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This book is dedicated to my extraordinary daughter, Katie, who was killed in a car crash on
July 2, 2009. Katie was the most incredibly talented, intelligent, and loving human being I've
ever known, and Karen and I miss her each and every day. In her short 21 years, she touched
the lives of many hundreds of people who knew her and loved her, and relied on her for her
leadership and her deep compassion, empathy, and honesty. With wisdom beyond her time with
us, I believe that her timeless soul continues. The work she began is being continued by the
Katie Tyson Fund, which provides leadership training for youth and young adults.



Credits

Executive Editor Vice President and Executive
Carol Long Group Publisher

Richard Swadley
Project Editor

Tom Dinse Vice President and Executive
Publisher

Technical Editor
Barry Pruett

Dave Johnson

Production Editor Associate Publisher

Kathleen Wisor Jim Minatel
Copy Editors Project Coordinator, Cover
Sadie Kleinman Lynsey Stanford
Kim Cofer
Proofreader

Editorial Director

Robyn B. Siesky Nancy Carrasco

Editorial Manager Indexer

Mary Beth Wakefield Robert Swanson
Marketing Manager Cover Image
Ashley Zurcher Joyce Haughey
Production Manager Cover Designer

Tim Tate Michael E. Trent



About the Author

Herb Tyson is an economist and computer consultant and trainer in the Washington, D.C.,
area. He earned an interdisciplinary doctorate from Michigan State University in 1977, and an
undergraduate degree in Economics and Sociology from Georgetown University in 1973.

He is the author of many computer magazine and ezine articles, as well as over a dozen com-

puting books, including Teach Yourself Outlook 2000 in 24 Hours, Word for Windows Super Book,
Teach Yourself Web Publishing with Microsoft Word, XyWrite Revealed, Word for Windows Revealed,
Your OS/2 Consultant, and Navigating the Internet with OS/2 Warp. Herb is also joint author and
technical editor for many other books.

He has received the Microsoft MVP (Most Valuable Professional) award each year for more than
fifteen years, in recognition for helping thousands of Microsoft Word users. Widely recognized
for his expertise, Herb’s clients have included IBM, Wang, the federal government, and the
World Bank, as well as numerous law firms and publishers.

Herb is also a singer and songwriter, currently working on his second CD. He and his guitar
are no strangers to musical venues in the Washington, D.C., area. He has performed at the
Birchmere, the Kennedy Center, Jammin’ Java, and coffeehouses, and is a frequent performer at
the Mount Vernon Unitarian Church (where he serves as webmaster).

You can visit Herb’s website at www.herbtyson.com. Questions about this book and Microsoft
Office can be pursued at Herb’s Word blog, at word.herbtyson.com.



Acionowledyiments

to remain afoot following the death of my daughter. Without their help, I might have

declined the opportunity to update the Word 2010 Bible. Many thanks also to Jim Minatel,
Associate Publisher at Wiley, who e-mailed me five years ago, asking if I'd be interested in
writing this book, and to Carol Long who asked if I'd like to do the update. Many thanks to
Tom Dinse and others at Wiley who have been struggling along with me as we attempted to
keep up with the changes in the pre-beta, beta, release candidate, and released-to-manufacturing
versions of Word 2010. It’s been like having to do three revisions, rather than just one. Thanks
also to Tom Oliver and others at Microsoft who were quick to answer my questions about
whether things I observed in the Beta version of Word 2010 were features or bugs.

Iwould like to thank my family and friends for their love and support in helping us struggle

Special thanks go to my technical editor, Dave Johnson, whose careful technical editing of the
Word 2010 Bible helped find successive version changes that otherwise might have fallen through
the cracks. Having been a technical editor for a number of books, I know from personal experi-
ence how hard it can be, especially when the underlying software is not yet in finished form.



TNETOAUCTIOTL ..ot XXXVil

Part I: My Word, and Welcome tolt .......................1

Chapter 1: Brave New WOTd ..ot 3
Chapter 2: QUICK SEATT ..ottt 29
Chapter 3: Where in the Word IS . . .2 ..o 61
Chapter 4: Making Word Work for YOU ........ccoiiiiiiiiiiiie 73
Chapter 5: The X Files: Understanding and Using Word’s New File Format ... 91
Chapter 6: Make It Stop! Cures and Treatments for Word’s Top Annoyances ......................... 101

Partll: WordontheStreet ..........ccivtiiiieereeee... 115

Chapter 7: Formatting 101: Font/Character FOrmatting ..............cccccocooioiiiiiiioiiiiiiiiiice, 117
Chapter 8: Paragraph FOrMAatting .........ccooiiiiiiiiiii it 135
Chapter 9: TN SEYLE! ..ot 155
Chapter 10: The CHPDOATA ........ooiiiiiiii e 173
Chapter 11: Find, Replace, and GO TO .....cocooiiiiiiiiiiiiiiiiec e 185

Part Ill: Writing Tools ...........ccovviiiiiiiiiiieee. 217

Chapter 12: Language TOOIS ..........c.ciiiiiiiiiiiie e 219
Chapter 13: Building Blocks and Quick Parts ..........ocoooiiiiiiiiiiiiiie e 241
Chapter 141 AULOCOTTECL ....viuiiiiiiiieit ettt 255
Chapter 15: AULOFOITIIAL ....oviuiiiiii i 265
Chapter 16: Action Options (What Happened to Smart Tags?) ..........cccccooeiiviviniiiiiinen, 279

PartIV: Morethan MereWords ........cooiiieeeeeee....283

Chapter 17: Tables ..ot 285
Chapter 18: Pictures and SIMATTATT ......ccooviiiiiiii i 315
Chapter 19: Headers and FOOLETS ........ccoiiiiiiiiiiiiii i 339
Chapter 20: Symbols and EQUAtIONS ..........cocccioiiiiiiiiiiiiiiiiiiiiic e 351
Chapter 21: Field GUIAE ...ooooiiiiiiiii i 367
Chapter 221 WOTAATT ...o.oiiiiiiiie ettt 395
CRhapter 231 CRATTS ..ot 409
Chapter 24: Inserting Objects and Files ... 425

Part V: DocumentDesign ............ccivvvviiiieee. .. 437

Chapter 25: Page Setup and SECUONS ...........ccoiiiiiiiiiiiiiiiiiie e 439
Chapter 26: Textboxes and Other ShAPes .........cocooiiiiiiiiiiiii e 455
Chapter 27: COLUIMIS ..ottt 467



Contents at a Glance

viii

Chapter 28
Chapter 29
Chapter 30
Chapter 31

5 On Background ... 477
: Publishing as PDF and XPS .......ocooiiiiiiiii e 489
. Blogging and Publishing as HTML ...........cocoiiiiiiiiii e 497
: Templates and Themes ..o, 509

