








Index

ASCII (American Standard Code for Information Exchange),

180, 484
ASK field, 375-376, 661
attributes, paragraph formatting, 132-134
AUTHOR field, 373
AutoCaption feature, 587-588
AutoComplete feature, obsolete features, 232
AutoCorrect feature
blue rectangle indicator, 242
Building Blocks versus, 246
capitalization, 80, 107
corrections, undoing, 243
default corrections, changing, 108
entries
backing up, 245-246
built-in, removing, 79
converting typos to, 244
formatted text, 79
self-created, 79-80
sharing, 246
equations, 344-345
keyboard shortcuts, 77
lightning bolt indicator, 242
math regions, 246-248
memory and disk space limits, 245
misspelled words, 80
placing on QAT, 77
plain versus formatted text, 244
Recognized Functions list, 248
Replace/With pair, 243
rules, suppressing, 243
settings, 241-242
Show AutoCorrect Options buttons, 78
symbols, 247
undoing corrections made by, 78
AutoCorrect option (Symbol dialog box), 339
AutoFit options, table creation, 278-279
AutoFormat feature
AutoFormat As You Type option
Apply as you type option, 260
Automatically as you type option, 260
fractions, 261-263
quotes, 261
Replace as you type options, 259
settings, 258-259
symbols, 261-262
AutoFormat command option
Accept All option, 256
Accept Changes option, 255
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accessing, 252
command types, 253
document appearance, changing, 257
how to use, 254-256
Reject All Changes option, 255-256
Review Changes option, 255
Track Changes option, 255
uses for, 257-258
when to use, 252
versions, 251
AutoMark feature, index entries, 595
automatic hyperlinks, 610
automatic macros, 773774
automatic section breaks, 425-426
automatic TOC
defaults, 534-536
heading styles, 533, 537-538
leaders, 535
levels, 535
outline level assignments, 536-538
page number, 535

Automatically as you type option (Autoformat As You Type

option), 260
AUTONUM field, 377
AUTONUMLGL field, 377
AUTONUMOUT field, 377
AutoRecover feature

backups, enabling, 84

crashes, 84

intervals, setting, 84

AutoText feature

entries
copying between templates, 237
equations, 351
fields, inserting, 239-240
link and reference fields, 374
templates, 64

formatting, 234

where to find, 233

B

backgrounds
chart, 405
color, 461-463
gradients, 464-465
pattern, 466
picture, 466
printed/nonprinted documents, 460



removing, 469
table, 299
textured, 465
themes, 463-464
types, 459-460
watermarks versus, 461-462
backslash (/), command-line switch, 33
backups
AutoCorrect entries, 245-246
Building Block, 236
enabling, 84
settings, 730
backward compatibility improvements, 87
Banded Columns table style, 299
Banded Row table style, 299
BARCODE field, 377
barcodes, retired features, 67
beginning of word wildcard search, 192
Beginning Visual Basic 2005 (Willis and Newsome), 778
behind text wrapping style, 310
bibliographies. See also citations
converting to static text, 580-581
copying, 580
deleting, 579
discussed, 569
inserting, 578-579
saving for reuse, 581
updating, 579
bilingual dictionaries, Translate feature, 224
blank document templates, 501
block letters, WordArt objects, 390
Blog Accounts dialog box, 496
blogs
adding pictures to, 495
additional account setup, 496
discussed, 52, 492
failed posting, 497
FAQ (frequently asked questions) section, 493
Help section, 493
New Blog Account dialog box, 493494
passwords, 494
publishing, 495-497
registration, 493—-494
starting from blank template, 493
Windows Live blog setup, 494
blue rectangle indicator, AutoCorrect feature, 242
bold characters, 127
book style printing, indentation, 137

Bookmark option (Find and Replace dialog box Go To
function), 201-202
bookmarks
copying and pasting, 528
cross-references, 621
deleting, 526
discussed, 523
displaying, 524-525
errors, 530-531
gray markers around, 524
hidden, 524
hyperlink, 614
material containing part of, copying or deleting,
528-529
naming, 525, 527
navigation, 529
overlap, 527
partial, 528
reasons for using, 526-527
redundancy, 527
reusing, 528
user-created, 525-526
Word-created, 529-530
borders
page setup, 435-436
paragraph formatting, 145
paragraph shading, 134
table, 300-301
boxes, paragraph formatting, 145
brightness and contrast controls, picture, 317
Bring to Front tool, 444
brochures, vertical page alignment, 434
browse, Select Browse Object button
browse behavior, resetting, 40—41
overview, 40—41
Page option, 41
browsers, document links in, 31
Building Blocks
adding new, 230
AutoCorrect feature versus, 246
AutoText feature
entries, copying between templates, 237
fields, inserting, 239-240
formatting, 234
where to find, 233
backups, 236
categories, 231
copying, 238
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