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All (Options dialog box Formatting Marks
options), 627

All Programs menu, launching Word, 10
Allow A4/Letter Paper Resizing option

(Print dialog box), 93
Allow Background Open of Web Pages

(Options dialog box General tab), 
630

Allow Background Saves option (Save As
dialog box), 35

Allow Fast Saves option (Save As dialog
box), 35

Allow Fast Saves (Options dialog box Save
tab), 635

Allow Multiple Pages button (Reading
Layout toolbar), 303

Allow Starting in Reading Layout (Options
dialog box General tab), 629

alphabetizing, table contents, 194
Alt key, forms, filling out, 517
Always Create Backup Copy option (Save

As dialog box), 35
Always Create Backup Copy (Options

dialog box Save tab), 635
Always option (field code shading), 490
Always Show Full Menus (Customize

Options dialog box), 653
Always Show Full Menus option, enabling,

12
Always Suggest Corrections option (spell 

checker), 289
ampersand (&), menu commands and, 

654
anchors

frames, 378
hyperlink display text, setting, 452
hyperlinks, 449

Animated Text (Options dialog box Show
options), 626

animation, text, 114–115
annotations. See comments
antivirus programs, macros and, 681
apostrophe (’)

single curly, creating, 273
VBA comment lines, 684

Application object, 710, 712-713

Apply As You Type option (AutoFormat),
274–275

Apply To option (Page Setup dialog box),
167, 169, 171

arguments (VBA methods), defined, 694
Arrow button (Drawing toolbar), 337
arrow keys

document navigation, 231–232
forms, filling out, 517
table navigation, 195

Arrow Style button (Drawing toolbar), 
338

arrow style, drawings, 351–352
arrow symbols (AutoCorrect entries), 268
Arrow Symbols button (Equation Editor

toolbar), 419
As keyword, VBA variable data types, 687
Ask field code, 499
assignment statements, VBA variables, 

686
Assistant. See Office Assistant
assistant box (organization chart), 400
asterisk (*) 

advanced search operator, 256
formula number formatting, 207

AttachedTemplate property (Document
object), 714

attachments (e-mail), documents, sending
as, 591–592

Author field code, 499
auto macros

preventing running of, 681
types of, 680

AutoCorrect. See also editing
AutoFormat option, 127–128
Capitalize First Letter of Sentences

option, 266
Capitalize first letter of table cells option,

267
Capitalize names of days option, 267
compared to 

AutoText, 277
Correct accidental usage of cAPS LOCK

key option, 267
entries for, creating, 268–270
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options buttons, displaying, 264–265
options, overview, 264
overview, 263–264
Replace text as you type option, 267–268
spell checker, adding entries to, 283
two initial capitals correction options,

265–266
AutoCorrect Exceptions dialog box,

265–266
AutoFit command, tables, 199–200
AutoFormat option

AutoFormat As You Type option, 272–276
bulleted and numbered lists, 212
options, 271
overview, 127–128, 270–271
tables, 200–201

automark files, indexes, 554–555
Automatic Save option (Options dialog 

box), 624
Automatic Word Selection option (Options

dialog box), 109, 624
Automatically Create Drawing Canvas

When Inserting AutoShapes (Options
dialog box General tab), 630

AutoNum field code, 499
AutoNumLgl field code, 499
AutoNumOut field code, 499
autoscroll (mouse scroll wheel), 233–234
AutoShapes button (Drawing toolbar), 337
AutoShapes, drawing, 342–345
AutoSum button (Tables and Borders 

toolbar), 194
AutoSum fields, creating, 194
AutoText

compared to AutoCorrect, 277
entries, creating, 276–278
entries, editing, 278
overview, 276
templates and, 47

AutoText toolbar, 
overview, 278

AutoTextList field code, 500
AVERAGE( ) formula, 206
axes (charts)

defined, 388
labeling, 394

B
Back button (Web toolbar), 436
Back of the Sheet option (Print dialog 

box), 94
Background Colors and Images option

(Print dialog box), 93
Background Colors and Images (Options

dialog box Print and Web Layout
options), 627

background images, Web pages, adding 
to, 455

Background Printing option
Options dialog box, 624, 634
Print dialog box, 93

Background Repagination (Options dialog
box General tab), 628

Background Sound dialog box, 460
background sounds, Web pages, inserting

in, 460
backspace key

correcting mistakes, 14
deleting text, 244

balloon dialog boxes, 96
bar tabs, 123, 126–127
BarCode field code, 500
base styles, style creation and, 153–154
Basic File Search task pane, locating

documents, 28–29
BidiOutline field code, 500
bitmaps. See also images

overview, 319–321
Blank document option (New Document

task pane), 22
blank fields, inserting, 493
blinking background (text animation 

style), 114
Blue Background, White Text (Options

dialog box General tab), 629
BMP files, defined, 320
Bold button (Formatting toolbar), 108
bold font, applying, 108
Bold property (Font object), 729
Book Fold option (Page Setup dialog 

box), 168
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booklets, page setup for, 168
Bookmark dialog box, index page ranges,

creating, 552–553
Bookmark object, 710
bookmarks

document navigation, 237–238
Range object and, 720–721

Bookmarks (Options dialog box Show
options), 625

Boolean data type (VBA), 687
Border button (Formatting toolbar), 135
Border Color button (Tables and Borders

toolbar), 194
borders. See also shading

applying automatically, 274
Border button (Formatting toolbar), 135
boxes around text, 131–133
entire pages, 137–138
frames, 474
horizontal lines, 138–139
paragraphs, adjacent, 133–134
table cells, 194

Borders and Shading command, style
formatting, 142

Borders and Shading dialog box
borders, 131–133
entire page borders, 137–138
horizontal lines, 138–139
horizontal lines, adding to Web pages,