Part VI: With All Due Reference ..........ccceveeeeee....533

Chapter 32
Chapter 33
Chapter 34
Chapter 35
Chapter 36
Chapter 37
Chapter 38
Chapter 39
Chapter 40

Part VIl
Chapter 41
Chapter 42
Chapter 43
Chapter 44

Part VII
Chapter 45
Chapter 46
Chapter 47
Chapter 48
Chapter 49

Part IX:
Chapter 50
Chapter 51
Chapter 52
Chapter 53
Chapter 54

T BOOKMATKS ..o 535
2 Tables Of CONLEIILS ..ottt 545
S Master DOCUIMENTS ... 559
: Footnotes and ENdNOtes .............cooiiiiiiiiii i 573
: Citations and Bibliography ........ocooiiiiiiii e 581
. Captions and Tables of Captioned Items ...........cocooiiiiiiiiiiiiii e 595
DINAEXINE i 603
: Tables of AUthoTities ... 613
: Hyperlinks and Cross-References ..............ccoiiiiiiiiiiiiiiiieee 621
: Getting Outthe Word ......................... 637
D DALA SOUTCES ..t 639
s Envelopes and Labels ..o 649
: Data Documents and Mail MeTge ..........ccocooiiiiiiiiiiiiiiiiiie e 661
SFOTIS Lo 687
I: Power and Customization .....................713
: Keyboard CUStOMIZALION ......ooiiiiiiiiiic e 715
- The Quick Access TOOIDAT ..........cooiiiiiiii e 727
S The RIDDOM Lot 737
1 Options and SELUINES ........ovoiiiiiiiiiiiiiic e 749
: Macros: Recording, Editing, and USINg ... 795

Collaboration — Getting Along with Others ...... 817
: Security, Tracking, and COMMENES ...........cooooiiiiiiiieie e 819
: Comparing and Combining Collaborative Documents ..............ccccccocoeeiiincnn. 845
: SharePoint and SKYDTIVE .........ooooiiiiiiiiiii i 853
2 SharePoint WOTKSPACE .....oviiiiiiiiieii i 865
. Integration with Other Office Applications ............ccocooiviiiiiiiiiiiee 881
...................................................................................................................................... 895



INtroduction . ... vii ittt ittt ittt eeeneeneeneneesss XXXVil

Partl: My Word, and Welcome to It 1

Chapter 1: Brave NewWord ........... ... ... oiiiiiiiii....3

DISCOVETADIILY ...
The “Results-Oriented” User Interface
Ribbons and TRINES .....ooviiiiiii e
THIE BAT ..o
The HOmME ROW ..o
Ky TIPS e
RIDDON oo
Groups, o ChUNKS ..o

Contextual TOOLS ...
Quick Access TOOIDAT .........ooiiiiiiio oo
LIVE PTevVIOW .o
GallETIBS .
The MiniBar or Mini Toolbar ...
CONLEXE METIUS ...ooiii it
SUPET TOOIPS .t
Dialog Boxes and LaunChers ............ccoooiiiiiiiiiiii e
Task Panes .........ccccccoeveiiiiieii
SEATUS BaT ..o
Go Backstage with File ...
OPLIOTIS .. e
Truth in Advertising, or What's in a Name? ...........ccccococooiiiiiiiiiiiiee e 25
Advanced ... versus Not Advanced? ...........ocooiiiiii e 26

Chapter2: Quick Start ............... ... i i 29

SEATTNG WOT .ottt 29
SEATE MBI .. 29
DIESKLOP .t 30

Creating a Full-Function Word ShOTtCul ...........cccooiiiiiiiiiiiiin, 30



Contents

SROTLCUE KEY .t 31
PInning to TasKDAT ...t 32
WINAOWS EXPLOTET ....ooiiiiiiiii e 32
BrOWSET ..o 33

PAth\FIENAITIE ... 37

File 01 BaCKStage VIBW .......ooiiiiiiiiiiit i 37
Have You Been PInned? ........coooiiiiiiiiiiiiiii e 38
Navigation Tips and TTICKS ... 39
Tricks with CHCKS ..o 40
Triple-CHCKING ... 40
CUTHCHCKING . 40
ATHRCICKINE e 40
ATHDIAZEING ..o 41
SHIFEAFCHCK i 41
MULL-SELECHUNE ..ot 41
SELAOIM SCTEETL ... 42
SPIE BOX 11ttt 42

VIEW RULETS ...t 42
Select BIOWSe ODJECT ...ttt 43
KEYDOATA ... 44
Other Built-In KeystroKes .............ccoiiiiiiiiiiiiiiiiiec e 45
Office 2003 Menu KeystroKeS ........cocoiiiiiviiiiiiiiaiiieiecc e 45
CUStom KeyStrOKES ........iiiiiiiiiiiiiii e 46
VIBWS e 46
Draft View Is the New Normal VIeW ........cccooooiiiiiiiiiiiiiiiiec e, 47
Print LAYOUL ..o 49
Full Screen Reading ...t 49
WED LAYOUL .ottt 49



Contents

Outline (Master Document TOOIS) .....c.ooiiiiii oo 49
SAVITIZ e 51
COMVETE ettt 53

Save and Send (Formerly Publish) ... 54
BIOZEINE .. 55

JUSE DIV TN oo 55
SEATE WOTA ittt 55
Creating @ New LELLET .....coiiiiiiiiiiii e 55
INEtAL SELUP .ot 56
Write Tt and FOTMAt It ....oooiviiiii e 57

Save Tt and Print U ..o 57

Print an ENVEIOPE .....c.oiioiiiioieie e 58
SUIMIMATY ..o 59
Chapter 3: WhereintheWordIs...2 ...............ciiv.. .. 61
Using Help to Find Out Where It Went ...........oocociiiiiiiiiiiiiiiieei e 61
MenUu COMMEANAS ...ttt 63
Toolbar COmMMANAS ..ottt 63

RIP: Features Removed from Word ..o 63
RoUtNG RECIPICIIL ..ot 63

FALE SEATCR ..ot 64
INOTINAL VIBW ..ot 65
Word 2003 TemPlates .......c.ooiiiiiiiiieii e 65
TOOIDATS ... 67
Menu CUSLOMUZALIOTL ...ttt 67
Charting Options/FEALUTES ............ccociiiiiiiiiiiiiiiiiiitiiieiiccccc e 67
OfFICE ASSISTANL ...t 67

Send fOr REVIEW ....iiiiiiiiioie e 68
Eastern European Font Add-IN ...........cccoiiiiiiiiii i, 68
Animated Font Text Effects ......ocooviiiiiiiiiiii i 68

