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Beveled edge on pictures, 434
Bibliography
converting to static text, 499
creating, 495-499
inserting, 498-499
managing sources for, 497
style selection, 498
updating, 499
Black and white printing, 141, 142,
192, 226
Black font color, 142
Blank headers and footers, 214
Blank lines on printed forms, 300
Blank Page option, 221
Blocks of text, selecting, 46
Blog entries, creating, 254-257
Bold text, 138-139
Book fold margins, 198
Bookmark, 96, 243
Borders
page, 219-220
paragraph, 164, 166-167
picture, 432-433
tables, 352
text box, 455-456
Borders button, 154, 164, 166
Boxes. See also Text boxes
on forms, 301-302
Brightness of pictures, 428—-429
Browsers, Web options settings for, 251-252
Browsing by objects, 80, 93-94
Building Block Gallery control, 118
Building blocks, 443, 459-462
Bulleted lists, 177-179
Bullets button, 153, 177
Buttons
adding to the Quick Access Toolbar, 13
macros assigned to, 520-522

C

Capital letter, dropped, 472
Captions. See also Labels
automated, 501
creating, 499-501
inserting, 500
options, 500-501
for pictures, 435
Case, matching in a search, 61
Cells. See also Table cells
chart, 416

INDEX

Center button, 154, 155
Center tab button, 200
Changes group, 275-276
Changes to documents. See also
Collaboration
locating, accepting, and rejecting,
275-276
protecting against, 276-279
reviewing, 272-276
Character(s)
formatting, 133-149
raising and lowering on the line, 145
scaled in percentage, 144
Character spacing, 143-146
Character styles. See also Font(s)
applying, 148
new, creating, 146-148
Chart(s)
axis, 416
creating, 409-414
creating using Excel, 411-412, 414,
416-417
creating using Microsoft Graph,
413-414
editing, 416
formatting, 418-424
layout, 418-421, 424
selecting data range in, 414-415
styles, 421-424
templates for, 412—413
types of, 410-412
working with data in, 414-418
Check boxes, on forms, 301-302
Checklists, printed, 302
Citations
creating, 495-498
inserting, 495-497
managing sources for, 497
style selection, 498
for table of authorities, 509
Clear Formatting button, 126-127,
130, 175-176
Clip art
and copyright, 425-426
editing and formatting, 441
finding, 437-440
online, 440
Clip Organizer, 440
Clipboard, 46-47
Clipboard group, 12
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Closing
documents, 38
new documents, 31-38
Word program, 20-21
Collaboration
comments, 269-272
comparing document versions,
280-283
Compatibility Mode allowing maxi-
mum, 263
marking document as final, 280
online, 285-287
protecting document during, 276-279
protecting formatting during, 132
reviewing changes, 272-276
reviewing documents, 265-266
sharing document workspace, 284-285
tracking changes, 266-269
working with, 265-287
Collating, 234
Colors. See also Shading
customizing, 142-143
font, 133, 141-143, 146
page, 218-219
pictures, 429-430
shape, 399-401
text boxes, 453-455
theme, 192-194
underlining, 139
Column breaks, 204
Columns. See also Table columns
chart, forming axis, 416
margins, 202
multiple, 202-203
using tabs to format, 199
Combo Box control, 117
Commands, adding to the Quick Access
Toolbar, 13
Comment(s)
deleting, 272
finding, 272
handwritten, 270-271
specific, moving to, 96
text, 270
voice, 270-271
working with, 269-272
Comment button, 93
Compare Documents, 280-282
Compatibility Mode
content controls, 263
converting Word 2007 features, 30