455–457
shading, 135–137

Borders option (Page Setup dialog box), 171
Borders property (ParagraphFormat

object), 730
Bottom option (Page Setup dialog box), 167
boxes, drawing around text, 131–133
branch box (organization chart), 400
Break command, section formatting, 164
Break dialog box, section breaks, inserting,

165–166
Break Forward Link button (Text Box

toolbar), 376
Bring Forward option (drawings), 355
Bring to Front option (drawings), 354
Brochure.dot template, 74–75

browse control
navigating documents with, 233
Select Browser Object dialog box,

235–236
Browsers tab (Web options dialog box), 444
browsers, Web pages, previewing, 447
bulleted lists

applying automatically, 274
AutoFormat, 212
bullet format, changing, 212–215
characters and images, selecting as

bullets, 214–215
creating with Formatting toolbar, 210–211
overview, 209–210

Bullets and Numbering command, style
formatting, 142

Bullets and Numbering dialog box
bullet format, selecting, 212–215
numbering, breaking and continuing,

215–216
numbering, formatting, 216–218
outline list creation, 219

bullets, inserting pictures as in Web pages,
457–458

button argument, MsgBox command, 704
Byte data type (VBA), 687

C
calculation fields, defined, 512
calculations, in tables, 205–207
callouts, creating, 385–386
camera (digital), inserting images from,

327–328
Cancel button, UserForms, adding to, 738
Cancel option (grammar checker), 292
canvas (drawing), overview, 339–340
Canvas toolbar, displaying, 339
capitalization switches (fields), 495
Capitalize First Letter of Sentences option

(AutoCorrect), 266
Capitalize first letter of table cells option

(AutoCorrect), 267
Capitalize names of days option

(AutoCorrect), 267
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Caption dialog box
tables of contents, creating, 563–564
tables of figures, creating, 564

captions
callouts, creating, 385–386
creating, 379–381

caret character, searching for, 259
cascading style sheets

priority, changing, 467
Web pages, 466–467

case
changing, 250–252
matching in text searches, 255

Category option (table of authorities), 571
CDR files, defined, 320
Cell object, 710
center paragraph, 117
center tab, 123
CGM files, defined, 320
Change Case command, 250–252
Change option (grammar checker), 292
Change Text Direction button (Text Box

toolbar), 376
character count, overview, 249–250
Character Spacing tab (Font dialog box),

112–114
character styles, creating, 156–157
characters. See also fonts

advanced searches, operators for, 256
case, changing, 250–252
formatting, 106, 107–109
formatting, copying, 116–117
formatting with Font dialog box, 110–115
fractions, 273
searching for, 259
selecting as bullets, 214
special characters, finding, 258–259
special characters, inserting, 115–116
VBA line continuation, 685
VBA variables, allowable, 687

Characters property, 724
Chart Type dialog box, 392–393
charts

captions, adding, 379–381
creating from tables, 390

customizing, 393–396
datasheets, 390–392
Diagram Gallery, 396–398
inserting, 389–390
organization charts, 396–402
overview, 387–388
types, 388
types, changing, 392–393

check box field button (Forms toolbar), 510
check box fields, creating for forms,

513–514
check boxes, UserForms, adding, 

741–743
Check Grammar as You Type option

(grammar checker), 295
Check Grammar with Spelling option

(grammar checker), 295
Check Spelling as You Type option (spell

checker), 289
Chr( ) function, 691
circles, drawing, 342
citations (tables of authorities), creating,

568–570
CleanString method (Application 

object), 713
clip art

Clip Organizer, 321–322
inserting, 322–324
Internet, OfficeOnline site, 325

Clip Art task pane, overview, 324
Clip Organizer, overview, 321–322
Clipart Pictures (Options dialog box File

Locations tab), 639
Clipboard task pane, overview, 246–247
Close button (Reading Layout 

toolbar), 303
Close method (Document object), 714
closing documents, 18–19
collaboration, STS (SharePoint Team

Services), 313–316
Collapse/Expand Subdocument button

(Master Document toolbar), 537
collapsing Outline view, 525–527
Collate check box (Print dialog box), 91
collections (VBA), 695–696
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color
border styles, 133
highlighter, changing, 305
setting for fill, line, and fonts in drawings,

348–351
shading text, 137
table cells, 194

Color button (Picture toolbar), 329
Color property (Font object), 729
Colors dialog box, drawings and, 351–352
column breaks

defined, 165
forcing, 182–183
searching for, 259

column formatting
Column dialog box, 180–182
linked text boxes and, 183
overview, 179
width, adjusting, 182

Column object, 710
columns

creating with Standard toolbar, 179–180
selecting, 242
tables, adjusting width, 198–199
tables, inserting, 196–197
tables, number allowed for, 188

Columns command, section formatting, 164
Columns dialog box, column formatting,

180–182
Columns option (indexes), 550
Combine Subdocument button (Master

Document toolbar), 537
combo boxes, UserForms, adding, 743–744
command buttons, UserForms, adding,

737–739
comment lines (VBA), 684, 685
comment mark, searching for, 259
comments

creating, 305–307
removing, 308
viewing, 307–308

Comments field code, 500
Compare field code, 500
comparing documents, overview, 

310–311

comparisons, mail merge data
relationships, 616–618

Compatibility tab (Options dialog box)
options, 636–638
overview, 622

compatibility, Word versions and XML
features, 483

Compress Pictures button (Picture
toolbar), 329

concatenation, strings (VBA), 689–690
condition settings, advanced file search

properties, 32–33
condition test (VBA), 697
conditions (VBA), defined, 701
Confirm Conversion at Open (Options

dialog box General tab), 629
constants

document stories, 716–717
Selection object, 722
selection types, 719

Contains comparison test (mail merge
data), 617

Continuous option (section breaks), 165
controls, UserForms

adding to, 736–737
overview, 732-733

conversion, text to and from tables,
207–208

Copy command, Open dialog box shortcut
menu, 26

copy header/footer from preceding 
section button (Headers and Footers
toolbar), 176

copy/cut/paste commands
overview, 245–246
VBA, 727

copyright symbol, 268
Correct accidental usage of cAPS LOCK key

option (AutoCorrect), 267
COUNT( ) formula, 206
Count property (VBA), 695
coworker box (organization chart), 400
CPU, speech recognition system

requirements, 662
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Create New Document option (Insert
Hyperlink dialog box), 451