Mail BATCOAES ...t 69
WordPerfect-Related OPUONS ........oooiiiiiiiiiiiei e 69

Web COMPONEIILS ...t 71
SUIMIMATY ... 71
Chapter 4: Making Word WorkforYou ........................73
The Style AAVANIAZE .....ocoiiiiiiiiiiiiiiic e 73
Styles versus Direct FOIMAatting .........ccooviiiiiiiiiiiii it 74
TYPES OF STYLES ..ot 75
OULITUTLE oot 76
Using Outlining to OTZaNize ...........cccoiiioiiiiiiiiiiiiiiiiciiccc e 77
Custom Levels for Non-Heading Styles .............ccocoooiiiiiiiiiiiie 78

Outlining versus Using the Navigation Pane Headings Browser ................ccocccoenen. 78

Page Thumbnails, TOO! ..o 79
AUEOCOTTEOL .ttt 80
AULOCOTTECE OPLIOTIS ..ttt 80
Removing Built-In AutoCorrect ENtries ........coioiiiiiiiiiiiiiieie e 81



Contents

ROIING YOUT OWIL .iiiiiiiiiiiiiccc e
Top 10 POWeT USET TIPS ...oiiiiiiiiiiiii e
RedefINESTYIE ..o
GOBACK ..
Paste Unformatted KeyStroKe ..............cocooiiiiiiiiiiiiiii i
WIAD 10 FIU Lo
Apply Styles (CtrlH-Shift+S) ..o
Default File LOCATHONIIS) ..vveeeeeieee e
Play FAVOTILES ....oviiiiiiiiieiiiecec e
AutoRecover and Backup Copies
Don’t Edit on Removable Media
Open and REPAIT ......ocoioiiiiiiiiiiiiicii e
Last Ditch Salvage .......ooooiiiiiii e
SUIMIMIATY ...t

Chapter 5: The X Files: Understanding and Using Word’s
NewFileFormat .............. ... .. .91

Compatibility with Previous Versions of Word ............cccccooiiiiiiiiiiiie, 92
To .doc OF NOt 10 .dOC it 93
PeISISLETIL SAVE AS ...ttt 94
Microsoft Office Compatibility Pack ...........occooiiiiiiiiiiiii 94

OCK VETSUS LAOCIIL .ttt 95
Converting a .docx File into a .docm File ..o 96

Understanding .AOCK .....oooiiiiii e 97

SUIIMIATY ..ottt ettt ettt 99

Chapter 6: Make It Stop! Cures and Treatments for Word’s Top
ANNOYaNCEeS .. ...t iitiiitiirnrnnenneansanssnnsnssassasa101

Drawing CANVAS .......oiiiiiiiii e
Editing ANNOYATICES ....viuiiiitiiieit ettt
INSETT/OVETLYPE vttt
Typing Replaces Selected TeXU ..ottt
Formatting Control Covers Up Live Preview Area
Prompt to Update SLyle ..ot
Mouse SEleCtON .......cuiiiiiiiiiiieieeee e
Cut and Paste Sentence and Word Behavior ...
VIEW ATTIOYATICES ...ttt ettt
Nonprinting Indicators/Formatting Marks .............ccocoiiiiiiiiiii e,
Missing Ribbon Tabs? ..o 110
Windows in TaskDar ... 110
Online versus Local Help CONEENT ......coiiiiiiiiiiiiiiiciiiee e 111
ACtVALION BIUES ... 112

xii



Contents

AULOMALIC ANMOYATICES ...ttt 112
Bullets, Numbers, Boxes, and Borders ..........cccocoiiiiiieiee e 112
CaPIAlIZATION ..ot 113

SUIMIMATY ..o 114

PartIl: Word on the Street 115
Chapter 7: Formatting 101: Font/Character Formatting ............ 117

The BIg PICTUTE ..iiiiiiiiii ittt 117

Styles and Character/Font FOMAatting ...........ccooiiiiiiiiiiiiei e 118
Style VETSUS DITECL ...ttt 119

Character FOTMATIILE .....o.ooviiiioiiiie et 120
Formatting TechniqUes ........coocooiiiiiiii e 120

Repeat Formatting (F4) ..ot 121

COopy FOIMALLING ..o.eiiiiiiiiicc e 121

Clear FOTMANG .....ooviioiiiiieiit it 123

The Ribbon FONU GIOUP ......oiiiiiiiiiiiiiicc e 123
Typeface oF FONU ..ot 125

FONU SIZ@ .ot 125

COLOT e 126

Change CaSE ........ciiiiiiiiiieee e 129

LANGUAZE ..ot 129

The Font DIalog BOX .....ooviiiiiiiiii it 130
OpenType Features ... 132

The Mini TOOIDAT .....ooiiiiiici e 132
Character-Formatting Shortcut Keys ..o 132
SUIMIMIATY ...ttt 134
Chapter 8: Paragraph Formatting ............................ 135

Styles and Paragraph FOrmatting ...........ccocooiiiiiiiiiiiie e 135
WHhen 10 USE SEYLES ...ttt 136

What Exactly Is a Paragraph, Anyway? ... 136
Paragraph-Formatting Attributes ...........occocooiiiiiiiiii 138
Paragraph-Formatting Techniques ...........ocoooiiiiiiiiiii e 141

Structural FOITATHILE «....o.oiiii e 141
INAENEALIOTL ...t 141

MITTOT TIAETIES ..ot 142
ATLGNIMETIT oottt 144
TADS . 144

xiii



Contents

Tabs versus Tables ... 146

Paragraph DECOTALIONL .......ouiiiiiiieiiiei e 147
NUMDbETING/BUILELS ..ot 147

Line NUMDETING ..ooiviiiiiii e 148

Additional Paragraph COontrols .............ccccoiiiiiiiiiiiiiie e, 149

SRAQING ..o 149
What's That DOt? ... 150

Borders and BOXES ..........ocooiiiiiiiiii i 151
Random Bonus Tip #1 — Sort Paragraphs That Aren’t in a Table ... 152
Random Bonus Tip #2 — Move Paragraphs Easily ..., 152
SUIMIMATY ..o 152
Chapter9: InStyle! . ... . i i it 155
SEYLES GIOUP it 155
USINE SEYLES ittt 157
Apply Styles Task PANe ........cccooivioiiiiiiiii e 158

Creating and Modifying Styles ... 159
Style-by-EXaMPe .......oooiiiiiiiiiiiii e 160

QUICK SEYIE SELS ..ot 162
Modifying and Creating Quick Style Sets ............cccocoiiiiiiiiiniiiiiiin, 163

Changing Your Mind .........coooiiiiiiiiii e 164

Styles TaSK PATIE ....oiuiiiiiiii e 165
MaANAZE SLYLES ..ottt 167
Recommended SEyes ..o 167

