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What's new

» Support for XML documents

» Improved readability

» Support for ink devices

» Improved document protection

» Compare documents side by side

» Document Workspaces

» Information Rights Management

» Improved international features

» More new features
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Turn on or off Trust access to Visual
Basic Project

1. On the Tools menu, point to Macro, and then click Security.
2. On the Trusted Sources tab, select or clear the Trust access to Visual
Basic Project check box.

Note By allowing this access, macros in any documents that you open can
access the core Visual Basic objects, methods, and properties. This represents a
possible security hazard.
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Get Help for Visual Basic for
Applications in Word

Do one of the following:

N

Get general Microsoft Visual Basic Help

On the Tools menu, point to Macro, and then click Visual Basic Editor.
Click Microsoft Visual Basic Help (¢ .

In the Microsoft Visual Basic Help task pane, in the Search text box, type
the subject for which you need help.

Click Start searching &,

Tip

To browse through a list of all the Visual Basic methods, properties,
functions, and objects for a particular Microsoft Office program in the
Visual Basic Editor, click Object Browser =], In the list of libraries, click
the library for the program you want.

If Microsoft Word displays a macro error

The macro error may have been caused by one of the following:

An argument contains a value that is not valid. A common cause of this
problem is trying to gain access to an object that does not exist, for example
Documents(5)when only three documents are open.

The method can't be used in the applied context. For example, some Range
object methods do not work if the range doesn't contain a table.

An external error has occurred, such as a failure to read or write from a file.
A method or property can't be used because of security settings. For
example, the properties and methods of the VBE object for manipulating
the Microsoft Visual Basic for Applications code stored in a document are
inaccessible by default.




For more information, search for the method, object, or property in Visual Basic
Help.

If Word displays a message asking you to turn on trusted access to Visual
Basic projects

The appearance of this message indicates that your Microsoft Visual Basic for
Applications project does not have access to the Visual Basic object model. To
allow this access, use the following procedure.

1. On the Tools menu, point to Macro, and then click Security.
2. On the Trusted Publishers tab, select the Trust access to Visual Basic
Project check box.

Security By allowing this access, macros in any documents that you open can
access the core Visual Basic objects, methods, and properties. This represents a
possible security hazard.
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Macros for changing and
troubleshooting Word settings

The Support template, which comes with Microsoft Word, provides macros that
you can use to backup, change, and troubleshoot some Word settings. To locate
the Support template, do the following:

¢ Go to Windows Explorer and follow the folder path to:
C:\Program Files\Microsoft Office\Officel1\Macros
and then click to run the Support.dot file.

Note If you cannot locate this folder or the support template, run the setup
program again.

How?

1. On the Features to Install screen in the setup program, expand Microsoft
Word, and then expand Wizards and Templates.

2. Select More Templates and Macros, click the arrow next to your
selection, and then select Run from My Computer.

Use the following macros from the Support template to help address a problem if
you contact Microsoft Product Support Services:

AutoCorrect Backup

This macro creates a backup file of your AutoCorrect list. You can use this
macro if you want to copy your AutoCorrect settings to another computer.

Registry Options

This macro enables you to change some Word settings, such as the colors used
for wavy underlines and smart tags and the paths for some file locations.



Troubleshoot Utility

This macro enables you to troubleshoot problems by restoring some default
settings.

If you find one or more of these macros useful, you can load the template as a
global template, so that you can use the macros while working with other files.
You can also copy the macros to another template or assign them to a toolbar
button, menu item, or shortcut key.

Important It is recommended that you use these macros carefully, because
some can change default settings. Incorrectly editing the registry may severely
damage your system. At the very least, you should back up any valued data on
the computer before making changes to the registry.
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About accessibility for people with
disabilities

Microsoft is committed to making products that are accessible and usable by all
people, including those with disabilities.



Accessibility features in Microsoft Word

Many accessibility features are built right into Microsoft Word. These features
are available to everyone, without the need for additional accessibility aids.

Keyboard shortcuts

Many features and commands are available directly from the keyboard. If a
command you want doesn't have a shortcut key, you can assign one to it. You
can also view and print lists of all the shortcut keys available.

Customization options

You can customize Word to better suit your needs:

e Size and zoom options You can zoom in on your document to make
information more readable on the screen. You can also make toolbar buttons
larger so that they're easier to see and use. Some Microsoft mouse pointing
devices allow you to scroll and zoom directly by using the mouse instead of
clicking buttons on the screen. For example, you can zoom in on or out of a
document by holding down CTRL and rotating the wheel forward or
backward. You can also use keyboard shortcuts to zoom.

e Toolbar and menu options You can customize toolbars and menu
commands — for example, you might create a toolbar that contains only the
buttons and menus you use most often, or group toolbar buttons and menu
commands together in a way that meets your personal preference. You can
even create a custom toolbar button or menu command.

e Color and sound options You can customize color and sound
options — for example, you can change the color of text and numbers to
make a document more readable, and turn sounds on or off for buttons,
menus, and other screen elements.

Tips for working more efficiently

Word includes features that can help you automate repetitive tasks or work more
effectively. For example, you can:



Reduce keystrokes by using the Format Painter 7| tool to copy formatting
from one object or paragraph to another.

Enter a longer string of text by typing just a few characters by using
AutoComplete.

Store and quickly insert text, graphics, and other items that you use
frequently by using AutoText.

Quickly set AutoCorrect options and paste options by using the
AutoCorrect Options button |~ ] and the Paste Options button , which
appear in your document as you work.

Use the Styles and Formatting task pane to quickly format text. For
example, you can select all instances of text with the same formatting.



Additional resources

Information on the Web

If you have access to the World Wide Web, you can learn more about the
accessibility features included in Microsoft products from the Microsoft
Accessibility Web site. To learn about creating accessible content for your Web
pages, refer to the accessibility standards developed by the World Wide Web
Consortium.

Printed information about Microsoft services

More information about Microsoft services for people with disabilities is
available in an appendix in the book Discovering Microsoft Office, which comes
with Microsoft Office. For example, you'll find information about how people
who are deaf or hard-of-hearing can contact the Microsoft Sales and Information
Center or the Microsoft Support Network. You'll also find information about
obtaining Microsoft documentation from Recording for the Blind, Inc., for those
who have difficulty reading or handling printed documentation. The appendix
also describes third-party hardware and software products that make personal
computers easier to use for people with disabilities, and lists organizations to
contact for more information.

System accessibility options

If you own a Microsoft Windows—based computer, you can set or change system
accessibility options. Many of these options affect the way you work in
Microsoft Office programs. For example, the Windows StickyKeys feature is
designed for people who have difficulty holding down two or more keys at a
time. When a shortcut in an Office program requires a key combination, such as
CTRL+P, StickyKeys enables you to press one key at a time instead of pressing
the keys simultaneously.
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Accessibility features in Word

Microsoft Word includes features that make the software accessible to a wider
range of users, including those who have limited dexterity, low vision, or other
disabilities.



Keyboard shortcuts

Show or hide shortcut keys in ScreenTips

1. On the Tools menu, click Customize.
2. Click the Options tab.

3. Under Other, select or clear the Show ScreenTips on toolbars and Show
shortcut keys in ScreenTips check boxes.

Note Changing either setting affects all of your Microsoft Office programs.

Assign a shortcut key to a command or other item

You can assign a shortcut key to a command, macro, font, AutoText entry, style,
or commonly used symbol.

1. On the Tools menu, click Customize.

2. Click Keyboard.

3. In the Save changes in box, click the current document name or template in
which you want to save the shortcut key changes.

4. In the Categories box, click the category that contains the command or
other item.

5. In the Commands box, click the name of the command or other item.

Any shortcut keys that are currently assigned appear in the Current keys
box.

6. Do one of the following:

Assign a shortcut key

Begin shortcut key combinations with CTRL, ALT, or a function key.

1. Click the Press new shortcut key box and press the shortcut key
combination you want to assign. For example, press ALT plus the
desired key.

2. Look at Currently assigned to to see if the shortcut key combination



is already assigned to a command or other item. If so, select another
combination.

Reassigning a key combination means that you can no longer use the
combination for its original purpose. For example, pressing CTRL+B
changes selected text to bold. If you reassign CTRL+B to a new
command or other item, you will not be able to make text bold by
pressing CTRL+B unless you restore the shortcut key assignments to
their original settings.

3. Click Assign.

Remove a shortcut key

1. In the Current keys box, click the shortcut key you want to delete.
2. Click Remove.

Note If you use a programmable keyboard, the key combination
CTRL+ALT+F8 may be reserved for initiating keyboard programming.

Print a list of shortcut keys

1. On the Tools menu, point to Macro, and then click Macros.

2. In the Macros in box, click Word commands.

3. In the Macro name box, click ListCommands.

4. Click Run.

5. In the List Commands dialog box, click Current menu and keyboard
settings.

6. Click OK.

7. On the File menu, click Print.

Get more information about keyboard shortcuts.




Size and zoom options

Zoom in on or out of a document

You can "zoom in" to get a close-up view of your document or "zoom out" to see
more of the page at a reduced size.

1. Click the arrow next to the Zoom box 12%% =
2. Click the zoom setting you want.

Scroll and zoom by using the Microsoft IntelliMouse or other pointing

device

Some mouse devices and other pointing devices, such as the Microsoft
IntelliMouse, have built-in scrolling and zooming capabilities. For more
information, see the instructions for your pointing device.

Use reading layout view

Reading layout view improves the resolution and display of text for reading on
the screen.

1. On the Standard toolbar, click Read .
2. If you want to increase the size of the text, on the Reading Layout toolbar,

click Increase Text Size .

Change the size of a toolbar button or drop-down list box

Do one of the following:

Increase the size of toolbar buttons

1. On the Tools menu, click Customize.
2. Click the Options tab.
3. Select the Large icons check box.



Change the width of a drop-down list box on a toolbar

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:

m (Click the toolbar you want to display.

m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the Tools menu, click Customize.

3. With the Customize dialog box open, click the list box you want to
change — for example, the Font or Font Size box on the
Formatting toolbar.

4. Point to the left or right edge of the box. When the pointer changes to a
double-headed arrow, drag the edge of the box to change its width.



Toolbar and menu options

Create a custom toolbar

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want, and then click OK.
Click the Commands tab.

Do one of the following:

ok

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the displayed
toolbar.
7. When you have added all the buttons and menus you want, click Clese.

Group related buttons and menus on a toolbar

You can add a separator bar before the first and after the last item in a group to
distinguish the group from other buttons and menus on a toolbar.

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
m (Click the toolbar you want to display.
m To view more toolbars, click Customize. In the Customize dialog



box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the Tools menu, click Customize.

3. To add a separator bar, keep the Customize dialog box open, right-click the
button you want on the toolbar, and then click Begin a Group. A separator
bar is added to the left of the button on a horizontal toolbar, and above a
button on a vertical docked toolbar.

Note To remove a separator bar between two buttons, drag one button closer to
the other.

Add a button, menu, or command

Do one or both of the following:

Add a button, menu, or command to a toolbar

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:

m Click the toolbar you want to display.

m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the Tools menu, click Customize.
3. Do one of the following:

Add a button

1. Click the Commands tab.

2. In the Categories box, click a category for the command you want the
button to perform.

3. Drag the command or macro you want from the Commands box to the
displayed toolbar.



Add a built-in menu to a toolbar

1. Click the Commands tab.
2. In the Categories box, click Built-in Menus.

3. Drag the menu you want from the Commands box to the displayed
toolbar.

Add a custom menu to a toolbar

1. Click the Commands tab.
2. In the Categories box, click New Menu.
3. Drag New Menu from the Commands box to the displayed toolbar.

4. Right-click the new menu on the toolbar, type a name in the Name box
on the shortcut menu, and then press ENTER.

4. On the Customize dialog box, click Clese.

Add a command to a menu

1. If the menu you want to change is on a toolbar, make sure the toolbar is
visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:

m Click the toolbar you want to display.

m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

On the View menu, point to Toolbars.

Click Customize, and then click the Commands tab.

In the Categories box, click a category for the command.

Drag the command you want from the Commands box and, without

ik



releasing the mouse, rest it over the menu you want to change. When the
menu opens, point to where you want the command to appear, and then
release the mouse.



Color and sound options

Change the color of text

1. Select the text you want to change.
2. Do one of the following:

o To apply the color most recently used for text, click Font Color |**| on
the Formatting toolbar.

o To apply a different color, click the arrow next to the Font Color
button, and then select the color you want.

Turn sounds on or off for buttons, menus, and other screen elements

Do one or both of the following:

Turn on or off sound

1. On the Tools menu, click Options, and then click the General tab.
2. Select or clear the Provide feedback with sound check box.

Note Changing this setting will affect all of your Microsoft Office programs.

Change sounds

Windows 2000

Click Start, point to Settings, and then click Control Panel.
Double-click Sounds and Multimedia.

In the Sound Events list, click the event you want.

In the Name box, enter the sound you want.

A=

Windows XP

1. Click Start, and then click Control Panel.
2. In Microsoft Windows Control Panel, click Sounds, Speech, and Audio



Devices, and then click Sounds and Audio Devices.
3. On the Sounds tab, in the Program Events list, click the event you want.
4. In the Sounds box, enter the sound you want.

Change the color of wavy underlines

You can use the template Support.dot to change the color of wavy underlines,
such as those used to flag possible spelling and grammar problems.



Options for automating tasks

Use AutoComplete

When the AutoComplete feature is turned on, Microsoft Word will display a
ScreenTip when you type the first few characters of an AutoText entry, at which
point you can insert the entry or continue typing.

1. On the Insert menu, point to AutoText, and then click AutoText.
2. Select or clear the Show AutoComplete suggestions check box.

Use AutoText to insert frequently used text and graphics

AutoText entries are divided into categories such as Closing or Salutation.
When you add entries of your own, AutoText places them in the Normal
category. Check that category for entries you've created unless you know they
are stored under another category.

1. Click in the document where you want to insert the AutoText entry.
2. On the Insert menu, point to AutoText, point to the category that contains
your entry, and then click the entry.

Tips

e You can also use a shortcut to insert an AutoText entry. First, turn on
AutoComplete (Insert menu, AutoText subcommand, AutoText command,
AutoText tab, ShowAutoComplete options check box). In your document,
type the first few characters in the AutoText entry's name. When Microsoft
Word suggests the complete AutoText entry, press ENTER or F3 to accept
the entry.

To reject the AutoText entry, keep typing.

e The entries in the lists on the AutoText menu and the AutoText toolbar
correspond to the language of the text that your insertion point is positioned
in. For example, if you are typing French in the English version of Word,
the AutoText entries that appear on the menu and on the toolbar list will be



in French, but the ones in the AutoCorrect dialog box will be in English.

To insert AutoText entries in the language you're typing in, use the
AutoText menu (Insert menu, AutoText command) or the AutoText
toolbar. To insert AutoText entries in the language version of Word that you
are using, use the AutoText tab in the AutoCorrect dialog box (Insert
menu, AutoText command, AutoText subcommand).

Also note that if you insert an AutoText field by using the Field dialog box
(Insert menu, Field command), the Field dialog box, like the AutoText
tab, reflects the language version of Word that you are using, not the
language you are typing in.

Collect and paste among programs

Collect items to paste

1. Make sure that the Microsoft Office Clipboard is displayed in the task pane
of any open Office program or the Collect Without Showing Office
Clipboard option is turned on.

o If you want to display the Office Clipboard in the active program, click
Office Clipboard on the Edit menu.

o If you want to check the Collect Without Showing Office Clipboard
option, display the Office Clipboard, click Options, and then make
sure the Collect Without Showing Office Clipboard option is
checked.

2. Select the first item you want to copy.

3. On the Standard toolbar, click Copy [al,

4. Continue copying items from documents in any Office program until you
have collected all of the items you want (up to 24).

Note In some cases such as Unicode text, the image displayed in the gallery will
look slightly altered. This is because text is always displayed in the gallery using
the Tahoma font. However, the correct formatting and font information is




restored when the item is pasted from the gallery.

3.

Paste collected items

If the Microsoft Office Clipboard is not displayed in the task pane, click
Office Clipboard on the Edit menu.

Note If the Office Clipboard is not available, you are in a program or view
that doesn't support showing or pasting multiple items from the Office
Clipboard.

Click where you want the items to be pasted. You can paste collected items
into any Microsoft Office program.

Do one of the following:

o To paste items one at a time, on the Office Clipboard, click the each
item you want to paste.

o To paste all the items you copied, click Paste All |2/ on the Office
Clipboard task pane.

Use Click and Type to insert and format text and graphics

Switch to print layout view or Web layout view.
In the document, move the pointer to a blank area where you want to insert
text, graphics, or a table. Then, click to enable the Click and Type pointer.

The pointer shape indicates how the item will be formatted. For example, if

you point to the center of the page, the pointer shape é indicates that the
item will be centered.

Double-click, and then start typing text or insert an item as usual.

Notes

e If you don't see the Click and Type pointer shapes, the Click and Type

feature may not be turned on. To turn it on, click Options on the Tools
menu, click the Edit tab, select the Enable click and type check box, and



then click OK.

¢ If you don't want to insert an item where you double-clicked, just double-
click in another area. If you've already inserted an item, you can undo the
insertion.

Quickly set AutoCorrect and paste options

Quickly set AutoCorrect options and paste options by using the AutoCorrect

Options button 7] and the Paste Options button &), which appear in your
document as you work.
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About shortcut keys

You can quickly accomplish tasks you perform frequently by using shortcut
keys — one or more keys you press on the keyboard to complete a task.

For example, pressing CTRL+B changes the selected text to bold, just as
clicking Bold | B | on the Formatting toolbar or selecting Bold in the Font dialog
box (Format menu) changes the selected text to bold.

Printing a list of shortcut keys

If you frequently refer to the Help topics that list shortcut keys, you may find it
helpful to keep a printed copy of those topics. In Help, locate the topic you want,
and then click Print |3/,

You can also run a macro that creates a list of the current shortcut key
assignments, and then print the list.

1. On the Tools menu, point to Macro, and then click Macros.

2. In the Macros in box, click Word commands.

3. In the Macro name box, click ListCommands.

4. Click Run.

5. In the List Commands dialog box, click Current menu and keyboard
settings.

6. Click OK.

7. On the File menu, click Print.

Customizing shortcut keys

You can customize shortcut keys in Microsoft Word by assigning shortcut keys
to commands that do not already have them or by removing shortcut keys you
don't want. If you don't like the changes you make, you can return to the default
shortcut key settings at any time.

Using shortcut keys with different keyboard layouts or Word as your e-
mail editor



Shortcut keys mentioned in the Help topics, menus, and dialog boxes refer to the
U.S. keyboard layout. Keys on other layouts may not correspond exactly to the
keys on a U.S. keyboard. If the language of the keyboard layout you are using
doesn't match the language you set for Microsoft Word or Word Help, you may
have to make adjustments when using shortcut keys or change your keyboard
layout.

If you are using Word as your e-mail editor, some of the shortcut keys listed may
not be available or may produce different results.



Show All



Keyboard shortcuts

The shortcut keys described in this Help topic refer to the U.S. keyboard layout.
Keys on other layouts may not correspond exactly to the keys on a U.S.
keyboard.

For keyboard shortcuts in which you press two or more keys simultaneously, the
keys to press are separated by a plus sign (+) in Microsoft Word Help. For
keyboard shortcuts in which you press one key immediately followed by another
key, the keys to press are separated by a comma ().

To print this topic, press TAB to select Show All, press ENTER, and then press
CTRL+P.

Help task pane and Help window

Using the Help task pane and Help window

The Help task pane provides access to all Office Help content and appears as
part of Microsoft Word. The Help window displays topics and other Help
content and appears as a window next to, but separate from, Word.



In the Help task pane

F1

Display the Help task pane.
F6

Switch between the Help task pane and Word.
TAB

Select the next item in the Help task pane.
SHIFT+TAB

Select the previous item in the Help task pane.
ENTER

Perform the action for the selected item.
DOWN ARROW and UP ARROW

In a table of contents, select the next and previous item, respectively.
RIGHT ARROW and LEFT ARROW

In a table of contents, expand and collapse the selected item, respectively.
ALT+LEFT ARROW

Move back to the previous task pane.
ALT+RIGHT ARROW

Move forward to the next task pane.
CTRL+SPACEBAR

Open the menu of task panes.
CTRL+F1

Close and reopen the current task pane.
RIGHT ARROW

Expand a +/- list.
LEFT ARROW

Collapse a +/- list.



In the Help window

TAB
Select the next hidden text or hyperlink, or Show All or Hide All at the top
of a topic.

SHIFT+TAB
Select the previous hidden text or hyperlink, or the Browser View button at
the top of a Microsoft Office Web site article.

ENTER
Perform the action for the selected Show All, Hide All, hidden text, or
hyperlink.

ALT+LEFT ARROW
Move back to the previous Help topic.

ALT+RIGHT ARROW
Move forward to the next Help topic.

CONTROL+P
Print the current Help topic.

UP ARROW AND DOWN ARROW
Scroll small amounts up and down, respectively, within the currently
displayed Help topic.

PAGE UP AND PAGE DOWN
Scroll larger amounts up and down, respectively, within the currently
displayed Help topic.

ALT+U
Change the Help window from being separate from (untiled) to connected
to (tiled) Word.

SHIFT+F10
Display a menu of commands for the Help window; requires that the Help
window have active focus (click an item in the Help window).

Menus, toolbars, task panes, and dialog boxes

Access and use menus and toolbars

F10 or ALT
Select the menu bar, or close an open menu and submenu at the same time.
CTRL+TAB or CTRL+SHIFT+TAB



Select a task pane or toolbar after pressing F10 or ALT to select the menu
bar. Pressing the keys repeatedly moves the focus among the open toolbars,
menu bars, and task pane.
TAB or SHIFT+TAB
When a toolbar or menu bar is selected, select the next or previous button
or menu.
ENTER
Open the selected menu, or perform the action for the selected button or
command.
SHIFT+F10
Display the shortcut menu for the selected item.
ALT+SPACEBAR
Display the title bar shortcut menu.
DOWN ARROW or UP ARROW
When a menu or submenu is open, select the next or previous command.
LEFT ARROW or RIGHT ARROW
Select the menu to the left or right. When a submenu is open, switch
between the main menu and the submenu.
HOME or END
Select the first or last command on the menu or submenu.
ESC
Close an open menu. When a submenu is open, close only the submenu.
SHIFT+DOWN ARROW
Open the selected menu.
CTRL+DOWN ARROW
When a shortened menu is open, display the full set of commands.
ALT+CTRL+= (equal sign)
Add a toolbar button to a menu. When you type this shortcut key and then
click a toolbar button, Microsoft Word adds the button to the appropriate
menu. For example, click Bullets =/ on the Formatting toolbar to add the
Bullets command to the Format menu.
ALT+CTRL+- (dash key)
Remove a command from a menu. When you type this shortcut key and
then select a menu command, the command is removed. You can add the
menu command back to the menu if you change your mind.
ALT+CTRL++ (plus key on numeric keypad)
Customize the shortcut key for a menu command. When you type this
shortcut key and then select a menu command, the Customize Keyboard
dialog box opens so you can add, change, or remove the shortcut key.




Note You can use the keyboard to select any menu command on the menu bar.
Press ALT to select the menu bar. Press the letter that is underlined in the menu
name that contains the command you want. In the menu that appears, press the
letter underlined in the command name that you want.

Access and use task panes

CTRL+F1
Open the task pane or hide the current task pane.

F6
Move to a task pane from another pane in the program window. (You may
need to press F6 more than once.)
Note If pressing F6 doesn't display the task pane you want, try pressing
ALT to place focus on the menu bar, and then pressing CTRL+TAB to
move to the task pane. In addition, if you open a dialog box from the
Reveal Formatting task pane, the focus may be in your document after you
close the dialog box, rather than in the task pane. You can use F6 or
CTRL+TAB to return to the task pane.

CTRL+TAB
When a menu or toolbar is active, move to a task pane. (You may need to
press CTRL+TAB more than once.)

CTRL+SPACEBAR
Open the menu of task panes.

ALT+HOME
Go to the Getting Started task pane.

ALT+LEFT ARROW
Reverse the sequence of task panes you opened.

ALT+RIGHT ARROW
Repeat the sequence of task panes you opened.

ESC
Close a menu if one is currently open, or go back to the document.

TAB or SHIFT+TAB
When a task pane is active, select the next or previous option in the task
pane.

DOWN ARROW or UP ARROW
Move among choices in a selected submenu; move among certain options
in a group of options.

SPACEBAR or ENTER
Open the selected menu, or perform the action assigned to the selected



button.
SHIFT+F10
Open a shortcut menu in a document; open a drop-down menu for the
selected gallery item.
HOME or END
When a menu or submenu is visible, select the first or last command on the
menu or submenu.
PAGE UP or PAGE DOWN
Scroll up or down in the selected gallery list.
CTRL+RIGHT ARROW or CTRL+LEFT ARROW
Expand or collapse a collapsible item in the gallery list.
CTRL+HOME or CTRL+END
Move to the top or bottom of the selected gallery list.

Resize and move toolbars, menus, and task panes

1. Press ALT to select the menu bar.
2. Press CTRL+TAB repeatedly to select a toolbar or the task pane.
3. Do one of the following:

Resize a toolbar

1. In the toolbar, press CTRL+SPACEBAR to display the Toolbar
Options menu.

2. Select the Size command, and then press ENTER.

3. Use the arrow keys to resize the toolbar. Press CTRL+ the arrow keys
to resize one pixel at a time.

Move a toolbar

1. In the toolbar, press CTRL+SPACEBAR to display the Toolbar
Options menu.

2. Select the Move command, and then press ENTER.

3. Use the arrow keys to position the toolbar. Press CTRL+ the arrow
keys to move one pixel at a time. To undock the toolbar, press DOWN
ARROW repeatedly. To dock the toolbar vertically on the left or right
side, press LEFT ARROW or RIGHT ARROW respectively when the
toolbar is all the way to the left or right side.



Resize a task pane

1. In the task pane, press CTRL+SPACEBAR to display a menu of
additional commands.

2. Use the DOWN ARROW key to select the Size command, and then
press ENTER.

3. Use the arrow keys to resize the task pane. Use CTRL+ the arrow keys
to resize by one pixel at a time.

Move a task pane

1. In the task pane, press CTRL+SPACEBAR to display a menu of
additional commands.

2. Use the DOWN ARROW key to select the Move command, and then
press ENTER.

3. Use the arrow keys to position the task pane. Use CTRL+ the arrow
keys to move one pixel at a time.

Note If you move the task pane up into the toolbars or down into the
status bar, the pane attaches itself to the bars and reorients itself
horizontally. To return the task pane to its vertical position, use the
arrow keys to move it away from the bars.

4. When you are finished moving or resizing, press ESC or ENTER.

Use dialog boxes

ALT+F6

Move from an open dialog box back to the document for dialog boxes such

as Find and Replace that support this behavior.
TAB

Move to the next option or option group.
SHIFT+TAB

Move to the previous option or option group.
CTRL+TAB

Switch to the next tab in a dialog box.
CTRL+SHIFT+TAB

Switch to the previous tab in a dialog box.
Arrow keys



Move between options in an open drop-down list, or between options in a
group of options.
SPACEBAR
Perform the action assigned to the selected button; check or clear the
selected check box.
First letter of an option in a drop-down list
Open the list if it is closed and move to that option in the list.
ALT+ the letter underlined in an option
Select an option; select or clear a check box.
ALT+DOWN ARROW
Open a selected drop-down list.
ESC
Close a selected drop-down list; cancel a command and close a dialog box.
ENTER
Run the selected command.

Use edit boxes within dialog boxes

An edit box is a blank in which you type or paste an entry, such as your user
name or the path to a folder.

HOME

Move to the beginning of the entry.
END

Move to the end of the entry.
LEFT ARROW or RIGHT ARROW

Move one character to the left or right.
CTRL+LEFT ARROW

Move one word to the left.
CTRL+RIGHT ARROW

Move one word to the right.
SHIFT+LEFT ARROW

Select or unselect one character to the left.
SHIFT+RIGHT ARROW

Select or unselect one character to the right.
CTRL+SHIFT+LEFT ARROW

Select or unselect one word to the left.
CTRL+SHIFT+RIGHT ARROW

Select or unselect one word to the right.



SHIFT+HOME

Select from the insertion point to the beginning of the entry.
SHIFT+END

Select from the insertion point to the end of the entry.

Use the Open, Save As, and Insert Picture dialog boxes

CTRL+F12
Display the Open dialog box.

F12
Display the Save As dialog box.

ALT+1
Go to the previous folder ().

ALT+2
Open the folder up one level from the open folder (Up One Level button

).

ALT+3
Close the dialog box and open your World Wide Web search page (Search
the Web button ).

ALT+4
Delete the selected folder or file (Delete button ).

ALT+5
Create a new subfolder in the open folder (Create New Folder button ).

ALT+6
Switch between List, Details, Properties, Preview Thumbnails, Tiles, and
Icons views (click the arrow next to Views ).

ALT+7 or ALT+L
Show the Tools menu (Tools button).

SHIFT+F10
Display a shortcut menu for a selected item such as a folder or file.

TAB
Move between options or areas in the dialog box.

F4 or ALT+I
Open the Look in or Save in list.

F5
Update the files visible in the Open or Save As dialog box (File menu).

Quick reference



Common tasks done in a Microsoft Word document

CTRL+SHIFT+SPACEBAR

Create a nonbreaking space.

CTRL+HYPHEN

Create a nonbreaking hyphen.

CTRL+B

Make letters bold.

CTRL+I

Make letters italic.

CTRL+U

Make letters underline.

CTRL+SHIFT+<

Decrease font size.

CTRL+SHIFT+>

Increase font size.

CTRL+SPACEBAR

Remove paragraph or character formatting.

CTRL+C

Copy the selected text or object.

CTRL+X

Cut the selected text or object.

CTRL+V

Paste text or an object.

CTRL+Z

Undo the last action.

CTRL+Y

Redo the last action.

Language bar

Speech and handwriting recognition

Left ALT+SHIFT

Switch between languages or keyboard layouts.

+V
Switch microphone on or off.



+T
Switch between Voice Command mode and Dictation mode.

+C
Display a list of correction alternatives.

+H

Turn handwriting on or off.
ALT+~

Turn Japanese Input Method Editor (IME) on 101 keyboard on or off.
Right ALT

Turn Korean IME on 101 keyboard on or off.
CTRL+SPACEBAR

Turn Chinese IME on 101 keyboard on or off.