Create New Folder option, Save As dialog
box, 34

Create Shortcut command, Open dialog
box shortcut menu, 26

Create Subdocument button (Master
Document toolbar), 537, 540

Create Text Box Link button (Text Box
toolbar), 376

CreateData field code, 500
criteria, advanced file searching, 30–33
Crop button (Picture toolbar), 329
cross-references (indexes), 554
Ctrl key, forms, filling out, 517
Currency data type (VBA), 687
Current page option (Print dialog box), 90
cursor movement keys, insertion 

pointer, 14
curved lines, drawing, 347–348
custom date and time format switches

(fields), 497
Custom Dictionaries option (spell

checker), 289
custom dictionaries (spell checker),

overview, 286–288
custom number format switches (fields),

496–497
Customer Feedback Options (Options

dialog box General tab), 630
Customize Bulleted List dialog box, bullet

format, selecting, 213–215
Customize dialog box

toolbar buttons, adding, 647–648
toolbar buttons, removing, 646–647
toolbar options, setting, 652–653

Customize Keyboard dialog box
keyboard shortcuts, creating, 658
styles, assigning keyboard shortcuts 

to, 151
Customize Numbered List dialog box,

number format, selecting, 216–218
Customize Outline Numbered List dialog

box, 219
Cut command, Open dialog box shortcut

menu, 26

cutting text, overview, 245–246
cycle diagrams, defined, 397

D
Dash Style button (Drawing toolbar), 338
dashes, replacing hyphens with, 273–274
data labels, charts, adding to, 395–396
data source (mail merge)

defined, 594
overview, 613
records, sorting, 613–615

data tables, charts, adding, 396
data types (VBA), 687
Database field code, 500
datasheets

creating charts with, 390–392
overview, 388

date and time format switches (fields), 497
Date data type (VBA), 687
Date field code, 500
date fields, defined, 512
decimal point (.), formula number

formatting, 207
decimal tab, 123
declaring variables (VBA)

Option Explicit, 688–689
overview, 687

Decrease Text Size button (Reading Layout
toolbar), 303

default document location, setting, 24–25
Default (Options dialog box Compatibility

tab), 637
Default Paragraph Style (Options dialog

box Edit tab), 634
default template location, changing, 47
default themes, changing, 465
Default Tray option (Print dialog box), 93
Delete command

Open dialog box shortcut menu, 26
Open dialog box Tools menu, 26

Delete Comment button (Reviewing
toolbar), 304

delete key, deleting text, 244
Delete option (Save As dialog box), 34
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Delete Subdocument button (Master
Document toolbar), 537

deleting
all content from documents, 45
comments, 308
documents in Open dialog box, 24
drawing objects, 341
footnotes, 225
hyperlinks (leaving text), 452
items from Clipboard, 247
organization chart boxes, 401
styles, with Organizer, 51
styles with Styles and Formatting task

pane, 149–150
table cells, 198
tabs, 125
text, 244–245
text in Outline view, 530–531
text, restoring deleted, 245
text with VBA, 726–727
TrueType fonts from fonts list, 107

demoting paragraphs (Outline View),
528–529

Depth button (3-D toolbar), 369
Desktop icon, My Places, 27
desktop, Word icon, creating, 10
details view, Open dialog box, 24
Diagram Gallery

organization charts, 396–402
other diagrams, usefulness of, 

402–404
overview, 396–398

Diagram object, 710
dictating into documents, 663–664
dictionaries (spell checker)

custom, 286–288
entries, adding, 283
foreign language, 284

dictionary, overview, 297
Different Odd and Even option (Page Setup

dialog box), 170–171
digit grouping symbol (,), formula number

formatting, 207
Digital Signatures (Options dialog box

Security tab), 640
digits, searching for, 259

Dim statement (VBA), 687
direct formats, defined, 146
Direction button (3-D toolbar), 369
directories, mail merge, address storage,

612–613
Directory.dot template, 76–77
Disable Features Introduced After option,

Save As dialog box, 37
Display for Review button (Reviewing

toolbar), 304
displaying. See also previewing

AutoCorrect option buttons, 264–265
Canvas toolbar, 339
comments, 307–308
current paragraph style, 144
document map, 533
Drawing toolbar, 336
end-of-cell markers (tables), 188
Equation Editor, 416–417
field code results, 492
field code results, keyboard shortcut, 493
field codes, 493
footnote window, 225
gridlines (tables), 188
HTML source for Web pages, 461–462
Insert Cells button, 197–198
Mark Index Entry dialog box, 548
Outline view, 521–522
paragraph marks, 106
Record Macro dialog box, 675
Reviewing toolbar, 311
style names in style area, 155–156
table column with, 199
toolbars, 645–646
Web Tools toolbar, 459

Distribute Columns button (Tables and
Borders toolbar), 194

Distribute Columns Evenly command
(tables), 200

Distribute Rows button (Tables and
Borders toolbar), 194

Distribute Rows Evenly command 
(tables), 200

DocProperty field code, 500
document libraries, STS (SharePoint Team

Services), 314
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document map
displaying, 533
overview, 238–239 