557

customizing, 37
described, 261-263
editing documents in, 28
and macros, 262
opening older Word documents in,
29-30
and templates, 111
working in, 23
Compatibility packs for older Word
versions, 30-31
Compression of pictures, 430-431
Contact list, selecting recipient list
from, 313
Content controls
in Compatibility Mode, 30, 263
on Developer tab, 116-124
removing, 123-124
Contextual spelling, 71
Continuous page break, 204
Contrast in pictures, 428-429
Control Panel, accessing printers from, 227
Controls. See also Content controls;
Macros; Protection
adding to forms, 294-297
working with, 475-484
Controls group, 117, 118
Copying
templates, 116
text, 46-51
Copyright, pictures and, 425-426
Corrections, accepting suggested, 68
Cover pages, 221, 238
Cropping pictures, 435-436
Cross-references, 503-505
CSS (Cascading Style Sheets) for font for-
matting, 251
Ctrl+*, 48, 152, 154
Ctrl+Alt+Del, 21, 38
Ctrl+Backspace, 52
Ctrl+Delete, 52
Ctrl+E, 154
Ctrl+F, 54, 64, 66
Ctrl+F1, 86
Cul+G, 95
Ctrl+H, 57, 65
Ctrl4], 154
Ctrl+L, 154
Cul+O, 17
Ctrl+P, 231, 236, 238
Ctrl+PageUp/Down, 94
Ctrl+R, 154
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Ctrl+S, 34

Ctrl+Shift+*, 152

Ctrl+Shift+E, 276

Curl+T, 157

Ctrl+V, 53

Cul+X, 52, 53

Ctrl+Z, 52

Cursor, 42

Cursor keys, 94

CUSTOM.DIC file, 70-71, 72

Customizing
AutoCorrect, 76-77
building blocks, 461-462
character styles, 146-148
colors, 142-143
comments, 270-271
grammar checking, 74-75
headers and footers, 214-217
keyboard shortcuts, 14
with macros. See Macros
Normal.dotm, 106-107
page margins, 198-199
paper size, 202
paragraph styles, 170
Quick Access Toolbar, 13-14, 86
Quick Styles, 125-126
Save settings, 35-37
savings settings in template files, 107
spell checking, 69-71
status bar, 14-15
styles, 169-176
templates, 115-124
theme colors, 193-194
theme fonts, 191-192
view, 86

Cutting
tables, 349
text, 51-53

D

Data compression for pictures, 430-431
Data table, 420
Date
as header or footer, 214
sorting by, 167-169
Date and Time dialog box, 214
Date Picker control
for electronic forms, 294, 295
icon, 117

insertion into templates, 122-123

INDEX

Decimal tab button, 200
Decrease Indent button, 153, 159
Default file type, saving, 36-37
Default font color, 142, 143
Default printer, 226, 237
Default style settings, 106
Default themes, 188, 190
Define New Multilevel List dialog box, 184
Deleting
content controls, 123-124
endnotes and footnotes, 494
formatting, 126-127, 130, 175-176
headers or footers, 214
paragraph styles, 175-176
style checking, 75
table of contents, 491
text, 51-52
Demoting text, 82
Design Mode, 117, 119, 120, 121
Design tab for Header & Footer Tools,
212, 214-215
Details view of templates, 111, 112
Developer tab
content controls removed from,
123-124
Date Picker control, 122-123
described, 116-124
displaying and working with, 116-118
Dropdown List control, 120-122
form controls added from, 294-295
frames inserted from, 458
macro commands on, 517
text control, 118-119
Diagrams in Compatibility Mode, 30
Dialog box launcher, 12
Dictionaries
custom, 69-71
exclusion, 71-72
Digital photographs. See Picture (s)
Digital signature
adding to documents, 481-482
on electronic forms, 298-299
Directory, creating with mail merge,
338-339
Display for Review list, 273
.doc extension, 24, 26
.docm extension, 19, 24
Document(s)
closing, 38
collaborating on. See Collaboration
comparing, 280-282
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converting to Word 2007 format,
29-30
formatting. See Formatting
hidden information in, 479-480
multiple, viewing side by side, 100
new. See New documents
non-Word, 6
opening, 16-19. See also Opening
documents
outlining. See Outline view
from previous Word versions, 28-31
printing, 235-240
properties data, 32—-33
protections. See Protection
readability statistics for, 75
repairing and opening, 16
saving. See Saving
scrolling through, 92-94
searching for, 19-20
selecting entire, 46
sending. See Sending documents
shared, 284-285
sizing using Zoom, 91-92
style. See Quick Styles
types, 24-25
viewing. See Viewing documents
viruses in, checking for, 18
Web. See Web documents
working with, 23-39
Document Image Writer, 225, 239-240
Document Inspector, 479-480
Document Themes
changing, 188
colors, 192-194
in Compatibility Mode, 30
effects, 194
fonts, 139, 188-192
online, 195
previewing, 188, 190
saving, 194-195
working with, 124, 187-195
Document Views group, 80
Document workspace, sharing,
284-285
.docx extension, 19, 24, 97, 108
.dot extension, 24, 111
.dotm extension, 24, 107, 114
.dotx extension, 24, 113, 114
Downloading templates, 111
Draft view, 15, 79, 86, 88-89
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Dragging
documents to printer, 236
indent pointers, 196-197
Draw Borders command group, 347
Draw Table feature, 347
Drawing(s). See also Shapes; SmartArt
captions for, 499-501
freeform shapes and lines, 390
inserting into document, 386-388
positioning on page, 393-394
printing, 234
text boxes, 446
text wrapping around, 394-395
Drawing canvas, 386-388
Drop cap, adding, 472
Dropdown List control
for electronic forms, 296-297
icon, 117
insertion into template, 120-122
Dropdown menu system, 12