ReSIIICted SUYIES ..ottt 169

SEYIE TASPECLOT ... 170
SUIMITIATY ..ottt 171
Chapter 10: The Clipboard ............ .. i, 173
Using the CHPbOard ... 174
Paste OPHON BULLONS .....oouiiiiiiiie it 175

Set Defatlt PASLe ......cooviiiiiiiieii e 176

Paste SPecial ..o 176

The Clipboard Task Pane ..........ccocioiiiiiiii i 177
Pasting from the Clipboard Task Pane ............cccccoooiiiiiiiiiiiiie 179
Removing Items from the Clipboard ..............ccooiiiiiiiiii e, 179
System Tray Icon and NOtCAtION ... 179
TTICKS ANA TIPS .ottt 180
Picture THIS ... 180
Copying and Moving Text without Using the Clipboard .............cccoocooiiiiin. 181

TUS @ DITAZ v 181

The F2 FACLOT ..ottt 181

The SPIKE ..o 182

Word Options and the CHPbOard ............cociiiiiiiiiiiie e 183
SUIMITIATY ..t 184

Xiv



Contents

Chapter 11: Find, Replace,andGoTo .........................185

Whoa! What Happened to Find (Ctrl4-F)? ... 185
Exploring the Navigation Pane’s Search ..o 186
Navigation Pane Search OPHONS ......coooocioiiiiiiiiiiei e 186
Basic FINd ..o
Find Again ........cccoeeviinin.
Search for Selected Text
Basic Replace (Ctrl4H) ..o
SATCH COMES ...
Find What and Replace with Codes (Use Wildcards On or Off) ........c.cccocooeinn. 191
Tab CRATACLET ...t e
ASCII Character
ANSI Character

Em Dash (—) oo
En Dash (=) oo,
Caret Character
Manual Line BTeak ...........ccocoiiiiiiiiiiiiiiiiieioiei e 192
Column Break ... 192
Page or Section Break ... 192
Manual Page Break ... 193
Nonbreaking SPace ............coviiiiiiiiiiiiiiiiec i 193
Nonbreaking Hyphen ..., 193
Optional HyPhen ... 193
Find What and Replace with (Use Wildcards Off) .........ccccooooiiiiiiiiii 193
Paragraph Mark ..o 194
Find What: Field Only (Use Wildcards Off) ..o 194
Picture or Other Graphic (Inline Only) ... 194
Footnote or ENANOLE .......oc.oiiiiiiiiii i 194
FOOtNOte MarK ..o 194
Endnote Mark ..o 194
ANY CRATACIET ...t 194
ANy DIGIL Lo 195
ANY LT Lttt 195
Unicode Character ... 195
FRELA . 195
Opening and Closing Field Braces (When Field Codes Are Visible) ............ 195
COMIMETLIL ... 195
Section or Page Break ... 195
WHRILE SPACE ... 196
Codes That Work Only in the “Replace with” Box (Use Wildcards On or Off) ....196
Clipboard COTLETILS .......cuiviiiiiiiieiiet et 196
“Find What” Matching TeXt .........cocoiiioiiiiiiiii e 196



Contents

OPLIOTIS .t
SEIECLEA TEXL .ottt
MOTE O LSS ..o
Reading Highlight ...
FANA TN o
SEATCH DITECTIOTY ...iiiiiii et
Match Case
Find Whole Words Only
USe WILACATAS ..o

Find What: Codes

“Replace With” Codes .......coiiiiiiiiiic e 205
Sounds Like (English) ... 206
Find All Word Forms (English) ... 206
Match Prefix and Match Suffix
Ignore Punctuation Characters
Ignore White-Space Characters

Finding and Replacing FOrMatting .............cccooiiiiiiiiiiiiiii e
GO TO (CUIIFG) e e
Page
SEOLIOTL L.
LITIE Lo
BOoOKMATK ..o
COMIMCTIL .
Footnotes and Endnote
FIELA. -
Table, Graphic, and EQUAtION ........cooviiiiiiiiiii e
ODBJECE et
HEAINE ..
SUIMIMATY ..
Part lll: Writing Tools 217
Chapter 12: LanguageTools .............. .. ... 219
SPEILIIIG o 219
Checking SPelling ........oiiiiii i 220
OPLIONIS ..o 222
Correcting Spelling in Office Programs .............cccccocovoiiieiiiiiie 223
IMOAES .. 226
Correcting Spelling in Word .........cocooiiiiiiiiii e 226
Recheck DOCUMENT ..ot 227
Exceptions for Current DOCUMENT ..........ooooviiiiiiiiiii e 228
Exception Lists (Exclude Dictionaries) .............occooiiiiiiiiiiiieieee 228
GIAIMITIAT .o 229
Checking Grammar in WOTd ..........ocooiiiiiiiii e 229

Xvi



Contents

OPLIOTIS e
Grammar Settings
TRESAUTUS ...
RESEATCIL ...t
Using the Research Task Pane ...........ccccooiiiiiiiiiiiiiiiie e, 234
Research OPHONS ....ooviiiiii i 234
Parental Control ... 234
TIANSIALION. ... 237
TIAnNSIALNE ... 238
Mini TTANSIALOT ... 238
SUIMIMIATY ...ttt 239
Chapter 13: Building Blocks and Quick Parts ....................241
Using Quick Parts and Building BIocks .............ccoiiiiiiiiiii e
Building Blocks versus Quick Parts ...........ccocooooiiiiiiiiiii
Building Blocks Organizer ............ccccocoveiiinnnnn.
Adding a New Building Block or Quick Part
GAlleTI®S ...
CALEZOTICS .t
DESCIIPIION ..ttt
Choosing a Storage Location for Building Blocks ...........ccccococooiiiniinn, 247
Options (Insertion Behavior) ..o 247
Whither AutoText and AUtoCOomPIete? ..o 247
FOTMALUNIE .o
Building Blocks: Need to KNow .........c.ccooviiiiiiiiiiiiie,
BACKING UP it
SRATIIIZ .
Copying Building BIOCKs .........ccoiiiiiiiiiiiiiiiiccccc e
Using Building Blocks with the AutoText Field
SUINIMIATY ..ottt ettt
Chapter 14: AutoCorrect . ......... .. iiiiiiiiiiennnnne....255
BUilt-in COTTECLIOMS ... 255
Replace Text as YOU TYPE ..ot 257
AutoCorrect from TYPOS ..o 258
Plain Text versus Formatted TeXt ............ccocooiiiiiiiiiiiiiiiiicicee e 258
AUtoCorTect LIMILS ..ottt