Document Map button (Reading Layout
toolbar), 303

Document object
methods, 714
overview, 710
properties, 714

Document Properties option (Print dialog
box), 91, 93

Document Properties (Options dialog box
Print tab), 634

documents. See also master documents;
templates

accessing with VBA, 714–715
Advanced File Search task pane, 30–33
Basic File Search task pane, 28–29
blank fields, inserting, 493
borders around pages, 137–138
Brochure.dot template, 74–75
clip art, inserting, 322–324
closing, 18–19
comparing, 310–311
converting to template, 45
creating, 21–22
creating from templates, 41–42
creating from wizard, 42
creating, mail merge, 595–596
creating with VBA, 715
creating XML pages, 483–486
default location, setting, 24–25
deleting in Open dialog box, 24
dictating into, 663–664
Directory.dot template, 76–77
e-mail merging, 607–608
e-mailing, 590–591
e-mailing as attachments, 591–592
e-mailing to reviewers, 312–313
eyebrows, creating, 409–410
fast searching, enabling, 29–30
Fax.dot template, 56–59
footnotes, adding, 222–225
formatting compatibility and file types, 35
FTP sites, opening from, 435
icons, adding to, 410–412

launching Word, 11
Letter.dot template, 51–55
linking to locations in current page,

452–453
linking to new documents, 453
locating, 18
macro security and, 681
Manual.dot template, 78–80
margin formatting, 166–168
Memo.dot, 60–63
merging (mail merge), 603–604
naming, 16
navigating, returning to previous edit,

236–237
navigating with bookmarks, 237–238
navigating with thumbnail view, 240
navigation with arrow keys, 231–232
navigation with Go To command, 234–235
navigation with mouse scroll wheel,

233–234
navigation with other keys, 232
navigation with scroll bar, 232–233
online templates, 42–43
opening, 17–18, 22–23
opening from Web servers, 430–431
opening in Internet Explorer, 432–433
opening recently used, 27–28
opening with VBA, 715–716
opening XML, 485
page numbers, inserting, 172–174
password protecting, 37–38
printed compared to Web pages, 440
printing, 89–94
printing, overview, 15
Protect Document task pane, 508–509
pull quotes, creating, 407–409
rearranging in Outline view, 531
renaming in Open dialog box, 24
Report.dot template, 64–69
Resume.dot template, 70–73
saving, 16–17
saving as Web pages, 444–446
saving as XML pages, 482–483
saving to FTP sites, 435–436
saving to Web servers, 427–428
side headings, 412–414
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documents (continued)
sidebars, 406–407
sorting by headings, 532–533
stories, 716–717
templates, changing attached, 43–44
text, finding, 254
Thesis.dot template, 81
translating, 298–299

Documents option (Options dialog box), 624
Documents (Options dialog box File

Locations tab), 639
Documents property (Application 

object), 713
Documents tab (Shared Workspace task 

pane), 314
DocVariable field code, 500
Does Not Contain comparison test (mail

merge data), 617
dollar sign ($), formula number 

formatting, 207
domain names, obtaining, 443
Don’t hyphenate option (Paragraph dialog 

box), 122
Double data type (VBA), 687
double-space paragraphs, 118
DoubleStrikeThrough property (Font 

object), 729
downloading

clip art, OfficeOnline site, 325
online templates, 42

Draft Font (Options dialog box Normal and
Outline options), 628

Draft Output option (Print dialog box), 93
Drag-and-Drop Editing (Options dialog box

Edit tab), 631
dragging and dropping, overview, 247–248
Draw button (Drawing toolbar), 337
Draw Table button (Tables and Borders 

toolbar), 193
Draw Table command, 190–194
drawing

3-D effects, 367–369
AutoShapes, 342–345
boxes around text, 131–133
callouts, creating, 385–386

canvas, 339–340
circles, 342
curved lines, 347–348
freeform shapes, 345–347
gradient effects, 361–362
layers, changing, 354–355
objects, aligning, 355–358
objects, applying shadows, 366–367
objects, filling with an image, 364–365
objects, flipping, 352
objects, rotating, 353–354
ovals, 342
overview, 340–341
pattern effects, 363–364
polygons, 345–347
rectangles, 342
setting fill, line, and font color, 

348–351
squares, 342
straight lines, 341–342
tables, 190–194
texture effects, 363

Drawing Objects option (Print dialog 
box), 93

Drawing toolbar
buttons, 337–338
displaying, 336

Drawings (Options dialog box Print and
Web Layout options), 627

drop-down field button (Forms toolbar),
510

drop-down fields, creating for forms,
514–516

DRW files, defined, 320
DXF files, defined, 320

E
Edit command, Open dialog box shortcut

menu, 26
Edit menu

Clipboard task pane, 247
Find command, 253–259
Replace command, 259
search and replace styles, 157–159
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Edit tab (Options dialog box)
options, 631–634
overview, 622

Edit Text button (WordArt toolbar), 383
Editable Click and Type (Options dialog

box Edit tab), 634
editing. See also AutoCorrect

accepting/rejecting changes, 311–312
AutoText entries, 278
checking spelling, as you type, 

282–284
checking spelling, overview, 281
Clipboard and, 246–247
comparing documents, 310–311
copy/cut/paste commands, 245–246
dictionary and, 297
dragging and dropping, 247–248
equations (Equation Editor), 420–421
footnotes, 225
frames (Web pages), 475–476
grammar checker, 290–295
highlighter, 304–305
HTML, 461–462
images, 328–334
macros, 677–680
Overtype mode, 241–242
overview of techniques, 14–15
reviewers, sending documents to, 

312–313
Reviewing toolbar, 303–304
text, deleting, 244–245
text, restoring, 245
text, selecting, 242–244
thesaurus, 296
toolbar button images, 651–652
tracking changes, 308–310
translating documents, 298–299
Undo and Redo commands, 248–249
Web pages, 446–447
WordArt, 383