E

E-book reader format, 90
Editing
basic tools for, 42—-46
clip art, 441
groups, 12
headers and footers, 214-215
restrictions on, 278-279
styles, 131
Edits button, 94
Electronic forms
adding controls to, 294-297
adding digital signature or signature
line, 298-299
creating, 290-300
designing, 291
locking for data entry only, 297
tables features in, 292-293
using, 298
Electronic postage, 324
E-mail attachment, sending document as,
257-260
E-mail blast, 326-328
E-mail, sending documents as, 257
Embedding fonts, 140, 260-261
Encryption, 482-484
Endnote(s)
creating, 491-494
inserting, 493
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Endnote(s) (cont.)
navigating between, 493
options, 493-494
removing, 494
specific, moving to, 96
Endnote button, 93
Envelopes
mail merge, 334-335
printing, 328-337
single, 329-331
Equations
captions for, 499-501
in Compatibility Mode, 30
display options, 467-469
inserting, 466-467
specific, moving to, 96
working with, 466-470
writing from scratch, 470
Even page break, 204
Exactly setting for line spacing,
161, 163
Excel
AutoFill feature, 374-376
creating charts using, 411-412, 414,
416-417
inserting spreadsheet from, 347-348
selecting recipient list from,
313-314
versus Word, 375
Exceptions, changing in AutoCorrect, 77
Exceptions feature, 278
Exclamation point (!) in icons, 25
Exclusion dictionaries, 71-72
Exiting Word, 20-21
Exporting styles, 131

F

F1, getting Help, 9
Fax
printing to, 227, 238-239
sending document via, 260
Field, moving to a specific, 96
Field button, 93
File Conversion dialog box, 27
File formats
for documents from older Word
versions, 29-30, 261-263
non-Word, 25-27, 263-264
working with, 23-25
File menu, 12

INDEX

Fill Effects dialog box, 219, 454
Fill pattern
shape, 399-401
text box, 453-455
Filtering
recipient list, 317-318
when searching for templates, 111
Final, marking document as, 280
Find and Replace dialog box
Find tab, 54-55
Go To tab, 95
Replace tab, 58, 60
Find button, 94
Finding. See also Search options
clip art, 437-440
comments, 272
duplicates in recipient lists, 318-319
formatting, 64-66
recipients, 319
special characters, 66
text, 53-57, 59-64
First Line Indent pointer, 157, 196
Flesch Reading Ease statistic, 76
Flesch-Kincaid Grade Level test, 76
Font(s)
bold, 138
colors, 133, 141-143, 146, 192-194
in Compatibility Mode, 30
Document Themes, 139, 188-192
embedding, 140, 260-261
families, 136-137
group, 12
italic, 138
kerning, 146
previewing, 134
selecting, 134-137
size, selecting, 133, 140-141, 146
special characters/symbols and, 463
styles, 136-137, 137-139
theme, 188-192
Footers
blank, 214
creating, 210-218
customizing, 214-217
date, time, or page number as, 214
on forms, 303-304
navigating, 212-213
options, 212
positioning, 213
preset, 211-212
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Footnote(s)

creating, 491-494

inserting, 492

navigating between, 493

options, 493-494

removing, 494

specific, moving to, 96
Footnote button, 93
Form letter for Mail Merge, 308
Formatting. See also File formats; Text

formatting

charts, 418-424

clearing, 126-127, 130, 175

clip art, 441

equations, 467-469

finding, 64-66

pages, 187-222

paragraphs, 151-185

pictures, 427-436

protecting, 132

revealing, 130

shapes, 392, 399-404

table of contents, 487-489

tables, 350-352, 374-381

text boxes, 453-458
Formatting codes, displaying, 48
Formatting dialog box, 172, 174
Forms

creating, 289-304

electronic, 290-300

printed, 300-304
Formulas, adding to tables, 372-374
Frames, versus text boxes, 458
Full Screen Reading view, 15, 79, 86, 89, 90