Notes

* You can set the key combination for switching between languages or
keyboard layouts in the Advanced Key Setting dialog box. To open the
Advanced Key Setting dialog box, right-click the Language bar, and then
click Settings. Under Preferences, click Key Settings.

e The Windows logo key ( ) is available on the bottom row
of keys on most keyboards.

E-mail

Sending e-mail messages

Use the following keys (if you are e-mailing a document or a message) when the
insertion point is in the e-mail header. To move the insertion point into the e-mail
header, press SHIFT+TAB.

ALT+S
Send the active document or message.
CTRL+SHIFT+B
Open the Address Book.
ALT+K, CTRL+K
When the insertion point is in the message header, check the names on the
To, Cc, and Bcc lines against the Address Book.




ALT+. (period)
Open the Address Book in the To field.
ALT+C
When the insertion point is in the message header, open the Address Book
in the Cc field.
ALT+B
If the Bcc field is visible, open the Address Book in the Bcc field. To
display the Bcc field, open the Address Book for any field, and insert or
type a name in the Bcc box.
ALT+]
Go to the Subject field.
ALT+P
Open the Microsoft Outlook Message Options dialog box.
CTRL+SHIFT+G
Create a message flag.
TAB
When the insertion point is in the message header, move to the next box in
the e-mail header. When the last box in the e-mail header is active, TAB
moves the insertion point to the body of the document or message.
SHIFT+TAB
Select the previous field or button in the e-mail header.
CTRL+TAB
When the insertion point is in the message header, select the Send button.
You can then use the arrow keys to move to the other buttons. To perform
the action for the selected button or command, press ENTER.

Working with documents and Web pages

Create, view, and save documents

CTRL+N
Create a new document of the same type as the current or most recent
document.
CTRL+O
Open a document.
CTRL+W
Close a document.
ALT+CTRL+S



Split the document window.
ALT+SHIFT+C

Remove the document window split.
CTRL+S

Save a document.

Find, replace, and browse through text

CTRL+F
Find text, formatting, and special items.

ALT+CTRL+Y
Repeat find (after closing Find and Replace window).

CTRL+H
Replace text, specific formatting, and special items.

CTRL+G
Go to a page, bookmark, footnote, table, comment, graphic, or other
location.

ALT+CTRL+Z
Switch between documents or sections of a document, and between a
document and an open e-mail message if you use Word as your e-mail
editor.

ALT+CTRL+HOME
Open a list of browse options; use the arrow keys to select an option, and
then press ENTER to browse through a document by using the selected
option.

Undo and redo actions

ESC

Cancel an action.
CTRL+Z

Undo an action.
CTRL+Y

Redo or repeat an action.

Switch to another view

ALT+CTRL+P



Switch to print layout view.
ALT+CTRL+O
Switch to outline view.
ALT+CTRL+N
Switch to normal view.
ALT+R
Switch to Reading View.
CTRL+\
Expand or collapse subdocuments in a master document.

Outline view

In outline view, press

ALT+SHIFT+LEFT ARROW

Promote a paragraph.
ALT+SHIFT+RIGHT ARROW

Demote a paragraph.
CTRL+SHIFT+N

Demote to body text.
ALT+SHIFT+UP ARROW

Move selected paragraphs up.
ALT+SHIFT+DOWN ARROW

Move selected paragraphs down.
ALT+SHIFT+PLUS SIGN

Expand text under a heading.
ALT+SHIFT+MINUS SIGN

Collapse text under a heading.
ALT+SHIFT+A

Expand or collapse all text or headings.
The slash (/) key on the numeric keypad

Hide or display character formatting.
ALT+SHIFT+L

Show the first line of body text or all body text.
ALT+SHIFT+1

Show all headings with the Heading 1 style.
ALT+SHIFT+n

Show all headings up to Heading n.



CTRL+TAB
Insert a tab character.

Printing and previewing documents

CTRL+P

Print a document.
ALT+CTRL+I

Switch in or out of print preview.
Arrow keys

Move around the preview page when zoomed in.
PAGE UP or PAGE DOWN

Move by one preview page when zoomed out.
CTRL+HOME

Move to the first preview page when zoomed out.
CTRL+END

Move to the last preview page when zoomed out.

Reviewing documents

ALT+CTRL+M

Insert a comment.
CTRL+SHIFT+E

Turn track changes on or off.
ALT+SHIFT+C

Close the Reviewing Pane if it is open.

Reading layout view

HOME
Go to beginning of document.
END
Go to end of document.
Number, then ENTER
Go to page number.
CTRL+]
Increase the size of selected text by one point.
CTRL+[



Decrease the size of selected text by one point.
ESC
Exit reading layout view.

References, footnotes, and endnotes

ALT+SHIFT+O

Mark a table of contents entry.
ALT+SHIFT+I

Mark a table of authorities entry (citation).
ALT+SHIFT+X

Mark an index entry.
ALT+CTRL+F

Insert a footnote.
ALT+CTRL+D

Insert an endnote.

Working with Web pages

CTRL+K

Insert a hyperlink.
ALT+LEFT ARROW

Go back one page.
ALT+RIGHT ARROW

Go forward one page.
F9

Refresh.

Note To use keys to go back or forward one page or to refresh a page, the Web
toolbar must be showing. If the Web toolbar is not showing, press ALT, press V,
press T, use the arrow keys to select Web, and then press ENTER.

Editing and moving text and graphics

Delete text and graphics

BACKSPACE
Delete one character to the left.



CTRL+BACKSPACE

Delete one word to the left.
DELETE

Delete one character to the right.
CTRL+DELETE

Delete one word to the right.
CTRL+X

Cut selected text to the Office Clipboard.
CTRL+Z

Undo the last action.
CTRL+F3

Cut to the Spike.

Copy and move text and graphics

CTRL+C
Copy text or graphics.
CTRL+C, CTRL+C
Display the Office Clipboard.
F2 (then move the insertion point and press ENTER)
Move text or graphics.
ALT+F3
Create AutoText.
CTRL+V
Paste the Office Clipboard contents.
CTRL+SHIFT+F3
Paste the Spike contents.
ALT+SHIFT+R
Copy the header or footer used in the previous section of the document.

Insert special characters

CTRL+F9
A field
ENTER (after typing the first few characters of the AutoText entry name and
when the ScreenTip appears)
An AutoText entry
SHIFT+ENTER



A line break
CTRL+ENTER

A page break
CTRL+SHIFT+ENTER

A section break
ALT+CTRL+MINUS SIGN

An em dash
CTRL+MINUS SIGN

An en dash
CTRL+HYPHEN

An optional hyphen
CTRL+SHIFT+HYPHEN

A nonbreaking hyphen
CTRL+SHIFT+SPACEBAR

A nonbreaking space
ALT+CTRL+C

The copyright symbol
ALT+CTRL+R

The registered trademark symbol
ALT+CTRL+T

The trademark symbol
ALT+CTRL+PERIOD

An ellipsis
CTRL+, "~

A single opening quotation mark
CTRL+,"'

A single closing quotation mark
CTRL+, SHIFT+

Double opening quotation marks
CTRL+', SHIFT+'

Double closing quotation marks

Insert characters by using character codes

The character code, ALT+X
The Unicode character for the specified Unicode (hexadecimal) character
code. For example, to insert the euro currency symbol (¢), type 20AC, and
then hold down the ALT key and press X.

ALT+the character code (on the numeric keypad)



The ANSI character for the specified ANSI (decimal) character code. For
example, to insert the euro currency symbol, hold down the ALT key and
press 0128 on the numeric keypad.

Select text and graphics

Select text by holding down SHIFT and pressing the key that moves the insertion
point.

Select multiple areas that aren't next to each other

After making your first selection, hold down CTRL, and then select any other
items you want.

Extend a selection

F8

Turn extend mode on.
F8, and then press LEFT ARROW or RIGHT ARROW

Select the nearest character.
F8 (press once to select a word, twice to select a sentence, and so on)

Increase the size of a selection.
SHIFT+F8

Reduce the size of a selection.
ESC

Turn extend mode off.
SHIFT+RIGHT ARROW

One character to the right
SHIFT+LEFT ARROW

One character to the left
CTRL+SHIFT+RIGHT ARROW

To the end of a word
CTRL+SHIFT+LEFT ARROW

To the beginning of a word
SHIFT+END

To the end of a line
SHIFT+HOME

To the beginning of a line



SHIFT+DOWN ARROW

One line down
SHIFT+UP ARROW

One line up
CTRL+SHIFT+DOWN ARROW

To the end of a paragraph
CTRL+SHIFT+UP ARROW

To the beginning of a paragraph
SHIFT+PAGE DOWN

One screen down
SHIFT+PAGE UP

One screen up
CTRL+SHIFT+HOME

To the beginning of a document
CTRL+SHIFT+END

To the end of a document
ALT+CTRL+SHIFT+PAGE DOWN

To the end of a window
CTRL+A

To include the entire document

CTRL+SHIFT+F8, and then use the arrow keys; press ESC to cancel selection

mode
A vertical block of text

F8+arrow keys; press ESC to cancel selection mode
To a specific location in a document

Tip

If you know the key combination to move the insertion point, you can generally
select the text by using the same key combination while holding down SHIFT.
For example, CTRL+RIGHT ARROW moves the insertion point to the next
word, and CTRL+SHIFT+RIGHT ARROW selects the text from the insertion
point to the beginning of the next word.

Select text and graphics in a table

TAB
Select the next cell's contents.



SHIFT+TAB
Select the preceding cell's contents.
Hold down SHIFT and press an arrow key repeatedly
Extend a selection to adjacent cells.
Click in the column's top or bottom cell. Hold down SHIFT and press the UP
ARROW or DOWN ARROW Kkey repeatedly
Select a column.
CTRL+SHIFT+F8, and then use the arrow keys; press ESC to cancel selection
mode
Extend a selection (or block).
SHIFT+F8
Remove the selection.
ALT+5 on the numeric keypad (with NUM LOCK off)
Select an entire table.

Move the insertion point

LEFT ARROW

One character to the left
RIGHT ARROW

One character to the right
CTRL+LEFT ARROW

One word to the left
CTRL+RIGHT ARROW

One word to the right
CTRL+UP ARROW

One paragraph up
CTRL+DOWN ARROW

One paragraph down
SHIFT+TAB

One cell to the left (in a table)
TAB

One cell to the right (in a table)
UP ARROW

Up one line
DOWN ARROW

Down one line
END

To the end of a line



HOME

To the beginning of a line
ALT+CTRL+PAGE UP

To the top of the window
ALT+CTRL+PAGE DOWN

To the end of the window
PAGE UP

Up one screen (scrolling)
PAGE DOWN

Down one screen (scrolling)
CTRL+PAGE DOWN

To the top of the next page
CTRL+PAGE UP

To the top of the previous page
CTRL+END

To the end of a document
CTRL+HOME

To the beginning of a document
SHIFT+F5

To a previous revision
SHIFT+F5

After opening a document, to the location it was in when the document was

last closed

Move around in a table

TAB

Next cell in a row
SHIFT+TAB

Previous cell in a row
ALT+HOME

First cell in a row
ALT+END

Last cell in a row
ALT+PAGE UP

First cell in a column
ALT+PAGE DOWN

Last cell in a column
UP ARROW



Previous row
DOWN ARROW
Next row

Insert paragraphs and tab characters in a table

ENTER

New paragraphs in a cell
CTRL+TAB

Tab characters in a cell

Character and paragraph formatting

Copy formattin

CTRL+SHIFT+C

Copy formatting from text.
CTRL+SHIFT+V

Apply copied formatting to text.

Change or resize the font

CTRL+SHIFT+F

Change the font.
CTRL+SHIFT+P

Change the font size.
CTRL+SHIFT+>

Increase the font size.
CTRL+SHIFT+<

Decrease the font size.
CTRL+]

Increase the font size by 1 point.
CTRL+[

Decrease the font size by 1 point.

Apply character formats
CTRL+D



Change the formatting of characters (Font command, Format menu).
SHIFT+F3

Change the case of letters.
CTRL+SHIFT+A

Format letters as all capitals.
CTRL+B

Apply bold formatting.
CTRL+U

Apply an underline.
CTRL+SHIFT+W

Underline words but not spaces.
CTRL+SHIFT+D

Double-underline text.
CTRL+SHIFT+H

Apply hidden text formatting.
CTRL+I

Apply italic formatting.
CTRL+SHIFT+K

Format letters as small capitals.
CTRL+EQUAL SIGN

Apply subscript formatting (automatic spacing).
CTRL+SHIFT+PLUS SIGN

Apply superscript formatting (automatic spacing).
CTRL+SPACEBAR

Remove manual character formatting.
CTRL+SHIFT+Q

Change the selection to the Symbol font.

View and copy text formats

CTRL+SHIFT+* (asterisk)
Display nonprinting characters.
SHIFT+F1 (then click the text whose formatting you want to review)
Review text formatting.
CTRL+SHIFT+C
Copy formats.
CTRL+SHIFT+V
Paste formats.



Set line spacing

CTRL+1
Single-space lines
CTRL+2
Double-space lines
CTRL+5
Set 1.5-line spacing
CTRL+O0 (zero)
Add or remove one line space preceding a paragraph

Align paragraphs

CTRL+E

Center a paragraph.
CTRL+J

Justify a paragraph.
CTRL+L

Left align a paragraph.
CTRL+R

Right align a paragraph.
CTRL+M

Indent a paragraph from the left.
CTRL+SHIFT+M

Remove a paragraph indent from the left.
CTRL+T

Create a hanging indent.
CTRL+SHIFT+T

Reduce a hanging indent.
CTRL+Q

Remove paragraph formatting.

Apply paragraph styles

CTRL+SHIFT+S
Apply a style.
ALT+CTRL+K
Start AutoFormat.



CTRL+SHIFT+N

Apply the Normal style.

ALT+CTRL+1

Apply the Heading 1 style.

ALT+CTRL+2

Apply the Heading 2 style.

ALT+CTRL+3

Apply the Heading 3 style.

CTRL+SHIFT+L

Apply the List style.

Drawing objects and other objects

Inserting and editing objects

Insert an object by using the keyboard.

1.
2.

Use the keyboard to open the Object dialog box (Insert menu).
Use the DOWN ARROW key to select an object, and then tab to OK, and
press ENTER.

Edit an object by using the keyboard.

1.

2.
3.

With the insertion point to the left of the object in your document, select the
object by pressing SHIFT+RIGHT ARROW.

Press SHIFT+F10.

Tab to Object name Object, press ENTER, and then press ENTER again.

Inserting and selecting drawing objects

Insert an AutoShape by using the keyboard.

1.
2.
3.

4.

Use the keyboard to show the Drawing toolbar if it is not showing.
Press ALT+U to choose AutoShape on the Drawing toolbar.

Use the arrow keys to move through the categories of AutoShapes and
select the AutoShape you want.

Press CTRL+ENTER.

Note To edit the AutoShape, select the AutoShape, and then use the keyboard to



choose AutoShape on the Format menu. Select the options you want on the
available tabs.

Insert a text box by using the keyboard

1. Use the keyboard to select Text Box on the Insert menu.

2. Use the right arrow key to open the submenu, select either Horizontal or

Vertical, and then press CTRL+ENTER.

Type the text you want in the text box.

4. When you are finished typing and want to switch back to editing text in
your document, press SHIFT+F10, choose Exit Edit Text on the shortcut
menu, and then press ESC.

w

Note To format the text box (add a fill color or change the size, for example),
select the text box, choose Text Box on the Format menu, and then select the
options you want on the available tabs.

Insert a WordArt drawing object by using the keyboard

1. Use the keyboard to choose WordArt (Insert menu, Picture submenu).

2. Use the arrow keys to select the WordArt style you want, and then press
ENTER.

3. Type the text you want, and then use the TAB key to select other options in
the dialog box.

4. Press ENTER to insert the WordArt drawing object.

Note To edit the WordArt drawing object, select the object, choose WordArt on
the Format menu, and then select the options you want on the available tabs.

Select a drawing object by using the keyboard

If the insertion point is within text in your document, do the following:

Press F10 to make the menu bar active.

Press CTRL+TAB until the Drawing toolbar is active.

Press the RIGHT ARROW key to choose Select Objects [k],

Press CTRL+ENTER to select the first drawing object.

Press the TAB key to cycle forward (or SHIFT+TAB to cycle backward)

ARl i e



through the objects until sizing handles appear on the object you want to
select.

If the insertion point is within text in a drawing object, do the following:

1. Press SHIFT+F10, and then use the keyboard to choose Exit Edit Text on
the shortcut menu.

2. Press the TAB key to cycle forward (or SHIFT+TAB to cycle backward)
through the objects until sizing handles appear on the object you want to
select.

Note To switch from selecting objects back to editing text in your document,
press ESC.

Editing drawing objects

Rotate a drawing object by using the keyboard

1. Select the drawing object you want to rotate.

2. Use the keyboard to choose the command for the type of object you
selected— for example, on the Format menu, choose AutoShape or Text
Box— and then select the Size tab.

3. Under Size and rotate, use the TAB key to select Rotation, and then type
the amount of rotation you want.

Change the position of a drawing object on a page by using the keyboard

1. Select the drawing object you want to change.

2. Use the keyboard to choose the command for the type of object you
selected— for example, on the Format menu, choose AutoShape or Text
Box— and then select the Layout tab.

3. Select the options you want.

Tip

You can nudge the selected object up, down, left, or right by holding down
CTRL and pressing arrow keys.



Change the size of a drawing object by using the keyboard

1. Select the drawing object you want to change.

2. Use the keyboard to choose the command for the type of object you
selected— for example, on the Format menu, choose AutoShape or Text
Box— and then select the Size tab.

3. Select the options you want.

Copy the attributes of a drawing object by using the keyboard
1. Select the drawing object with the attributes you want to copy.

If you select an AutoShape with attached text, you copy the look and style
of the text as well as the attributes of the AutoShape.

2. Press CTRL+SHIFT+C to copy the object attributes.

3. Press the TAB key or SHIFT+TAB to select the object you want to copy the
attributes to.

4. Press CTRL+SHIFT+V.

Mail merge and fields

Performing a mail merge

Note You must start the Mail Merge task pane (Tools menu, Letters and
Mailings command, Mail Merge subcommand) before you can use these
commands.

ALT+SHIFT+K

Preview a mail merge.
ALT+SHIFT+N

Merge a document.
ALT+SHIFT+M

Print the merged document.
ALT+SHIFT+E

Edit a mail-merge data document.
ALT+SHIFT+F

Insert a merge field.



Working with fields

ALT+SHIFT+D
Insert a DATE field.
ALT+CTRL+L
Insert a LISTNUM field.
ALT+SHIFT+P
Insert a PAGE field.
ALT+SHIFT+T
Insert a TIME field.
CTRL+F9
Insert an empty field.
CTRL+SHIFT+F7
Update linked information in a Microsoft Word source document.
F9
Update selected fields.
CTRL+SHIFT+F9
Unlink a field.
SHIFT+F9
Switch between a selected field code and its result.
ALT+F9
Switch between all field codes and their results.
ALT+SHIFT+F9
Run GOTOBUTTON or MACROBUTTON from the field that displays the
field results.
F11
Go to the next field.
SHIFT+F11
Go to the previous field.
CTRL+F11
Lock a field.
CTRL+SHIFT+F11
Unlock a field.

Key combinations

Function keys




F1
Get Help or visit Microsoft Office Online.
F2
Move text or graphics.
F3
Insert an AutoText entry (after Microsoft Word displays the entry).
F4
Repeat the last action.

F5
Choose the Go To command (Edit menu).
F6
Go to the next pane or frame.
F7
Choose the Spelling command (Tools menu).
F8
Extend a selection.
F9
Update selected fields.
F10
Activate the menu bar.
F11
Go to the next field.
F12

Choose the Save As command (File menu).

SHIFT+Function key

SHIFT+F1

Start context-sensitive Help or reveal formatting.
SHIFT+F2

Copy text.
SHIFT+F3

Change the case of letters.
SHIFT+F4

Repeat a Find or Go To action.
SHIFT+F5

Move to the last change.
SHIFT+F6

Go to the previous pane or frame.



SHIFT+F7

Choose the Thesaurus command (Tools menu, Language submenu).
SHIFT+F8

Shrink a selection.
SHIFT+F9

Switch between a field code and its result.
SHIFT+F10

Display a shortcut menu.
SHIFT+F11

Go to the previous field.
SHIFT+F12

Choose the Save command (File menu).

CTRL+Function key

CTRL+F2

Choose the Print Preview command (File menu).
CTRL+F3

Cut to the Spike.
CTRL+F4

Close the window.
CTRL+F5

Restore the document window size (for example, after maximizing it).
CTRL+F6

Go to the next window.
CTRL+F7

Choose the Move command (title bar shortcut menu).
CTRL+F8

Choose the Size command (title bar shortcut menu).
CTRL+F9

Insert an empty field.
CTRL+F10

Maximize the document window.
CTRL+F11

Lock a field.
CTRL+F12

Choose the Open command (File menu).



CTRL+SHIFT+Function key

CTRL+SHIFT+F3
Insert the contents of the Spike.
CTRL+SHIFT+F5
Edit a bookmark.
CTRL+SHIFT+F6
Go to the previous window.
CTRL+SHIFT+F7
Update linked information in a Microsoft Word source document.
CTRL+SHIFT+F8
Extend a selection or block (then press an arrow key).
CTRL+SHIFT+F9
Unlink a field.
CTRL+SHIFT+F11
Unlock a field.
CTRL+SHIFT+F12
Choose the Print command (File menu).

ALT+Function key

ALT+F1
Go to the next field.
ALT+F3
Create an AutoText entry.
ALT+F4
Quit Microsoft Word.
ALT+F5
Restore the program window size.
ALT+F6
Move from an open dialog box back to the document for dialog boxes such
as Find and Replace that support this behavior.
ALT+F7
Find the next misspelling or grammatical error. The Check spelling as you
type check box must be selected (Tools menu, Options dialog box,
Spelling & Grammar tab).
ALT+F8
Run a macro.



ALT+F9

Switch between all field codes and their results.
ALT+F10

Maximize the program window.
ALT+F11

Display Microsoft Visual Basic code.

ALT+SHIFT+Function key

ALT+SHIFT+F1
Go to the previous field.
ALT+SHIFT+F2
Choose the Save command (File menu).
ALT+SHIFT+F9
Run GOTOBUTTON or MACROBUTTON from the field that displays the
field results.
ALT+SHIFT+F10
Display the menu or message for a smart tag. If more than one smart tag is
present, switch to the next smart tag and display its menu or message.
ALT+SHIFT+F11
Start the Microsoft Script Editor.

CTRL+ALT+Function key

CTRL+ALT+F1

Display Microsoft System Information.
CTRL+ALT+F2

Open command (File menu).
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Assign or remove a shortcut key

You can assign a shortcut key to a command, macro, font, AutoText entry, style,
or commonly used symbol.

1. On the Tools menu, click Customize.

2. Click Keyboard.

3. In the Save changes in box, click the current document name or template in
which you want to save the shortcut key changes.

4. In the Categories box, click the category that contains the command or
other item.

5. In the Commands box, click the name of the command or other item.

Any shortcut keys that are currently assigned appear in the Current keys
box.

6. Do one of the following:

Assign a shortcut key

Begin shortcut key combinations with CTRL, ALT, or a function key.

1. Click the Press new shortcut key box and press the shortcut key
combination you want to assign. For example, press ALT plus the
desired key.

2. Look at Currently assigned to to see if the shortcut key combination
is already assigned to a command or other item. If so, select another
combination.

Reassigning a key combination means that you can no longer use the
combination for its original purpose. For example, pressing CTRL+B
changes selected text to bold. If you reassign CTRL+B to a new
command or other item, you will not be able to make text bold by
pressing CTRL+B unless you restore the shortcut key assignments to
their original settings.

3. Click Assign.



Remove a shortcut key

1. In the Current keys box, click the shortcut key you want to delete.
2. Click Remove.

Note If you use a programmable keyboard, the key combination
CTRL+ALT+F8 may be reserved for initiating keyboard programming.
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Assign a keyboard shortcut to a style

You can apply shortcut keys to new or existing styles.

1. On the Format menu, click Styles and Formatting.
2. Do one of the following:

Apply a keyboard shortcut to an existing style

Begin shortcut key combinations with CTRL, ALT, or a function key.

1.

2.

3.

4.

5.

6.

In the Pick formatting to apply box, click the style to which you want
to add a shortcut.

Click the down arrow next to the style and click Modify or Modify
Style.

Click Format, and then click Shortcut key.

Click the Press new shortcut key box and then press the shortcut key
combination you want to assign. For example, press ALT plus the
desired key.

Look at Currently assigned to to see if the shortcut key combination
is already assigned. If so, select another combination.

Click Assign, and then click Close.

Note By default, Word does not display custom keyboard shortcuts. You
must remember the shortcuts that you apply to styles.

Apply a keyboard shortcut to a new style

Begin shortcut key combinations with CTRL, ALT, or a function key.

1.
2.

3.
4.

In the Styles and Formatting task pane, click New Style.

Use the options in the New Style dialog box to define the name of and
formatting for the new style.

Click Format, and then click Shortcut key.

Click the Press new shortcut key box and then press the shortcut key
combination you want to assign. For example, press ALT plus the
desired key.

Look at Currently assigned to to see if the shortcut key combination



is already assigned. If so, select another combination.
6. Click Assign, and then click Close.

Note By default, Word does not display custom keyboard shortcuts. You
must remember the shortcuts that you apply to styles.

Note If you use a programmable keyboard, the key combination
CTRL+ALT+F8 may be reserved for initiating keyboard programming.



Print a list of shortcut keys

1. On the Tools menu, point to Macro, and then click Macros.

2. In the Macros in box, click Word commands.

3. In the Macro name box, click ListCommands.

4. Click Run.

5. In the List Commands dialog box, click Current menu and keyboard
settings.

6. Click OK.

7. On the File menu, click Print.
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Keyboard shortcuts for international
characters

For keyboard shortcuts in which you press two or more keys simultaneously, the
keys to press are separated by a plus sign (+) in Microsoft Word Help. For
keyboard shortcuts in which you press one key immediately followed by another
key, the keys to press are separated by a comma (,). To type a lowercase
character using a key combination that includes the SHIFT key, hold down the
CTRL+SHIFT+symbol keys simultaneously, and then release them before typing
the letter.



Press

CTRL+" (ACCENT GRAVE), the letter
a, e, 1,0, 1,
AE,1,0,U

CTRL+' (APOSTROPHE), the letter
AE 10,0 Y

CTRL+SHIFT+A (CARET), the letter

A A A A A

CTRL+SHIFT+~ (TILDE), the letter
a,n,o
AN, O
CTRL+SHIFT+: (COLON), the letter
4,86,1,0,1,Yy,
AETLO U Y
CTRL+SHIFT+@, aor A
4, A
CTRL+SHIFT+&, aor A
*, £
CTRL+SHIFT+&, 0 or O
e, (E
CTRL+, (COMMA), cor C
e
CTRL+' (APOSTROPHE), d or D
0, b
CTRL+/,00r O
g, D
ALT+CTRL+SHIFT+?
é
ALT+CTRL+SHIFT+!

i
CTRL+SHIFT+&, s

I
The character code, ALT+X

The Unicode character for the specified Unicode (hexadecimal) character



code. For example, to insert the euro currency symbol (¢), type 20AC, and
then hold down the ALT key and press X.

ALT+the character code (on the numeric keypad)
The ANSI character for the specified ANSI (decimal) character code. For
example, to insert the euro currency symbol, hold down the ALT key and
press 0128 on the numeric keypad.

Note If you type extensively in another language, you may prefer to switch to a
different keyboard instead.
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ALT GR keys

The ALT GR key is on the right side of the keyboard on some non-U.S.
keyboard layouts. ALT GR is equivalent to the CTRL+ALT key combination,
and you can use it with other keys to enter additional characters as shown in the
following list of keyboard languages. Microsoft Word can differentiate between
the left and right ALT keys so that you can use CTRL+ALT and ALT GR key
combinations.

To print this topic, press CTRL+P.

Keyboard layouts

United Kingdom

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

|
I

£
é
u

i

>0~ cma
> O G

Canadian multilingual

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key
. | B

. 1
|
2

3

Ya
Y

U A W N =



+l

3/4{}[]

O N 0 O O

VW ao |l Hw@

@ e, 8o .

X >0 A o —<< »n A

LI

N X O =

-

Croatian

U.S. key equivalent ALT GR+key

1
2
3

~

i

A



S © 00 NN O Ul b~

Q \
w |
E =
[ +
] X
\ o
F [
G ]
K !
L L
' I
\4 @
B {
N }
M §
, <
>

Czech and Czech-QWERTY

U.S. key equivalent ALT GR+key
1 ~
2 -
3 A



> (Czech-QWERTY only)
(Czech only)

X o m @ — -l dva A RS D e~V Ak

o + v [ N LI A - — Y

S Mo~ oe I O2HEH> om0 ALUONX 3 ... NXO>MZ . . —



Danish

U.S. key equivalent ALT GR+key
@

S O O J Ul M~ WN
-~ — o~ i A M

Il
am —

< - W
2

Dutch

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

1

© 0N U WN R
NN

Follle



S I
Z «
X »
C ¢
M B

Estonian

U.S. key equivalent ALT GR+key

2 @
3 £
4 $
5 £
7 {
8 [
9 ]
0 }
- \
E =
] §
\ %!

>

Finnish and Swedish

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key
@

© 00 N Ul A W N

£
$
£
{
[
]



o
S

French

U.S. key equivalent ALT GR+key

P) ~
3 #
4 {
5 [
6 |
v R
8 \
9 A
0 @
- ]
= }
E =
] o]

French (Belgian)

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

|
@

/o o O© O WIN
o =~ > 3t



French (Canadian)

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key
) \

QQM@I+

O ©W 0O NN Ul & WIN =

Ya
%
34

v =g Qi
P

<
= ~



German

U.S. key equivalent ALT GR+key

2 2
3 3
7 {
8 [
9 ]
0 }
- \
Q @
] ~
E =
M B

Greek

U.S. key equivalent ALT GR+key

2

3

£
§

S © 0o Ul W DN

o-~ no

1
H

I
ith -
NN

— — < ® ™
e



— .