Backing Up AutoCorrect Entries
Sharing AutoCorrect Entries

AutoCorrect versus Building BIOcks ... 260
Math AUEOCOTTECE ...t 261
Recognized FUNCHOMS .......oiiiiiiiii e 262
Backing Up the Math AutoCorrect LiSt .........ccooioiiioiiiiiiiiiiiiiiiiciece e 263
SUIMIMIATY ..ottt 263

Xvii



Contents

Chapter 15: AutoFormat ................ ... .o i, 265

AutoFormat versus AutoFormat As YOU TYPE ....ocoveiiiiiiiiiiiiiii i
The AutoFormat COmMAaNd ...........cocooiiiiiiiii e
Using AULOFOTMAL ...
Running AUtOFOTMAL ........oooiiiiiii e
A Practical Use for the AutoFormat Command
AutoFormat As You Type

Tips and Techniques .........................
Tricks with Quotes

What About the Other Fractions? ...........ccccooiiiiiiiiiiiiiiiiiiiccce e 275
Assigning Fractions Using Symbols and AutoCorrect ............ococoovoveiirnn. 275
Assigning Fractions Using Equations and AutoCOITect ...........cocccoovrveernn.n. 276
SUIMIMATY ... 277
Chapter 16: Action Options (What Happened to Smart Tags?) .......279
Understanding Additional ACHONS ........coviiiiiiiiiii i 280
ACHOT SELIIES ...ttt 281
More Actions and PrOPerties ............cccoiiiiiiiiiiiiio i 281
SUIMIMIATY ..ottt ettt ettt ettt ettt ettt 282
PartIV: More than Mere Words 283

Chapter17: Tables ........... . ... 285

Quick Start
Table Basics
Inserting Tables from Scratch

AULOFIt Behavior ......ocooooiiiiiiiiiiiii
Inserting Tables Based on Existing Data ... 290
Convert Text to Table ..o 291
Converting Tables to0 TeXU ........coiiiiiiiiiiiie e 292
Handling Tables .......oviiiii e 292
Selecting Tables, Rows, and Colummns ...........ccccocoviiriiiiiiiiiiicc 203
Copying Table Matter .........cociiiiiiiiiiiiie e 294
Moving and Copying COIUMINS ..........cociriiiiiiiiiei e 294
Moving and Copying ROWS .......ccooiiiiiiiiiiiiiieiece e 295
Table PTOPETTES ...ttt 295
Preferred Width ........oooiiiii 296
ATIZNIMETIE .o 296
Text WIAPPIIE ..o 297
Table Layout and DeSIZN ........ococcoiiiiiiiiiiiiiiiiiiiic e 298
Modifying Table LAYOUL ......coo.oiiiiiiiiiiieiee e 298
Deleting Tables and Table Parts ..........ccccccocviiiiiiiiiieee 298
Deleting Tables ........ccooiiiiiiiii e 299
Deleting Rows, Columns, and Cells .............cocooiiiiiiiii 299

Xviii



Contents

Inserting Rows, Columns, and Cells .............ccooiiiiiiiii 299
Controlling How Tables Break
IMTEE e
Splitting Cells, Row, and ColUMMNS ...........ccooiviiiiiiiiiicee e 301
Cell SIZ@ o 302
ATGNIMETIE Lo 303
Text DITECLOML ...ttt 303
Cell Margins and Cell SPacing ........cccoovoeiiiiiiiiieiie e, 303
Tables That Span Multiple Pages .........ccocooviiviiiiiiiiiiee e 303
SOTNE TADLES ..ottt 304
Table MATN ..o 305
Modifying Table DeSign .........ccccoiiiiiiiiiiiiiiiiiiiiiec e 305
Table SEYLES ... 306
ShAING . 309
Borders and Table Drawing ...........ccccooioiiiiiiiiie e 309
The Table Eraser .........ccooioiiiiiiiii i 312
Summary
Chapter 18: Picturesand SmartArt ...........................315
Inserting Pictures from Files ...

If Your Picture Format Isn’t SUPPOTTEd ......oooiiiiiiiiiiiiiiee e
Pictures from the Clipboard and INternet .............ccooiiiviiiiiiiiiiiiiiccccce e,
Manipulation TOL ..o

WIADPINE .o

Setting Wrapping and Wrapping Defaults
Dragging and NUAZINE .........ccocooiiiiiiiiiiiiiiiii e
Resizing and CTOPPINE ......oiiiiiiiiiiii e
RESIZITIZ ..o
CIOPPING .o
PICTUTE SEYLES ..ottt
Picture EffeCtS ..ot

AQJUSE e

Arranging Pictures on the Page ..o
Inserting Clip Art
SmartArt ..o

INSEITING STATTATT ..ooviiiiiii e

Changing Layoul ........oc.ocooiiiiiiiieiie e

SIMATTATE STYLES ..ottt

SMartArt FOrmMatting ........coocoiiiiiiiiiiiii i
SUIMIMATY ..o

Chapter 19: Headersand Footers ............................339

The Header and FOOLET LAYET ........ccioiiiiiiiiiiiieiiiic et 340
DOCUMENE SECHIOTIS ...t 340



Contents

Header and Footer Navigation and Design .............cccccoioioiiiiiiiiiiiiiiiiiicccee e, 341
Editing the Header and FOOter AT@AS .........ccciiiieiiiiiiieiieiee e 341
Header and FOOLer STYLES ..ot 342
SECHON SUTFINE ..t 342

Inserting and Deleting Section Breaks ..............cccoooiiiiiiiiiii, 342
Link to PrevIOUS ..o 343
Different FIrst PAZE .......ocoociiiiiiiiiiii e 343
Different Odd & Even Pages ..ot 344
ShOW DOCUMENE TEXE ...ttt 344
Distance from Edge of Paper ............cocooiiiiiiiiiiiiii i 344

Adding Header and Footer Material ............ccocooiiiiiiiiiiii e 345

Page NUITIDETS ... 345
Insert Page NUMDETS ........ooiiiiiiiiiii e 345
Where Do Page Margin Numbers Really Go? ..........ococooioiiniiiinii 347
Deleting Page NUMDETS .......cocooiiiiiiiiiiiiee e
Formatting Page Numbers
Side Margin Material ...........cocooiiiiiiii e
SUIIMIATY .ottt ettt et ettt ettt