G

Glow effects in pictures, 434

Go To button, 93

Go To commands, 79, 95-96. See also
Moving

Go To Footer, 12

Go To Header, 212

Grammar checking, 67-68, 73-76

Grammatical errors, detecting, 44

Graph (Microsoft), creating charts using,
413-414

Graphics. See Clip art; Drawing(s);
Picture(s); Shapes; SmartArt

Graphics button, 94

Grayscale, 141, 192
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Green squiggles, 44, 67
Greeting line, adding, 321-322
Gridlines, 353, 424
Group system, 12
Grouping
controls, 117
shapes, 397-398, 452-453
styles, 131
text boxes, 452-453
Gutters, 198

H

Handwritten comments, 270-271
Hanging indent pointer, 196
Hanging paragraphs, 156-157
Hard returns, 152
Header(s)
blank, 214
creating, 210-218
customizing, 214-217
date, time, or page number as, 214
navigating, 212-213
options, 212
positioning, 213
preset, 211-212
table, repeating, 379
Header & Footer Tools, 211-212, 214-215
Header from Top list box, 213
Heading(s)
font selection for, 136
promoting or demoting, 82
specific, moving to, 96
Heading button, 94
Help
screen, 8-9
searching, 9-10
Hidden effect, 139
Highlighting
all instances of a text string, 56-57
text, 44-46
Home tab, 11
Homonyms, searching for, 61
Horizontal Line feature, 167
Horizontal slider, 93
HTML format, 248-249
Hue, 143
Hyperlinks, 242-247
Hyphenation
automatic, 208
described, 207-210
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Hyphenation (cont.)
manual, 207-208
options, 208-209
special characters controlling,

209-210

I

Icons
font, 135
printer, 236-237
on Select Browse Object button, 93
for subdocument files, 87
for Word 1997-2003 documents, 5
Illustrations. See Clip art; Drawing(s);
Picture(s); Shapes; SmartArt
Imaging tools, 239-240
Importing
styles, 131
symbols, 179
Increase Indent button, 154, 159
Indent pointers and sliders, 196-197
Indenting, 155-160, 196-197
Indents and Spacing tab, 153, 161
Index
adding, 508-509
AutoMark files for, 507-508
creating, 505-509
marking entries for, 505-507
updating, 509
Infopath 2007, 117
Insert Page, 205
Insert tab, 11, 221
Insert Table dialog box, 346
Insertion point, 42, 92
Installed Templates list, 108
Interface, changes in, 7-8
Italic text, 137-139

J

Jump locations, 95
Justify button, 154, 155

K

Keep Lines Together, 165

Keep Source Formatting option, 48
Keep Text Only option, 49

Keep with Next, 165

Kerning, 146

INDEX

Keyboard shortcuts
customizing, 14
macros involving, 517-522
Keyboard, typing with, 42-44

L

Labels. See also Captions
creating, 328-337
mail merge printing, 335-337
single printing, 331-333
Landscape orientation, 202
Landscape, tables, 376-378
Launching Word from the Start
menu, 4
Layout
charts, 418-421, 424
page, 210-221
pictures, 435
shapes and drawings, 393-394
table, 350, 376-378, 379-381
text boxes, 448-450
Leading, 160
Left Indent pointer, 158
Left page margins, setting, 196-197
Left tab button, 200
Legacy Tools control, 118
Legal documents, table of authorities for,
509-510
Letters, form for Mail Merge, 308
Line(s)
changing, 391-393
freeform, drawing, 390
horizontal, 167
inserting, 389-390
leading, 160
in shapes, changing, 401
specific, moving to, 95
Line and Page Breaks tab, 153, 164, 207
Line breaks, 152, 164, 207-210
Line numbers, 205-206
Line of text, selecting, 45
Line spacing, 160-164
Line Spacing button, 154, 160, 163
Link(s), maintaining, 51
Linked styles, 129, 173
Linking text boxes, 446-447
Links dialog box, 51
Lists
bulleted, 177-179
multilevel, 81, 182-184
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numbered, 179-181