C ©

Greek IBM 220 and 319

U.S. key equivalent ALT GR+key SHIFT+ALT GR-+key
) \ (IBM 220 only) | (IBM 220 only)

E =

\ # (IBM 220 only) @ (IBM 220 only)

; ~ (IBM 319 only)

/ — (IBM 319 only) — (IBM 319 only)
Greek Latin

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

1 "
2 2

3 3

4 o £
5 £

6 0

7 %

8 ¥

9 ¢

0 )

- ¥

= X X
Q 0 A
\"% € E
E ! I

R ®

T @ f
Y 0 a



U i [
I \% N
O o X
P [0) O
[ «

] »

\ I
A 0 A
S i §
D Tt IT
L 1] Wy
Z ( Z
C © B
N p P
M B

) n H
/ 0

Greek Latin IBM 220 and 319

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

%! +
W ~ ~
E €
] } {
\ § °
Hungarian

U.S. key equivalent ALT GR+key



2 r < 0 4y e LI b\l_,E,I._.XQdB[],lilTL$B>#&@{

NNt N ONDRO N OOED e OO Y g ... NXU>m



Z

-
-

Icelandic

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

(e]

o W 00 J Ul
rih @ = =~ e i
@ P I T B ey [ S

- el m O

Irish

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

I
£
é
u

i

"o~ cma
SO G



Italian

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key
5 €

E
[
]

:n:@ur—\rm

Latin American

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

1 U
2 U
3 »
4 b
5 ¢
6 |
7 1
8 2
9 3
0 4
- \ \
Q @ @
W (
E )
R =
T ?
Y i
U Q
I \%Y



T XR=TIXDOmMgOg v T — 90
ae)

N— ZHx ST >g v s> — %

ZZW <0 XN

Latvian

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

«

ity
. A *

O N Ul WN -
H >



2<><'“”h<ﬁwmgon
— g = Mg
Oln.xxihp—‘f-ﬁ,_<gux| mov.

-

vV A Ot = X

Latvian-Latin

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

«

»

€ §

oo N Y Ul A WN
H °

= cC X ™
P
R m



(@]

O 0

A 3 i

S S S

G d G

K k K

L ! L

Z Z z

C s &

N g y
Norwegian

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

2 @

3 £

4 $

5 =

7 {

8 [

9 ]

0 }

E £

] ~ ~

M n
Polish, Slovak, Slovak-QWERTY, and Slovenian

U.S. key equivalent ALT GR+key

1 ~

i

2
3 A\
4 -



S O 0 3 O Ul

L_‘WC)"HUC/J/_"_‘C:L'ﬂggll

- .

ZZW <O XN C

-

S5

\

|

£ (except Polish)
 (Polish only)

X

o (except Polish)

d (except Slovenian)

b (except Slovenian)

[

]

t (except Polish)

L. (except Polish)

$ (except Slovenian)

I

> (except Polish and Slovenian)
# (except Polish and Slovenian)
& (except Polish and Slovenian)
@

{

}

§ (Polish and Slovenian only)
<

>

* (except Polish and Slovenian)



Portuguese

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

2 @
3 £
4 8
5 £
7 {
8 [
9 ]
0 }
E £
[ .
] ]

Portuguese (Brazil)-ABNT2

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

1 1 1
2 2 2
3 3 3
4 £ £
5 ¢ ¢
6

= § §
Q / /
W ? ?
E o o
] a a
\ 0 0

Romanian

U.S. key equivalent ALT GR+key



O ©W 00O NN Ul & WIN =

Q \
w I
[ +
] X
S d
D b
K t
L L
; $
' I
\4 @
B {
N }
M §
, <

>

Russian

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

~ ~



— N AN
e T > e

-
-

2V A

Serbian-Latin

U.S. key equivalent ALT GR+key
E €
<

5

>

Spanish (Traditional Sort) - Spain

U.S. key equivalent ALT GR+key and SHIFT+ALT GR+key
) \

|
@
#

— — O U A WN R
ith

—_ =t i



Swiss French and Swiss German

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

O Ul W N
wn

Il
2
2

'/Hr—\m
—_— S Th

Turkish-F Type

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

1

© 0NN U A WN -
NN



o

ﬂh@/w-f

Wp ST TOK®EEO
S

- .

2 0 X N T
=Y 3

-

Turkish-Q Type

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

3 #
4 $
7 {
8 [
9 ]
0 }
- \
Q @



- .

United States-International

U.S. key equivalent ALT GR+key SHIFT+ALT GR+key

1

Ya
%
34

S ©W 00O NN Ul & WIN =

X HE
|

T e

O—-"c<kH®mMHZFTO I
= e ST @ D e

O~ T



O Ao ez O

O ¥ A W &2 O 8 . B8 O g 2 v v

A € A g ... NUDZ S .
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Restore shortcut keys to their original
settings

1.
2.
3.

4.

On the Tools menu, click Customize.

Click Keyboard.

In the Save changes in box, click the current document name or template
that contains the shortcut key assignments you want to restore.

Click Reset All.

Note Reset All removes your customized shortcut key assignments and restores
the original Microsoft Word shortcut key assignments in the selected template or
document.
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Show or hide ScreenTips

When you rest your mouse pointer on some items in Microsoft Word such as a
comments, tracked changes, hyperlinks, or toolbar buttons, you can view
information about them in ScreenTips.

1. On the Tools menu, click Options, and then click the View tab.

2. Under Show, select or clear the ScreenTips check box.

For toolbar buttons

1. On the Tools menu, click Customize, and then click the Options tab.

2. Select or clear the Show ScreenTips on toolbars check box.

Tip

You can also display a shortcut key combination for the toolbar button. To do
this, select the Show shortcut keys in ScreenTips check box.

For AutoComplete

When the AutoComplete feature is turned on, Microsoft Word will display a
ScreenTip when you type the first few characters of an AutoText entry, at which
point you can insert the entry or continue typing.

1. On the Insert menu, point to AutoText, and then click AutoText.
2. Select or clear the Show AutoComplete suggestions check box.



Show or hide the list of recently used
documents on the File menu

1. On the Tools menu, click Options, and then click the General tab.
2. Select or clear the Recently used file list check box.

When the Recently used file list check box is selected, you can specify the
number of recently used files that appear on the File menu.
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Customize how Word starts

To modify how Microsoft Word starts on a one-time basis, you can add switches
to the Microsoft Windows Run command (Start menu). If you plan to use a
modified startup method frequently, you can create a shortcut on the Windows
desktop.

Add switches to the Run command

1. On the Windows Start menu, click Run.

2. Enter the path to Word, such as C:\Program Files\Microsoft
Office\Office\Winword.exe, or click Browse to locate it.

3. At the end of the path, type a space, and then type a startup switch.

Create a desktop shortcut

1. Right-click the Windows desktop, point to New, and then click Shortcut.

2. In the Type the location of the item box, enter the path to Word, such as
C:\Program Files\Microsoft Office\Office\Winword.exe, or click Browse to
locate it.

3. At the end of the path, type a space, and then type a startup switch.

Startup switches

/safe
Start Word in Office Safe Mode.

/ttemplatename
Start Word with a new document based on a template other than the Normal
template. Example: /tMyfax.dot

Note If the file name has spaces in it, enclose the complete name in
quotation marks — for example, /t"Elegant Report.dot"

Security Because templates can store macro viruses, be careful about
opening them or creating files based on new templates. Take the following
precautions: run up-to-date antivirus software on your computer, set your



macro security level to high, clear the Trust all installed add-ins and
templates check box, use digital signatures, and maintain a list of trusted
sources.

/pxslt

/a

Start Word with a new XML document based on the specified Extensible

Stylesheet [.anguage Transformation (XSLT). Example:
/p:c:\MyTransform.xsl

Start Word and prevent add-ins and global templates (including the Normal
template) from being loaded automatically. The /a switch also locks the
setting files.

/laddinpath

/m

Start Word and then load a specific Word add-in. Example: /1Sales.dll

Security Use caution when running executable files or code in macros or
applications. Executable files or code can be used to carry out actions that
might compromise the security of your computer and data.

Start Word without running any AutoExec macros.

/mmacroname

/n

w

Start Word and then run a specific macro. The /m switch also prevents
Word from running any AutoExec macros. Example: /mSalelead

Security Because macros can contain viruses, be careful about running
them. Take the following precautions: run up-to-date antivirus software on
your computer; set your macro security level to high; clear the Trust all
installed add-ins and templates check box; use digital signatures;
maintain a list of trusted publishers.

Start a new instance of Word with no document open. Documents opened in
each instance of Word will not appear as choices in the Window menu of
other instances.

Start a new instance of Word with a blank document. Documents opened in
each instance of Word will not appear as choices in the Window menu of
the other instances.



Note To suppress automatic macros without using switches, hold down SHIFT
while you start Word.
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Items that appear in the status bar

The status bar, which is a horizontal area at the bottom of the document window
in Microsoft Word, provides information about the current state of what you are
viewing in the window and any other contextual information.

To display the status bar, click Options on the Tools menu, click the View tab,
and then select the Status bar check box under Show.

Page number
Shows the page number.
Sec number
Shows the section number of the page shown in the window.
Number/number
Shows the page number and the total number of pages based on the
physical page count in the document.
At measurement
Shows the distance from the top of the page to your insertion point. No
measurement is displayed if the insertion point is not in the window.
Ln number
Shows the line of text where the insertion point is located. No measurement
is displayed if the insertion point is not in the window.
Col number
Shows the distance, in number of characters, from the left margin to the
insertion point. No measurement is displayed if the insertion point is not in
the window.
REC
Shows the macro recorder status. Double-click REC to turn the macro
recorder on or off. When the recorder is off, REC appears dimmed.
TRK
Shows the track changes status. Double-click TRK to turn the Track
Changes feature on or off. When changes are not being tracked, TRK
appears dimmed.
EXT
Shows the extend selection mode status. Double-click EXT to turn the
mode on or off. When selection mode is off, EXT appears dimmed.




OVR
Shows the overtype mode status. Double-click OVR to turn the mode on or
off. When overtype mode is off, OVR appears dimmed.

Language
Shows the language at the insertion point. Double-click to change the
language format of selected text.

Shows the spelling and grammar checking status. When Word is in the
process of checking for errors, an animated pen appears over the book. If no
errors are found, a check mark appears. If an error is found, an "X" appears.
To resolve the error, double-click this icon.

When the spelling and grammar checker options are turned off, the
grammar checker continues to run to recognize smart tags.

If you want the spelling and grammar checker to be turned off, you also
need to turn off smart tags.

1. On the Tools menu, click AutoCorrect Options, and then click the
Smart Tags tab.

2. Clear the Label text with smart tags check box.

Shows the background save status. When a pulsating disk icon appears,
Word is saving your document in the background as you work.

Shows the background print status. When a printer icon appears, Word is
printing your document in the background as you work. A number next to
the printer icon shows the current page number being printed. To cancel the
print job, double-click the printer icon.



Show All



Create a custom toolbar

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want.

In the Make toolbar available to box, select which template or document
to make the toolbar available in, and then click OK.

Click the Commands tab.

Do one of the following:

e e

N

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.

. Drag the menu you want from the Commands box to the displayed
toolbar.

8. When you have added all the buttons and menus you want, click Close.

No
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Troubleshoot toolbars and menus

I can't find a menu command, toolbar button, or dialog box option.

e The menu might not be expanded If arrows B appear at the bottom of the
menu, the menu item might be available on the expanded menu. Click the
arrows, and then click the command you want. You can also double-click
the menu to expand it.

e There might not be enough room to display all the buttons If the toolbar
is on the same row as another toolbar, there might not be enough room to
display all the buttons. Click Toolbar Options %, and then click the button
you want.

¢ You might have a different language setting The command or control
doesn't appear if you don't have editing enabled for the language that the
command or control applies to. You need to enable editing for the language
you want to work with.

¢ The Microsoft Office program you're using may not be maximized
Some toolbar buttons may be hidden if your program window is not
maximized. Click the Maximize 3! button to enlarge the program window
to its fullest extent.

I created a custom toolbar and shared it with another person, but it looks
different on their computer.

The buttons and commands that you share with another person are always
available, but whether or not they appear on the short version of the menu, or on
the toolbar when there isn't enough room to display all the buttons, depends on
the individual menu and toolbar settings for that person.

Microsoft Office stores the commands and buttons you've used frequently and
recently as your personal menu and toolbar settings. When the Always show full
menus check box is cleared (Toolbar Options arrow, Add or Remove buttons,
Customize dialog box, Options tab), these personalized settings affect the
commands that appear on each menu. Additionally, if there isn't enough room on
a toolbar to display all the buttons (such as when you position a toolbar on the



same row as another toolbar), personalized settings affect which buttons do
appear.

I can't customize a submenu.

A submenu that has a line of dots at the top [ | cannot be customized.
If you drag the submenu away from a menu, it appears as though you can
customize the submenu by dragging a command or other item onto the submenu
from the Customize dialog box (click Customize on the Tools menu, and then
click the Commands tab). However, when you close the Customize dialog box,
any customizations made to the submenu disappear.
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About loading and unloading global
templates and add-in programs

Templates can store styles, AutoText entries, AutoCorrect entries, macros,
toolbars, custom menu settings, and shortcut keys. L.oading a template makes it
available as a global template. Add-ins are supplemental programs that you
install to extend the capabilities of Microsoft Word by adding custom commands
and specialized features.




Loading templates and add-ins

When you load a template or add-in, it remains loaded for the current Word
session only. If you quit and then restart Word, the template or add-in is not
automatically reloaded. To have a template or add-in available whenever you
start Word, store the add-in or template in your Startup folder. To locate or
change your Startup folder, click Options on the Tools menu, and then click the
File Locations tab.



Unloading templates and add-ins

To conserve memory and increase the speed of Word, it's a good idea to unload
templates and add-in programs you don't often use. When you unload a template
or add-in that's located in your Startup folder, Word unloads the template for the
current Word session but automatically reloads it the next time you start Word.
When you unload a template or add-in located in any other folder, it is
unavailable until you reload it. To delete a template or add-in from Word, you
must remove the template or add-in from the Templates and Add-ins dialog
box.
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Load or unload a global template or
add-in program

Templates and add-ins can be loaded either for the current session only or
whenever you start Microsoft Word.

Do one of the following:

N

N

Load a global template or add-in

On the Tools menu, click Templates and Add-Ins.

Click the Templates tab.

Under Global templates and add-ins, select the check box next to the
template or add-in you want to load.

If the template or add-in you want does not appear in the box, click Add,
switch to the folder that contains the template or add-in you want, click it,
and then click OK.

Unload a global template or add-in

On the Tools menu, click Templates and Add-Ins.

Click the Templates tab.

To unload a template or add-in but leave it in the Global templates and
add-ins box, clear the check box next to the name of the item.

To unload a template or add-in and remove it from the box under Global
templates and add-ins, click the item in the box and then click Remove.

Notes

e The Remove button is unavailable when the template you select is located

in your Startup folder.

¢ When you unload a template or add-in, you do not remove it from your

computer— you only make it unavailable. Where you've stored the



template or add-in determines whether it's loaded when you start Word.
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Load or unload a Component Object
Model (COM) add-in program

If you are not a developer, you probably will not need to load or unload a
Component Object Model (COM) add-in because most COM add-ins include an

install and uninstall program that loads or unloads the add-in for you.

1.

2.
3.

i

If you have already added the COM Add-Ins command to the Tools menu,
skip to Step 6.

On the Tools menu, click Customize, and then click the Commands tab.

In the Categories box, click Tools.

Drag COM Add-Ins from the Commands box over the Tools menu. When
the Tools menu displays the menu commands, point to the location where
you want the COM Add-Ins command to appear on the menu, and then
release the mouse button.

Click Close.

On the Tools menu, click COM Add-Ins and do any of the following:

o To load an add-in, select the check box next to the add-in name in the
Add-Ins available list. If the add-in you want isn't in the Add-Ins
available list, click Add, locate the add-in, and then click OK.

o To unload an add-in from memory but keep its name in the list, clear
the check box next to the add-in name.

o To remove an add-in from the list and also from the list of registered
add-ins in the registry file, select its name, and then click Remove.

Note Unloading or removing an add-in doesn't remove it from your computer.



Show All



About the default working folder

To make it easier to find documents, you can use the default Microsoft Windows
folder, or you can specify that Microsoft Word uses a different default working
folder.

Microsoft Windows includes a folder named My Documents that can serve as a
place to store the documents you use frequently. If you work with many
documents or different types of documents, you can organize them in subfolders
in the My Documents folder.

The first time you open the Open and Save As dialog boxes after starting Word,
the My Documents folder is the default working (or active) folder. The My
Documents folder is also the default working folder in each Microsoft Office
program you install.

You can specify that Word uses a different default folder than the My Documents
folder. You can also specify default locations for clip art, templates, recovered
files, tools, and startup files.
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Change the default working folder

Do one of the following:

Change the default working folder for Microsoft Word only

On the Tools menu, click Options, and then click the File Locations tab.
In the File types list, click Documents.

Click Modify.

To select an existing folder to display as the default working folder, locate
and click the folder you want in the folder list.

A=

To create a new folder to display as the default working folder, click Create
New Folder =, and then type a name for the new folder in the Name box.

Rename or move the My Documents folder

1. Save and close all Microsoft Office files, and then close all Office
programs.

2. In Microsoft Windows Explorer or My Computer, move or copy any files
you want to find quickly to the My Documents folder, and then do one of
the following:

o To rename the My Documents folder, right-click it, and then click
Rename on the shortcut menu. Type the new name for the folder, and
then press ENTER.

o To move the My Documents folder, drag it to a new location.
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Show the vertical ruler or scroll bar

The feature or some of the options described in this Help topic are only available
if support for right-to-left languages is enabled through Microsoft Office
Language Settings.

Set the location of the vertical ruler

1. On the Tools menu, click Options, and then click the View tab.

2. Under Print and Web Layout options, select the Vertical ruler (Print
view only) check box.

3. Select or clear the Right ruler (Print view only) check box.

Set the location of the vertical scroll bar

1. On the Tools menu, click Options, and then click the View tab.

Under Show, select the Vertical scroll bar check box.

3. If you are using the right ruler, you can select or clear the Left scroll bar
check box.

N
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Save a document

To quickly save a document, click Save =] on the Standard toolbar. To save a
document in a different location or format, use the procedures below.

Save a copy of a file

1. On the File menu, click Save As.
2. In the File name box, enter a new name for the file.
3. Click Save.

Tip

To save the copy in a different folder, click a different location in the Save in list
or a different folder in the folder list, or both. To save the copy in a new folder,

click Create New Folder |/,

N

N

Save a file to another format

On the File menu, click Save As.

In the File name box, enter a new name for the file.

Click the Save as type list, and then click the file format that you want the
file saved in.

Click Save.

Save files automatically when I work

On the Tools menu, click Options, and then click the Save tab.

Select the Save AutoRecover info every check box.

In the minutes box, enter the interval for how often you want to save files.
The more frequently your files are saved, the more information is recovered
if there is a power failure or similar problem while a file is open.

Note AutoRecover is not a replacement for regularly saving your files. If you
choose not to save the recovery file after opening it, the file is deleted and your
unsaved changes are lost. If you save the recovery file, it replaces the original



file (unless you specify a new file name).

w

Speed up saving a file

On the Tools menu, click Options, and then click the Save tab.

To save only the changes to a file, select the Allow fast saves check box,
and then continue to save as you work on the file.

To save a complete file, clear the Allow fast saves check box when you
finish working on the file, and then save it one last time. A full save occurs
when this check box is cleared.

Save a Word document as a Web page or a frames page

On the File menu, click Save as Web Page.

If you want to save the document in a different folder, locate and open the
folder.

In the File name box, type a name for the document.

Click Save.

Save a document to an FTP site

To do this procedure, your company must have an intranet or you must have
access to an Internet site that supports saving files, and you must have access
rights to save files.

Before you can save a document to an FTP site, you must add an FTP site to the
list of Internet sites.

1.
2.
3.

i

On the File menu, click Save As.

In the Save in box, click FTP Locations.

In the list of FTP sites, double-click the site you want, and then double-
click the location at the site you want to save the document to.

In the File name box, type the document name.

Click Save.

Save a document as an XML file

On the File menu, click Save As.
In the Save as type box, click XML Document.



3. In the File name box, type the document name.
4. Click Save.

Note To save all open documents at the same time, hold down SHIFT and click
Save All on the File menu. Microsoft Word saves all open documents and
templates at the same time. If any open documents have never been saved, the
Save As dialog box appears so that you can name them.
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About saving documents

There are several ways to save documents in Microsoft Word. You can save the
active document you are working on, whether it is new or existed previously.
You can save all open documents at the same time. And you can save a copy of
the active document with a different name or in a different location.

If you have text or formatting you want to reuse in other documents you create,
you can save a document as a Word template.

If you share documents with people who use previous versions of Word, and you
want to be sure the documents look the same when they're opened in the earlier
versions, you can turn off features that are not a part of that version.

Saving documents in other file formats

When you need to share documents with people who use other word processors
or who use versions of Word that have a different file format (such as Word
6.0/95), you can save documents in other file formats. For example, you can
open a document created in Word 6.0, make changes to it in Office Word 2003,
and then save it in a format that Word 6.0 can reopen.

Saving documents for Internet, intranet, or Web use

If you use Word to create Web pages to display in a Web browser, you can save
documents in Web page format and publish them to a Web server. You can also
save documents to an FTP site on the Internet (you must have an Internet
account through an Internet service provider and permission to save documents
on the FTP server) or to your company's intranet.

Saving documents as XML files

Saving your documents as XML files makes them available to any programs that
can read XML, not just Microsoft Office programs. This means that you can use
a single source of your content in multiple ways simultaneously. For example,
you can transform a single content source into both a Word document that is



formatted for printing and into data that is processed.
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About Rich Text Format documents

Rich Text Format (RTF) is a file format that many word processing programs
understand; it is often used when a document is created in one word processing
program but is expected to be edited in another word processing program.
However, some types of data or formatting may be lost when you save a
Microsoft Word document in RTF format. Instead, you may want to save the
document in another format or use a document converter.
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Set a default file format for saving
new documents

1. On the Tools menu, click Options, and then click the Save tab.
2. In the Save Word files as box, click the file format you want.
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Troubleshoot saving documents

Saving documents in Microsoft Word format

I saved a document, but my changes disappeared.

¢ I opened the document over a network If a document is stored on a
network server, and you save it by clicking Exit on the File menu, you may
be saving a copy of the document on your hard disk instead of on the server.
When you reopen the document over the network, you won't see your
changes because they're only saved in the copy on your hard disk. To avoid
saving your changes to a separate copy of the document, use the Save
command (File menu) before you quit Word.

¢ I saved changes by using AutoRecover, and I don't see them in the
recovery file AutoRecover might not yet have saved your changes to the
recovery file before Word unexpectedly shut down. The amount of new
information that the recovery file contains depends on how frequently Word
saves the recovery file. For example, if the recovery file is saved only every
15 minutes, up to 15 minutes of work can be lost if a power failure or
similar problem occurs. To change the AutoRecover save interval, enter a
number in the minutes box on the Save tab (Tools menu, Options
command).

When I try to save a document, I get a message that my file is too large.

¢ If a document is too large to save, you can divide it into smaller parts. Cut
part of the document and paste it into a new document, and then save each
part individually. To print the files in sequence, use INCLUDETEXT fields
to connect the documents.

e Convert the document into a master document, and save its components as
individual subdocuments.

When I try to save changes to a document, I get a message saying the
document is read-only.




You can't make changes to a read-only document. To save changes, you need to
save the document with a new name. You can use the same name if you save the
document in a new or different folder.



Saving documents in other file formats

The file format I want to save a document in does not appear in the Save
as type box.

e Make sure the file format you want is included with Microsoft Word.

¢ You or your administrator might have chosen to not install the converter on
your computer. If the file format is included with Word, you can install the
converter you need.

When I saved a document in Rich Text Format (RTF), my bitmap icon
disappeared.

When you insert a bitmap into a Word document as a linked file and display it as
an icon, and then save the document in Rich Text Format (RTF), the bitmap
itself is displayed instead of the icon. To make sure the bitmap is displayed as an
icon in the RTF version of the document, select the Display as icon check box
and clear the Link to file check box (on the Insert menu, click Object, and then
click the Create from File tab).



Recovering unsaved changes with AutoRecover

I turned on the AutoRecover feature before I lost my document, but I can't

save or open the recovery file.

N

© N,

Start Word.

Click Open ],

Locate the folder that contains your recovery files (usually the Documents
and Settings\username\Application Data\Microsoft\Word folder).

In the Files of type box, click All Files.

Each recovery file is named "AutoRecovery save of file name" and has the
file name extension .asd.

Open the recovery file.

Click Save [

In the File name box, type or select the file name of the existing document.
When you see a message asking whether you want to replace the existing
document, click Yes.

Any recovery files that have not been saved are deleted when you quit
Word.

Tip

You can quickly find documents that were automatically recovered by using the
File Search dialog box (in the Open dialog box, click Tools, and then click
Search). Use the File name property, and type AutoRecovery*.* in the Value

box.

The recovery file doesn't contain my changes.

The amount of new information that the recovery file contains depends on how
frequently Word saves the recovery file. For example, if the recovery file is
saved only every 15 minutes, up to 15 minutes of work can be lost if a power
failure or similar problem occurs. To change the AutoRecover save interval,
enter a number in the minutes box on the Save tab in the Options dialog box



(Tools menu).

I used the AutoRecover feature, but I can't find my recovery file.

¢ You might need to open the recovery file yourself When the
AutoRecover feature is turned on, Word typically opens recovery files when
you restart Word after a power failure or similar problem. If for some
reason Word did not open the recovery file, you can open it. By default, the
recovery file is located in the Documents and
Settings\username\Application Data\Microsoft\Word folder. If you changed
the location for recovery files, check the new location on the File
Locations tab (Tools menu, Options command).

¢ Word might not have created the recovery file yet By default, the
recovery file is created 10 minutes after you open the document. If Word or
your computer stops responding before the recovery file is created, you
cannot automatically recover your changes. To have AutoRecover save
your changes more frequently, you can change the interval at which the
recovery file is saved.

¢ You might have closed the recovery file without saving it When you
close a recovery file without saving it, the recovery file is deleted. There is
no way to recover unsaved changes after the recovery file has been closed.

¢ You might have deleted the recovery file Recovery files have an .asd
extension. If you delete the recovery file, you cannot automatically recover
your changes.

e The document might be a master document Word can create recovery
files for individual subdocuments, but it cannot create a recovery file for a
master document.

e Were you using the Visual Basic Editor to change a
macro? AutoRecover creates a recovery file only for a document that has
been modified during the current session. If your only changes are in the
Microsoft Visual Basic Editor while you have a document open in Word,
Word cannot recognize that the document has been modified. To have Word
create a recovery file that includes changes to macros edited in Visual Basic
Editor, make a change in the Word document itself (for example, add and



delete a paragraph return).



Naming documents

When I save a document, the file is saved with an additional file name
extension.

When you save a document with a file name extension other than the default
extension for that file type, Word adds the default extension to your file

name — for example, a Word document file name may appear as
Budget.abc.doc. To save a document with an extension other than the default
extension for that file type, you must enclose the entire file name in quotation
marks — for example, "Budget.abc".

The file I saved contains two periods in the file name.

When you save a document with a file name that ends with a period — for
example, Sales. — Word adds a period and the default file name extension to
your file name. For example, a Word document file name may appear as
Sales..doc. To save a document with the default extension for that file type, do
not type the period following the file name. The period is automatically added
when you save the file.

The extension is necessary for identifying the file type and which program
should be used to open the file.

When I save a document, I get a "same name" error.

Word might be performing an automatic background save. When the Allow
background saves check box is selected (Tools menu, Options dialog box,
Save tab) and you try to save a long document while Word is performing an
automatic background save, Word uses the same file name for both save
operations. Wait until the background save is complete, and then save the
document. (When Word performs an automatic background save, a pulsing disk
icon appears on the status bar.)



Turn off fast saves

1. On the Tools menu, click Options, and then click the Save tab.
2. Clear the Allow fast saves check box.
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Change the author name for new
documents

The author name is used for such features as file properties, tracked changes, and
comments.

1. On the Tools menu, click Options, and then click the User Information

tab.
2. In the Name box, type a name.

The name you type appears in the Author box on the Summary tab (File
menu, Properties command) each time you create a new file.
Tip

To change the author name for the active file only, click Properties on the File
menu, click the Summary tab, and then type a new name in the Author box.
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Create custom file properties

You can create custom file properties to help you manage and track files. If you
link a property to an item in the document, the property will be updated as the
item is changed.

w

For the active document

On the File menu, click Properties, and then click the Custom tab.

In the Name box, type a name for the custom property, or select a name
from the list.

In the Type box, click the type of property you want.

In the Value box, type a value for the property.

The value you enter must match the selection in the Type box. For example,
if you click Number in the Type box, you must type a number in the Value
box. Values that don't match the property type are stored as text.

Click Add.

Linked to items in the active document

Before you do this procedure, you must create a bookmark for the item in your
document that you want to link a custom property to.

1.
2.
3.

i

On the File menu, click Properties, and then click the Custom tab.
In the Name box, type a name for the custom property.
Select the Link to content check box.

If you didn't create a bookmark for the item you want to link to, the Link to
content check box is unavailable.

In the Source list, click the name of the bookmark.
Click Add.
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Set or change file properties

Do one of the following:

In the active document

1. On the File menu, click Properties, and then click the Summary tab.
2. Type any information you want in the file properties boxes.

Notes

e The file properties are not actually associated with the file until you save
the file.

¢ If you opened the document from a document library that has custom
properties defined, the document-library-specific properties are displayed in
a form in the Web File Properties dialog box. Edit any field and then click
OK or, to view and edit other properties, click File Properties.

e If you opened the file from a Document Workspace site, you can view and
edit properties on the Document Information tab of the Shared
Workspace task pane.

In a document that is not open

1. Click Open ],

2. If you want to open a document that was saved in a different folder, locate
and open the folder.

Click the file you want to set file properties for.

Click Tools, and then click Properties.

To add or change properties, select the options you want on the Summary
and Custom tabs.

ok W

Note You can use this procedure to set properties for documents and templates
(.doc and .dot files). You cannot use this procedure to set properties for other
types of files, such as text files and files saved in Web page format (.htm, .html,
.mht, or .mhtml).
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Modify custom file properties

N

On the File menu, click Properties, and then click the Custom tab.
In the Properties list, select the custom property you want to modify.
Do one of the following:

o If the property is not linked to content in the document, enter a new
value in the Value box.

o If the property is linked to content in the document, select a different
bookmark name in the Source box.

Click Modify.