EditTime field code, 500
elements, XML, 480
ellipsis symbol, 268
Else clause (VBA If statement), 697
ElseIf structure, 698–699

em dash
replacing hyphens with, 273–274
searching for, 259

e-mail
documents, as attachments, 591–592
documents, sending as, 590–591
hyperlinks, 450
hyperlinks, creating, 453–454
merging documents, 607–608
sending documents to reviewers, 312–313

E-mail Address option (Insert Hyperlink
dialog box), 451

E-mail message option (New Document
task pane), 22

Email object, 710
E-mail Options (Options dialog box

General tab), 631
Embed Linguistic Data option, Save As

dialog box, 36
Embed Smart Tags option, Save As dialog

box, 36
Embed TrueType Fonts option, Save As

dialog box, 35
Embed TrueType Fonts (Options dialog

box Save tab), 635
embedding, TrueTypeType fonts, 35
Embellishments button (Equation Editor

toolbar), 419
Emboss property (Font object), 729
EMF files, defined, 320
en dash

replacing hyphens with, 273–274
searching for, 259

Encoding tab (Web options dialog box), 444
End key, table navigation, 195
End statement (VBA), 684
end tag, XML, 480
endnote marks, searching for, 259
EndOf method (Selection object), 722
end-of-cell marker (tables), 188
Engrave property (Font object), 729
Enter key

Equation Editor, 422
forms, filling out, 517
paragraphs, beginning new, 14
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entries (indexes), marking, 548–550
Envelope object, 710
Envelope Options dialob box, 609
envelopes

mail merge and, 609–610
printing, 580–582

Envelopes and Labels dialog box, 
580–584

EPS files, defined, 320
Eq field code, 500
Equal Column Width option (Column

dialog box, 182
Equal To comparison test (mail merge

data), 616
Equation Editor

Enter key, 422
equations, creating, 416–420
equations, editing, 420–421
keyboard shortcuts, 422–423
overview, 416
text type assignments, 421

Equation toolbar
buttons, 419–420
overview, 418

Erase button (Tables and Borders 
toolbar), 193

Even Page option (section breaks), 165
events, VBA objects, 692
Exceptions dialog box (AutoCorrect),

265–266
Existing File or Web Page option (Insert

Hyperlink dialog box), 450
exiting, Word, 19
Expand Canvas button (Canvas 

toolbar), 340
Expand method (Selection object), 722
expanding Outline view, 525–527
Explain option (grammar checker), 292
exporting, form data to text files, 518
Extend mode (text selection), 243
eXtensible Markup Language. See XML

(eXtensible Markup Language)
external style sheets. See cascading style

sheets
eyebrows, creating, 409–410

F
fast searching, overview, 29–30
Favorites button (Web toolbar), 436
Fax Wizard, 588–589
Fax.dot template, overview, 56–59
faxes

fax modems, 588–589
fax services, 589–590
overview, 587–588

Fence Templates button (Equation Editor
toolbar), 420

field codes
citations (tables of authorities), 570
displaying, 493
numbered lists and, 221
results, displaying, 492
table of, 499–503

Field Codes option
Options dialog box, Show options, 626
Print dialog box, 93

Field dialog box, inserting fields, 491–493
Field object, 711
Field Options dialog box, 492
field shading button (Forms toolbar), 510
field shading, options, 490
Field Shading (Options dialog box Show

options), 626
fields

blank, inserting, 493
check box, creating for forms, 513–514
drop-down, creating for forms, 514–516
formatting with switches, 494–497
indexes, updating, 551
inserting, 491–493
inserting directly, 494
keyboard shortcuts, 493, 499
locking, 493
next in document, finding, 493
number formatting switches, 496
overview, 489–491
previous in document, finding, 493
tables of contents and, 561
text, converting to, 493
text, creating for forms, 511–512
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unlinking, 493
unlocking, 493
updating, 497–498
updating, preventing, 498–499

file formats
bitmap images, 319–321
vector images, 321

File Locations tab (Options dialog box)
options, 638–639
overview, 622

File menu
documents, creating, 22
documents, creating from templates,

41–42
documents, opening, 22
documents, printing, 89
documents, saving, 33–35
documents, saving as Web pages, 444–446
documents, saving as XML documents, 482
master documents, creating, 539
recently used files list, 18, 27–28
saving documents as templates, 45
section formatting and, 164
templates, creating, 46
wizards, launching, 82
XML documents, creating, 483

File Transfer Protocol. See FTP (File
Transfer Protocol)

file types, support for, 35
FileName field code, 500
files

locating, 18
naming, 16
password protecting, 37–38

Files tab (Web options dialog box), 444
FileSize field code, 500
Fill Color button (Drawing toolbar), 338
fill color, setting for drawings, 348–351
fill effects

gradients, 361–362
patterns, 363–364
pictures, placing in drawing objects,

364–365
textures, 363
transparent, 365–366

Fillin field code, 500
Filter and Sort dialog box, 614, 616
filtering, mail merge data source records,

615–616
Find All Word Forms option (Find dialog

box), 257
Find button (Reading Layout 

toolbar), 303
Find command. See also Replace 

command
advanced searching, 255–259
macro recording and, 676
overview, 253–254
text in documents, 254

Find object, 711
Find Style dialog box, 157–159
finding. See also searching

footnote references, 228
next field, 493
previous field, 493

first line indent tab, 123
FirstLineIndent property

(ParagraphFormat object), 730
Fit Drawing to Canvas button (Canvas

toolbar), 340
Fixed Column Width command (tables), 200
flipping, drawing objects, 352
flow control (VBA)