sorting, 168-169
Live Collaboration, 285
Locking

electronic forms, 297

style sets, 132
Luminance, 143

M

Macros
alternatives to, 517
assigned to button, 520-522
assigned to key combination,
517-520
backward compatibility in, 262
definition of, 513
disabled, 514-515
recording, 516-522
and security, 513-516
trusted publishers and locations,
108, 515-516
in Visual Basic, 522-523
working with, 25, 513-526
Magnification, 235
Mail Merge
completing, 325-326
directory creation using, 338-339
electronic postage, 324
envelopes and labels, 328-337
fields and rules, 319-324
form letter for, 308
managing recipient list, 315-319
to new document, 326, 335, 337
previewing, 324-325
to printer, 325, 335, 336
process explained, 306-307
recipient list, 309-315
rules, 319-324, 337-338
starting, 308-309
working with, 305-340
Mail Merge Wizard
directory creation using, 338-339
e-mail blast settings, 326-328
using, 307-308
Mailings tab, 11
Malware, 25
Manage Styles button, 129, 131-132, 174
Manual duplex option, 232
Manual Hyphenation feature, 207-208
Many pages radio button, 91-92
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Margins. See also Page margins
cell, 366
charts, 424
column, 202
paragraph, indenting, 158
Mark as Final, 280
Mass mailing. See E-mail blast; Mail merge
Master Document feature, 15, 86-88
Match case search option, 61
Match Destination Formatting option, 49
Match Fields in mail merge, 323-324
MathAutoCorrect, 469
Maximizing windows, 99
MDI image, 225, 240
Merging. See also Mail Merge
cells, 359-360
Metadata, 475
MHTML format, 248
Microsoft Access, selecting recipient list
from, 314
Microsoft Excel. See Excel
Microsoft Graph, creating charts using,
413-414
Microsoft Office Document Image Writer,
225, 239-240
Microsoft Office InfoPath 2007, 117
Microsoft Office Live Collaboration, 285
Microsoft Office Online
clip art, 440
templates, 110-111
themes, 195
Microsoft Office Picture Manager, 428
Microsoft Office SharePoint Server,
284-285
Microsoft Outlook, selecting recipient list
from, 313
MIME HTML format, 248-249
Mirror indents, 159, 198
Misspelled word, detecting, 43
More Colors, 142, 143
Mouse wheel, 92, 94
Moving. See also Go To commands
insertion point, 92
to specific page, 95
text, 52-53
text boxes, 451
MSN Groups, document collaboration
with, 286-287
Multilevel list, 81, 182184
Multilevel List button, 153
Multiple columns of text, 202-203
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N

Naming
custom colors, 194
new documents, 31-32
new styles, 174
theme fonts, 191
Navigating
commands, 79
documents. See Viewing documents
between footnotes and end-
notes, 493
headers and footers, 212-213
Nested tables, 381
New documents
mail merging to, 326, 335, 337
naming, 31-32
opening, 17
saving and closing, 31-38
templates for, 108-114
New page, page breaks to starting, 205
New Style command, 129, 146-147,
171-174
Next Page break, 204
Next Section button, 213
Non-Word documents, opening, 6
Non-Word file formats, 25-27, 263-264
Normal style, 124, 170-172
Normal view, 79
Normal.dot, 170
Normal.dotm
deleted, 107
described, 106
making changes to, 106-107
as Office theme, 188, 190
storing paragraph styles in,
170, 174
Number format
choosing, 179-180
new, 180-181
Number value, setting, 181
Numbered lists, 153, 179-181
Numbering
lines, 205-206
pages, 214, 217-218
paragraphs, 153, 165
rows in tables, 376
Numbering button, 153, 179-180
Numbering Library, 179-180
Numerical sorting, 167-169