Remove custom file properties

1. On the File menu, click Properties, and then click the Custom tab.
2. In the Properties list, select the custom property you want to remove.
3. Click Delete.
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Troubleshoot file properties

The Contents tab in the Properties dialog box is blank.

e The file may not be saved yet After you save the document, the Contents
tab displays the document's title or first line.

e The Title box (Properties dialog box, Summary tab) may be empty In
Microsoft Word, the Contents tab can display only the document's title
(specified on the Summary tab) or the document's first line of text. If the
Title box is empty or if the document did not start with text when it was
first saved, the Contents tab will be blank.

I can't print file properties.

You may be trying to print file properties from the list of files that appears when
you open, insert, search for, or save a file. The Print dialog box is not available
from this list.

To print file properties, open the document, click Print on the File menu, and
then click Document properties in the Print what box.
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Recover the text from a damaged
document

1. On the File menu, click Open.

2. In the Look in list, click the drive, folder, or Internet location that contains
the file that you want to open.

In the folder list, locate and open the folder that contains the file.

Select the file that you want to recover.

Click the arrow next to the Open button, and then click Open and Repair.

ok W

Extract only text with the Recover Text from Any File converter

1. On the Tools menu, click Options, and then click the General tab.

2. Make sure the Confirm conversion at Open check box is selected, and
then click OK.

Click Open ],

4. In the Files of type box, click Recover Text from Any File.

w

If you don't see Recover Text from Any File in the Files of type box, you
need to install the file converter.

How?

1. Run the Microsoft Office Setup program.

How?

1. Quit all programs.

2. Click Add or Remove Programs in Microsoft Windows Control
Panel.

3. If you installed Microsoft Word as part of Office, click Microsoft
Office 2003 in the Currently installed programs box, and then
click the Change button.

4. If you installed Word individually, click Micresoft Office
Word 2003 in the Currently installed programs box, and then



6.

click the Change button.
On the Maintenance Mode Options screen, click Add or Remove
Features, and then click Next.
On the Custom Setup screen, select the Choose advanced
customization of applications check box, and then click Next.
On the Advanced Customization screen, click the expand indicator =
next to Office Shared Features.
Click the expand indicator = next to Converters and Filters, and then
click the expand indicator = next to Text Converters.
Click the arrow next to Recover Text Converter, and then click Run
from My Computer.

5. Open the document as usual.



Specify a location for automatically
recovered files

On the Tools menu, click Options, and then click the File Locations tab.
In the File types box, click AutoRecover files.

Click Modify.

If you want to store automatically recovered files in a different folder,
locate and open the folder.

A=
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About preventing loss of work

Microsoft Word includes a number of ways to back up and recover your
documents.

Document recovery and AutoRecover

If a Microsoft Office program encounters a problem and stops responding, you
can close the program in a controlled manner. The files you were working on are
analyzed for errors, and information in them is recovered if possible. In some
cases, however, no information can be recovered.

The Document Recovery task pane lists all the files that were recovered when
the program stopped responding.

Document Recowery

‘wiord has recovered the following
files. Save the ones you wish to
keep.

Auvailable Files

Documenti[Fecovered] (2]
Sawved during recowery
2:49 PM wednesday, A..

By Document1[Original]
Sawved during recowery

2:39 PM wednesday, A..

Following the name of the file will be a status indicator, which shows what was
done to the file during recovery.

Status
Indicator

[Original] Original file based on last manual save

File recovered during recovery process or file saved during an
AutoRecover save process

Description

[Recovered]

The Document Recovery task pane allows you to open the files, view what
repairs were made, and compare the recovered versions. You can then save the
best version and delete the other versions, or save all of the open files to review
later.



Additional file protection

You can further protect your work by using the AutoRecover feature to
periodically save a temporary copy of the file you're working on. To recover
work after a power failure or similar problem, you must have turned on the
AutoRecover feature before the problem occurred. You can set the AutoRecover
save interval to occur more frequently than every 10 minutes (its default setting).
For example, if you set it to save every 5 minutes, you'll recover more
information than if you set it to save every 10 minutes.

With AutoRecover on, if an Office program stops responding while you have
files open, you can use the Microsoft Office Application Recovery dialog box,
and recovered files will be displayed in the Document Recovery task pane. The
data in the files reflects the last time AutoRecover saved the files. AutoRecover
should not be used as a substitute for manually saving or backing up your files.

Automatic Backup Copies

You can set Word to automatically save a backup copy each time you save a
document. The backup copy provides you with a previously saved copy, so you
have the current saved information in the original document and the information
saved prior to that in the backup copy. Each time you save the document, a new
backup copy replaces the existing backup copy. Saving a backup copy can
protect your work if you accidentally save changes you don't want to keep or you
delete the original file.

File recovery converter

You can use the Recover Text Converter at any time to open a document that has
been damaged and recover the text.

After you successfully open the damaged document, you can then save it in
Word format or in another format (for example, text or HTML format). Text in
paragraphs, headers, footers, footnotes, endnotes, and fields is recovered as plain
text. Document formats, graphics, fields, drawing objects, and any other
information that is not text are not recovered.




Versionin

If you want a record of changes made to a document, you can save multiple
versions of a document within the same document. You also save disk space
because Microsoft Word saves only the differences between versions, not an
entire copy of each version. After you've saved several versions of the document,
you can go back and review, open, print, and delete earlier versions.

Save a version of a document

e Manually Any time you want to save a "snapshot” of a document in its
current state, you can save a version of the document. For example, you
might save the version you've sent to review, and after you've incorporated
review changes, save another version.

e Automatically You can have Word automatically save a version of your
document each time the document is closed. This is useful when you need a
record of who made changes and when— for example, in the case of a legal
document.

Save a version as a separate file

After you've saved multiple versions of a document in one file, there are two
instances in which you will want to save a specific version as a separate file:

e If the document you're sending to review contains several versions, and you
want to make sure that you're sending only the most recent version or the
specific version you want. This will prevent viewers from opening earlier
versions of the document.

e If you want to compare an earlier version of the document with the current
version of the document. You can use the Compare and Merge
Documents command on the Tools menu to compare separate files.

Note Saving multiple versions is different from saving a backup copy of a
document, which is designed to ensure against data loss or against unintended
changes. When backup saving is turned on, a new backup replaces the existing
backup each time you save the document.



Save a backup copy of a document

1. On the Tools menu, click Options, and then click the Save tab.
2. Select the Always create backup copy check box.



Open a backup copy of a document

To be able to recover the previous version of your document after a power
failure or similar problem, you must have the Always create backup copy
check box selected on the Save tab in the Options dialog box (Tools menu)
before the problem occurs, and you must have saved the document more than
once.

1.
2.
3.

Click Open ],

In the Files of type box, click All Files.

If you want to open a backup copy that was saved in a different folder,
locate and open the folder.

Click the arrow next to Views , and then click Details.

In the Name column, the backup copy name appears as "Backup of
document name"; in the Type column, the file type for the backup copy
appears as "Microsoft Word Backup Document."

Locate and then double-click the backup copy to open it.
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About saving versions of a document

If you want a record of changes made to a document, you can save multiple
versions of a document within the same document. You also save disk space
because Microsoft Word saves only the differences between versions, not an
entire copy of each version. After you've saved several versions of the document,
you can go back and review, open, print, and delete earlier versions.

Save a version of a document

e Manually Any time you want to save a "snapshot" of a document in its
current state, you can save a version of the document. For example, you
might save the version you've sent to review, and after you've incorporated
review changes, save another version.

e Automatically You can have Word automatically save a version of your
document each time the document is closed. This is useful when you need a
record of who made changes and when— for example, in the case of a legal
document.

Save a version as a separate file

After you've saved multiple versions of a document in one file, there are two
instances in which you will want to save a specific version as a separate file:

¢ If the document you're sending to review contains several versions, and you
want to make sure that you're sending only the most recent version or the
specific version you want. This will prevent viewers from opening earlier
versions of the document.

e If you want to compare an earlier version of the document with the current
version of the document. You can use the Compare and Merge
Documents command on the Tools menu to compare separate files.

Note Saving multiple versions is different from saving a backup copy of a
document, which is designed to ensure against data loss or against unintended
changes. When backup saving is turned on, a new backup replaces the existing
backup each time you save the document.
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Save multiple versions of a document

Do one of the following:

Automatically save a version on close

1. On the File menu, click Versions.
Select the Automatically save a version on close check box.
3. Click Cleose.

N

Save the current state of a document by using versioning

1. On the File menu, click Versions.

Click Save Now.

3. In the Comments on version box, type descriptive information about the
version you're saving.

N

Notes
e This feature is not available when you save a document as a Web page.

e Because you are archiving document versions, you cannot go back and
modify a saved version of a document. Before you can modify an earlier
version, you must open that version and use the Save As command to save
it as a separate file.



Open an earlier version of a
document

1. On the File menu, click Versions.
2. Click the version of the document you want to open.
3. Click Open.

This version contains all the previously saved versions.



Review version information

¢ On the File menu, click Versions.

Microsoft Word displays the date and time each version was saved, the
name of the person who saved each version, and truncated lines of
comments. The most recent version appears at the top of the list.

To see the complete comments about a particular version, click the version,
and then click View Comments.



Save a version of a document as a
separate file

On the File menu, click Versions.

Click the version of the document you want to save as a separate file.
Click Open.

On the File menu, click Save As.

In the File name box, enter a name, and then click Save.

ik



Delete one or more versions of a
document

1. On the File menu, click Versions.

Click the version of the document you want to delete.

3. To select more than one version, hold down CTRL as you click each
version.

4. Click Delete.

N



Troubleshoot versioning

My document lost its versioning information.

Although Microsoft Word maintains most aspects of your document when you
save it as a Web page, it does not maintain versioning information. To preserve
that information, save a copy of your file as a document before saving it as a
Web page.
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About using ink in Word

If you are using a Tablet PC, you can use a tablet pen to add ink to your
Microsoft Office Word 2003 documents— in comments, in the content of a
document, or as annotations about content that already exists in the document.

Make handwritten comments

Use the Ink Comment command to make handwritten comments. You can view
and edit handwritten comments in the comment balloon, and you can view them
in the Reviewing Pane.

Write directly in a document

Use the Ink Drawing and Writing command to create handwritten or hand-
drawn content in the document. For example, you can quickly sketch an idea or
jot down a thought. You can resize or move the ink in your document in the
same way that you would work with a graphic, such as a drawing object or a
picture.

Annotate a document with handwriting

Use the Ink Annotations command to mark up the existing content of a
document, similar to how you would mark up a document that is printed on
paper. You can imagine the ink annotation as a separate layer of content, like an
overlay, that you can show or hide.

1 The Ink Annetations toolbar includes buttons for marking up content and for
showing and hiding markup.



2 Place ink annotations directly on content in the document.

For the alignment of annotations and content to work, the layout of your
document is important. Therefore, it is recommended that you insert ink
annotations in print layout view, especially if you intend to print the annotations.

Note You can mark up a document with ink in reading layout view, but if you
expect to print the document or share it with others, use ink comments, or be
sure to click Actual Page on the Reading Layout toolbar before you add ink
annotations.

Ink annotations are anchored to paragraphs, so that if you add or remove
paragraphs before or after the annotation, the annotation remains aligned
correctly. However, if you add or remove content in the same paragraph, change
margins or font size, or make other changes that change the layout of the
document, the annotations may no longer align correctly. This is why the layout
of the document is locked when you use ink annotations in reading layout view.
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Insert ink in a document

You must be running Microsoft Office Word 2003 on a Tablet PC to use this
feature.

1.
2.

3.

Tap in your Word document where you want to write with your tablet pen.
On the Insert menu, point to Picture, and then tap Ink Drawing and
Writing.

Write or draw in the document.

When you are finished, tap Stop Inking on the Ink Drawing and Writing
toolbar.

If you want to insert ink elsewhere in the document, tap pen name ,
where pen name describes the type and color of pen, such as Felt Tip
(Blue), on the Ink Drawing and Writing toolbar.

Tip

To remove some ink while you are writing, tap Eraser | on the Ink
Drawing and Writing toolbar and drag the eraser across the ink.
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Insert an ink comment

You must be running Microsoft Office Word 2003 on a Tablet PC to use this
feature.

1. Select the text or item you want to comment on or tap at the end of the text.
2. On the Insert menu, tap Ink Comment.
3. Write your comment in the comment balloon.

Tips

e To remove some ink from a comment, tap Eraser |"| on the Ink Comment
toolbar and drag the eraser across the ink.

e To remove the comment entirely, use a right-click equivalent on the
comment balloon, and tap Delete Comment.
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About locking document layout for
ink annotations

You must be running Microsoft Office Word 2003 on a Tablet PC to use this
feature.

When you use the Ink Annotations command to mark up a document, you can
place the ink directly on top of the content of the document. You can use a tablet
pen to circle or cross out content, make notes in margins, and annotate similar to
how you would do so on paper.

1 Ink Annotations toolbar
z Annotate content of the document with ink

To make your ink annotations as useful and reliable as annotations on paper, the
layout of the document must be locked. Otherwise, if you were to reformat text,
or add or remove content from the document, the layout of the document would
shift, causing lines to wrap differently. For example, a word you circled near the
middle of the page might get pushed further down the page, leaving your circle
behind. Your annotations would lose their meaning in this case.

If you want to use ink annotations to mark up the document, it is recommended
that you leave the layout of the document locked. When you save a document
that is marked up in this way, the next time it is opened, Microsoft Word opens
the document in reading layout view with the layout still locked.
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Mark up a document with ink
annotations

You must be running Microsoft Word on a Tablet PC to use this feature.

1. Do one of the following:

In print layout view

o On the Insert menu, tap Insert Ink Annotations.

In reading layout view

1. On the Reading Layout toolbar, tap Actual Page 3],
2. On the Reviewing toolbar, tap Insert Ink Annotations Ed
2. Mark up the document similar to how you would do so on paper. For
example, you can add notes in the margins, circle or underline content,
cross out content, or indicate where you want to insert something.
3. When you are finished, tap Stop Inking on the Ink Annetations toolbar.

Note Changing the layout of the document— for example, by adding or
removing content, changing margins or font size, or making other changes that
change the layout of the document— may destroy the alignment between
annotations and content.

Tip

Show or hide ink annotations by tapping Show/Hide Markup |%#| on the Ink

Annotations toolbar.
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About using ink in e-mail messages

If you are using a Tablet PC and you use Microsoft Office Word 2003 as your e-
mail editor, you can use a tablet pen to add ink to your e-mail messages in
Microsoft Office Outlook 2003. Using ink allows you to put your handwriting in
e-mail messages, make a quick reply to a message during a meeting, or make a
quick drawing, such as a map.

You can insert ink in a message when you create a new message and when you
reply to or forward a message that was sent to you. The ink appears as a picture
to the recipient of the message.

Note You can insert ink only in the body of the message. Other information,
such as names in the To box and a title in the Subject box, must be typed text.
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Insert ink in an e-mail message

You must be running Microsoft Office 2003 on a Tablet PC to use this feature.

You must use Microsoft Word as your e-mail editor for HTML format messages
to insert ink into an e-mail message.

1. If it is not already, turn Word on as your e-mail editor.

How?

You can use Word as your default e-mail editor, or use Word as your e-mail
editor for a single message.

Turn Word on as your default e-mail editor in HTML format for all
new messages

1. From the main Microsoft Outlook window, tap Options on the Tools
menu, and then tap the Mail Format tab.

2. In the Compose in this message format box, click HTML.

3. Select the Use Microsoft Word to edit e-mail messages check box.

Turn Word on as your e-mail editor for one new message

o From the main Microsoft Outlook window, point to New Mail
Message Using on the Actions menu, and then tap Microsoft Word
(HTML).

Note This command is available only if you are not already using
Word as your e-mail editor.

2. In the message, tap where you want to write or draw.

Note You can insert ink only in the body of the message. Other
information, such as names in the To box and a title in the Subject box,
must be typed text.



o1

On the Insert menu, point to Picture, and then tap Ink Drawing and
Writing.

Write or draw your e-mail message.

When you are finished, tap Stop Inking on the Ink Drawing and Writing

toolbar.
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Troubleshoot ink in Word

I don't see any commands for inserting ink.

You must be running Microsoft Office Word 2003 on a Tablet PC to use this
feature.

I closed an Ink toolbar, and now I can't get it back.

¢ On the View menu, point to Toolbars, and then tap Ink Drawing and
Writing or Ink Annotations.

I don't see my ink.

Do one of the following;

e On the Ink Annotations toolbar, click Show/Hide Markup =7/,
¢ On the Tools menu, tap or click Options, and on the View tab, select the
Drawings check box under Print and Web layout options.

Ink content doesn't print properly.

Do one of the following:

e On the Tools menu, tap or click Options, and on the Print tab select the
Drawing Objects check box under Include with document.

¢ In the Print dialog box, select Document showing markup in the Print
what list.

I can't select ink because my tablet pen is stuck in pen or eraser mode.

If you close the Ink Drawing and Writing or Ink Annetations toolbar before
tapping Stop Inking or Stop Erasing, you may be unable to select ink. To
prevent this problem, always tap Stop Inking or Stop Erasing before you close
the Ink Drawing and Writing or Ink Annotations toolbar. To solve this
problem, tap Toolbars on the View menu, and then tap Ink Drawing and



Writing or Ink Annotations.
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Troubleshoot ink in e-mail messages

I don't see any commands for inserting ink.

You must be running Microsoft Office 2003 on a Tablet PC to use this feature.

You must use Microsoft Word as your e-mail editor to insert ink in an e-mail
message, and you must HTML as your message format.

Do one of the following:

Turn on Word as your default e-mail editor in HTML format for all new
messages

1. From the main Microsoft Outlook window, tap Options on the Tools menu,
and then tap the Mail Format tab.

2. In the Compose in this message format box, click HTML.

3. Select the Use Microsoft Word to edit e-mail messages check box.

Turn on Word as your e-mail editor in HTML format for one new message

e From the main Microsoft Outlook window, point to New Mail Message
Using on the Actions menu, and then tap Microesoft Word (HTML).

Note This command is available only if you are not already using Word as
your e-mail editor.

Recipients can't see my handwritten e-mail messages.

Ink in your e-mail message appears as a picture for recipients. Therefore, if
recipients use plain text as their e-mail format, they will not see the ink, because
plain-text e-mail editors can't display pictures.

I can't insert ink because my e-mail message is in plain text message
format.




If you send a message in plain text message format, the Ink Drawing and
Writing command on the Insert menu (Picture submenu) is unavailable.

If you reply to a plain text message in plain text message format, the Ink
Drawing and Writing command on the Insert menu (Picture submenu) is
unavailable.

If you want to use ink in a message, use the HTML message format. In the
Message Format box, tap HTML.



Turn on or off saving handwritten
input data

This feature is available in the Simplified Chinese, Traditional Chinese, English,
Japanese, and Korean language versions of Microsoft Office. Because
handwriting recognition is not installed by default in all of these languages, you

may need to install it separately.

If handwritten input is saved and corrections are made when the handwriting is
converted to typed text, the original handwriting is available on the correction
alternative list.

1. On the Tools menu, click Options, and then click the Save tab.
2. Select or clear the Embed linguistic data check box.

Note This option affects speech input data as well as handwritten input data.


mk:@MSITStore:ofmain11.chm::/html/InstallHandwritingRecognition.htm
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Format text by using speech
recognition

This feature is available in the Simplified Chinese, Traditional Chinese, English
(U.S.), and Japanese language versions of Microsoft Office.

1. If the microphone is not already turned on, click Microphone £ | on the
Language bar.

2. On the Language bar, click Voice Command 4,

3. Select the text you want to format by using your voice.

For example, you can say:

"Select next word"
"Select last word"
"Select next line"
"Select last line"

o "Select paragraph”
4. Say the command you want.

O O O O

For example, say "bold" or "underline." Or to change the font, say "font" or
"font face," and then say "Tahoma."

Tip

You can also select text by using your mouse or keyboard.
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Add to or delete from the speech
recognition dictionary

This feature is available in the Simplified Chinese, Traditional Chinese, English
(U.S.), and Japanese language versions of Microsoft Office.

You can add words, such as your company's name, to the speech recognition
dictionary, or delete words you no longer use.

Add multiple words from a document

Note This feature is not available in Simplified Chinese.

1.

If you haven't already done so, open a document that contains words you
want to add to the speech recognition dictionary.

On the Language bar, click Speech Tools , and then click
Learn from Document.

If the speech recognition engine determines that no words need to be added
to the dictionary, you'll see a message telling you that. In that case, you
don't need to go on to step 3.

Under Add these words, select any word you do not want to add to the
speech recognition dictionary, and then click Delete.

Note To select more than one word at a time, press CTRL as you select.

Click Add All.

Add individual words as you dictate

. On the Language bar, click Speech Tools , and then click

Add/Delete Word(s).
Under Word, type the word you want to add.
Click Record pronunciation, and then pronounce the word.



When the word is recognized, it will be added under Dictionary. You may
need to say the word more than once before it is added to the list.

Delete words

You can delete words that you've added to the speech recognition dictionary.

1. On the Language bar, click Speech Tools , and then click
Add/Delete Word(s).
2. Under Dictionary, select the word you want to delete.

To select more than one word at a time, press CTRL as you select.

3. Click Delete, and then click Close.
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Correct speech recognition errors

This feature is available in the Simplified Chinese, Traditional Chinese, English
(U.S.), and Japanese language versions of Microsoft Office.

1. Right-click an error.

2. On the shortcut menu, click the correct alternative.

3. If the correct alternative is not listed, click More, and then click an
alternative.

Notes

¢ If you right-click a grammatical error, click Grammar on the shortcut
menu to correct the error. You can also select correction alternatives by
clicking Speech Alternatives on the shortcut menu.

¢ You can click Correction =l on the Language bar to select correction
alternatives.

Spell over errors

1. Select the error by using your mouse or keyboard.
2. In Dictation mode, say "spelling mode," pause slightly, and then spell the
correction.

For example, if you dictate "sun," but the text is inserted as "son," spell
over the error by saying "s-u-n."

Dictate over errors

1. Select the error by using your mouse or keyboard, including one or two
surrounding words on both sides of the error.

For example, if you dictate, "This is another example sentence," and you
see, "This is an utter example sentence," select "is an utter example."

2. Say the words that you selected, including the correct version of the error.



For example, say, "is another example."

Note You can also select just the incorrect word, but recognition accuracy is
likely to be higher when you dictate more than one word.

Retype errors

1. Select the error by using your mouse or keyboard.
2. Type the correction by using your keyboard.

Tips

¢ You can delete the last thing you said by saying "scratch that."”

¢ You can also select text by using your voice in Voice Command mode. For
example, you can say, "select next word," "select last word," "select next
line," "select last line," or "select paragraph."

mn
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Turn on or off saving speech input
data

This feature is available in the Simplified Chinese, Traditional Chinese, English
(U.S.), and Japanese language versions of Microsoft Office.

When speech input data is saved, a recording of dictated text is available on the
corrections list after a file is saved. Then when the file is reopened, you can
right-click an error and hear what was originally said.

w

Turn on saving speech input data

On the Tools menu, click Options, and then click the Save tab.
Under Save options, select the Embed linguistic data check box, and then
click OK.

Note This option affects handwritten input data as well as speech input
data.

On the Language bar, click Speech Tools , and then click
Save Speech Data.

Turn off saving speech input data

On the Tools menu, click Options, and then click the Save tab.
Under Save options, clear the Embed linguistic data check box, and then
click OK.

Note This option affects handwritten input data as well as speech input
data.

On the Language bar, click Speech Tools
Click to clear Save Speech Data.

Note If you choose not to save speech input data, you can hear dictated text on



the corrections list up until the point at which you save a file. The recorded text
will not be available when you reopen the file.
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About installing wizards and
templates

When you first install Microsoft Word on your computer, the Setup program
makes many wizards and templates available. Additional wizards and templates
are available on the Web.



Wizards and templates that come with Word

During setup, if you click Install, some of these wizards and templates are
installed directly on your computer. Others are loaded by the Microsoft Windows
installer the first time you try to use them.

When you double-click a template or wizard in the Templates dialog box, Word
immediately creates a new document if the template or wizard is located directly
on your computer. If it is not on your computer, the installer loads it, and then
Word creates the document.

If you click Customize instead of Install when you first run the Setup program,
additional templates and wizards are available for you to select and install.

To make all templates and wizards that come with Word available on your
computer, run the Setup program again and select More Templates and Macros
(expand Microsoft Word for Windows, and then expand Wizards and
Templates).



Wizards and templates on the Web

If you have access to the Web, you can download even more templates and
wizards from the Microsoft Office Online Web site.

When you create a new document, click Templates on Office Online in the
New Document task pane to see additional choices.
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Use settings from another document
or template

Security Because templates can store macro viruses, be careful about opening
them or creating files based on new templates. Take the following precautions:
run up-to-date antivirus software on your computer, set your macro security level
to high, clear the Trust all installed add-ins and templates check box, use
digital signatures, and maintain a list of trusted sources.

Do one of the following:

Attach a different template to the active document

1. On the Tools menu, click Templates and Add-Ins.
2. Click Attach, and then select the template you want.
3. Click Open.

Note To use styles from the newly attached template, select the Automatically
update document styles check box.

Copy styles, AutoText entries, toolbars, or macros to a template

1. On the Tools menu, click Templates and Add-Ins.

Click Organizer, and then click the tab for the items you want to copy.

3. To copy items to or from a different template or file, click Close File to
close the active document and its attached template or to close the Normal
template. Then click Open File, and open the template or file you want.

4. Click the items you want to copy in either list, and then click Copy.

N

Load a global template or add-in program into Microsoft Word

Templates and add-ins can be loaded either for the current session only or
whenever you start Word.

1. On the Tools menu, click Templates and Add-Ins.



2. Under Global templates and add-ins, select the check box next to the
template or add-in you want to load.

If the template or add-in you want does not appear in the box, click Add,
switch to the folder that contains the template or add-in you want, click it,
and then click OK.

Note If you want the template or add-in to be available whenever you start
Word, save it in the startup folder. By default, the startup folder is
Documents and Settings\username\Application
Data\Microsoft\Word\Startup.
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Insert another file into an open
document

1. Click where you want to insert the second document.

2. On the Insert menu, click Insert File.

3. In the File name box, enter the name of the file you want to insert, or
browse to locate the file.

Notes

e To insert only part of a document, click Range, and then type a bookmark
name in the Range box. The document that you insert needs a bookmark
assigned to part of it.

¢ To insert only part of a Microsoft Excel worksheet, click Range, and then
type a cell range in the Range box.
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Create a folded booklet

When you create a booklet, it's best to start with a new, blank document so that
you have better control over the placement of text, graphics, and other elements.
You can add a book fold to an existing document, but you may have to reposition
some elements once the book fold is in place.

1.
2.
3.

Start a new, blank document.
On the File menu, click Page Setup, and then click the Margins tab.
In the Multiple pages list, select Book fold.

If your document is not set to landscape orientation, Microsoft Word sets it
to landscape.

In the Inside and Outside boxes, type or select the amount of space you
want for the inside and outside margins.

If you need even more space along the fold to accommodate binding, type
or select the amount of space you want in the Gutter box.

In the Sheets per booklet list, select the number of pages you want to
include in a single booklet.

If the number of pages in the document exceeds the number of pages you
select for a booklet, Word prints the document as multiple booklets.

Select any other options you want in the Page Setup dialog box.
Add text, graphics, headers or footers, and other elements to your document
as usual.
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Create a document

The following procedure creates a new, blank document.

e On the Standard toolbar, click New Blank Document O]

To use templates, wizards, and existing documents as a starting point, do one of
the following:

From a template or wizard

1. On the File menu, click New.

2. In the New Document task pane, under Templates, click one of the links,
or type text , such as "brochure" or "calendar," into the Search online for
box, and then click Go.

Note You must be connected to the Internet to search online or to follow
the Templates on Office Online link.

3. Choose the template or wizard you want.

Tips

¢ If you have recently used a template or wizard, it appears under Recently
used templates, where you can just click to open it.

¢ You can also create your own templates to store styles, AutoText entries,
macros, and text that you plan to reuse often.

From a copy of an existing document

1. On the File menu, click New.

2. In the New Document task pane, under New, click From existing
document.



3. Click the document you want to create a new document from.

If you want to open a document that was saved in a different folder, locate
and open the folder.

4. Click Create New.

This document is created in the folder that contains the original document.
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Create a letter

Some of the content in this topic may not be applicable to some languages.

1.
2.

On the File menu, click New.
In the New Document task pane, under Templates, click On my
computer.

Click the Letters & Faxes tab.
Double-click Letter Wizard.

If you do not see this wizard in the Templates dialog box, you might need
to install it.

Follow the instructions in the Letter Wizard.

If you want to skip a step or go to a specific panel, click one of the tabs.

Note For more templates and wizards, visit Microsoft Office Online.



Modify an existing letter by using the
Letter Wizard

Some of the content in this topic may not be applicable to some languages.

1. Open the letter you want to modify or complete.

2. On the Tools menu, point to Letters and Mailings, and then click Letter
Wizard.

3. Click the tabs to display options for different letter settings and elements,
and then change the options you want.
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Modify frequently used text in letters

Some of the content in this topic may not be applicable to some languages.

If you use some text over and over in your letter, you can use the Letter Wizard
to create and store this text for easy reuse.

Additionally, the Letter Wizard comes with standard elements — such as the
salutation or closing — stored as AutoText entries. More items are added as you
create letters.

Security Because AutoText entries are stored in files, do not use AutoText
entries to store sensitive data in files that you distribute.

To add or change these letter elements, start with a letter that you create with the
Letter Wizard, and then do one of the following:

Add a new entry to a letter element

1. Select the letter element — such as the salutation — that you want to create
a new entry for.

2. Type the text that you want to add as an entry, and then select the text.
3. Right-click the element, and then click Create AutoText.
You can use the full name of the entry or type a shorter name or nickname.

Microsoft Word stores the letter elements as AutoText and will display the
new entry the next time you use the Letter Wizard.

Change the letter element

1. Right-click the element you want to change.

2. Select a different entry from the list that appears.



Note To quickly move from one letter element to another, press F11.
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Create a resume

1. On the File menu, click New.

2. In the New Document task pane, under Templates, click On my
computer.

Click the Other Documents tab.

4. Double-click Résumé Wizard.

W

If you do not see this wizard in the Templates dialog box, you might need
to install it.

5. Follow the steps in the wizard.

Note For more templates and wizards, visit the Microsoft Office Online Web
site.
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Create a new e-mail message

On the File menu, click New.

In the New Document task pane, under New, click E-mail message.
Enter recipient names in the To and Cc boxes.

In the Subject box, type the subject of the message.

In the document, type the message.

Click Send [=]

o Tk W

Tip

To quickly send an existing document as an e-mail message, click E-mail on the
Standard toolbar.