Chapter 20: Symbols and Equations .......................... 351

SYIIDOIS . 351
Symbols DIAlog BOX .....oiiiiiiiiiiii et 352
Symbols Tab ... 352
Using the Symbol Dialog Box to Find a Character’s Code ...........c.ccccooenae. 354
Special Characters Tab .......ccooiiiiiiiiii e
EQUATIONS .o e
Inserting Equations from the Gallery ...
Creating an Equation from Scratch ........ccoooviiiiiiiiiiieci e
Saving Equations to the Gallery ..o,
Working with EQUAIONS ..ot
Linear versus Professional ..o
Math AULOCOTTECE ..viiiiieii e
Inserting Text Before or After an Equation
Inserting Normal Text Inside an Equation Container ...............c.cccccccceiene. 360
Working with SIIUCIUTES ..., 361
Equation OPLOTIS ......ooiiiiiiiiiiii e 362
Numbering EQUALIONS .......o.ooiiiiiiiiiiiii e 363
A Semiautomatic Way to Number Equations ............ccoccocovviiiiiniiiniin 364
Legacy EQUALIOIS ...o..iiuiiiiiiiiiitie et 366
SUIMIMATY ..o 306
Chapter 21: Field Guide ............... ... ... i, .. 367
And Field Codes ATe ... 7 e 368
Basic Field STUAY ..o 368
Updating FIelds ..ot 369

XX



Contents

Field Display Shading ...........cocoiiiiiiiiiiiiie e 370
Show Field Codes Instead of Their Values ... 372
Field Keyboard SROTTCULS .......oiiiiiiiiiii e 373
LOCKAOWI! ..o 373
Contextual Field TOOLS ..o
The Field DIialog BOX ...c.iiiiiiiiiiii e
Caveat MeTZefOTINIAL ......ocooviiiiiiii e
Field Codes and Hide COAES ..........cooovioviiiiiieeo oo
FIELd SYMEAK .t
Text Format SWItChes ...
AIPRADETIC .o
ATADIC oo
DS e
CATALEXE ..o
Charformat and Mergeformat
DOATIEXE ..o
FITSICAD oo
X e
LOWERT e
Ordinal ..o
OFALEXL .o
ROMAN .o
UPPET .o
Numeric Format SWitChes ...
# (Number Placeholder) ..o
0 (Zero Placeholder) ..o
K
L (DecimMal POINIL) oo e
, (Commas for Three-Digit GTOUPS) .......cccoiioiiiioiiiioiiiieieiieiee e 382
+ (Force the Plus Sign to Display) .......ccccooiviiiiiiiiiiiiieieie 382
D (SEIMICOION) .o e 382
7 (SINGLe QUOLE) ..viiiiiiieii e 382
Date Format (Date-Time Picture SWitches) ..o 383
Date Format EIements ..............ccoooioiiiiiii oo 383
Switch CombINAIONS .........oooii i 383
CALEZOTICS ...t 384
Date and TIME ........coooiiiiiie oo 384
Document AULOMATION. .......c..oiiiiiiiiiiieit et 386
Document INfOrmation ..ot 386
Equations and Formulas ... 388
Index and Tables ...
Links and References
ML METEE ..o

Xxi



Contents

INUIMDETING .t 391

User INFOTMAatION .....viiiiiiiiiii e 393
SUIMIMATY ..ttt ettt et 393
Chapter22: WordArt . ... ... i i i i i i i, 395
CTeating WOTAATT .....viiieiiet ottt 396
Creating Classic WOTAATL ........ccooiiiiiiiii e 396
Creating WordArt from Selected TeXt ......ocooiiiiiiiiiiiiiiit e 397
Creating WordArt from Scratch ... 397
WOTAATT SEYLES .ot 398
Formatting WOTAATT TEXU ....oviiiiiiiiiieiiie et 399
Formatting WordArt Shapes .........ccoovoiiiiiiiiii e 399

Using the Format Shape Dialog BOX ......cccooeoiiiiiiiiiiiiiie 399

SRAPE SLYLES ... 400

ROTALION. ... 400

SIZE 402

ATTATIEE .o 404
Shaping and Transforming WordATt ..............ocooiiiiiiiii e 405
Additional TTICKS ..o 406
SUIIMATY ..t ettt ettt ettt 407
Chapter23: Charts ......... .. iiiiiiiiiiiiiiiiiinnnnnnnns 409
Excel versus Microsoft GIaph ..........c.oooiiiiiiiiiiii e 409
What If T Prefer Microsoft Graph’s SIMpLicity? .........cocooiviiiiiiiiiiiiieie 410

Can I Convert from Microsoft Graph to Office 2010 Charts? ..........cccccooeviiieinnn, 412
CRATE BASICS ... 413
Desight RIDDOM ..o 413

YD e 414

DALA ..o 414

CRhart LAYOULS ..ot 417

CRhart SEYLES ..o 417

Layout RIDDOIL ... 418
CUITent SEleCHOM ...ttt 418

INISETT Lo 419

LADRLS ..o 420

AAXES 420
BackgroUnd ..ot 420

ANALYSIS ..o 420

Format RIDDON ... 422
Current SeleCtion ... 422

SUIIMIATY ..ottt ettt ettt 424
Chapter 24: Inserting Objectsand Files ........................ 425
ODBJECE BASICS .ttt 425
Linking versus Embedding Objects in Word .........ccccoooiiiiiiiiiii i, 426

xXxii



Contents

[cons VETrsus COMEEIIL .......iuiiiiiiiiiiiiii e 428

New versus from an Existing File ... 429

Inserting Text from FIles ... 430

Formatting ISSUeS ... 432

Pasting, Dragging, and DTOPPING .......ooviiiiiiiiiiiet e 433

Dragging from the FIleSYStem ............cocooiiiiiiiiiiiie e 433

Dragging from Another Open Program ..............ccccooiiiiiiiiieiieeeeiee 433

Dragging Text ... 433

Dragging Other ODBJeCtS ..........coovoiiiiiiiiiiiiiiiii e, 434

The Paste ALLETNALIVE ..ot 435

SUIMIMIATY ...t 436

Part V: Document Design 437

Chapter 25: Page Setup and Sections .........................439

Page Setup BasiCs .........ccooiiiiiiiii e 440

SeCioN FOTTIALTLE «..vviiviiiiie it 440

Them’s the Breaks (Section Breaks, That IS) ......ccccoooiveooieeoiieooeeeeeeeeee. 441

Inserting Section Breaks ..o 441

Automatic Section Breaks ... 442

Styles, Section Formatting, and Paragraph Formatting ..............ccccoiivninnnae, 443