For/Next loops, 700
If statement, 696–697
overview, 696
Select Case statement, 701–703
While/Wend loops, 700–701

flowchart symbols, 346
folders, mail merge, address storage,

612–613
Font Color button (Drawing toolbar), 338
font color, setting for drawings, 

348–351
Font command, style formatting, 142
Font dialog box, character formatting,

110–115
Font object, overview, 711, 728–729
Font Object, properties, 729
Font Substitution (Options dialog box

Compatibility tab), 637
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fonts. See also characters
animating text, 114–115
applying character formatting, 108–109
Normal.dot template, 21
TrueType, embedding, 35
types of, 107

Fonts tab (Web options dialog box), 444
foornotes, references, locating, 228
Footer option (Page Setup dialog box), 171
footers, creating, 174–177
Footnote and Endnote dialog box,

footnotes, creating, 222–225
Footnote Reference style, 226
Footnote Text style, editing, 225–226
footnote window, 224
footnotes

creating, 222–225
formatting, 225–226
reference numbering style, changing,

226–227
separators, formatting, 227

foreign language dictionaries (spell
checker), 284

form field default settings button (Forms
toolbar), 511

form field options button (Forms 
toolbar), 510

Format button (Picture toolbar), 329
Format menu

borders and shading, 131–132
case, changing, 250–252
column formatting, 180–182
Font dialog box, 110–115
frames, creating, 471–473
section formatting and, 164
styles and, 142
styles, creating, 145
themes, applying to Web pages, 464–465

Format Painter, copying character and
paragraph formats, 116–117

Format Text Box doalg box, 373–374
Format WordArt button (WordArt toolbar),

383
formats, finding, 257–258
Formats option (indexes), 551

Formats option (table of authorities), 571
Formats options (table of contents), 560
formatting. See also styles

AutoFormat option, 127–128
bulleted list bullets, 212–215
categories of document format, 106
characters, 107–109
characters with Font dialog box, 110–115
columns with Column dialog box, 180–182
columns with Standard toolbar, 179–180
fields with switches, 494–497
file type compatibility and, 35
footnote numbering, 226–227
footnote separators, 227
footnotes, 225–226
frames, 377
frames for Web pages, 473–475
headers and footers, 175–177
indentation with tabs and backspacing,

275–276
margins, 166–168
numbered list numbers, 216–218
Outline view, hiding form, 525
page numbers, 173–174
Paragraph dialog box, 118–122
paragraphs, 117–118
paragraphs, removing, 118
productivity tips, 128–130
sections, overview, 163–164
tab stops, 122–127
text boxes, 373
text with VBA, 728–730
Web pages, 446–447
Web pages, options compared to Word

documents, 440
Formatting toolbar

Border button, 135
bulleted lists, creating, 210–211
highlighter, 304–305
numbered lists, creating, 211–212

forms. See also UserForms
check box fields, creating, 513–514
data, exporting to text file, 518–519
drop-down fields, creating, 514–516
filling out, 516–517
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help, creating for, 517–518
overview, 505–507
pre-printed, 518
templates, creating, 507–509
text fields, creating, 511–512

Forms toolbar
buttons, 510–511
creating forms, 508

Formula dialog box, 205
=(Formula) field code, 503
formulas, in tables, 205–207
For/Next loops (VBA), 700
Forward button (Web toolbar), 436
Fraction and Radical Templates button

(Equation Editor toolbar), 420
fractions, formatting with AutoFormat, 273
Frame dialog box, 377–379
frames

creating, 377
formatting, 377
overview, 376
UserForms, adding, 740
Web pages, creating, 471–473
Web pages, editing, 475–476
Web pages, formatting, 473–475
Web pages, hyperlinks and, 476
Web pages, overview, 469–471
Web pages, previewing, 478
Web pages, scroll bars, 475
Web pages, setting as resizable, 475
Web pages, tables of contents and,

476–478
Frames Properties dialog box, formatting

frames (Web pages), 473–475
Frames toolbar

Table of Contents button, 476–478
overview, 471–472

free Web sites, 442
freeform shapes, drawing, 345–347
Frequently Used Programs List, launching

Word, 10
From existing document option (New

Document task pane), 22
Front of the Sheet option (Print dialog

box), 93

FTP (File Transfer Protocol)
documents, opening from, 435
documents, saving to, 435–436
overview, 433
site setup, 434–435

function text type (Equation Editor), 421
functions

strings (VBA), 690–691
user-defined, 706–707

G
General tab (Options dialog box)

options, 628–631
overview, 622

generating indexes, 550–551
Getting Started options (task pane)

overview, 13
recently used files list, 18

GIF files, defined, 320
global templates

activating, 48–49
characteristics, 47
defined, 40
macros, 48

Go Back command, 236–237
Go button (Web toolbar), 437
Go To command, document navigation,

234–235
GoBack method (Application object), 713
GoForward method (Application 

object), 713
GoToButton field code, 500
gradient effects, 361–362
grammar checker

options, 292–293, 295
overview, 290–291
readability statistics, 293–294

graphics. See drawing; images; pictures
graphs. See charts
Greater Than comparison test (mail merge

data), 617
Greater Than or Equal comparison test

(mail merge data), 617
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Greek Characters (Lowercase) button
(Equation Editor toolbar), 419

Greek Characters (Uppercase) button
(Equation Editor toolbar), 419

Greek text type (Equation Editor), 421
greeting line, mail merge, 600–602
GreetingLine field code, 500
grid (drawing object alignment), 356–357
gridlines (charts), 395
gridlines (tables), displaying, 188
groups, drwaing objects, creating, 357–358
Gutter option (Page Setup dialog box), 167