Note This command is available only if you have Microsoft Outlook installed.



Show All



Create a document template

Security Because templates can store macro viruses, be careful about opening
them or creating files based on new templates. Take the following precautions:
run up-to-date antivirus software on your computer, set your macro security level
to high, clear the Trust all installed add-ins and templates check box, use
digital signatures, and maintain a list of trusted sources.

1. Do one of the following:

To base a template on an existing document

1. On the File menu, click Open.

2. Open the document you want.

To base a new template on an existing template

1. On the File menu, click New.

2. In the New Document task pane, under Templates, click On my
computer.

3. Click a template that is similar to the one you want to create, click
Template under Create New, and then click OK.

2. On the File menu, click Save As.

3. In the Save as type box, click Document Template. This file type will
already be selected if you are saving a file that you created as a template.

4. The default folder is the Templates folder in the Save in box. To save the
template so that it will appear on a tab other than General, switch to the
corresponding subfolder or create a new subfolder within the Templates
folder.

5. In the File name box, type a name for the new template, and then click
Save.

6. In the new template, add the text and graphics you want to appear in all new
documents that you base on the template, and delete any items you don't



want to appear.
7. Make the changes you want to the margin settings, page size and
orientation, styles, and other formats.

8. On the Standard toolbar, click Save EL and then click Close on the File
menu.

Notes

e For more templates and wizards, visit the Microsoft Office Online Web site.
e To make AutoText entries and macros available only to documents based on
this template, store them in this template, not in the Normal template.
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Create a legal pleading

Some of the content in this topic may not be applicable to some languages.

1.
2.

3.
4.

5.

On the File menu, click New.

In the New Document task pane, under Templates, click On my
computer.

Click the Legal Pleadings tab.

Double-click Pleading Wizard.

If you do not see this wizard in the Templates dialog box, you might need
to install it.

Follow the steps in the wizard.

Notes

e For more templates and wizards, visit the Microsoft Office Online Web site.

¢ If you frequently create pleadings for courts that have different layout and

style requirements, you can use the Pleading Wizard to create an automated
template for each one so you won't have to recreate settings each time.
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Create a memo

1. On the File menu, click New.

2. In the New Document task pane, under Templates, click On my
computer.

Click the Memaos tab.

4. Double-click Memo Wizard.

W

If you do not see this wizard in the Templates dialog box, you might need
to install it.

5. Follow the steps in the wizard.
Notes
e For more templates and wizards, visit the Microsoft Office Online Web site.

¢ You can use the Memo Wizard to create a memo for printing, e-mail
distribution, or faxing.
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Create an agenda

1. On the File menu, click New.

2. In the New Document task pane, under Templates, click On my
computer.

Click the Other Documents tab.

4. Double-click the Agenda Wizard.

W

If you do not see this wizard in the Templates dialog box, you might need
to install it.

5. Follow the steps in the wizard.

Note For more templates and wizards, visit the Microsoft Office Online Web
site.
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Create a calendar

1. On the File menu, click New.

2. In the New Document task pane, under Templates, click On my
computer.

Click the Other Documents tab.

4. Double-click Calendar Wizard.

W

If you do not see this wizard in the Templates dialog box, you might need
to install it.

5. Follow the steps in the wizard.

Note For more templates and wizards, visit the Microsoft Office Online Web
site.



Turn on or off features introduced In
recent versions of Word

You must have a document open in Microsoft Word to follow these steps.

1. On the Tools menu, click Options, and then click the Save tab.
2. Select or clear the Disable features introduced after check box, and then
select the version that you want.

When you save the document, if your document contains items that will be
converted, Word displays a list of the features it will convert so that the
document can be used in previous versions.
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About opening and saving in other
file formats

A file format is the way in which information is stored in a file so that a program
can open and save the file. A file's format is indicated by a three-letter or four-
letter extension after the file name. For example, when you save a new document
in Microsoft Word, Word by default stores it in Word format with a .doc file
extension.

Converting files to and from other formats

Word uses file format converters to open and save documents in different
formats. The most commonly used converters are installed with Word by default
— unless you or your administrator choose to make them unavailable on your
computer.

If you want to convert a document to a different format so that you or someone
else can open it in another program or in an earlier version of Word, you can
select that file format when you save the document.

If you want to open or save in a format that's not installed by default, you may
need to install additional converters.

The converters that come with Office Word 2003 allow you to do one or all of
the following:

¢ Open a file that was created in another program.
e Save a file so that it can be opened in another program.
e Open a Office Word 2003 document in another program.

Opening and saving files in various formats without a converter

Word can open and save files in many formats apart from its default format
(.doc), without the use of a converter.



Formats Word can open directly

.doc
The default Word document format.
.dot
Word template format.
.htm, .html
Web page in HTML format.
.mht, .mhtml
Web page in single file Web page (also known as Web archive) format.
xml
Extensible Markup [.anguage (XML) format.
xtf
Rich Text Format (RTF); contains formatting instructions that other
programs, including compatible Microsoft programs, can read and interpret.
Xt
Plain text format: contains no text formatting.




Formats Word can save directly

.doc

.dot

The default Word document format.

Word template format. Word applies all formatting and other attributes in
the template to any new document based on the template.

.htm, .html

Web page in HTML format. Preserves Word document properties so that
HTML documents retain Word-specific features if they are later saved back
to Word document format.

Note You can also save a document in a filtered HTML format that
removes the Word-specific HTML encoding (Web Page, Filtered).

.mht, .mhtml

xml

axtf

Axt

Web page in single file Web page (also known as Web archive) format.
Extensible Markup Language file.

Rich Text Format; converts formatting to instructions that other programs,
including compatible Microsoft programs, can read and interpret.

Plain text format; contains no text formatting. Converts all section breaks,
page breaks, and new line characters to paragraph marks. Allows you to
select the ANSI character set or to use the encoding standard that you
choose. Use an encoded format when you share documents with people
who use system software in another language.

Changing the default file format

If you always save documents in a different format— for example, if you need to
share all the documents you create with co-workers who are using a previous
version of Microsoft Word— you can change the default file format Word uses
to save new documents (Tools menu, Options command, Save tab). This setting
affects only new documents you create. Word saves existing documents in the
same format they were opened in.
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Convert documents

Do one of the following:

N

N

4.
D.
6.

Convert a single file from another file format

On the File menu, click Open.
In the Files of type box, click the format of the file you want to open.
Locate the file, and then click Open.

Convert a single file to another file format

On the File menu, click Save As.
In the Save as type box, select the format you want to convert to, and then
click Save.

Convert several documents at once

Place the documents you want to convert in a single folder.

On the File menu, click New.

In the New Document task pane, under Templates, click On my
computer.

Click the Other Documents tab.

Double-click Batch Conversion Wizard.

Follow the instructions on the screen.

Notes

e When you save a document in Rich Text Format (RTF), it can be opened in

many different programs. For example, you can open a Microsoft Word
document in Microsoft Works by saving it in Rich Text Format first.

¢ The most commonly used converters are installed with Word by default. If

you want to open or save in a format that's not installed by default, you may
need to install additional converters.

Tip



If you want to know which converter is being used, you can have Word show the
Convert File dialog box when you open a file in Word. To do this, click
Options on the Tools menu, and then click the General tab. Select the Confirm
conversion at Open check box.
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Install a converter that's supplied
with Word

When you open a file from another word processor or other program in
Microsoft Word, Word will automatically use a converter, if necessary, to open
the file. If Word cannot open the file, you may need to install the appropriate
converter.

1. Verify that the converter is not already installed.

How?

o To see a list of file formats in which Word can open documents, click
Open on the File menu and look at the available choices in the Files of
type box.

o To see a list of file formats in which Word can save documents, click
Save As on the File menu and look at the available choices in the Save
as type box.

Note The formats listed in the Files of type and Save as type lists are
either directly supported by Word, or a converter for the format is installed.

Tip

If you don't see file extensions in the Files of type and Save as type lists,
go to Microsoft Windows Explorer. On the Tools menu, click Folder
Options, and on the View tab, clear the Hide extensions for known file
types check box.

2. Run the Microsoft Office Setup program.

How?

1. Quit all programs.



. Do one of the following:

» If you run Microsoft Windows 2000, double-click the
Add/Remove Programs icon in Microsoft Windows Control
Panel.

= If you run Microsoft Windows XP, click Add or Remove
Programs in Control Panel.

. In the Currently installed programs box, click Microsoft

Office 2003 or Microsoft Office Word 2003, depending on whether

you installed Word as part of Office or as an individual program, and

then click Change.

. On the Maintenance Mode Options screen, click Add or Remove

Features, and then click Next.

. If you installed Word as part of Office, select the Choose advanced

customization of applications check box, and then click Next.

. On the Advanced Customization screen, click the expand indicator

(+) next to Office Shared Features.

. Click the expand indicator (+) next to Converters and Filters and

then click the expand indicator (+) next to Text Converters.

. Click the arrow next to your selection, and then click Run from My

Computer.



Show or hide the Convert File dialog
box

1. On the Tools menu, click Options, and then click the General tab.
2. Select or clear the Confirm conversion at Open check box.
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About file format converters

The most commonly used converters are installed with Microsoft Word by
default. If you want to open or save in a format that's not installed by default,
you may need to obtain additional converters.

Note You can open documents created in earlier versions of Microsoft Word
directly in Microsoft Office Word 2003. All data and formatting created in these
versions of Word are fully supported in Office Word 2003.



Converters supplied with Word

Converters used to open and save files in Word

Outlook Address Book
Opens your Outlook Address Book (.olk file).
Personal Address Book
Opens your Personal Address Book (.pab file).
Recover Text
Recovers text from any file when you open damaged documents.
Schedule+ Contacts
Converts your Microsoft Schedule+ contacts file.
WordPerfect 6.x
Converts documents from WordPerfect 6.0 for DOS and WordPerfect 6.0
and 6.1 for Windows.
WordPerfect 5.x
Converts documents from WordPerfect 5.0 and 5.1 for DOS and
WordPerfect 5.1 and 5.2 for Windows.

Converter used to save files in Word

Word 97-2003 & 6.0/95 - RTF
Saves as Rich Text Format (RTF) with a .doc extension.




Supplemental converters

Supplemental converters are available on the Microsoft Office Resource Kit Web
site and the Microsoft Office Online Web site.
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Set options for converting documents

Do one of the following:

e e

A=

Specify fonts to substitute when converting files

Open the document you want to substitute fonts in.

On the Tools menu, click Options, and then click the Compatibility tab.
Click Font Substitution.

In the Missing document font box, click the font you want to replace.
In the Substituted font box, click the font you want to use instead of the
missing font.

Microsoft Word does not replace the name of the missing font; it only
changes how the font is displayed on the screen and printed, by substituting
a font that is available on your system. If the substituted font is listed as
"Default," read the message near the bottom of the dialog box to see which
font will be substituted.

Repeat steps 4 and 5 for each font you want to change.

Customize Word to work with a converted document

Open the document you want to set compatibility options for.

On the Tools menu, click Options, and then click the Compatibility tab.
In the Recommended options for box, click Custom.

In the Options box, select the options you want.

Note Changing the options affects only the display of a document while
you're working with it in Microsoft Word. It does not permanently change
any formatting in the document. If you later convert the document back to
its original file format, the formatting appears as it did before you converted
it to Word.



Saving a document in a file format
that cannot support specific features

A file format is the way in which information is stored in a file so that a program
can open and save the file. Microsoft Word can save documents in a number of
formats besides its default .doc format. However, not all file formats are able to
store information that would ordinarily be saved in a .doc file.

For example, a plain text file (.txt) can contain only unformatted text. If you save
a Word document in plain text format, any formatting, pictures, objects, or

tables — everything except for the text itself — will be discarded because it
cannot be stored in a plain text file.

Similarly, Web page file formats (.htm, .html, .mht, and .mhtml) cannot store
some Word features, such as the password to remove document protection or
document versioning. In addition, some features introduced in recent versions of
Word will be discarded from your document if you select the Disable features
introduced after check box and then click Microsoft Word 6.0/95 on the Save
tab of the Options dialog box (Tools menu).

When saving a file in a particular format or disabling features from a previous
version of Word would result in the loss of content or features, Word displays a
message and provides a list of the content or features that will be lost. If you
don't want to lose these things from your document, click Cancel, and then save
the document in a different file format.
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Move files between Windows and the
Macintosh

If you run Microsoft Office on your Apple computer, you can open any Office
file that you create or store on a Microsoft Windows computer. For example, you
can start Microsoft Word, Microsoft Excel, or any other Office application on
your iMac or iBook, and then use a network connection to locate and open the
desired file on a PC.

Some Apple computers do not have floppy disk drives. If your Apple does not
belong to a network and does not have a floppy drive, you can transfer files on
CD or send them using e-mail.

Tip

When you transfer Office files from an Apple to a PC, include the file name
extension. Doing so makes it easier to work with the files on the PC. For
example, transfer Word documents with the .doc extension, Excel spreadsheets
with the .xIs extension, and so on.
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Using WordPerfect and Word

Some of the content in this topic may not be applicable to some languages.

Microsoft Word provides converters and tools to help you make the transition
from WordPerfect to Microsoft Word.



Converting from WordPerfect 5.0, 5.1, and 5.2

You can use the WordPerfect 5.x converter to open WordPerfect 5.x documents
in Office Word 2003. You cannot save a Office Word 2003 document in
WordPerfect 5.x format.

Note When you convert a document from WordPerfect 5.x to Office Word 2003,
you can use the Font Substitution button on the Compatibility tab of the
Options dialog box to specify the fonts to use.

Supported features when converting from WordPerfect 5.x to Office
Word 2003

Character formatting

All caps
Not supported.
Hidden
Not supported.
Strikethrough
Supported. WordPerfect strikeout becomes strikethrough formatting in
Word. WordPerfect redlining becomes tracked changes in Word.
Underlining
Supported. Underlining format is preserved, but the type of underlining
may be changed.
Spacing (condensed, expanded)
Not supported.
Kerning
Supported.

Paragraph formatting

Alignment
Supported.

First-line indents
Supported.

Page break before



Not supported.

Space before/after paragraphs
Not supported.

Tab leaders
Supported. The dot, minus sign, and underscore tab leaders convert to the
same in Word. All other WordPerfect tab leaders convert to dot leaders in
Word.

Leading/baselines, lines/baselines
Not supported.

[Center]/[Flsh Rgt] codes
Supported. Center and Flush Right codes convert to center- and right-
aligned tab stops.

Widow control
Supported.

Section formatting

Margins
Supported. Word margins are measured from the paper's edge to body text;
WordPerfect margins are measured from the edge to the header. The
conversion adjusts the margins as needed to preserve page layout. If you
experience problems with margins (for example, if they are set outside the
printable range in Word), click Page Setup (File menu), select the Margins
tab, select the options you want, and then click OK. If margins need to be
adjusted, Word prompts you to fix them.

Newspaper columns
Supported.

Parallel columns
Supported. Parallel columns convert to tables. If a parallel column layout
contains a page-anchored box, the entire parallel column layout converts to
newspaper columns.

Tables

Tables

Supported. Vertical merging of cells is not converted.
Table formulas/math

Not supported.



Decimal table cell alignment
Supported. Decimal table cell alignment is converted to right paragraph
alignment.

Document formatting

Default tab stops
Supported.

Footnotes
Supported.

Gutter margins, paper size
Supported.

Other features

Comments
Not supported.

Outlining/paragraph numbers/Office Word 2003 lists
Supported. WordPerfect paragraph numbers convert to Word sequence
fields by default.

Print merge commands
Supported. Word automatically converts WordPerfect secondary files to
Word data source document format. Conditional print merge constructs and
macros are lost when converting to Word.

Date/time stamps
Supported. Default formats only.

Subdocuments (INCLUDE field)
Supported.

Equations
Not supported.

Extended characters
Supported. Not all extended characters are converted.

Text boxes/lines
Supported. Some text boxes and lines convert to Word drawing layer
objects. Drawing layer objects are visible only in page layout view, in print
preview, and when printed. Drawing layer objects do not appear in normal
view.

Line draw




Supported. WordPerfect line draw characters are converted; however, Word
line spacing causes gaps to appear between line draw characters on
successive lines. To correct this problem for printing, set line spacing to the
exact current font size in points. Choose Paragraph from the Format
menu to change line spacing.

Macros
Not supported.

PRIVATE field codes
Supported. PRIVATE fields are inserted by the converter to preserve
information needed to accurately save the file back to WordPerfect format.
These fields should not be edited and have no effect on the document.

Styles
Supported. Styles containing paragraph formatting codes convert to
paragraph styles. WordPerfect styles containing only character formatting
convert to character styles in Word. Text contained in a style is converted as
normal text.

Other features, such as tables, graphics, and so on, are retained in
documents but are not given Word styles.



Converting from WordPerfect 6.x for Windows or
DOS

You can use the WordPerfect 6.x converter to open WordPerfect 6.x documents
in Office Word 2003. You cannot save a Office Word 2003 document in
WordPerfect 6.x format.

Note If you're having trouble with the layout of a document you're converting
from WordPerfect 6.x to Office Word 2003, try the following: Reopen the
document in WordPerfect 6.x, press CTRL+END or scroll to the end of the
document, and save the document again in WordPerfect 6.x format before
opening it in Office Word 2003.

Supported features when converting from WordPerfect 6.x to Office
Word 2003

Character formatting

Strikeout and redlining
Supported. Strikeout becomes strikethrough formatting in Word; redlining
becomes tracked changes in Word.
Kerning
Supported.
Word and letter spacing
Not supported.
Hidden text
Supported.

Paragraph formatting

[Center]/[Flsh Rgt] codes
Supported. Center and Flush Right codes convert to center- and right-
aligned tabs.
Back tabs
Supported. Back tabs that are preceded by text are not converted.
Default tabs



Supported. Trailing default tabs at the ends of lines are not converted.
Tab leaders
Supported. Dot, minus sign, and underscore tab leaders are converted to the
same tab leaders in Word. All other tab leaders become dot leaders in Word.
Keep Text Together properties
Supported.
Leading adjustment between lines/baselines
Not supported.
Paragraph margins
Supported. Paragraph margins are converted to left and right paragraph
indents in Word.
Spacing between paragraphs
Supported. Spacing between paragraphs becomes Spacing After paragraph
format in Word.
Styles
Supported. Styles containing paragraph formatting codes convert to
paragraph styles. WordPerfect styles containing only character formatting
convert to character styles in Word. Text contained in a style is converted as
normal text.

Section formatting

Margins
Supported. WordPerfect margins are measured from the top and bottom
edge of the page to the top of the header and bottom of the footer,
respectively. Word margins are measured from the paper's edge to body
text. The conversion adjusts the margins to preserve page layout. If margins
do not convert correctly, click Page Setup on the File menu, click the
Margins tab, select the options you want, and then click OK.

Parallel columns
Supported. Parallel columns convert to tables.

Tables

Table vertical cell merge and cell alignment
Supported.

Document settings




Footnotes
Supported. Custom footnote marks are converted to automatically
numbered marks. If the numbering format of notes is changed in a
document, the notes numbered with the new format are converted as custom
notes.

Other features

Comments
Supported. Word does not retain comments in headers, footers, footnotes,
and endnotes.

Outlining/paragraph numbers/counters
Supported. All are converted to numbers in Word.

Master documents and subdocuments
Supported.

Equations
Supported. Equations are converted as editable equation objects. Equation
fields are not converted.

Text boxes/lines
Supported. Some text boxes and lines convert to Word drawing layer
objects. Drawing layer objects are visible only in page layout view, print
preview, and when printed.

Graphics boxes that are anchored to a page or paragraph, have wrap-around
text, and are located in tables, parallel columns, or headers/footers are
converted to boxes with wrap through in Word. In most cases, these boxes
become drawing layer objects in Word.

Graphics lines become solid lines. Text that is tight-wrapped around a
graphic becomes square-wrapped.

Macros
Not supported.

Advance
Supported. Advance codes are converted to ADVANCE fields in Word.
Advance codes that move text upward on a page cannot be fully emulated
in Word.

Bookmarks
Supported.



Borders and fill (for column and page)
Not supported.
Captions
Not supported.
Chapter and volume numbers
Not supported.
Cross-references and hypertext links
Not supported. They are retained as plain text in Word.
Drop caps
Not supported.
Indexes and lists
Not supported. Indexes and lists are retained as plain text in Word.
Insert Filename
Supported.
Labels and barcodes
Not supported. Text of labels is retained in Word.
Line numbers
Not supported.
Merge codes
Not supported. Merge constructs and macros are lost when converting to
Word.
Page features (center page, page binding, and subdivide pages)
Supported. Center page and page binding are supported.
Watermarks
Supported.
WordPerfect characters
Supported. If the WordPerfect fonts containing the characters are available
on the system, all the characters are converted. If one or more of these fonts
are not available, some characters may not be converted.



Tools and Tips

WordPerfect Help and navigation keys

WordPerfect Help

You can use the WordPerfect Help feature to receive instructions or
demonstrations for Word procedures when you press the equivalent WordPerfect
shortcut keystrokes. For example, to learn more about printing in Word, press
SHIFT+F7.

WordPerfect navigation keys

You can use the WordPerfect Navigation feature in Word to change the function
of certain keys to WordPerfect 5.1 for DOS equivalents. For example, to position
the insertion point to the left side of the screen, press HOME+LEFT ARROW.

Turn on or off WordPerfect Help or navigation keys

1. On the Help menu, click WordPerfect Help.
2. Click Options.
3. Select the options you want.

WordPerfect keyboard equivalents

To print this topic, press CTRL+P.

WordPerfect WordPerfect 5.1for . o ot Word shortcut keys

command DOS shortcut keys
. SHIFT+F6, SHIFT+F8, CTRL+E to center textin a
Align Center
1, 3,2 paragraph
Bold £, CTRL+B
CTRL+FS, 2, 1
Font CTRL+F8 CTRL+D
Block ALT+F4 SHIFT+ arrow key

Comment CTRL+F5, 4, 2 ALT+CTRL+M



Date Code
Reveal Codes

Delete Word

Delete to End of
Line
Delete to End of
Page

Delete to Left Word

Boundary

Delete to Right
Word Boundary

Delete Block
Double Underline
Endnote

Exit

Flush Right

Footnote

Help

Indent

Italic

Justify Center
Justify Full
Justify Left
Justify Right
Margin Release
Mark Index Entry
Mark Table of

SHIFT+FS5, 2
ALT+F3

CTRL+BACKSPACE

CTRL+END

CTRL+PAGE DOWN

HOME+BACKSPACE

HOME+DELETE

ALT+F4+DELETE
CTRL+FS, 2, 3
CTRL+F7,2,1

F7

ALT+F6

CTRL+F7,1,1
F3

F4

CTRL+FS, 2, 4
SHIFT+FS, 1, 3, 2
SHIFT+FS, 1, 3, 4
SHIFT+FS, 1, 3, 1
SHIFT+FS§, 1, 3, 3
SHIFT+TAB
ALT+F5, 3

ALT+F5, 4

ALT+SHIFT+D
SHIFT+F1, click
CTRL+BACKSPACE

CTRL+DELETE

SHIFT+END, DELETE

SHIFT+DOWN ARROW (to
end of page), DELETE

CTRL+BACKSPACE

CTRL+DELETE

F8, arrow key, DELETE
CTRL+SHIFT+D
ALT+CTRL+D
ALT+F4

Right tab to right align text on a
single line

CTRL+R to right align text in a
paragraph

ALT+CTRL+F

F1

CTRL+M

CTRL+I

CTRL+E

CTRL+J

CTRL+L

CTRL+R

CTRL+T (hanging indent)
ALT+SHIFT+X

ALT+SHIFT+I



Authorities Entry
Mark Table of

Contents Entry ALT+F5, 5,1 ALT+SHIFT+O
Print SHIFT+F7 CTRL+P
Replace ALT+F2 CTRL+H
Retrieve File SHIFT+F10 CTRL+0O (Open command)
Save F10 CTRL+S
Save As CTRL+F5, 3 F12
Search (backward) SHIFT+F2 CTRL+F
Search (forward) F2 CTRL+F
Small Caps CTRL+FS, 2,7 CTRL+SHIFT+K
Spell CTRL+F2 F7
Subscript CTRL+F8, 1, 2 CTRL+EQUAL SIGN
Superscript CTRL+FS8, 1, 1 CTRL+SHIFT+PLUS SIGN
Switch Document SHIFT+F3 CTRL+F6
Thesaurus ALT+F1 SHIFT+F7

. F8,
Underline CTRL+ES, 2, 2 CTRL+U
Undo F1 CTRL+Z

CTRL+F2 (Print Preview

View Document SHIFT+F7, 6
command)

Tips for finding or using WordPerfect features in Word

Block text
The equivalent of blocking text in WordPerfect is selecting text in Word. If
you prefer to be prompted before deleting, use the WordPerfect navigation
keys.

Protect blocks of text
To control how text flows or stays together in Word, use commands on the
Line and Page Breaks tab of the Paragraph dialog box (Format menu,
Paragraph command).

Customize how Word handles converted documents
You can customize how Word handles converted documents by using the
options on the Compatibility tab of the Options dialog box (Tools menu,



Options command).

Convert specialized WordPerfect fonts
The Microsoft Office 97 Resource Kit includes specialized fonts to improve
the conversion of characters— such as graphics created with line draw or
equations— so that they appear and print more smoothly in Microsoft
Word.

Generate tables of contents, indexes, and tables of authorities
Click where you want to insert these items, and then use the Index and
Tables command (point to Reference on the Insert menu).

Use legal features
Word provides features that might be helpful for legal documents. Two
examples are the Pleading Wizard and support of automatic numbering in
paragraph text.
For more information about legal features, search on the keyword legal in
Word help.

Use graphics features similar to line draw
Word can convert text-based line draw characters from WordPerfect to a
TrueType Linedraw font in a Word document. Word also provides rich
graphics features, including 3-D shapes, page borders, document
backgrounds, textured fills, and graphical text.

Use formulas and math
You can work with formulas in tables by clicking in a table and then using
the Formula command (Table menu).

You can create equations by using the Field command (Insert menu) or by
using Equation Editor (Insert menu, Object command, Microsoft
Equation 3.0).

Create various types of indents (similar to using the F4 command)
In Word, you can create indents in which all lines in a paragraph are
indented to the right or to the left. You can also create indents in which the
first line is indented more or less than the lines below it. For more
information, search on the keyword indenting in the Word help.

Create form letters or use merge codes
Use the Mail Merge task pane (Tools menu, Letters and Mailings
command, Mail Merge) to create form letters, mailing labels, and
envelopes using information that you supply or create. Your data can come
from WordPerfect, Word, Microsoft Excel, Microsoft Access, Microsoft
Outlook Personal Address Books, and other sources, as well as tab-



delimited text, and you can use conditional queries to merge the data.
Insert charts
You can use Microsoft Graph or Microsoft Excel to insert charts. You can
use chart data from a Word table, a datasheet in Microsoft Graph, or a
worksheet in Microsoft Excel.
Redline text
You can use the Strikethrough check box in the Font dialog box (Format
menu, Font command, Font tab) to apply a similar effect to selected text.
Several other text effects, such as shadow, emboss, engrave, and animated
text, are also available in this dialog box.
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Troubleshoot file conversion

Opening and saving files

The Open dialog box doesn't list the file I'm looking for.

e Check for the correct file type Make sure that you have the correct file
type selected in the Files of type box.

Tip

In the Files of type box, click All Files (*.*) to see files of all types listed
in the dialog box.

e Search for the file If you still don't see the file, click Search on the
Tools menu in the Open dialog box. Fill in the Search text and Other
Search Options boxes as appropriate, and then click Search.

I want to open a document in Office Word 2003 that was created in an
earlier version of Word.

You can open documents created in an earlier version of Microsoft Word directly
in Office Word 2003. All data and formatting created in these versions of Word
are fully supported in Office Word 2003.

I need to open a Office Word 2003 file in Word 6.0 or Word 95.

If you're using Microsoft Word 95 or earlier, you must install a converter before
you can open a document created in Word 97 or later. After Word 95 or Word 6.x
users install the Word 97 for Windows/Word 98 for Macintosh import converter,
they can open documents created in Word 97 or later.

This converter is included with Office Word 2003. You can install it from the
Microsoft Office Setup program, in the list of text converters, and distribute it to
users of Word 95 or Word 6.x.

Note Some new features that were introduced in Word 97 or later are not



supported in earlier versions of Word and other programs. If you use these new
features, you might lose data or formatting when you follow this procedure.

I can't save a file in Word 97, Word 2000, or Word 2002 format.

Microsoft Office Word 2003 saves in the same file format as Word 97,
Word 2000, and Word 2002, so no converter is needed to open or save files from
these versions of Word.

If you're sharing documents with people who use Word 97, you can customize
new or existing documents by turning off features not supported by that version.
To do this, select the Disable features introduced after check box (Tools menu,
Options command, Save tab). When you save the document, if it contains items
that will be converted, Word displays a list of the features it will convert so that
the document can be used in previous versions.

When you open a Office Word 2003 document in Word 2000 or Word 2002,
most items in your document will be unchanged. Therefore, there isn't an option
to disable Word 2000 or Word 2002 features.



Formatting

The text of the document was converted correctly, but the graphics
disappeared.

Make sure that you have turned on the display of graphics. On the Tools menu,
click Options, and then click the View tab. Clear the Picture placeholders
check box. On the Insert menu, point to Picture, click From File, and then
check the list of filters in the Files of type box. If the filter you need is not listed,
you might need to install it.

The fonts are different in the converted document.

Documents created in other word-processing programs may contain fonts you
don't have installed on your computer. If you open a document that contains
fonts you don't have installed on your computer, Microsoft Word substitutes
fonts you do have. To control which fonts are substituted, click Options on the
Tools menu, and then click the Compatibility tab. Click Font Substitution, and
then select the options you want.

Line breaks and page breaks are different, or the document increased in
size

Microsoft Word might treat line breaks and page breaks differently than the
program that the converted document was created in. To customize the way your
converted document appears on the screen, click Options on the Tools menu,
click the Compatibility tab, and then select the options you want. The selected
options only affect how Word displays the current document while you're
working with it in Word. The document is not changed permanently.

The file size increases when I save my document in Word 97-2003 &
6.0/95 - RTF or in Rich Text Format.

The Microsoft Word document format used by Word 97 and later handles image
compression better than the format used by earlier versions of Word. Because of
this difference in compression capabilities, the file size of a document may
increase if it's saved as Rich Text Format (RTF) or with the Word 97-2003 &




6.0/95 - RTF converter.
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About templates

Every Microsoft Word document is based on a template. A template determines
the basic structure for a document and contains document settings such as
AutoText entries, fonts, key assignments, macros, menus, page layout, special
formatting, and styles.