Saving Section Formatting for Reuse ...........cccccoooiiiiiiiiiiiiie 443

Page Setup DIAlog ..o 444

MATEITIS ..o 445

OTIENEALION ...ttt 446

SIZE o 449

COIUIMIS i 449

Page Layoult SEUNES ......ooiiiiiiiiiiiiiii et 449

Fixing or Changing a Section Break ............ccccccooiiiiiiii, 450

Vertical Page AGNMENT ... 452

Page BOTARTS ...ttt 452

SUIMIMIATY ..ttt 454

Chapter 26: Textboxes and Other Shapes ......................455

WHhY USe TEXIDOXES? ..o.iiiiiiiiiieii ittt 456

Inserting TexXtbDOXES ......ocooiiiriiiiiiiecei e

Prefab TeXtDOXES ....o.iiiiiiiiiic s
Drawing YOur OWIL ...
FOTMALUIIE ..o

Rotating Text

Chaining or Linking Textboxes
SRAPE SEYLES .ot
Shape Fill and Shape Outhine ............c.ocooiiiiiiiiii e,
Shape EffeCtS ..o




Contents

POSILION. L.
Bring Forward and Send Backward
Select ODBJECts TOOL ..ottt
ALLGIL o

GIOUPIILE .ttt
The Format Shape Dialog .........ccoooiiiiiiiiiii e
SUIMIMATY ..o

Chapter27: Columns .........c.iiiiiiiiiiiiiinnnnnnnnnnn.. 467

Do I Really Want COIUMINS? ... 468
ColUMN FOTMATHNE ©...ooviviii et
Changing the Number of Columns ...............ocooiiiiiiii
Line BeIWEeI ....iiiiiiiiiiii e
Formatting Columns Using the Horizontal Ruler ....
Special FOrmats ...t
Changing Columns Using Section Breaks ............ccccocoviiiiiiiiiiiiiiiiiiecce,
Changing Columns without Using Section Breaks ............ccocooviiiiiiiiiiiiin, 473
Balancing Columns on the Last Page ............cccoiiiiiiiiiiiiee e 473
SUIMIMATY ..o 475
Chapter 28: OnBackground ................................477
Page BaCKGIOUNA .......o.oooiiiiiiiiiiiici e 477
Printed versus Onscreen Background Colors and Images ...............cccoccooiiiinn, 478
Background versus Watermark ...........ococooioiiiiiiiiiiiii e
Background Colors, Patterns, and TEXTUTES .........cc.oooiioiiiiiiiiioieii e
COLOTS e
MOTE COLOTS it
Colors and TREMIES ....oviiiiiiiii e
GIAGIEIIL et
TOXTUTE ..o e
PalleIl oo e
PICTUTE .o e
WALETIIIATKS ...ttt
Preset WateTmarks ...
Other Text Watermarks ..........coooiiiiiiiiiii i
Picture Watermarks ..........ccoiiiiiiii i
Removing Watermarks and Page Backgrounds
SUIMIMATY ..o
Chapter 29: Publishingas PDFand XPS ........................489
WHhat IS PDE? Lo 489
VieWing PDEF FIlES ..ottt 490
WHRAL IS XPS? et 490
Viewing XPS Files ... 491
Office 2010 Support for PDF and XPS ........cooiiiiiiiiiiiecccc 492
Deciding Which FOrmat t0 USE .........ccciiiiiiiiiiiiii ittt 492
How Good Is Word 2010’s Built-In PDF Capability? .........ccccooiviiiiiiiiiiic 492

XXiv



Contents

Creating PDEF OULPUL ..ot 493
Creating XPS OULPUL ..ottt 495
SUINIMATY .ttt 496

Chapter 30: Blogging and Publishingas HTML .................. 497

What Happened to XIML? ... 497
HTIML et 498
What's So Bad about Word’s HTML? ..o 498
What Is MHTMLY? . 501
BLOGEINIE .ot 501
REGISTIALIOT ... 502
Composing and Publishing Your Blog ENtry .........ccccoviiiiiiiiiiiciecee, 504
Additional Blog TOOLS ........ccoioiiiiiiiiiiiiiiiiicicc e 507

Using Open Existing to Correct and Revise ... 507
SUINIMATY ..ttt ettt 508

Chapter 31: Templatesand Themes ...........................509

What Are TeMPIAtes? .......o.oiiiiiiiiiiiii e 509
Using Templates to Create New Documents
Blank DOCUMENL ..ot
Recent TeMPLAteS .....ooviiiiiiii it
Sample TeMPIALES .....ciiiiiiiiiiiei e
My TEMPLALES ..ot
New from EXISUNG ....oiiiiiiii i
Office.com TemPIates .........ccooiiiiiiiiiiieei e
Creating TEMPIALES ......oviiiiiiiii et
The OTGANIZET .....ouiiiiiiii i
Using the OTZANIZET .....ooviiiiiiiii e
Copying Styles and MacCTOS .........ccooviiiiiiiiiiiiece et
Deleting Styles and Macros ........................
Renaming Styles and Macros ..........cocooiiiiiiiiiiiiiiiecee e
Removing Style ALASES ........ccoooiiiiiiiiiiiiiie e
Modifying TeMPIALES ......cooiiiiiiiiiitiiiiiie e
TREINES ..
What Are Themes? ..o 520
Understanding Themes ...........cocooiioiiiiiiiee e 521
Differences between Themes and Templates ..............cccooiiiiiiiiiiiiin 522
Theme Elements or COMPOTIIETIIS ......o.iiiiiiioiiiieii et 523
Theme COlOTS ......oiiiiiiiii e 524
Theme FONLS ..ottt 525
Theme Effects ..o 528
Saving Custom Themes ...t 529
Setting the Default Theme ... 529
SUINIMATY .ottt ettt 531



Contents

Part VI: With All Due Reference 533
Chapter32: Bookmarks ................ ... ... ii.....535
Working with BooKmarks ... 535
Displaying BooKmMarks ............ccoiiiiiiiii i 535
User-Created Bookmarks ... 537

Why Bookmarks Are Used ..........ccocooiiiiiiiiiiiiei e 538

What's in @ Name? ... 539

Overlap and Redundancy .............cccocviiiiiiiiic e 539

How Many Is TOO Many? ......ccccoiiiiiiiiiiiiiiic e 540

Copying and Pasting Bookmarks ...............cccocoiiiiiniiii 540

Bookmark Navigation ..........ccooiiiiiiiiiiiiiie i 541

Word-Created Bookmarks ... 541

Broken BooKMArKs ... 543
Error! Bookmark Not Defined. .........ccocociioiiiiiiiiiic 543

Unwanted or Unexpected Results ...........cocoiioiiiiiiiiiiiiiee e 543

SUIMIMATY ..ol 544
Chapter 33: Tablesof Contents ....................cccvvu....545
Automatic Tables 0f CONLENLS ........ccoiiiiiii e 545
Heading SUYLES ..ot 545

Table of Contents Defaults and Options .............ccoccooiiiiiiiiiii 546

Caveat Add Text TOOL .....ioiiiiiiiiiiiiiii e 549

Using Add Text on Heading 1-9 Styles ............ccocooiiiiiiiiiiiiii e, 549

Using Add Text on Non-Heading 1—9 Styles ............cccoooiiiiiiiii 550

Using Outline Levels for the Table of Contents ..............cccocooviiiiiiiiiiii 550

