environment 11
Help button 30
quitting 33
starting 7
starting, from Start menu 4
Word Options dialog box 11
AutoCorrect 38
autoformatting, turning off 87
Click And Type, enabling 23
default save folder,
changing 17
default save format,
changing 18
Developer tab, turning on 138
drag-and-drop editing,
turning on 46
graphic display, turning off 162
Mini toolbar, turning off 8
security options, changing 31

211

smart cut and paste 25
spelling and grammar
checking 58, 59

technical support 32

white space between pages 27

whole word selection 9
word wrapping in tables 122
WordArt 150

centering 154

creating 155

creating letterhead with 151

editing 154

editing/formatting 152

handles 152

inserting 151

masthead creation with 154

moving 153, 155

objects, creating 151

sizing 152, 155
WordArt button 151, 155
words

deleting 45

selecting 9, 46

spell-checking 59
worksheets. See spreadsheets
workspace, customizing 27
wrapping text armﬂ@%j‘e/cg

154

4

Zoom button 14
Zoom In button 14
Zoom Out button 14
zooming 14, 103
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