Global templates, including the Normal template, contain settings that are
available to all documents. Document templates, such as the memo or fax
templates in the Templates dialog box, contain settings that are available only to
documents based on that template.

Security Because templates can store macro viruses, be careful about opening
them or creating files based on new templates. Take the following precautions:
run up-to-date antivirus software on your computer, set your macro security level
to high, clear the Trust all installed add-ins and templates check box, use
digital signatures, and maintain a list of trusted sources.

Note For more templates and wizards, visit the Microsoft Office Online Web
site.

Global templates

When you work on a document, you can typically use only the settings stored in
the template attached to the document or in the Normal template. To use any
such items that are stored in another template, you can load the other template as
a global template. After you load a template, items stored in that template are
available to any document during the remainder of the Word session.

Add-ins and templates that you load are unloaded when you close Word. To load
an add-in or template each time you start Word, copy the add-in or template to
the Microsoft Office Startup folder.

Document templates

Templates you save in the Templates folder appear on the General tab in the
Templates dialog box. If you want to create custom tabs for your templates in



the Templates dialog box, create a new subfolder in the Templates folder and
save your templates in that subfolder. The name you give that subfolder will
appear on the new tab.

When you're saving a template, Word switches to the User templates location
(Tools menu, Options command, File Locations tab), which by default is the
Templates folder and its subfolders. If you save a template in a different
location, the template will not appear in the Templates dialog box.

Any document (.doc) file that you save in the Templates folder also acts as a
template.
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About template locations

Document templates can be stored on your hard disk, included in a document
library, or used as a workgroup template.

When you or someone in your workgroup uses a template from the New
Document task pane, two factors determine which document templates are
available and which tab of the Templates dialog box each template appears on:
the location of the template and your file location settings for User templates
and Workgroup templates. To check your template file location settings, click
Options on the Tools menu, and then click the File Locations tab.

Security The default locations for templates and the Startup folder are treated as
trusted locations. If you change the location, be sure that the new folder is a
secure location.

Document templates

Save your custom templates in the Templates folder. Template files that you
save in the Templates folder appear in the Templates dialog box, which you
display by clicking New on the File menu, and then clicking On my computer
in the New Document task pane. Any document (.doc) file that you save in the
Templates folder also acts as a template.

Templates you save in the Templates folder appear on the General tab
(Templates dialog box).

If you want to create custom tabs for your templates in the Templates dialog
box, create a new subfolder in the Templates folder and save your templates in
that subfolder. The folder location must match the path listed for User
Templates on the File Locations tab (Tools menu, Options command). The
name you give that subfolder will appear on the new tab. If you save a template
in a different location, the template will not appear in the Templates dialog box.

Note You can also remove tabs from the Templates dialog box by marking
them as not available in the Setup program.



Document libraries

Templates may be stored as part of a document library. Each document library
includes a Web page that lists the library's contents. For example, you could
create a library of common graphics for a project, or a collection of Microsoft
Word documents containing your monthly status reports.

Workgroup templates

It is recommended that your system administrator store templates that you share
on a network in the Workgroup templates file location specified on the File
Locations tab. To keep custom templates from being inadvertently altered by
others, the administrator should mark them as read-only or store them on a
server with limited permissions.



Show All



About using settings from another
document or template

You can use macros, AutoText entries, shortcut key combinations, custom
toolbars, toolbar settings, and styles that are stored in either the Normal template
or the template attached to the document. You can use macros, shortcut key
combinations, styles, and custom toolbars from other documents as well.

Security Because templates can store macro viruses, be careful about opening
them or creating files based on new templates. Take the following precautions:
run up-to-date antivirus software on your computer, set your macro security level
to high, clear the Trust all installed add-ins and templates check box, use
digital signatures, and maintain a list of trusted sources.

Attaching a different template

You can attach a different template that has the items you want, and it will
replace the currently attached template. You might want to do this, for example,
if you originally based your document on the Normal template but now want to
use a template with custom styles, macros, or other settings.

Copying settings

You can use settings from another document or template by copying them to the
current attached template. You can copy styles, macros, and custom toolbars
between templates and documents; you can copy AutoText entries between
templates only.

Loading a global template

You can make items stored in another template available to any document by
loading that template in Microsoft Word as a global template. Loading a global
template does not apply text that's contained in that template.
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Copy AutoText entries to another
template

Security Because AutoText entries are stored in files, do not use AutoText
entries to store sensitive data in files that you distribute.

1. On the Tools menu, click Templates and Add-Ins.

2. Click Organizer, and then click the AutoText tab.

3. To copy items to or from a different template, click Close File to close the
active document and its attached template or to close the Normal template.
Then click Open File, and open the template you want.

4. Click the items you want to copy in either list, and then click Copy.
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Modify a document template

When you modify a template, it will affect new documents that you create based
on the template. The content of existing documents is not affected by changes
you make to the templates they're based on.

1. On the File menu, click Open, and then locate and open the template you
want to modify.

If there aren't any templates listed in the Open dialog box, click Document
Templates in the Files of type box.

2. Change any of the template's text and graphics, styles, formatting, macros,
AutoText entries, toolbars, menu settings, and shortcut keys.
3. On the Standard toolbar, click Save =18

Note Microsoft Word will update modified styles when you open an existing
document only if the Automatically update document styles option is turned
on. Set this option in a blank document, before you open an existing document,
by clicking Templates and Add-Ins on the Tools menu.
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Copy custom toolbars to another
document or template

1. On the Tools menu, click Templates and Add-Ins.

2. Click Organizer, and then click the Toolbars tab.

3. To copy items to or from a different template or file, click Close File to
close the active document and its attached template or to close the Normal
template. Then click Open File, and open the template or file you want.

4. Click the items you want to copy in either list, and then click Copy.
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Troubleshoot templates and letters

Some of the content in this topic may not be applicable to some languages.



Templates

I want to use my templates from earlier versions of Word.

If you have modified templates that came with an earlier version of Microsoft
Word, you can continue to use them, but you should also keep the newer version
of the templates on your hard drive. The Microsoft Office Word 2003 wizards
are designed to work with the Office Word 2003 templates.

If you added your own toolbars, macros, styles, or AutoText entries to templates
that came with earlier versions of Word, you can copy these items to Office
Word 2003 templates. Rename your former templates, install the new templates,
and then use the Organizer to copy these items to the new templates.

Macros in templates from earlier versions of Word will work in Office

Word 2003. However, if you are using a version of Word that is earlier than
Word 97 and you open a template and then save it in Office Word 2003 format,
you will not be able to use it in previous versions of Word without converting it.

Macros, AutoText entries, and custom toolbar, menu, and shortcut key
settings that I've used are missing.

This might occur for either of the following reasons:

¢ You moved or copied a document to a different computer or file server
location, and now Microsoft Word can't find the template that contains the
missing items. Macros, AutoText entries, and customized toolbars, menus,
and shortcut keys that you can use in a Word document can be stored in the
template attached to the document or in the Normal template. When you
move or copy a document to another location, copy the items you need to
use — except for AutoText entries, which can be stored in the template
only — to the document by using the Organizer. Or copy the items to the
attached template, and then distribute the template with the document. The
template should be placed in the folder that each user has specified as the
User templates or Workgroup templates location (Tools menu, Options
command, File Locations tab).

e The missing items might be stored in a template that's no longer attached to



the active document. Or they might be stored in a template that was
previously loaded as a global template.

When saving my work, I can't change the file type from "Document

Template" to "Word Document."

¢ You may have inadvertently opened or created a template file. You cannot
change the file type of a template. To save your work as a Microsoft Word
document instead of a template, save the template, and then create a new
document:

1.

2.
3.
4.

On the File menu, click New, and then click the template you want to
base the new document on.

Under Create New, click Document, and then click OK.

Copy all of your work from the template to the new document.

Save the new document, making sure that you click Word Document
in the Save as type box.

If the file you are saving is a document, not a template, the problem could
be the Concept Virus, a macro virus that prevents you from saving a file as
any file type other than Document Template.

My new documents have text such as "{ MACROBUTTON ...}," and

clicking "HERE" doesn't select all the text I want replaced.

Field codes are displayed, which prevents the MACROBUTTON field from
working properly. To show or hide field codes for a specific field, click the field
code or the field results, and then press SHIFT+F9. To show or hide field codes
for all fields in the document, press ALT+F9.

I can't copy items to a template.

If you attempt to copy styles, macros, or other items to a template that's
protected in some manner, you might not be allowed to save changes to the
template, or the Copy button might be unavailable in the Organizer dialog box.
This might occur if:

e The template is protected for changes, comments, or form fields.
e The template is protected with a password that has been assigned on the
Security tab (Tools menu, Options command).



e The file attributes are set to read-only.
e The file is on a file server you don't have access to.

To save changes to the template, the protection must be removed from the
template, or you must acquire access permission.

I want to change the template attached to my document.

Changing the template that's attached to a document — either by modifying the
currently attached template or by attaching a different template — has the
following effects:

e Macros, AutoText entries, and custom toolbar and command settings in a
modified template are available for use in any document based on the
template, including existing documents. If you attach a different template to
a document, items stored in the newly attached template are then available
to the document.

e If you add or modify styles in a template, styles in an existing document
based on that template are not immediately updated to match the template
styles.

e To have Microsoft Word update styles in an existing document to match the
styles in its attached template, first open the document. On the Tools menu,
click Templates and Add-Ins, and then select the Automatically update
document styles check box. If the document text is formatted with styles
that have the same names as styles in the attached template, Word updates
the text formatting to match the template's style formats.

e If you change the boilerplate text and graphics in a template or change
document formats — for example, page margins and page size, headers and
footers, or the number of columns per page — these changes affect only
new documents that you subsequently base on the template. Existing
documents based on the template aren't affected.

Built-in wizards, templates, or custom commands no longer work, or I get
a message that macros are disabled.

If some items — such as templates, wizards, or custom commands — do not
function the way you expect, you may be running a Microsoft Office program
with the Visual Basic for Applications (VBA) shared feature disabled. Many
features in Office are created in VBA or depend on VBA support to function




correctly. If you choose not to install the VBA feature, these dependent
applications and features will be disabled or not installed.

For additional information about the effects of disabling VBA, see the Microsoft
Office Resource Kit Web site.

To re-enable VBA, follow these steps:

1. Run the Office Setup program again.

How?

1. Quit all programs.
2. Click Start, Click Control Panel, click Add or Remove Programs,
and then do one of the following:
» [f you installed Word as part of Office, click Microsoft
Office 2003 in the Currently installed programs box, and then
click the Change button.
m [f you installed Word individually, click Microesoft Office
Word 2003 in the Currently installed programs box, and then
click the Change button.
2. On the Maintenance Mode Options screen, click Add or Remove
Features, and then click Next.
3. On the Custom Setup screen, select the Choose advanced customization
of applications check box, and then click Next.
4. On the Advanced Customization screen, click the expand indicator = next
to Office Shared Features.
5. Click the arrow next to Visual Basic for Applications, and then click Run
from My Computer.

If someone else set up your Office installation for you, contact your system
administrator or Information Technology (IT) professional to see whether you
are running Office with VBA disabled.

I get a warning when I try to open an installed add-in or a template.

You may have cleared the Trust all installed add-ins and templates check box.
Depending on your macro security setting, when you open a macro, you will
receive a warning, and the macro may be disabled for installed templates and



add-ins (including wizards).

Note All templates, add-ins, and macros shipped with Microsoft Office 2003 are
digitally signed by Microsoft. Once you add Microsoft to your list of trusted
sources for one of these installed files, all subsequent interaction with these files
will not generate messages.

My custom templates aren't appearing on the correct tab.

Save your custom templates in the Templates folder. Template files that you
save in the Templates folder appear in the Templates dialog box, which you
display by clicking New on the File menu and then clicking On my computer in
the New Document task pane.

You can typically find the Templates folder in the following location, unless you
have changed this setting on the File Locations tab (Options command, Tools
menu):

Root\Documents and Settings\username\Application Data\Microsoft\Templates\

where Root is a server location or a directory on a drive from which all other
folders branch (for example, C:\), and username is your Microsoft Windows user
account.

Templates in the Templates folder appear on the General tab; templates in
subfolders of the Templates folder appear on tabs with the same names as the
subfolders. For example, if you create a subfolder under the Templates folder
called Reports, a Reports tab will appear in the Templates dialog box.

I don't see an online search box or a link for getting templates from
Microsoft Office Online in the New Document task pane.

Check the following:

¢ Your computer is connected to the Internet.

e The Show content and links from Microsoft Office Online check box is
selected in the Service Options dialog box (on the Tools menu, click the
General tab, click Service Options, and then under Category, click
Online Content).



Letters

Names are no longer being added to the Letter Wizard options.

When you use the Letter Wizard, many of the names and other items you enter
are stored as AutoText entries so that later you can easily use them. To keep the
list from becoming too long, a maximum of 50 entries is stored for each letter
item.

Security Because AutoText entries are stored in files, do not use AutoText
entries to store sensitive data in files that you distribute.

My drawing object disappeared when I used the Letter Wizard.

If you anchor a drawing object — such as an AutoShape — to a paragraph in
your document that the Letter Wizard changes, Microsoft Word may delete the
drawing object. For example, if you anchor an AutoShape to a paragraph that
you have formatted with the Date style, and you change the Date line on the
Letter Format tab in the Letter Wizard, Word removes the AutoShape.

To restore your drawing object, click Undo /| until the object reappears. Anchor

the drawing object to a paragraph that is not a Letter Wizard element — such as
the body of the letter — and then run the Letter Wizard again.

I can't use my letter template in the Letter Wizard.

e The template is not stored in the correct location For a template to be
available through the Letter Wizard, you must store the template in the
Templates folder.

e The template name does not contain "letter” or "ltr" For the Letter
Wizard to recognize a template as a letter template, the template file name
must contain "letter" or "ltr" — for example, "Form letter.dot" or
"Marketing.Itr.dot."

My mail merge field changed when I used the Letter Wizard.

When you create a mail merge main document and then run the Letter Wizard,



the Letter Wizard replaces some merge fields with the { AUTOTEXTLIST }
field.

Replace the { AUTOTEXTLIST } field after closing the Letter
Wizard

1. On the Tools menu, click Options, and then click the View tab.
2. Select the Field codes check box.
3. In the letter, delete the { AUTOTEXTLIST } field, and then reinsert your

merge field by clicking Insert Merge Field =/ on the Mail Merge toolbar.

The headers and footers in my letter template don't appear when I use the
Letter Wizard.

If your letter template contains headers and footers, make sure you have checked
the Include header and footer with page design check box on the Letter
Format tab of the Letter Wizard.

Parts of my letter appear as { AUTOTEXTLIST }.

When you set Microsoft Word to display field codes, you see the name of the
field instead of the result. To hide field codes, press ALT+F9.
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Remove a tab from the Templates
dialog box

1. Run the Microsoft Office Setup program.

How?

1. Quit all programs.
2. Click Start, click Control Panel, click Add or Remove Programs,
and do one of the following:
= If you installed Microsoft Word as part of Office, click Microsoft
Office 2003 in the Currently installed programs box, and then
click the Change button.
= If you installed Word individually, click Microsoft Office
Word 2003 in the Currently installed programs box, and then
click the Change button.
2. On the Maintenance Mode Options screen, click Add or Remove
Features, and then click Next.
3. On the Custom Setup screen, select the Choose advanced customization
of applications check box, and then click Next.
4. On the Advanced Customization screen, click the expand indicator = next
to Microsoft Word for Windows.
5. Click the expand indicator = next to Wizards and Templates.
6. For each tab that you want to remove in the Templates dialog box, click the
arrow next to the name of the tab, and then click Not Available.
7. Click Update.

The next time you open the Templates dialog box, the tabs you made
unavailable will not appear.
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About headers and footers

Headers and footers are areas in the top and bottom margins of each page in a
document.

You can insert text or graphics in headers and footers— for example, page
numbers, the date, a company logo, the document's title or file name, or the
author's name— that are printed at the top or bottom of each page in a document.

You can work in the header and footer areas by clicking Header and Footer on
the View menu.

Headers and footers on a Web page

Headers and footers appear only in print layout view and in printed documents.

Headers and footers do not appear or print in Web documents displayed in
browsers. However, they are retained in the Web document, so they will appear
when you go back to the .doc format of the document.

If you’ve created a Web page that uses frames, you can also create a header or
footer by adding a header frame or adding a footer frame.
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Insert headers and footers

Do one of the following:

i

Create the same header or footer for each page

On the View menu, click Header and Footer to open the header or footer
area on a page.

To create a header, enter text or graphics in the header area.

To create a footer, click Switch Between Header and Footer |=! on the
Header and Footer toolbar to move to the footer area, and then enter text
or graphics.

If necessary, format text by using buttons on the Formatting toolbar.
When you finish, click Cloese on the Header and Footer toolbar.

Tips

The text or graphic you enter in a header or footer is automatically left
aligned. You may want to center the item instead or include multiple items
(for example, a left-aligned date and a right-aligned page number). To
center an item, press TAB; to right align an item, press TAB twice.

You can also use buttons on the Header and Footer toolbar to enter text
into the header and footer area.

Create a different first page header or footer

You can leave the header or footer off the first page or create a unique first page
header or footer for the first page in a document or the first page of each section
within a document.

1.

If your document is divided into sections, click in a section or select
multiple sections you want to change. Click anywhere if your document is
not divided into sections.

On the View menu, click Header and Footer.

On the Header and Footer toolbar, click Page Setup Fal,




4. Click the Layout tab.

Select the Different first page check box, and then click OK.

6. If necessary, click Show Previous =/ or Show Next =+ on the Header and
Footer toolbar to move into the First Page Header area or First Page
Footer area.

7. Create the header or footer for the first page of the document or section.

i

If you don't want a header or footer on the first page, leave the header and
footer areas blank.

8. To move to the header or footer for the rest of the document or section,
click Show Next |+ on the Header and Footer toolbar. Then create the
header or footer you want.

Create different headers or footers for odd and even pages

On the View menu, click Header and Footer.

On the Header and Footer toolbar, click Page Setup Fal,

Click the Layout tab.

Select the Different odd and even check box, and then click OK.

If necessary, click Show Previous = or Show Next =+ on the Header and
Footer toolbar to move into the odd or even header or footer areas.

Create the header or footer for odd-numbered pages in the Odd Page
Header or Odd Page Footer area and create the header or footer for even-
numbered pages in the Even Page Header or Even Page Footer area.

ARl e
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Create a different header or footer for part of a document

A document must first be divided into sections in order to create a different
header or footer for part of a document.

1. If you haven't done so already, insert a section break where you want to
start a new section that contains a different header or footer.

How?

1. Click where you want to insert a section break.
2. On the Insert menu, click Break.




3. Under Section break types, click the option that describes where you
want the new section to begin.

. Click in the section for which you want to create a different header or

footer.

. On the View menu, click Header and Footer.

. On the Header and Footer toolbar, click Link to Previous 5= to break the

connection between the header and footer in the current section and the

previous section.

Microsoft Word no longer displays "Same as Previous" in the upper-right
corner of the header or footer.

. Change the existing header or footer, or create a new one for this section.
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Insert the chapter number and title in
a header or footer

A document must first be divided into sections in order to insert chapter numbers
and titles into headers and footers.

1. If you haven't done so already, insert a section break where you want to
start a new section that contains a different chapter.

How?

1. Click where you want to insert a section break.

2. On the Insert menu, click Break.

3. Under Section break types, click the option that describes where you
want the new section to begin.

Note If you have already inserted a page break to cause the chapter to
start on a new page, delete the page break and replace it with a section
break that starts on a new page.

2. Apply a built-in heading style to the chapter number and chapter title by
clicking a heading style in the Style box on the Formatting toolbar.

Or to have Microsoft Word automatically number headings, use the Bullets
and Numbering dialog box to format chapter headings.

How?

1. On the Format menu, click Bullets and Numbering, and then click
the Outline Numbered tab.

2. Click a chapter-numbering style (one that includes the text "Heading
1" or "Heading 2," and so on), and then click OK.

3. Type the text you want for the numbered heading, and then press
ENTER.



3.
4.

5.

4. To add the next numbered heading, go to the next chapter heading,
click the arrow next to the Style box on the Formatting toolbar, and
then select the heading style you specified in step 2.

In the first chapter, on the View menu, click Header and Footer.

If necessary, move the insertion point to the header or footer you want to
change.

Insert the chapter number or title.

How?

1. On the Insert menu, point to Reference, and then click Cross-
reference.
2. In the Reference type box, click Heading.
3. In the For which heading box, click the heading that contains the
chapter number and title.
4. In the Insert reference to box, select what you want to insert in the
header or footer. For example,
= Click Heading number to insert the chapter number.
» (Click Heading text to insert the chapter heading.
5. Click Insert, and then click Close.
Click Show Next =/ to move to the header or footer of the next chapter.
If the header or footer in this chapter matches the one you just created, click
Link to Previous |>7/ on the Header and Footer toolbar to break the
connection between the header or footer in the current chapter and the
previous chapter.
If there's already text in the header or footer that you don't want, delete the
text before inserting the chapter number and title.
Repeat step 5 to insert the chapter number or title of the current chapter.

. For each chapter in the document, repeat steps 5 through 9.
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Change headers or footers

Do any of the following:

1.
2.

3.

Edit or format a header or footer

On the View menu, click Header and Footer.

If necessary, click Show Previous = or Show Next =+ on the Header and
Footer toolbar to move to the header or footer you want to change.

Make your changes to the header or footer. For example, revise text, change
the font, apply bold format, or apply a different font color.

When you change a header or footer, Microsoft Word automatically
changes the same header or footer throughout the document, unless the
document contains different headers or footers in a section.

Tip

In print layout view, you can quickly switch between the header or footer
and the document text. Just double-click the dimmed header or footer or the
dimmed document text.

Change the first page header or footer

You can leave the header or footer off the first page or create a unique first page
header or footer for the first page in a document or the first page of each section
within a document.

1.

ok Wy

If your document is divided into sections, click in a section or select
multiple sections you want to change. Click anywhere in the document if
your document is not divided into sections.

On the View menu, click Header and Footer.

On the Header and Footer toolbar, click Page Setup Fal,

Click the Layout tab.

Select the Different first page check box, and then click OK.

If necessary, click Show Previous = or Show Next =+ on the Header and




Footer toolbar to move into the First Page Header area or First Page
Footer area.
7. Create the header or footer for the first page of the document or section.

If you don't want a header or footer on the first page, leave the header and
footer areas blank.

Change the headers or footers for odd and even pages

On the View menu, click Header and Footer.

On the Header and Footer toolbar, click Page Setup Fal,

Click the Layout tab.

Select the Different odd and even check box, and then click OK.

If necessary, click Show Previous = or Show Next =+ on the Header and
Footer toolbar to move into the odd or even header or footer areas.

Create the header or footer for odd-numbered pages in the Odd Page
Header or Odd Page Footer area, and create the header or footer for even-
numbered pages in the Even Page Header or Even Page Footer area.
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Change the headers or footers for part of a document

A document must first be divided into sections in order to create a different
header or footer for part of a document.

1. If you haven't done so already, insert a section break where you want to
start a new section that contains a different header or footer.

How?

1. Click where you want to insert a section break.
2. On the Insert menu, click Break.
3. Under Section break types, click the option that describes where you
want the new section to begin.
2. Click in the section for which you want to create a different header or
footer.
3. On the View menu, click Header and Footer.
4. On the Header and Footer toolbar, click Link to Previous [5=| to break the
connection between the header and footer in the current section and the




previous section.

Microsoft Word no longer displays "Same as Previous" in the upper-right
corner of the header or footer.

. Change the existing header or footer, or create a new one for this section.

Change different headers and footers back

. Click in the section that contains the header or footer you want to make the
same as the header or footer in the previous section.

. On the View menu, click Header and Footer.

. If necessary, click Show Previous Z] or Show Next =+ on the Header and
Footer toolbar to move to the header or footer you want to change.

. On the Header and Footer toolbar, click Link to Previous [5%| to reconnect
the header and footer in the current section to those in the previous section.
. Microsoft Word will ask if you want to delete the header and footer and
connect to the header and footer in the previous section. Click Yes.
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Position headers and footers

Do any of the following:

Adjust the horizontal position

Center a header or footer, or align it with the left or right margin.

1.

2.

On the View menu, click Header and Footer.

If necessary, click Show Previous = or Show Next =+ on the Header and
Footer toolbar to move to the header or footer you want to adjust.

On the Formatting toolbar, click an alignment button.

Tip

Use the preset tab stops in the headers and footers to quickly center an item
or align multiple items (for example, align the date on the left and page
numbers on the right). To center an item, press TAB; to right align an item,
press TAB twice.

Adjust the vertical position

Adjust the distance from the top or bottom edge of the page.

ok W

On the View menu, click Header and Footer.

If necessary, click Show Previous = or Show Next =+ on the Header and
Footer toolbar to move to the header or footer you want to adjust.

On the Header and Footer toolbar, click Page Setup Fal,

Click the Layout tab.

In the Header box, enter the distance you want from the top edge of the
page to the top of the header.

In the Footer box, enter the distance you want from the bottom edge of the
page to the bottom of the footer.



Change the distance between the document text and a header or footer

Adjust the amount of space that appears between the document text and the
header or footer.

1.
2.

On the View menu, click Header and Footer.

If necessary, click Show Previous = or Show Next =+ on the Header and
Footer toolbar to move to the header or footer you want to adjust.

On the vertical ruler, point to either the top or bottom margin boundary.

T— Margin boundary

When the pointer becomes a double-headed arrow, drag the top or bottom
margin up or down.
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Delete a header or footer

When you delete a header or footer, Microsoft Word automatically deletes the
same header or footer throughout the entire document. To delete a header or
footer for part of a document, you must first divide the document into sections
and then create a different header or footer for part of a document.

1. On the View menu, click Header and Footer.

2. If necessary, click Show Previous 7| or Show Next =+ on the Header and
Footer toolbar to move to the header or footer you want to delete.

3. In the header or footer area, select the text and graphics and press DELETE.
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Troubleshoot headers and footers

The headers and footers have disappeared.

Make sure that you're in print layout view. Headers and footers appear only in
print layout view and in printed documents. Headers and footers do not appear or
print in Web layout view or in browsers.

When you save your document as a Web page, the headers and footers no longer
appear or print. However, they are retained in the Web document, so they appear
when you go back to the .doc format of the document. If you've created a Web
page that uses frames, you can also create a header or footer by adding a header
frame or adding a footer frame.

The header or footer doesn't appear on the first page.

Make sure that you're in print layout view. If your document is divided into
sections, click in a section or select multiple sections in which you want the
header or footer to appear on the first page. On the File menu, click Page Setup,
click the Layout tab, and then clear the Different first page check box.

I changed the header or footer for a section, and all the other section
headers or footers changed as well.

When you change the header or footer for a section, Microsoft Word
automatically changes the same header or footer for all sections of the document.

To create a different header or footer for a section, you need to break the
connection between the sections. Click in the section for which you want to
create a different header or footer. On the Header and Footer toolbar, click

Link to Previous (57| to break the connection between the header and footer in
the current section and the previous one.

The header or footer is missing or only partially printed.

You may have placed the text in the nonprinting area of the page. Check your



printer manual to see how close to the edge of the paper your printer can print.

On the File menu, click Page Setup, and then click the Layout tab. Under From
edge, enter a value that's larger than your printer's minimum margin setting.

The Show Previous and Show Next buttons don't work.

Use the Show Previous Z] and Show Next =+ buttons to move to the previous
or next header or footer that is different than the current header or footer. If
headers and footers are the same throughout the document, the insertion point
won't move from the current header or footer. If a document contains different
headers or footers in sections, however, the insertion point will move from the
header and footer in one section to another. You can also use the buttons to move
from an odd header or footer to an even header or footer, or to move from a
unique first page header or footer to the next header or footer.

The Link to Previous button doesn't work.

The Link to Previous [57| button is not available unless a document is divided
into sections, and is not available in the first section in a document.

I see {PAGE}, {DATE}, or another code appear in the header or footer.

When you add page numbers, dates, times, and so on to a header or footer,
Microsoft Word inserts fields for these items. Fields ensure that page numbers
are automatically updated as you change the document and that dates, times, and
other items are updated when you print the document. If you see field codes such
as {PAGE} or {DATE} instead of the actual page numbers, dates, times, and so
on, press ALT+F9.

I don't see the correct date, time, title, or other item appear in the header or
footer.

If you inserted the date and time by clicking Date and Time on the Insert menu,
make sure that you select the Update automatically check box in the Date and
Time dialog box. When you add dates, times, titles, and so on to a header or
footer, Microsoft Word inserts fields for these items. You can update a field at
any time by clicking the item and pressing F9.



I need to set up different odd and even headers or footers for a template
that has only one page of text.

To set up different headers or footers for odd and even pages— or for a different
first page— insert a manual page break in the one-page template, create the
headers or footers you want, and then delete the page break. Then create a
document based on the template. The headers and footers will appear when the
document becomes more than one page.
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About master documents

A master document contains links to a set of related subdocuments. Use a master
document to organize and maintain a long document by dividing it into smaller,
more manageable subdocuments. In a workgroup, store a master document on a
network to share ownership of a document by dividing it into individual
subdocuments.

Understanding master document and subdocument creation

To create a master document, you start with an outline and then designate
headings in the outline as subdocuments. You can also add an existing document
to a master document to make it a subdocument.

Working with a master document

A master document allows you to create a table of contents, index, cross-
references, and headers and footers for all of the subdocuments.

You can use outline view to work in a master document. For example, you can:
e Expand or collapse subdocuments or change views to show or hide detail.

¢ Quickly change the structure of the document by adding, removing,
combining, splitting, renaming, and rearranging subdocuments.

Working with subdocuments

To work with the contents of a subdocument, open it from the master document.
When subdocuments are collapsed in the master document, each subdocument
appears as a hyperlink. When you click the hyperlink, Microsoft Word displays
the subdocument in a separate document window.

Using templates and formatting in a master document

The template you use for a master document controls the styles used when you



view and print the entire document. You can also use different templates— or
use different settings within the templates— for the master document and for
individual subdocuments.

Protecting shared master documents from unauthorized access

If someone is currently working on a subdocument, the document is "locked" to
you and others. This means that you can view the subdocument, but you can't
modify it until the other person closes the subdocument.