INDEX

0

Objects
browsing by, 80, 93-94
moving to, 96
OCR (Optical Character
Recognition), 240
Odd page break, 204
Office Art in Compatibility Mode, 30
Office Classic theme font, 190
Office theme, 188, 193
Offline printer, printing to, 232-233
Online collaboration, 285-287
Online resources
for bullet symbols, 179
clip art, 440
templates, 110-111
themes, 195
On-screen documents, font selection
for, 136
Open dialog box, 16-17
Opening documents
described, 6, 16-19
existing, 16
new, 17
recovered, 18
with templates, 106
Orientation
page, 201-202
picture, 435
table, 376-378
Orphan control, 165
Outline of shapes, 401
Outline view
collapsing and expanding, 83-84
item levels in, 83
moving items up or down in, 85
multilevel lists created from, 182
selecting level of detail in, 82-83
showing first line only, 84
showing or hiding formatting, 85
working in, 80-85
Outlining tab, 80
Outlook Contacts, selecting recipient
list from, 313
Outlook Editor, 257
Outside Borders button, 166
Overtype mode, avoiding, 43
Overtype/Insert toggle command, 15
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P

Page(s)
arranging pictures on, 435
backgrounds, 218-220
borders, 219-220
color, 218-219
cover, 221, 238
inserting, 205, 221
layout, 210-221
new, 205
orientation, 201-202
setup, 195-210
specific, moving to, 95
Page Break Before, 165
Page breaks, 164, 204-205, 221
Page Breaks tab, 153, 164, 207
Page button, 93
Page formatting
Document Themes, 187-195
multiple types on same page, 204205
using, 187-222
Page Layout tab, 196
Page Layout view, 11, 89, 196
Page margins. See also Alignment
custom, 198-199
preset, 197-198
setting, 196-199
Page numbers
inserting into headers and footers, 215
moving to, 95
Page Setup dialog box, 196
Pagination
for paragraphs, 165
working with, 214, 217-218
Paint Bucket tool, 399, 453
Paper size
print scaling to, 234
selecting, 201-202
Paragraph (s)
aligning, 154-155
borders and shading, 164-167
first line indention, 156-157
group, 12
hanging, 156-157
horizontal line between, 167
indenting, 155-160, 196-197
margin indention, 158
numbering, 153, 165
selecting, 45
spacing, 160-164
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Paragraph dialog box, 153, 159-160, 161,
162, 163, 207
Paragraph formatting
settings, 152-169
show/hide, 152, 154
and Style Inspector, 130
using, 151-185
Paragraph group, 153, 159, 164, 168, 177,
179, 182
Paragraph marks, displaying, 48, 152, 154
Paragraph styles
described, 169-176
existing, modifying, 174
new, creating, 170-174
removing, 175-176
storing, 170-171, 174
updating, 175
Paste
charts from Excel spreadsheets,
416-417
described, 50-51
options, 48-49
tables, 349
text, 47-53
Paste command, 53
Paste Options button, 48—-49
Paste Special, 49-51
Pattern menu, 455
PDF file, saving as, 34-35, 225
Picture(s)
adding to documents, 426-427
arranging on page, 435
border, 432-433
brightness and contrast, 428-429
as bullets, 179
captions for, 435, 499-501
changing, 431
colors in, 429-430
compression, 430-431
and copyright, 425-426
effects, 433—-435
resetting formatting for, 431
shape, 432
sizing and cropping, 435-436
software for managing, 428
styles, 431-436
working with, 425-436, 427-431, 441
Picture control, 117
Picture Manager, 428
Pinning, Word to the Start menu, 4-5
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Plus sign (+), style preceded by, 139
PNG, as a graphics format, 250
Point size, 140-141, 145, 161
Portable Document Format file.
See PDF file
Portrait orientation, 202
Position group, 213
Positioning. See also Alignment
of characters on line, 145
of charts, 424
headers and footers, 213
of shapes and drawings, 393-394
of text boxes, 448—450
Postage, electronic, 324
Prefixes, searching for, 61
Preset headers and footers, 211
Preset margins, 197-198
Previewing
borders, 166
faxes, 238
fonts, 134
Mail Merge, 324-325
multilevel lists, 183
page margins, 198
printing, 89, 159, 235
shading, 165
special effects, 139
styles, 129
themes, 188, 190
Previous Section button, 213
Print dialog box, 227, 231-234, 237,
238, 240
Print Layout view, 15, 80, 88, 89
Print Preview, 89, 159, 235
Print Properties dialog box, 229
Print Test Page button, 230
Printed checklists, 302
Printed forms
adding check boxes, 301-302
blank lines with instructions, 300
boxes to be filled in, 301
creating, 300-304
footers with version details on,
303-304
signature lines on, 302-303
Printer
and color choices, 141-142
default, 226, 237