H
Handwriting button (Language toolbar), 662
handwriting recognition. See also speech

recognition
implementing, 666–667
ink objects, 667
Language toolbar, 661–662
overview, 665–666

hanging indent, creating, 118
hanging indent tab, 123
happy face symbol (AutoCorrect 

entries), 268
hardware, speech recognition system

requirements, 662
Header and Footer command, section

formatting, 164
Header and Footer toolbar, formatting

headers and footers, 175–177
Header option (Page Setup dialog box), 171
HeaderFooter object, 711
headers, creating, 174–177
heading styles (predefined)

applying automatically, 275
keyboard shortcuts, 152, 558
numbering, adding, 220–221

headings
creating for tables, 202–203
Outline view, collapsing and expanding,

525–527
sorting documents by, 532–533
tables of contents, 561–563

headset microphones, speech recognition
recommendation, 662

Height option (Page Setup dialog 
box), 169

Help button (Language toolbar), 662
Help for WordPerfect Users (Options dialog

box General tab), 629
help, forms, creating for, 517–518
Help system. See also Office Assistant

Internet-based, 101–102
invoking, 100–101
Office repair tool, 102
searching for topics, 101
techniques, 99

Hidden property (Font object), 729
Hidden Text option (Print dialog 

box), 93
Hidden Text (Options dialog box

Formatting Marks options), 627
Hide Grammatical Errors in This Document

option (grammar checker), 295
Hide Spelling Errors in This Document

option (spell checker), 289
hide/show document text button (Headers

and Footers toolbar), 176
Highlight button (Reviewing toolbar), 304
Highlight (Options dialog box Show

options), 625
Home key, table navigation, 195
Horizintal Pitch field (New Custom laser

dialog box), 585
horizontal lines

inserting, 138–139
Web pages, adding to, 455–457

Horizontal option (Frame dialog box), 378
Horizontal Scroll Bar (Options dialog box

Show options), 626
HTML (HyperText Markup Language). See

also XML (eXtensible Markup
Language)

defined, 440
editing, 461–462
frames pages, defined, 470
Script Editor, 461–462

HyperLink field code, 500
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hyperlinks
creating from Internet addresses, 274
deleting link (leave text), 452
display text, setting, 452
e-mail, 450
e-mail links, 453–454
locations in current page, 452–453
master documents, 538
new documents, linking to, 453
overview, 449–450
Web page frames, 476
Web pages, linking to, 450–452

hyphenation, controlling, 183–185
hyphens

replacing with dashes, 273–274
searching for, 259

I
icon view, Open dialog box, 23
icons (desktop), Word, creating, 10
icons, documents, adding to, 410–412
icons (My Places), adding, 27
icons (status bar), spelling, 284
If field code, 501
If statement (VBA)

nested, 698
program flow control, 696–697
single-line, 699–700

Ignore Internet and File Addresses option
(spell checker), 289

Ignore Once option (grammar checker), 292
Ignore Rules option (grammar checker), 292
Ignore Words in UPPERCASE option (spell

checker), 289
Ignore Words with Numbers option (spell

checker), 289
images

bitmap formats, 319–321
boxes around, 331–332
callouts, creating, 385–386
catptions, 379–381
Clip Organizer, 321–322
color adjustments, 330–331
cropping, 330

drawing objects, placing within, 364–365
hyperlink anchors, 452
ink objects (handwriting recognition), 667
inserting from camera or scanner,

327–328
inserting from file, 326–327
rotating, 331
searching for, 259
selecting as bullets, 214–215
sizing, 330
toolbar buttons, editing, 651–652
vector images, 321
Web pages, adding background, 455
Web pages, overview, 454–455
wrapping text around, 333–334

InchesToPoints function, 730
IncludePicture field code, 501
IncludeText field code, 501
Increase Text Size button (Reading Layout

toolbar), 303
indentation

formatting with tabs and backspacing,
275–276

hanging, 118
increase/reduce, 118

Index and Tables dialog box
indexing, 550
tables of contents, creating, 559–560

Index field code, 501
index numbers, VBA collections,

accessing, 695
indexes

automark files, 554–555
cross-references, 554
entries, marking, 548–550
generating, 550–551
overview, 547–548
page ranges, marking, 552–553
subentries, creating, 553–554
updating fields, 551

Info field code, 501
Information tab (Shared Workspace task

pane), 315
inheritance, styles and, 153
initial capitals (AutoCorrect), correction

options, 265–266
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ink objects (handwriting recognition), 667
input (user)

InputBox command, 705
MsgBox command, 703–705

InputBox command (VBA), 705
Insert Cells button, displaying, 197–198
Insert Chart button, creating, 391
Insert Clip Art button (Drawing toolbar), 338
Insert Comment button (Reviewing

toolbar), 304
insert date button (Headers and Footers

toolbar), 175
Insert Diagram or Organization Chart

button (Drawing toolbar), 337, 397
insert frame button (Forms toolbar), 510
insert header or footer block button

(Headers and Footers toolbar), 175
Insert Hyperlink dialog box, options,

450–452
Insert key

overtype mode, 14
Overtype mode and, 242

Insert menu
charts, 389–390
clip art, 322–324
equations, creating, 416
footnotes, adding, 222–225
page numbers, 172–174
section breaks, creating, 165–166
section formatting and, 164

Insert Merge Field dialog box, 613
insert number of pages in document

button (Headers and Footers 
toolbar), 175

insert page number button (Headers and
Footers toolbar), 175

Insert Picture button (Drawing toolbar), 338
Insert Picture button (Picture toolbar), 328
Insert Subdocument button (Master

Document toolbar), 537
Insert Table button, 189
insert table button (Forms toolbar), 510
Insert Table button (Tables and Borders

toolbar), 194
Insert Table dialog box, 190

insert time button (Headers and Footers
toolbar), 175

Insert WordArt button (Drawing toolbar),
337

Insert WordArt button (WordArt toolbar),
383

InsertAfter method, 725
InsertBefore method, 726
inserting

cells in tables, 197
columns and rows in tables, 196–197
existing documents in master documents,