If you want to prevent unauthorized users from viewing or changing a master
document or subdocument, you can open the document and assign a password to
limit access to the document. You can also set an option to open the file as read-
only. (Note that if you set file sharing to the read-only option, the subdocument
is "locked" to other users.)



Show All



Combine or split subdocuments

On the View menu, click Outline.

If the subdocuments are collapsed, on the Outlining toolbar, click Expand
Subdocuments 2.

If the subdocuments you want to combine or split are locked, unlock them.

How?

1. Click anywhere in the subdocument you want to unlock.
2. On the Outlining toolbar, click Lock Document &,

Do one of the following:

Combine subdocuments

If you do not see the subdocument icon &, click Master Document View || on
the Outlining toolbar.

1.

4.

Move the subdocuments you want to combine so that they are next to one
another.

How?

1. To select the subdocument you want to move, click its subdocument
icon @. To select multiple adjacent subdocuments, click the first icon,
and then hold down SHIFT as you click the last icon in the group.

2. Drag the subdocument icon to a new location.

Select the first subdocument you want to combine by clicking its
subdocument icon =.

Hold down SHIFT as you click the last subdocument icon in the group of
subdocuments that you want to combine.

On the Outlining toolbar, click Merge Subdocument B3],

Notes



e When you save the master document, Microsoft Word saves the combined
subdocuments with the file name of the first subdocument in the
combination.

e When you combine subdocuments (for example, documents A, B, and C),
the "uncombined" versions of the subdocument files (documents B and C)
remain in their original location.

Split a subdocument into two subdocuments

1. Create a heading for the new subdocument. Then apply a built-in heading
style or outline level to the heading.

How?

o On the Outlining toolbar, click Promete | *|to increase the heading
level.
o On the Outlining toolbar, click Demote |7 | to decrease the heading
level.
2. Select the heading for the new subdocument.
3. On the Outlining toolbar, click Split Subdecument [E].

Notes

When you save the master document, Microsoft Word assigns a file name to the
new subdocument based on the first characters in the subdocument's heading.

If you combine subdocuments and then split them back into separate documents,
Word saves the split subdocument with a new file name.
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Convert a subdocument into part of
the master document

1. On the View menu, click Outline.

2. If the subdocuments are collapsed, click Expand Subdocuments 5/ on the
Outlining toolbar.

3. If the subdocument you want to convert is locked, unlock it.

How?

1. Click anywhere in the subdocument you want to unlock.
2. On the Outlining toolbar, click Lock Document &,

4. Click the subdocument icon & for the subdocument you want to convert.
(Click Master Document View |=| on the Outlining toolbar if you cannot
see the subdocument icon =.)

5. On the Outlining toolbar, click Remove Subdocument ],
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Create a master document and
subdocuments

To create a master document, you start with an outline and then you create new
subdocuments or add existing documents to it.

Decide on a location for your documents

1.

2.

In Microsoft Windows Explorer, designate a folder that you can use to store
your master document and subdocuments.

If you want to use existing Microsoft Word documents as subdocuments,
move these existing documents into the folder.

Create the master document

Do one of the following:

N

Outline a new master document

Click New Blank Document |-!| on the Standard toolbar.

On the View menu, click Outline.

Type headings for the document title and each subdocument. Make sure to
press ENTER after typing each heading.

Word formats the headings with the built-in heading style Heading 1.

Assign a heading style to each heading (for example, use Heading 1 for the
title and Heading 2 for each subdocument). To do this, use the buttons on
the Outlining toolbar:

o Click Promote [ *] to increase the heading level.

o Click Demote |7 to decrease the heading level.

Convert an existing document to a master document

Open the document that you want to use as your master document.



2. On the View menu, click Outline.

3. Assign a heading style to each heading (for example, use Heading 1 for the
title and Heading 2 for each subdocument). To do this, use the buttons on
the Outlining toolbar:

o Click Promote | *] to increase the heading level.
o Click Demote |7 to decrease the heading level.
4. As necessary, for any content that is not a heading, select the content and

click Demote to Body Text on the Outlining toolbar.

Add subdocuments to the master document

Do one or both of the following:

Create a subdocument from an outline heading

You must have a master document outline to create a subdocument from an
outline heading.

1. On the View menu, click Outline.
2. In the master document, select the headings and text you want to separate
into subdocuments.

Make sure that the first heading in the selection is formatted with the
heading style or outline level you want to use for the beginning of each
subdocument. For example, if the selection begins with Heading 2, Word
creates a new subdocument at each Heading 2 in the selected text.

3. On the Outlining toolbar, click Create Subdocument @],

Word inserts a continuous section break before and after each subdocument.

Notes

¢ If the Create Subdocument button isn't available, you need to first click
Expand Subdocuments =,

e After you add a subdocument to a master document, do not move or delete
it unless you first remove it from the master document.
e Rename a subdocument only from within the master document.



Insert an existing Word document into a master document

1. Open the master document and click Outline on the View menu.

2. If the subdocuments are collapsed, click Expand Subdocuments 5/ on the
Outlining toolbar.

3. Click where you want to add the existing document.

Make sure to click a blank line between existing subdocuments.

4. On the Outlining toolbar, click Insert Subdocument i)
In the File name box, enter the name of the document you want to add, and
then click Open.

i

Microsoft Word inserts a next page section break before the subdocument and a
continuous section break after it.

Save the master document

1. On the File menu, click Save As.
2. Select the location you designated at the beginning of this procedure, type a
file name for the master document, and then click Save.

Word automatically assigns a file name to each new subdocument based on the
first characters in the subdocument's heading in the master document outline. For
example, a subdocument that begins with the outline heading "Chapter 1" might
be named "Chapter 1.doc."
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Delete a subdocument from a master
document

1. On the View menu, click Outline.

2. If the subdocuments are collapsed, click Expand Subdocuments 5/ on the
Outlining toolbar.

3. If the subdocuments you want to remove are locked, unlock them.

How?

1. Click anywhere in the subdocument you want to unlock.
2. On the Outlining toolbar, click Lock Document &,

4. Click the subdocument icon = for the subdocument you want to remove.
(Click Master Document View |=| on the Outlining toolbar if you cannot
see the subdocument icon =.)

5. Press DELETE.

Note When you delete a subdocument from a master document, the
subdocument file remains in its original location.
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Expand or collapse subdocuments

1. On the View menu, click Outline.
2. On the Outlining toolbar, click Expand Subdocuments = or Collapse
Subdocuments =/
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Insert an existing Word document
into a master document

1. Open the master document and click Outline on the View menu.

2. If the subdocuments are collapsed, click Expand Subdocuments 5/ on the
Outlining toolbar.

3. Click where you want to add the existing document.

Make sure to click a blank line between existing subdocuments.

4. On the Outlining toolbar, click Insert Subdocument i)
In the File name box, enter the name of the document you want to add, and
then click Open.

i

Microsoft Word inserts a next page section break before the subdocument and a
continuous section break after it.
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L.ock or unlock a subdocument

1. On the View menu, click Outline.

2. If the subdocuments are collapsed, on the Outlining toolbar, click Expand
Subdocuments 2,

3. Click anywhere in the subdocument you want to lock or unlock.

4. On the Outlining toolbar, click Lock Document &,

Notes
Microsoft Word locks subdocuments in the following cases:
e The subdocuments are collapsed.

e The master document is shared by a workgroup, and someone else is
currently working on the subdocument.
e Someone who previously worked on the subdocument set file sharing to the

read-only option.
e The subdocument is stored on a read-only file share.
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Open a subdocument from within a
master document

1. On the View menu, click Outline.

2. If the subdocuments are collapsed, click Expand Subdocuments 5/ on the
Outlining toolbar.

3. If a subdocument is locked (a lock icon appears below the subdocument

icon %), unlock the subdocument.

How?

1. Click anywhere in the subdocument you want to unlock.
2. On the Outlining toolbar, click Lock Document &,

4. Double-click the subdocument icon = of the subdocument you want to
open.

5. To close the subdocument and return to the master document, click Close
on the File menu.

Note If you share the master document with a workgroup, collapse the
subdocuments before you close the master document so that others can gain
access to them.
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Add page numbers to a master
document or subdocuments

Do one of the following:

N

=

® N

10.

Number pages consecutively for the entire master document

On the View menu, click Print Layout.

On the Insert menu, click Page Numbers.

In the Position box, specify whether to print page numbers in the header at
the top of the page or in the footer at the bottom of the page.

In the Alignment box, specify whether to align page numbers left, center,
or right relative to the left and right margins, or inside or outside relative to
the page edges that will be bound.

If you don't want a number on the first page, clear the Show number on
first page check box.

Select any other options you want.

Restart page numbers at the beginning of each subdocument

Open the first subdocument in the master document.

On the View menu, click Print Layout.

On the Insert menu, click Page Numbers.

In the Position box, specify whether to print page numbers in the header at
the top of the page or in the footer at the bottom of the page.

In the Alignment box, specify whether to align page numbers left, center,
or right relative to the left and right margins, or inside or outside relative to
the page edges that will be bound.

If you don't want a number on the first page, clear the Show number on
first page check box.

Click Format.

In the Start at box, type 1.

To close the subdocument and return to the master document, click Close
on the File menu.

Repeat steps 2 through 9 for each subdocument in the master document.
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Print a master document

Printing a master document is a fast way to print all the subdocuments without
opening them individually.

1. On the View menu, click Outline.

2. If the subdocuments are collapsed, click Expand Subdocuments 2/ on the
Outlining toolbar.

3. Expand or collapse headings to display as much of the document as you
want to print.

How?

Collapse any of the following:

All body text to see headings only

o Position the insertion point in the first heading. On the Outlining
toolbar, click Collapse =l

Note To redisplay body text, position the insertion point in the first
heading, and then click Expand [+],

All body text except the first line in each paragraph

o On the Outlining toolbar, click Show First Line Only =l An ellipsis
(...) after the first line indicates that additional lines of text are
collapsed.

Note To redisplay text, click the button again.

Text below a specific heading level

o On the Outlining toolbar, click the lowest heading you want to display

in the Show Level box. For example, click Show Level gshow Level 3 v
in the Show Level box to display heading levels 1 through 3.



Note To redisplay all levels, click Show All Levels in the Show Level box.

All subheadings and body text under a heading

o Double-click the outline symbol & next to the heading.

Note To redisplay all subheadings and body text under a heading, double-
click the outline symbol < again.

Text under a heading, one level at a time

o Position the insertion point in the heading. On the Outlining toolbar,
click Collapse =l

Note To redisplay text, click Expand [+],

If you select a heading that includes collapsed subordinate text, the
collapsed text is also selected (even though it's not visible). Any changes
you make to the heading— such as moving, copying, or deleting it— also
affect the collapsed text.

4. Click Print =! on the Standard toolbar.
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Rearrange subdocuments within a
master document

1. On the View menu, click Outline.

2. If the subdocuments are collapsed, click Expand Subdocuments 5/ on the
Outlining toolbar.

3. If the subdocuments you want to rearrange are locked, unlock them.

How?

1. Click anywhere in the subdocument you want to unlock.
2. On the Outlining toolbar, click Lock Document &,

4. To select the subdocument you want to move, click its subdocument icon =.
To select multiple adjacent subdocuments, click the first icon, and then hold
down SHIFT as you click the last icon in the group. (Click Master
Document View [/ on the Outlining toolbar if you cannot see the
subdocument icon &.)

5. Drag the subdocument icon to a new location.

Tip

You can also move text or graphics between subdocuments. To do this, expand
the subdocuments and switch to print layout view.
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Rename a subdocument

6.

7.

On the View menu, click Outline.

If the subdocuments are expanded, click Collapse Subdocuments 2] on
the Outlining toolbar.

Press CTRL and click the hyperlink of the subdocument you want to
rename.

On the File menu, click Save As.

Enter a new file name or location for the subdocument, and then click Save.
To close the subdocument and return to the master document, click Close
on the File menu.

Save and close the master document.

Note When you rename a subdocument, the previous version of the
subdocument file remains in its original location. If you want, you can delete this
subdocument file.
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Troubleshoot master documents and
subdocuments

Revising content

I tracked changes in a subdocument, but I don't see revision marks.

The subdocument might be collapsed. To view the subdocument, display the
master document in outline view, and then click Expand Subdocuments = on
the Outlining toolbar.

You can also view tracked changes by opening the subdocument.

Subdocument buttons are unavailable on the Outlining toolbar.

e Subdocuments might be collapsed in the master document When the
subdocuments are collapsed, some of the buttons on the Outlining toolbar
are not available. To use the buttons, click Expand Subdocuments = on
the Outlining toolbar.

¢ Subdocuments might be locked When a subdocument is locked, you
cannot modify it.



Customizing formats and layout

Styles look different in the expanded master document and individual
subdocuments.

You can use different templates— or use different settings within the templates
— for the master document and for individual subdocuments. When you view or
print a subdocument as part of the expanded master document, Microsoft Word
displays or prints the subdocument using the styles from the master document's
template.

To view or print the subdocument using the styles from its original template,
open the subdocument in its own window. If you want to use the same template
for the master document and the subdocuments, attach the master document's
template to each subdocument.

When I print a master document, the wrong page numbers or headers and
footers appear at the beginning of each section.

To use the same section formatting (such as page number, headers, or footers)
throughout the entire master document, set the formats in the master document.

To change the page numbers, headers, or footers for an individual subdocument,
open the subdocument and set the formats you want.

When I view a master document, heading numbers don't appear.

You probably opened a subdocument and applied heading numbering to it. In
this case, Microsoft Word attaches the heading numbering formats to the heading
styles or outline levels stored in the subdocument's template (instead of in the
master document's template). When you view the subdocument as part of the
expanded master document, Word displays the subdocument using the heading
styles or outline levels from the master document's template. To view the
subdocument using the heading styles or outline levels from its original
template, open the subdocument in its own window. To apply heading
numbering to the entire master document, do so within the master document.




I can't view or print a graphic in a master document.

The graphic might be formatted as a floating graphic. To view the graphic, click
Print Layout or Web Layout on the View menu. To print the graphic, make it

an inline graphic.



Updating cross-document references

I can't link text boxes in my subdocuments.

You might be trying to link text boxes that are in different subdocuments. To link
text boxes in a master document, the text boxes must be in the same
subdocument. Move or copy the text boxes to the same subdocument and try
again.

When I open a subdocument, some of the cross-references are replaced by
"Error! Reference source not found." or "Error! Bookmark not defined."

To update cross-references to other subdocuments, you must work on the
subdocuments from within the master document; you can't update such cross-
references while working on an open subdocument. Close the subdocument,
open the master document, and then expand the subdocuments. Select the text
that contains the error messages, and then press F9 to update the cross-
references.

My table of contents or index contains error messages instead of page

numbers.

The table of contents or index is probably in a subdocument. To update such an
index or table of contents, you must work on the subdocument from within the
master document; you can't update it while working on it as an open
subdocument. Close the subdocument that contains the table of contents or
index, and then open the master document. Expand the subdocuments. Click
anywhere in the table of contents or index, and then press F9 to update the page
numbers.



Managing files

When I created subdocuments, Word divided them at the wrong place.

When you create subdocuments, make sure that you select all of the text that you
want to divide into subdocuments. The selection begins with the heading style or
outline level you want to use to signify the beginning of each subdocument.
Microsoft Word uses the first heading in the selection to determine where to
create subdocuments. For example, if the selection begins with text formatted
with the Heading 3 style, Word creates a new subdocument at each Heading 3 in
the selection, even if the selection contains text formatted with the Heading 1 or
Heading 2 style.

I need to find the file name and location of each subdocument.

To view the file name and location of each subdocument, display the master
document in outline view and then collapse the subdocuments. The
subdocument's hyperlink display text shows the file name and location. If part of
the file name or location isn't visible on the screen, you can rest the pointer over
the hyperlink display text; the file name and location appear in a pop-up window.
If you want to rename or move a subdocument, you must do so by opening the
document from within the master document and using the Save As command
from within the subdocument.

The master document can't find or recognize the subdocument.

You or someone else may have renamed the subdocument from Microsoft
Windows Explorer. When you rename or move a subdocument, you should do so
from within the master document (that is, you should open the subdocument
from within the master document and then rename the file).

I can't see the master document toolbar buttons.

To display the master document toolbar buttons, click Master Document View
on the Outlining toolbar.



I can't turn on or off master document view.

e Master document view is combined with outline view Use outline view
to work with a master document and subdocuments. To create or change a
master document, click Outline on the View menu. To view the entire
master document, click Normal or Print Layout on the View menu.

e The document might be protected When a document is protected, the
Outline command (View menu) might not be available, so you cannot use
the Outlining toolbar to work with master documents and subdocuments.



Opening or saving files

Word won't save my master document and the subdocuments in it.

The maximum number of subdocuments allowed in a master document depends
on the number of files you have open, the size of the files you have open, the
number of programs you are running, the amount of computer memory, the
operating system you are using, and other system configurations. If you reach
this limit when you save the master document, Microsoft Word can't save your
documents. You can:

e Cancel saving the master document, close other programs, and then try
saving again.

e Convert some of the subdocuments into master document text, and then
save the master document.

e Use an INCLUDETEXT field to insert the contents of one subdocument
into another.

e Remove the subdocuments from the master document, and then save the
master document.

You can then copy the text from the subdocuments into a regular Word
document.

When I saved my master document to a different folder, the subdocuments
weren't saved with it.

To work with a master document and subdocuments in a new location, first do
the following:

1. Display the master document in outline view.

2. Open the subdocument that you want to save to a new location. If the
subdocuments are collapsed, click the hyperlink of the subdocument you
want to open. If the subdocuments are expanded, double-click the

subdocument icon of the subdocument you want to
open. If you cannot see the subdocument icon, click Master Document
View |2/ on the Outlining toolbar.

3. On the File menu, click Save As.



4. To save the copy in a different folder, click a different location in the Save

in box, or click a different folder name in the folder list, or both.

In the File name box, type a new name for the document.

Click Save.

7. On the File menu, click Close. Repeat steps 2 through 6 for each
subdocument, and then save the master document to the new location.

o o

I tried to open a master document or subdocument, but I see a message
that the file is in use.

If the master document is stored on a network location, another user probably
has the master document or subdocument open. If the document is in use, you
may be able to open a copy of the document or open it read-only, but you can't
modify the original document. However, if you open a copy of the master
document or open it read-only, you can still modify the subdocuments it contains
(as long as the subdocuments are collapsed and the subdocuments are not in
use).

I opened a subdocument, but I can't make changes to it.

The subdocument is probably locked, which means that you can view the
subdocument but you can't modify it. Note that when the subdocuments are
collapsed, all subdocuments appear locked. Microsoft Word locks a
subdocument in the following cases:

¢ The master document is stored on a network location and another user
opened the subdocument in order to view or edit it If you try to unlock
the subdocument, Word displays a message. When the other user closes the
subdocument, you can unlock the document and start working on it.

¢ The subdocument's author set a read-only file sharing option If the
author set the Read-only recommended option, you can modify the
subdocument if you click No when you open the document. If the author set
the Password to modify option, you can't modify the subdocument unless
you know the password.

e The master document is stored on a read-only file share In this case,
you can't unlock the subdocuments.

I get the error message "The subdocument . . . is missing."




Microsoft Word cannot find the subdocument if any of the following is true:

¢ You move the subdocument to a different location relative to the master
document.

e The subdocument is located on a network drive that is no longer valid.

¢ You delete or rename the subdocument file.
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About ways to view a Word document

Microsoft Word has different ways for you to get a good view of your work,
depending on the task at hand.

Layout views

Use layout views while you are working on your document.

Print Layout

Work in print layout view to see how text, graphics, and other elements will be
positioned on the printed page.

This view is useful for editing headers and footers, for adjusting margins, and for
working with columns and drawing objects. If you'd like to type and edit text in
this view, you can save screen space by hiding white space at the top and bottom
of the page.

To switch to print layout view, click Print Layout on the View menu.

Web Layout

Work in Web layout view when you are creating a Web page or a document that
is viewed on the screen.




In Web layout view, backgrounds are visible, text is wrapped to fit the window,
and graphics are positioned just as they are in a Web browser.

To switch to Web layout view, click Web Layout on the View menu.

Normal

Work in normal view for typing, editing, and formatting text. Normal view
shows text formatting but simplifies the layout of the page so that you can type
and edit quickly.

In normal view, page boundaries, headers and footers, backgrounds, drawing
objects, and pictures that do not have the In line with text wrapping style do not
appear.

To switch to normal view, click Normal on the View menu.

Outline

Work in outline view to look at the structure of a document and to move, copy,
and reorganize text by dragging headings.

{hn_

In outline view, you can collapse a document to see only the main headings, or
you can expand it to see all headings and even body text.

Outline view also makes it easy to work with master documents. A master
document makes it easier to organize and maintain a long document, such as a
multipart report or a book with chapters. In outline view, page boundaries,
headers and footers, graphics, and backgrounds do not appear.




To switch to outline view, click Outline on the View menu.

Viewing modes

Use viewing modes when you want to read or move around in a document.

Reading Layout View

To read a document with a minimum of eye strain and with tools optimized for
reading, use reading layout view.

Reading layout view is designed to make reading documents on the screen more
comfortable. In this mode, Word removes distracting screen elements, such as
extraneous toolbars. Word also uses your computer's screen resolution settings to
size the document for optimum readability.

In reading layout view, you can use the Document Map or thumbnails to jump to
different sections of the document, and you can use a task pane for reading-
related activities, such as looking up or translating a word. If you want to edit the
document, click where you want to make changes, and edit the document
normally.

Reading layout view does not display the document the way the document is
formatted for printing. Text may appear larger than expected, and the page
breaks do not necessarily correspond to breaks between printed pages.

To switch to reading layout view, click Read on the Standard toolbar or
press ALT+R.

Ef Close

To turn off reading layout view, click Close
toolbar or press ALT+C.

on the Reading Layout

Thumbnails

Thumbnails are small renderings of each page in your document, displayed in a
separate pane. Thumbnails give you a visual impression of the content of each
page. You can click a thumbnail image to jump directly to a page.
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Thumbnails are available in normal view, print layout view, outline view, and
reading layout view. They are not available in Web layout view or in conjunction
with the Document Map.

Document Map

The Document Map is a separate pane that displays a list of headings in the
document. Use the Document Map to quickly navigate through the document
and keep track of your location in it.

i i
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1 Document Map pane
2 Document

When you click a heading in the Document Map, Word jumps to the
corresponding heading in the document, displays it at the top of the window, and
highlights the heading in the Document Map. You can show or hide the
Document Map at any time.

To switch to the Document Map, click Document Map on the View menu.

Previews

Use previews to see what your document will look like in its published form.



Web Page Preview

In Web page preview, you can see how your document will look in a Web
browser. If your Web browser is not already running, Word starts it
automatically. You can return to your document in Word at any time.

To switch to Web page preview, click Web Page Preview on the File menu.

Print Preview

In print preview, you can display multiple pages of a document in a reduced size.

=lE]
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In this view, you can see page breaks and watermarks, and you can make editing
or formatting changes before you print the document.

To switch to print preview, click Print Preview on the File menu.



Select a document view

Do any of the following:

¢ (Click the View menu to select Normal, Web Layout, Print Layout,
Outline, Reading Layout, Document Map, or Thumbnails.

e Click the File menu to select either Web Page Preview or Print Preview
view.
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Arrange Word documents on the
screen

Do the following to arrange documents top to bottom on the screen:

1. If the Microsoft Word documents you want to arrange are minimized,
restore the minimized documents.

How?
Do one of the following:

o On the Microsoft Windows taskbar, click the name of the document
you want to restore.
o From within Word, click the Maximize button on the title bar of the
document you want to restore.
2. On the Window menu, click Arrange All.
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Move around in a document

Some of the content in this topic may not be applicable to some languages.

Do any of the following:



Scroll through a document

Scroll through a document

After scrolling, click where you want to start typing, and then do any of the
following:

Scroll up one line
Click the up scroll arrow (=1,
Scroll down one line
Click the down scroll arrow [~
Scroll up one screen
Click above the scroll box [.
Scroll down one screen
Click below the scroll box [
Scroll to a specific page
Drag the scroll box [,
Scroll left
Click the left scroll arrow (4.
Scroll right
Click the right scroll arrow [*..
Scroll left beyond the margin, in normal view
Hold down SHIFT and click the left scroll arrow (..

Tips

e To scroll more slowly, use the arrow keys or the PAGE UP or PAGE
DOWN key on the keyboard.

e Some mouse devices and other pointing devices, such as the Microsoft
IntelliMouse, have built-in scrolling and zooming capabilities. For more
information, see the instructions for your pointing device.

Scroll through two parts of a document simultaneously by splitting the
window

1. Point to the split box at the top of the vertical scroll bar.



——Split box

2. When the pointer changes to a resize pointer <, drag the split bar to the
position you want.

Notes

e To return to a single window, double-click the split bar.

e To move or copy text between parts of a long document, split the window
into two panes. Display the text or graphics you want to move or copy in
one pane and the destination for the text or graphics in the other pane, and
then select and drag the text or graphics across the split bar.



Go to a specific location

N

Go to a specific page, table, or other item

On the Edit menu, click Go To.
In the Go to what box, click the type of item.
Do one of the following:
o To go to a specific item, type the name or number of the item in the
Enter box, and then click Go To.
o To go to the next or previous item of the same type, leave the Enter
box empty, and then click Next or Previous.

Browse to the next or previous page, table, or other item of the same type

On the vertical scroll bar, click Select Browse Object [o].
Click the item you want.

For example, if you want to browse to the next page, click Browse by Page

[}

To go to the next or previous item of the same type, click Next (=] or
Previous [ %

Return to a previous editing location

Microsoft Word keeps track of the last three locations where you typed or edited

text.

e To return to a previous editing location, press SHIFT+F5 until you reach

the location you want.

Note You can also use this feature to return to a previous location after saving
your document.

Find text

Use Microsoft Word to find and replace text, formatting, paragraph marks, page



breaks, and other items. You can extend your search by using wildcards and
codes.

1. On the Edit menu, click Find.
2. In the Find what box, enter the text that you want to search for.
3. Click More and select any other options that you want.

To select all instances of a specific word or phrase at once, select the
Highlight all items found in check box, and then select which portion of
the document you want to search in by clicking in the Highlight all items
found in list.

4. Click Find Next or Find All.

To cancel a search in progress, press ESC.



Navigate by using the Document Map or a table of
contents

Navigate by using the Document Map

You must format document headings with built-in heading styles in order to
display in the Document Map.

1. On the View menu, click Document Map.
2. Select the level of headings to display. Do any of the following:

o To display all headings at a specific level or higher, right-click a
heading in the Document Map, and then click a number on the shortcut
menu. For example, click Show Heading 3 to display heading levels 1
through 3.

o To collapse the subordinate headings under an individual heading,
click the minus sign (-) next to the heading.

o To display the subordinate headings under an individual heading, click
the plus sign (+) next to the heading.

3. Click a heading in the Document Map you want to navigate to. The
insertion point in the document will move to the selected heading.

4. When you no longer want to view the Document Map, click Document
Map on the View menu to close the pane.

Tip

You can also close the Document Map by double-clicking the resize bar at the
right edge of the pane.

Navigate by using a table of contents

A table of contents is a list of the headings in a document. You can use a table of



contents to get an overview of the topics discussed in a document. If you are
creating a document for the Web, you can put the table of contents in a Web
frame so that you can easily navigate through the document.

You can create a table of contents using the built-in heading styles and outline-
level formats in Microsoft Word. If you want to use your own formatting for
headings, apply custom heading styles. To use additional options for customizing
the table of contents, you can use fields. For example, you can use fields to omit
page numbers from part of the table of contents.

After you've specified the headings to include, you can choose a design and
build the finished table of contents. When you build a table of contents, Word
searches for the specified headings, sorts them by heading level, and displays the
table of contents in the document.

Ways to view a table of contents

When you display a document in print layout view, the table of contents includes
page numbers along with the headings. When you switch to Web layout view,
the headings are displayed as hyperlinks so that you can jump directly to a topic.
To quickly navigate through a document as you view it in Word, consider using
the Document Map.




View two parts of a document
simultaneously

1. Point to the split box at the top of the vertical scroll bar.

——Split box

2. When the pointer changes to a resize pointer =, drag the split bar to the
position you want.

Notes

e To return to a single window, double-click the split bar.

e To move or copy text between parts of a long document, split the window
into two panes. Display the text or graphics you want to move or copy in
one pane and the destination for the text or graphics in the other pane, and
then select and drag the text or graphics across the split bar.
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Compare documents side by side

1. Open the documents you want to compare side by side.
2. On the Window menu, click Compare Side by Side with.
3. On the Compare Side by Side toolbar, do any of the following:

o If you want to scroll through the documents at the same time, click
Synchronous Scrolling [ad],

o If you want to reset the document windows to the positions they were
in when you first started comparing documents, click Reset Window
Position 24,

4. Click Close Side by Side to stop comparing documents.

Note If you open two documents, the command on the Window menu will
include the file name of one of those documents. For example, if you open
"documentl.doc" and then "document2.doc," the Window menu shows the
command as Compare Side by Side with document2.doc.



Z.oom in on or out of a document

You can "zoom in" to get a close-up view of your document or "zoom out" to see
more of the page at a reduced size.

1. Click the arrow next to the Zoom box '%**_=' on the Standard toolbar.
2. Click the zoom setting you want.
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Show or hide formatting marks

e (Click Show/Hide 17| on the Standard toolbar.

Tip

You can also show or hide formatting marks by clicking Options on the Tools
menu and then clicking the View tab. Under Formatting marks, select or clear
the check boxes.



Show All



Show or hide white space in print
layout view

You can save screen space in print layout view by hiding the white space on the
top and bottom of each page and the gray space between pages.

e Move the insertion point to the top or bottom of the page and click the
Show White Space or Hide White Space [~/ button.

Tip

¢ You can hide white space by default by clicking Options on the Tools menu
and clearing the White space between pages check box on the View tab.



Display or hide scroll bars

1. On the Tools menu, click Options, and then click the View tab.
2. Under Show, select or clear the Horizontal scroll bar and Vertical scroll
bar check boxes.



Display a blue window background

1. On the Tools menu, click Options, and then click the General tab.
2. Select the Blue background, white text check box.
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Change the default unit of measure

You can set the default unit of measure (for example, inches or points) that
Microsoft Word uses for measurements you enter in dialog boxes and for the

Word rulers.

1. On the Tools menu, click Options, and then click the General tab.
2. In the Measurement units box, click the option you want.

Note To change the default unit of measure in dialog boxes to pixels, select the
Show pixels for HTML features check box.
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What do the underlines in my
document mean?