TOC FOTMALS ..o 550

TOQC SEYLES .o 551
Manually Creating a Table of CONENtS ............cocooiiiiiiiiiiiieiec e, 552
Manually Adding Selected TeXt .......cccooiviiiiiiiiiiiiiiei e 553

Inserting a Table of Contents Using Marked Entries ..o 554
Maintaining and UPdating ............ccoiiiiiiiiii e 555
Converting a Table of Contents iNto TEXL .........ccoooiiiiiiiiiiiiiiiiciec e 556
Recycle, Recycle, RECYCLE .....o.oiiiiiiiii i 556

The TOC Field Code ..o 556
SUIIMATY ..ttt et 558
Chapter 34: MasterDocuments .................civveeee....559
Master Documents: The Sad HISLOTY ........ccocoiiiiiiiiiiiiiiiiiiiiccccc e 559

Are the “X” Files Master Documents’ Salvation? ................ccocooiiiiiiii 560

Worth the Risk? ... 560

XXVi



Contents

Creating Master DOCUIMETIES .......cc.oiiiiiiiiiiiii i 561
The Master Document Ribbomn .............occoiiiiiiii 562
Creating a Master Document from Scratch ... 563

Creating a Master Document from Existing DOCUMENtS ............cccocoiiiiiiiiiiiiiiiiiin, 566
Converting an Existing File into a Master Document ...........c..coccocooviieiiinicnennn 567

Working with Master DOCUITIEIILS .......c.ooiiiiiiiiiiiiieiet e 568
Converting Subdocuments into Master Document TeXt ...........ccocoovoiirioicronnn. 568
Merging SUBAOCUIMIENILS ........ouiiiiiiiiiiiiii e 568
Locking SUbAOCUMENLS .........oiiiiiiiii i 569
Expand/Collapse SUDAOCUMENES ..........c.oiiiiiiiiiiiec e 569
Handle with Care — Moving Subdocuments ................c.occcoiiiiiiiiioii 570

SUIMIMATY .. 571

Chapter 35: Footnotesand Endnotes . .........................573

Footnotes and ENdnotes BasiCs .............cocioiiiiiiiiiiiiiii i 574
Footnote and Endnote OPOTNS .......ocovoiiiiiiiiioiiieet e 575
Inserting a FOOMNOTE ..o 575
Inserting an ENATNOTE ........ooiiiiiiiiii e 576
Displaying and Editing Footnotes and Endnotes ............cccococoiiiiiiiiiiiiniic, 576
Deleting Footnotes and ENANOES ...........cocooioiiiiiiiiie e 578
Converting Footnotes and ENdnotes ...........cccooiiioiiiiiiiiiiiiiccec e, 578

A MAUET OF STYLE .o 579
Footnote Text and Endnote Text Styles .........occociviiiiiiiiiiiiiiiee e 579
Reference Mark STYLES ........ocooiiiiiiiiiii i 579

Separators and CONUNMUALION ..........c.oiiiiiiiii et 580

SUIMIMIATY ..ottt ettt 580

Chapter 36: Citations and Bibliography ........................581

SOUTCES .
SEYLE FATSE vt
Inserting Sources from Scratch

Add NEW SOUICE ..ot

Citation Field Code ..........ocooiiiiiiiiiiiii e

Adding New Sources Using the Source Manager ...............ccocooivvicininiarnnnn. 585
Using EXiSting CItAtiONS .........ccooiiiiiiiiiii i 585
PlacehOldeTS .....o.iiiiiiici s 586
Edit Source (and Convert Placeholder to SOUTCe) .....cc.oooiiioiiiiiiiiiiiieee 587

Editing CLEATIOS ....ovviiiiiieit ettt 588
DEleliNg SOUICES ..ottt 589
Acquiring EXternal SOUICES ............ccoiiiiiiiiiiieii et 590

BIbLIOGIAPRY ....coiiiiii e 590
Inserting a Bibliography ... 591
Managing Bibliographies ...........ccoooiiiiiiiii 591

XXVii



Contents

DELEUIG ... 592
Converting a Bibliography into Static TeXt .........cccocoviiiiiiiiiiiiiiiiece e 592

Save Selection to Bibliography Gallery .............cccocoiiiiiiiiiiiiii e 593
SUIMIMATY ..o 594
Chapter 37: Captions and Tables of Captioned Items .............595
CAPLIOTL BASICS .ttt 595
INSETT CAPLIOTL L.ttt 596
LADELS .o 597

INUMDETING .ot 597

Look Ma! No Labell ... 598

The Caption SEYLE .....ooiiiiiiiii e 599
AULOCAPLIOTITIZ ..ottt 599
Turning on AUtOCAPLONINE ....c.viiiiiiiiiiiii i 599
Tables of Captioned TLEIMS ...........cooiiiiiiiiiiiiiiiiic s 600
OPLIOTIS e 601
Copying and Deleting Captions ..........c.ccooiiiiiiiiiiiiet e 602
SUIIMATY ..ttt ettt ettt 602
Chapter38: Indexing ............. ... i iiiiiiiiiiiin.... 603
Marking INAex ENTIES .....ociiiiiiiii it 604
Creating Index Entries Using Mark ENtry ... 604
Automatically Marking Index Entries Using AutoMark ..............cccooviiii 606
Compiling or Inserting an Index ... 607
Index Field Code ... 609
Subentries and SEYIES ..ot 609
Creating Multiple INAEXES .........cooiiiiiiiiiii i 610
SUIMITIATY ..ottt 611
Chapter 39: Tables of Authorities ............................613
CHEALIOTIS .. 614
Formatting Long Citation ENtries ..ot 614
AddIng CAtEZOTIES ..o.viviiiiiiieicie e 615
Marking the CILAIONS .......ooooiiiiiieiiiei e 616
Citation FIelds ..o 616
RemovIng CItatiONS .......oiiiiiiiiiii oo 616
Inserting the Table of AUhOTIHES ..o, 617
CALEEOTY .ttt 617

USe PaSSIIN ... 618
FOIMAtting ....ocoiiiii i 618

Keep Original FOrmatting ............cococooiiiiiiiiii 618

Tab Le@der ..o 618

FOTmMAts ..o 618

Modifying Table of Authorities Styles ...........ccocoiiiiiiiiiiii 619
Updating a Table of AUthOTItes ............ccoooiiiiiiiiiii i 620
Converting a Table of Authorities to Static TeXt .............ccooiiiiiiiiiiiie, 620
SUIMITIATY ..ttt 620

XXViii