542–543
fields, 491–493
fields, blank, 493
fields, directly by typing, 494
special characters, 115–116
symbols, Equation Editor shortcut 

keys, 423
templates, Equation Editor shortcut 

keys, 423
text with VBA, 725–726

insertion pointer
defined, 14
macro recording and, 676
scroll bar navigation and, 233

InsertParagraph method, 726
InsertParagraphAfter method, 726
InsertParagraphBefore method, 726
Insert/Paste Pictures As (Options dialog

box Edit tab), 632
installation

speech recognition, 662
themes, 465

InString( ) function, 691
Integer data type (VBA), 687
Integral Templates button (Equation Editor

toolbar), 420
Internet

addresses, converting into hyperlinks, 274
documents, saving to Web servers,

427–428
domain names, obtaining, 443
free Web site hosting, 442
FTP (File Transfer Protocol), 433–436
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Help system online, 101–102
network places, creating, 428–430
OfficeOnline site (clip art source), 325

Internet Explorer, documents, opening in,
432–433

Internet service providers, overview, 441
Is Blank comparison test (mail merge

data), 617
Is Not Blank comparison test (mail merge

data), 617
Italic button (Formatting toolbar), 108
italic font, applying, 108
Italic property (Font object), 729

J
JPG files, defined, 320
justify paragraph, 117

K
Keep lines together option (Paragraph

dialog box), 121–122
Keep Original Formatting option (table of

authorities), 571
Keep Track of Formatting (Options dialog

box Edit tab), 633
Keep with next option (Paragraph dialog

box), 121–122
KeepTogether property (ParagraphFormat

object), 730
KeepWithNext property (ParagraphFormat

object), 730
kerning fonts, 112–114
Kerning property (Font object), 729
keyboard

document navigation, 231–232
text, deleting, 244
text, selecting, 242–243

keyboard shortcuts
case, changing, 251
closing documents, 18
column breaks, 183
copy/cut/paste commands, 245–246
creating custom, 657–658

deleting all content from documents, 45
Equation Editor, 422–423
exiting Word, 19
fields, 493
fields, locking, unlocking, and unlinking, 499
Find command, 253
footnote window, displaying, 225
Go Back command, 236–237
Go To command, 234
heading styles (predefined), 558
Mark Index Entry dialog box, 

displaying, 548
Normal paragraph style, reapplying, 145
opening documents, 17, 22
Outline view, 524–525
paragraph alignment and line spacing, 118
predefined heading styles, 152
printing, 15, 89
printing list of, 659
Redo command, 237
Replace command, 259
resetting, 658–659
saving documents, 16, 33
selecting text, 243
Start button, displaying, 10
styles, assigning to, 150–152
table navigation, 195

keystrokes, forms, filling out, 516–517
Keywords field code, 501
keywords (VBA). See also statements

(VBA)
As, 687
Static, 688

L
Label Height field (New Custom laser

dialog box), 585
Label Name field (New Custom laser dialog

box), 585
Label Options dialog box, 611
Label Width field (New Custom laser dialog

box), 585
Labeled Arrow Templates button (Equation

Editor toolbar), 420
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labels
chart axes, 394
custom, creating, 584–585
data labels, adding to charts, 395–396
mail merge, 611–612
printing, 582–584
UserForms, adding, 739

Landscape option (Page Setup dialog 
box), 167

Language command, style formatting, 142
Language dialog box

spell checker dictionaries and, 284
text, excluding from spell checker,

288–289
Language option (indexes), 551
Language toolbar, overview, 661–662
Large Icons (Customize Options dialog

box), 653
Las Vegas lights (text animation style), 114
LastSavedBy field code, 501
launching

Clipboard task pane, 247
Help System, 100–101
Office Assistant, 96–97
Resume Wizard, 82
Visual Basic Editor, 678
wizards, 82
Word, 9–11

layers (drawings), changing, 354–355
layout, Page Setup dialog box, 170–172
LCase( ) function, 691
Left( ) function, 691
left indent, increase/reduce, 117
Left option (Page Setup dialog box), 167
left tab, 123
left-align paragraph, 117
LeftIndent property (ParagraphFormat

object), 730
legend (charts)

adding, 395
defined, 388

Len( ) function, 691
length, VBA variables, 687
Less Brightness button (Picture 

toolbar), 329

Less Contrast button (Picture toolbar), 329
Less Than comparison test (mail merge

data), 616
Less Than or Equal comparison test (mail

merge data), 617
Letter Wizard, 572–580
Letter.dot template, overview, 51–55
letters (alphabetic), searching for, 259
level box (organization chart), 400
lift-out quotes, creating, 407–409
Lighting button (3-D toolbar), 369
line breaks

options, 121–122
searching for, 259

Line button (Drawing toolbar), 337
Line Color button (Drawing toolbar), 338
line color, setting for drawings, 348–351
line continuation (VBA statements), 685
Line Numbers option (Page Setup dialog

box), 171–172
Line Style button

Drawing toolbar, 338
Picture toolbar, 329
Tables and Borders toolbar, 193

Line Weight button (Tables and Borders
toolbar), 193

lines
border line styles, 132
curved, drawing, 347–348
Go To command, 235
horizontal, adding to Web pages, 455–457
paragraphs, adjusting spacing, 118
straight, drawing, 341–342
style, setting for drawings, 351–352
tables, selecting, 192
tables, selecting with toolbar, 193

LineSpacing property (ParagraphFormat
object), 730

LineSpacingRule property
(ParagraphFormat object), 730

Link field code, 501
linked text boxes, column formatting 

and, 183
links. See hyperlinks
Links tab (Shared Workspace task pane), 315
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