mail merging directly to, 325, 335, 336

offline, 232-233
preferences, 227-229

INDEX

properties, 229-230
selecting, 231-232, 237-238
shortcuts, 236
Printer fonts versus TrueType, 139
Printers and Faxes window, 227, 237
Printers dialog box, 231
Printing

in black and white, 141, 142, 192, 226

both sides of page, 232
collating, 234
described, 225-240
documents, 235-240
drawings, 234
to fax, 238-239
to file, 232-233
mail merge envelopes, 334-335
mail merge labels, 335-337
merge, 306
multiple pages per sheet, 234
number of copies, 234
and paragraph margins, 159
Quick Print, 226
scaling to paper size, 234
selected page range, 233
setting options, 226-235
single envelopes, 329-331
single labels, 331-333
from Windows, 236-237
Windows preferences, 227-229
Word options, 234-235
Printing Preferences button, 230
Printing queue, monitoring, 235
PRN file, 232-233
Promoting text, 82
Properties data, use of, 32-33
Properties dialog box, 33
Protection
digital signatures for, 481-482

against document changes, 276-279

of electronic forms, 297-299
encrypting for, 482-483

of hidden information in documents,

479-480
and macros, 513-516
using, 475-484
using RMS, 476-478
when saving documents, 483-484
Publishers, trusted, and macros,
108, 515-516
Punctuation, ignoring in a search, 61
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Q
Quick Access Toolbar (QAT)
adding the Properties feature to, 33
customizing, 86
described, 12-13, 13-14
Quick Print command, 226
Save button, 34
Quick Launch toolbar, adding Word
to, 6-7
Quick Print, 226
Quick Styles
applying, 127-128
applying character styles using, 148
for charts, 421-424
choosing, 124-125
customizing, 125-126
described, 105, 124-132
removing styles from, 176
Quick Tables, 348
Quitting Word, 20-21

R
Readability, 75-76
Reading Layout view, 79
Recipient list
creating, 309-315
filtering, 317-318
finding data in, 319
finding duplicates, 318-319
managing, 315-319
sorting, 316
validating addresses in, 319
Recommend tab, 131
Record in Mail Merge, 306
Recovered documents, opening, 18-19
Red squiggles, 43, 67
Reference(s). See Bibliography; Citations;
Cross-references
Reference aids, 485-511
Reference features in Compatibility
Mode, 30
References tab, 11
Reflection effects in pictures, 434
Remove Space Before Paragraph, 161
Removing. See Deleting
Replace All, 59
Replacing
formatting, 65-66
with special characters, 67
text, 57-59
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Resizing
shapes, 392
tables, 349

text boxes, 447-448
windows, 98
Restrict tab, 132
Return address, storing, 328-329
Returns
hard, 152
soft, 152
Reveal Formatting pane, 130
Review tab, 11, 265-266, 275-276
Reviewing changes
combining from multiple authors,
282-283
described, 272-276
protecting document prior to,
276-279
Reviewing Pane, 274-275
Ribbon. See also Developer tab
Add-Ins tab, 111, 113
described, 10-12
groups, 12
hiding, 86
Paragraph dialog box, 159-160
tabs, 11
View tab, 79, 80, 81
Rich Text control, 117
Right Indent pointer, 158
Right page margins, 196-197
Right tab button, 200
Rights Management Services (RMS),
476-478
Rows. See also Table rows
chart, forming axis, 416
.rtf extension, 26
Ruler
hiding, 86
indenting using, 156-158
positioning headers and footers, 213
setting page margins, 196-197
tab setting, 199-200
viewing, 156, 157, 158, 196

S

Saturation, 143

Save As command, 34-35

Save command, 34

Save Current Theme dialog box, 194-195
Save settings, customizing, 35-37
