If text on your screen is underlined, but you didn't apply underline formatting to
it, it could appear as underlined for any of the following reasons.

Red or green wavy underlines
When you automatically check spelling and grammar, Microsoft Word uses
wavy red underlines to indicate possible spelling errors and wavy green
underlines to indicate possible grammatical errors.

Red wavy underlines in an e-mail header
Word automatically checks the names in the e-mail header against names in
the Address Book. If multiple names are found that match the name you
type, a red wavy line appears under the name, indicating that you must
choose a name.

Blue wavy underlines
Word uses wavy blue underlines to indicate possible instances of
inconsistent formatting.

Purple wavy underlines (wavy vertical lines may also appear in the margin)
In an XML document, Word uses purple wavy vertical lines and underlines
to indicate XML structure that does not adhere to the XML schema that is
attached to the document.

Note XML features, except for saving documents as XML with the Word
XML schema, are available only in Microsoft Office Professional
Edition 2003 and stand-alone Microsoft Office Word 2003.

Blue or other color underlines
Hyperlink display text is blue and underlined by default.
Purple or other color underlines
Followed hyperlinks appear as purple and underlined by default.
Red or other color single or double underlines (vertical bars may also appear in
the left or right margin)
By default, newly inserted text is marked as underlined when the Track
Changes feature is used. Vertical bars— called changed lines— may also
appear in the left or right border of text that contains tracked changes.




Purple dotted underlines
Smart tags appear with purple dotted underlines beneath text. You can use
smart tags to perform actions in Word that you'd normally open other
programs to do.
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I see something unusual in my
document

You may be seeing an editing mark, a proofing mark, a smart tag, a picture
placeholder, or another type of document indicator. Some marks, such as
formatting marks and some parts of a table, can be displayed or hidden by
clicking Show/Hide 7| on the Standard toolbar. Some marks are also only
visible in certain views, such as outline view or normal view.

Below is a list of items that might appear in your document.

Formatting marks

Tab character
An arrow
Space
A dot that appears between words
Text-wrapping break
A symbol that indicates that text is wrapping below an object, such as a
picture: s
Page break
Indicated with a dotted line in normal view
Section break
Indicated with two dotted lines when your document contains different

types of section-level formatting.
LiSREM

-
T8

1 Section formatted as a single column
2 Section formatted as two columns
Field code brace
Some information— such as a date that is automatically updated, or index
entries— is inserted as a field. If field codes are being displayed, you will
see curved braces: {DOCPROPERTY "Manager" \* Upper}.




Paragraph mark
Appears at the end of a paragraph: 1. The paragraph mark contains
paragraph formatting information.

Manual line break
Appears at the end of a line when you press SHIFT+ENTER: +

Underline

If text on your screen is underlined, but you didn't apply underline formatting to
it, it could appear as underlined for any of the following reasons.

Red or green wavy underline
When you automatically check spelling and grammar, Microsoft Word uses
wavy red underlines to indicate possible spelling errors and wavy green
underlines to indicate possible grammatical errors.

Red wavy underline in an e-mail header
Word automatically checks the names in the e-mail header against names in
the Address Book. If multiple names are found that match the name you
type, a red wavy line appears under the name, indicating that you must
choose a name.

Blue or other color underline
When you automatically check the consistency of your formatting, Word
uses wavy blue underlines to indicate possible instances of inconsistent
formatting.

Purple wavy underlines (wavy vertical lines may also appear in the margin)
In an XML document, Word uses purple wavy vertical lines and underlines
to indicate XML structure that does not adhere to the XML schema that is
attached to the document.

Note XML features, except for saving documents as XML with the Word
XML schema, are available only in Microsoft Office Professional
Edition 2003 and stand-alone Microsoft Office Word 2003.

Purple or other color underline
Followed hyperlinks appear as purple and underlined by default.
Red or other color single or double underline (vertical bars may also appear in
the left or right margin)
By default, newly inserted text is marked as underlined when the Track
Changes feature is used. Vertical bars— called changed lines— may also



appear in the left or right border of text that contains tracked changes.
Purple dotted underline

Smart tags appear with purple dotted underlines beneath their text. You can

use smart tags to perform actions in Word that you'd normally open other

programs to do.

Revision marks or tracked changes

1 Balloons and revision marks show insertions or deletions, formatting changes,
and comments.

To facilitate online review, Word allows you to easily make and view tracked
changes and comments in a document. In order to preserve the layout of your
document, Word shows some markup elements in the text of the document while
others are displayed in balloons that appear in the margin.

Tables

Some parts of a table can only be seen if you display all formatting marks by
clicking Show/Hide 7" | on the Standard toolbar.

A table cell

The smallest unit of a table:
A table column

A vertical cross-section of cells: &
A table row

A horizontal cross-section of cells: #
Table move handle

Appears at the top corner of a table, so you can move it easily:

Smart tags and other buttons within text

Smart Tag Actions button and indicator



Smart tags perform actions in Word that you'd normally open other
programs to do. The purple dotted lines beneath text in your document
indicate the smart tags, and you click the Smart Tag Actions button to
perform tasks.

o
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1 Smart Tag Actions button

2 Smart tag indicator

AutoCorrect Options button

The AutoCorrect Options button | | first appears as a small, blue box
when you rest the mouse pointer near text that was automatically corrected,
and it changes to a button icon when you point to it. If you find on occasion
that you don't want text to be corrected, you can undo a correction or turn
AutoCorrect options on or off by clicking the button and making a
selection.

Paste Options button

The Paste Options button "=/ appears just below your pasted selection after
you paste text. When you click the button, a list appears that lets you
determine how the information is pasted into your document. The available
options depend on the type of content you are pasting, the program you are
pasting from, and the format of the text in the area you are pasting to.

Outline view levels

You may see squares, plus signs, or minus signs when you are in outline
view.
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Text boxes and graphics

Link text box "pitcher" indicator

This symbol appears when you are linking two text boxes: &% Press ESC
if you do not plan to link text to another text box and want to dismiss the
pitcher pointer.

Empty rectangle
An empty rectangle could be a text box, a text frame, a picture placeholder,

or a drawing canvas.

Web pages

Sound control

Indicates a background sound in a Web page: ¢
Video Control

Indicates a video or movie:
XML tags
In an XML document, Word may display XML tags in the body of the

(« swthor{{ Firstame [ 1T ate) )
document; (Lastharmelsuq] | Jauthors)

Note XML features, except for saving documents as XML with the Word XML
schema, are available only in Microsoft Office Professional Edition 2003 and
stand-alone Microsoft Office Word 2003.
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Troubleshoot document views and
screen displays

Some of the content in this topic may not be applicable to some languages.

Dots appear between words on the screen.

The dots between words represent spaces and will not be printed. To turn off the
display of dots and other formatting marks, click Show/Hide 1 (7],

If dots still appear, click Options on the Tools menu, and then click the View
tab. Under Formatting marks, clear the Spaces check box.

I see underlines in my document.

If text on your screen is underlined, but you didn't apply underline formatting to
it, it could appear as underlined for any of the following reasons.

Red or green wavy underlines
When you automatically check spelling and grammar, Microsoft Word uses
wavy red underlines to indicate possible spelling errors and wavy green
underlines to indicate possible grammatical errors.

Red wavy underlines in an e-mail header
Word automatically checks the names in the e-mail header against names in
the Address Book. If multiple names are found that match the name you
type, a red wavy line appears under the name, indicating that you must
choose a name.

Blue wavy underlines
Word uses wavy blue underlines to indicate possible instances of
inconsistent formatting.

Purple wavy underlines (vertical wavy lines may also appear in the margin)
In an XML document, Word uses purple wavy underlines and vertical lines
to indicate XML structure that does not adhere to the XML schema that is
attached to the document.



Note XML features, except for saving documents as XML with the Word
XML schema, are available only in Microsoft Office Professional
Edition 2003 and stand-alone Microsoft Office Word 2003.

Blue or other color underlines
Hyperlink display text is blue and underlined by default.
Purple or other color underlines
Followed hyperlinks appear as purple and underlined by default.
Red or other color single or double underlines (vertical bars may also appear in
the left or right margin)
By default, newly inserted text is marked as underlined when the Track
Changes feature is used. Vertical bars— called changed lines— may also
appear in the left or right border of text that contains tracked changes.
Purple dotted underlines
Smart tags appear with purple dotted underlines beneath text. You can use
smart tags to perform actions in Word that you'd normally open other
programs to do.

I want to use a menu or a toolbar in Full Screen view.

If you want to choose menu commands in full-screen mode, rest the pointer at
the top of the screen. The menu bar appears.

I can't turn off Full Screen view.

To turn off full-screen mode and switch to the previous view, click Close Full
Screen on the Full Screen toolbar, or press ESC.

I see items in the status bar at the bottom of the screen.

The status bar, which is a horizontal area at the bottom of the document window
in Microsoft Word, provides information about the current state of what you are
viewing in the window and any other contextual information.

To display the status bar, click Options on the Tools menu, click the View tab,
and then select the Status bar check box under Show.

Page number
Shows the page number.



Sec number
Shows the section number of the page shown in the window.

Number/number
Shows the page number and the total number of pages based on the
physical page count in the document.

At measurement
Shows the distance from the top of the page to your insertion point. No
measurement is displayed if the insertion point is not in the window.

Ln number
Shows the line of text where the insertion point is located. No measurement
is displayed if the insertion point is not in the window.

Col number
Shows the distance, in number of characters, from the left margin to the
insertion point. No measurement is displayed if the insertion point is not in
the window.

REC
Shows the macro recorder status. Double-click REC to turn the macro
recorder on or off. When the recorder is off, REC appears dimmed.

TRK
Shows the track changes status. Double-click TRK to turn the Track
Changes feature on or off. When changes are not being tracked, TRK
appears dimmed.

EXT
Shows the extend selection mode status. Double-click EXT to turn the
mode on or off. When extend selection mode is off, EXT appears dimmed.

OVR
Shows the overtype mode status. Double-click OVR to turn the mode on or
off. When overtype mode is off, OVR appears dimmed.

Language
Shows the language at the insertion point. Double-click to change the
language format of selected text.

Shows the spelling and grammar checking status. When Word is in the
process of checking for errors, an animated pen appears over the book. If no
errors are found, a check mark appears. If an error is found, an "X" appears.
To resolve the error, double-click this icon.

When the spelling and grammar checker options are turned off, the
grammar checker continues to run to recognize smart tags.



If you want the spelling and grammar checker to be turned off, you also
need to turn off smart tags.

1. On the Tools menu, click AutoCorrect Options, and then click the
Smart Tags tab.

2. Clear the Label text with smart tags check box.

Shows the background save status. When a pulsating disk icon appears,
Word is saving your document in the background as you work.

Shows the background print status. When a printer icon appears, Word is
printing your document in the background as you work. A number next to
the printer icon shows the current page number being printed. To cancel the
print job, double-click the printer icon.

Some of the items on the status bar are missing or empty.

The document view and the location of the insertion point in the document can
affect what you see in the status bar. Try switching to another document view
and moving the insertion point.

My document is too wide to fit on the screen.

¢ You can "rewrap" the text (that is, readjust the line lengths) so that it fits
within the document window. If you're currently working in normal view or
print layout view, you can rewrap the text by clicking Options on the Tools
menu, clicking the View tab, and then selecting the Wrap to window check
box.

e To shrink the text so that it fits within the document window in normal view
or print layout view, click Zoom on the View menu, and then select Page
width.

Notes

¢ To have Microsoft Word automatically rewrap the text, switch to Web
layout view.

e Keep in mind that changing the document's appearance on the screen won't
affect its appearance on a printed document.



I can't find online layout view.

Online layout view has been replaced by Web layout view. In Web layout view,
Microsoft Word optimizes your Web page so that you can see how it will look
when you publish it to the Web or an intranet. In Web layout view, you can see
backgrounds, AutoShapes, and other effects that are commonly used in Web
documents or documents that you view on the screen.

Page borders do not appear.

e Switch to print layout view or print preview to see page borders. Page
borders do not appear in Web layout view, normal view, outline view,
Document Map, or Full Screen view.

e If you are viewing your document in print layout view, top and bottom page
borders will disappear if the White space between pages option is turned
off. Move the insertion point to the top or bottom of the page and click the

Show White Space button.

I cannot see the split box.

——Split box

The split box is located at the top of the vertical scroll bar. If the split box is not
available, the Document Map might be open or the vertical scroll bar might be
turned off. To use the split box, close the Document Map (View menu) or turn on
the vertical scroll bar (Tools menu, Options, View tab).

I can't turn on or off master document view.

e Master document view is combined with outline view In Microsoft
Word 2000 and later, you use outline view instead of master document view
to work with a master document and subdocuments. To create or change a
master document, click Outline on the View menu.

To view the entire master document, click Normal or Print Layout on the
View menu.



¢ The document might be protected When a document is protected, the
Outline command (View menu) might not be available, so you cannot use
the Outlining toolbar to work with master documents and subdocuments.
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About the Document Map

The Document Map is a separate pane that displays a list of headings in the
document. Use the Document Map to quickly navigate through the document
and keep track of your location in it.

i i
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2 Document

When you click a heading in the Document Map, Microsoft Word jumps to the
corresponding heading in the document, displays it at the top of the window, and
highlights the heading in the Document Map.

You can choose the level of detail to display in the Document Map. For example,
you can display all headings or only top-level headings, or show or hide detail
for individual headings. You can also set the font and size of the headings in the
Document Map and change the highlight color of the active heading.

The Document Map is different from a table of contents frames page for a Web
page. Create a table of contents frames page when you need to publish a
document for others to view in a Web browser or in Word.
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Navigate a document with the
Document Map

Document headings must be formatted with built-in heading styles in order to
display in the Document Map.

1. On the View menu, click Document Map.
2. Select the level of headings to display. Do any of the following:

o To display all headings at a specific level or higher, right-click a
heading in the Document Map, and then click a number on the shortcut
menu. For example, click Show Heading 3 to display heading levels 1
through 3.

o To collapse the subordinate headings under an individual heading,
click the minus sign (-) next to the heading.

o To display the subordinate headings under an individual heading, click
the plus sign (+) next to the heading.

3. Click a heading in the Document Map you want to navigate to. The
insertion point in the document will move to the selected heading.

4. When you no longer want to view the Document Map, click Document
Map on the View menu to close the pane.

Tip

You can also close the Document Map by double-clicking the resize bar at the
right edge of the pane.
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Change the width of the Document
Map

1 Document Map pane

2 Document

1. Point to the right edge of the Document Map pane.
2. When the pointer changes to a resize pointer +I*, drag the resize bar to the
left or right.

Note If your headings are too long to fit in the Document Map, it's not
necessary to resize the pane; just rest the pointer on a heading to view the entire
heading.
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Format text in the Document Map
pane

You can change the appearance of the headings displayed in the Document Map
pane, as well as the highlight color of the active heading in the pane. The
changes you make to the text in the Document Map will not affect the text in the
document.

On the View menu, click Document Map.

On the Format menu, click Styles and Formatting.

In the Styles and Formatting task pane, click Custom in the Show box.
In the Category list, click All styles.

In the Styles to be visible list, select the Document Map check box, and
then click OK.

In the Styles and Formatting task pane, under Pick formatting to apply,
point to Document Map, click the arrow, and then click Modify.

In the Modify Style dialog box, click Format.

8. Do one of the following:

ik

<M

>

o To set the font and font size, click Font, and then make your changes
in the font and size boxes.

o To set the highlight color, click Border, click the Shading tab, and
then select the Fill color you want.
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Troubleshoot the Document Map

The Document Map doesn't display some or all of the document's
headings.

¢ Microsoft Word may not be able to identify headings in the document
When you display the Document Map, it shows any headings that are
formatted with the built-in heading styles (Heading 1 through Heading 9) or
outline-level paragraph formats (Level 1 through Level 9).

If Word can't find any headings formatted with the heading styles or outline
levels, it automatically searches the document for paragraphs that look like
headings (for example, short lines with a larger font size). Then Word
applies an outline level to these headings and displays them in the
Document Map. If Word can't find any such headings, the Document Map
is blank.

¢ Headings may be in a table or text box When you display the Document
Map in a document that contains only a table or one or more text boxes
with heading rows or heading styles, the heading rows or styles do not
appear in the Document Map.

The Document Map disappeared.

¢ You may have switched to another view When you display the Document
Map, it is available only for the view you're currently in. If you switch to
another view, you need to click Document Map %/ on the Standard
toolbar to display the Document Map for that view.

¢ You may have added a frames page When your document contains a
frames page, you must display the Document Map in a separate window.
You can display the Document Map for the active frame only.

The Document Map doesn't open next to my frames.

When a document contains a frames page, the Document Map appears in a



separate window for the active frame only. To show the Document Map for
another frame in the frames page, display the document that contains the frames
page, click the frame you want to show the Document Map for, and then click

Document Map % on the Standard toolbar.

Picture bullets applied to headings do not display in the Document Map.

If a picture bullet is applied to a heading, the picture bullet will not display in the
Document Map. Instead, you'll see a minus sign (-) next to the heading in the
Document Map. To show bullets in the Document Map, you must use text
bullets.

I resized the Document Map, but it returned to its original width.

You may have closed and reopened the document The Document Map keeps a
custom width setting until you close the document. When you reopen the
document, Microsoft Word automatically sets the Document Map to one-fourth
the width of the window.
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About reading layout view

If you are opening a document primarily to read it, reading layout view
optimizes the reading experience. Reading layout view hides all toolbars except
for the Reading Layout and Reviewing toolbars.

Note When you open a Microsoft Word document that you have received as an
e-mail attachment, Word automatically switches to reading layout view. If you
don't want to use reading layout view for e-mail attachments, clear the Allow
starting in Reading Layout check box on the General tab of the Options
dialog box (Tools menu).

You switch to reading layout view by clicking the Read button on the
Standard toolbar or by pressing ALT+R in any view in Word.

Because the goal of reading layout view is to increase legibility, the text is
automatically displayed using Microsoft ClearType technology. You can easily
increase or decrease the size in which text is shown without affecting the size of
the font in the document.

Pages represented in reading layout view are designed to fit well on your screen;
they do not represent the pages you would see if you were to print the document.
If you want to view the document as it would appear on the printed page,
without switching to print layout view, click Actual Page 2| on the Reading
Layout toolbar.

When you want to stop reading the document, you can switch from reading
Ef Close

layout view by clicking the Close button
or by pressing ESC or ALT+C.

on the Reading Layout toolbar

If you want to modify the document, simply edit text as you read, without
switching out of reading layout view. The Reviewing toolbar is automatically
displayed in reading layout view, so you can easily use change tracking and
comments to mark up a document.

Note Text that is not in paragraphs on the page (such as WordArt or text that's in
graphics or tables) is not resized for display in reading layout view. If your



document has a complex layout — with columns or tables — or if it includes
wide graphics, the document may be easier to read in print layout view than in
reading layout view.
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Use reading layout view

1. On the Standard toolbar, click Read .

Note You can also press ALT+R to start reading.

2. Do any of the following:

Page through the document

o Use the scrollbar to move from screen to screen.
o Press PAGE DOWN and PAGE UP to move from one screen to the
next.

Tip

On the Reading Layout toolbar, click Allow Multiple Pages -4/ to
view two pages, or screens, at at time. When you move to the next
page, the previous page is always visible.

Jump to a particular screen

o Press CTRL+HOME or CTRL+END to jump to the beginning or the
end of the document.
o Type a screen number, and then press ENTER.

Note Typing a screen number works only if your insertion point is not
in the document; do not click in the document before typing the screen
number.

o On the Reading Layout toolbar, click Thumbnails , and then click
the thumbnail image of a screen to display it.

Jump to sections of the document

1. If the Document Map is not visible, on the Reading Layout toolbar,



click Document Map | F5lDocument Map |

. To jump to any heading in the document, click that heading in the
Document Map.

Highlight content you want to remember

Click Highlight on the Reviewing toolbar, and select
the text or graphic that you want to highlight. To turn off highlighting,
click the button again, or press ESC.

Note To change the highlighter color, click the arrow next to
Highlight , and click the color you want.

Revise the document

Place the insertion point where you want to revise the document, and
then make the change.

Note If you want changes to be marked, click Track Changes

on the Reviewing toolbar.

Add comments

Place the insertion point where you want to add the comment, and then
click Insert Comment |- on the Reviewing toolbar.

Accept or reject changes and delete comments

On the Reviewing toolbar, use the Previous , Next X/ | Accept
Change %], and Reject Change/Delete Comment % buttons.

Look up or translate a word, or find more information

. Select a word or phrase in the document.
. On the Reading Layout toolbar, click Research [# Eescarcn.. |

Note To select a particular type of research material, such as a



dictionary, translation dictionary, encyclopedia, or thesaurus, choose a
research service in the Research task pane.

Find or replace a word or phrase

. Click Find 2] on the Reading Layout toolbar.

. In the Find what box, enter the text that you want to search for, just as
you would in any view in Microsoft Word.

. If you want to replace the text you find in the document with some
other text, click the Replace tab, and in the Replace with box, enter
the replacement text.

Adjust the view of the document

To display the text in a larger size: On the Reading Layout toolbar,

click Increase Text Size
To display more text on the screen: On the Reading Layout toolbar,

click Decrease Text Size

To display the page as it would appear when printed: On the Reading
Layout toolbar, click Actual Page |2 @],

To display two pages at once: On the Reading Layout toolbar, click
Allow Multiple Pages =,

Turn reading layout view off

Ef Close

On the Reading Layout toolbar, click Close

Note You can also press ESC or ALT+C to exit reading layout view.
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Troubleshoot reading layout view

Text looks fuzzy or too bold in reading layout view and in print layout
view.

Reading layout view and print layout view use Microsoft ClearType to display
type in Microsoft Word. ClearType is a typographical technology that is ideal for
portable computer monitors and other flat screen monitors. With ClearType, text
may appear slightly blurry on desktop computer monitors.

Note ClearType is available in Microsoft Windows XP Service Pack 1 (SP1)
and later.

Do one of the following:

Turn off ClearType in print layout view

Print layout view uses ClearType if you have it enabled in Windows. To turn
ClearType off, do the following:

1. In Windows Control Panel, click Appearance and Themes, and then click
Display.

2. Click the Appearance tab, and then click Effects.

3. Select the Use the following method to smooth edges of screen fonts
check box.

4. In the list, click Standard.

Turn off ClearType in reading layout view

Reading layout view uses ClearType even if it is not enabled in Windows. To
turn it off, do the following:

¢ In your system registry, set the following key to zero (0):



HKEY_CURRENT_USER\Software\Microsoft\Office\11.0\Word\Options\U

Reading layout view ruins the layout of my document.

Reading layout view is designed to make the body text of most documents easier
to read on the screen. Some elements, such as tables, pictures, or comments from
reviewers, may not be displayed correctly. Do one of the following:

e To read the document online, click Actual Page |2 | on the Reading Layout
toolbar.

e To print the document, click Print on the Reading Layout
toolbar.

When I print from reading layout view, the printed pages don't match the
pages on the screen.

Pages represented in reading layout view are designed to fit well on your screen;
they do not represent the pages you see if you print the document. To display
pages as they will look when printed, click Actual Page |2/ on the Reading
Layout toolbar.

The table of contents is missing page numbers in reading layout view.

Since reading layout view is designed for reading a document on screen, the
pages are numbered by screen number, not by page number. To prevent
confusion of page numbers and screen numbers, reading layout view hides page
numbers in a table of contents.

When I type a page number to go to a page, the number is typed on the
page instead.

Typing a page number to go to a page works only if your insertion point is not in
the document; do not click in the document before typing the page number.

Note To remove the insertion point from the document, press PAGE UP or
PAGE DOWN to move to another page.

I don't want to open e-mail attachments in reading layout view.



By default, Microsoft Word uses reading layout view when it opens documents
that you receive as e-mail attachments. To prevent opening documents in reading
layout view, clear the Allow starting in Reading Layout check box on the
General tab of the Options dialog box (Tools menu).
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About viewing a document as an
outline

Outline symbols and indentations in outline view show you how a document is
organized and make it easy to quickly restructure a document. To make it easier
to view and reorganize a document's structure, you can collapse the document to
show just the headings you want.

Oy
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1 Heading with subtext
2 Body text

3 A gray line under a heading represents collapsed subordinate text
4 Heading without subtext

You can reorder headings and body text by moving them up or down or promote
or demote headings and text by using buttons on the Outlining toolbar. You can
also drag the outline symbols to the left, right, up or down to reorganize a
document.

While you can see any Microsoft Word document in outline view by clicking
Outline on the View menu, what you see depends on how the document is
formatted. Headings must be formatted with one of the built-in heading styles
that come with Word, or paragraphs must be formatted with outline levels.

As you rearrange the headings and subheadings in outline view, Word
automatically applies built-in heading styles to them.
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Create an outline from scratch

—_

. In a new document, switch to outline view.
2. Type each heading and press ENTER.

Microsoft Word formats the headings with the built-in heading style
Heading 1.

3. To assign a heading to a different level and apply the corresponding
heading style, place the insertion point in the heading, and then click
Promote [/ or Demote | ¥ | on the Outlining toolbar until the heading is at
the level you want.

4. To move a heading to a different location, place the insertion point in the
heading, and then click Move Up [* | or Move Down | * | on the Outlining
toolbar until the heading is moved where you want it to go. (If a heading is
collapsed, the subordinate text under the heading moves with the heading.)

5. When you're satisfied with the organization, switch to normal view, print
layout view, or Web layout view to add detailed body text and graphics.

Tip

You can also rearrange text by dragging the outline symbols («, =, and ») for the
headings and body text up or down or to the left or right. When you drag the
outline symbol & of a collapsed heading, the subheadings and body text under it
also move or change levels.

As you drag, Word displays a vertical line at each heading level. Release the
mouse button to assign the text to the new level. Word applies the corresponding
heading style to the heading, or applies the Normal style to body text.
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Collapse an outline to view a
document's organization

In outline view, you can easily see a document's organization and rearrange
chunks of text by collapsing an outline to show only the headings and body text
you want. Keep in mind that you can collapse only text that is formatted with
built-in heading styles or outline levels.

1. On the View menu, click Outline.
2. Show the headings and body text you want.

Collapse any of the following:

All body text to see headings only

Position the insertion point in the first heading. On the Outlining toolbar,
click Collapse =l

To redisplay body text, position the insertion point in the first heading, and
then click Expand [+],

All body text except the first line in each paragraph

On the Outlining toolbar, click Show First Line Only =l An ellipsis (...)
after the first line indicates that additional lines of text are collapsed.

To redisplay text, click the button again.

Text below a specific heading level

On the Outlining toolbar, click the lowest heading you want to display in

the Show Level box. For example, click Show Level gshow Levels ¥ iy the
Show Level box to display heading levels 1 through 3.




To redisplay all levels, click Show All Levels in the Show Level box.

All subheadings and body text under a heading

Double-click the outline symbol < next to the heading.

To redisplay all subheadings and body text under a heading, double-click
the outline symbol % again.

Text under a heading, one level at a time

Position the insertion point in the heading. On the Outlining toolbar, click
Collapse =],

To redisplay text, click Expand [+],

Note If you select a heading that includes collapsed subordinate text, the
collapsed text is also selected (even though it's not visible). Any changes you
make to the heading— such as moving, copying, or deleting it— also affect the
collapsed text.
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Reorganize a document by using
outline view

In outline view you can reorder headings and text by moving them up or down,
or you can promote or demote headings or text. In order to see a document's
structure in outline view, a document must be formatted with one of the built-in
heading styles or outline levels.

If you select a heading that includes collapsed subordinate text, the collapsed
text is also selected.

1. On the View menu, click Outline.
2. Show the headings and body text you want by using the buttons on the
Outlining toolbar.

3. Position the insertion point in the text you want to move, and then move
any of the following:

A heading or body text up or down

On the Outlining toolbar, click Move Up [* | or Move Down | * | until the
text is moved where you want it to go.

A heading or body text to Heading 1 level

On the Outlining toolbar, click Promote to Heading 1%

A heading to body text

On the Outlining toolbar, click Demote to Body Text %],

Body text to a heading, or a heading to a higher level

On the Outlining toolbar, click Promote || until the text is at the level you
want.



A heading to a lower level

On the Outlining toolbar, click Demote |~ | until the text is at the level you
want.

Tips

If you find character formatting (such as large fonts or italic) distracting,
you can display the outline as plain text. On the Outlining toolbar, click
Show Formatting b4,

You can also rearrange text by dragging the outline symbols (&, =, and ») for
the headings and body text up or down, or to the left or right. When you
drag the outline symbol & of a collapsed heading, the subheadings and body
text under it also move or change levels.

As you drag, Microsoft Word displays a vertical line at each heading level.
Release the mouse button to assign the text to the new level. Word applies
the corresponding heading style to the heading, or applies the Normal style
to body text.
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Text formatting in outline view

In outline view, Microsoft Word simplifies the text formatting to help you focus
on the structure of your document. The following list describes what formatting
appears in outline view, and what formatting changes you can make.

e FEach heading level is formatted with the appropriate built-in heading style
(Heading 1 through Heading 9) or outline level (Level 1 through Level 9).
You can apply these styles or levels to your headings as usual. Or, in outline
view, you can automatically apply heading styles by dragging the headings
to the appropriate levels. If you want to change the appearance of a heading
style, you can modify its formatting.

e Word indents each heading according to its level. The indentations appear
only in outline view; Word removes the indentations when you switch to
another view.

e Paragraph formatting doesn't appear. Also, the ruler and the paragraph
formatting commands are not available. (You can apply styles, although you
might not be able to see all the style formatting.) To view or modify
paragraph formatting, switch to another view.

e If you find character formatting (such as large fonts or italic) distracting,
you can display the outline as plain text. On the Outlining toolbar, click
Show Formatting b4,

Notes

e To insert a tab character in outline view, press CTRL+TAB.

e To see the actual formatting of a document while you work in outline view,
you can split the document window. Work in outline view in one pane and
in print layout view or normal view in the other pane. Any changes you
make to the document in outline view are visible in the second pane.
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Troubleshoot outline view

I switched to outline view, but the text is all at the same level.

The document is not formatted with built-in heading styles. Place the cursor in a
heading and select an outline level in the Outline Level box on the Outlining
toolbar. For example, click Level 1 in the Outline Level box to format a title as
a Level 1 heading.

I can't find the Show All Headings button or the Show Heading buttons
on the Outlining toolbar.

e Show All Levels is the equivalent of the Show All Headings button in
earlier versions of Microsoft Word. Click the arrow in the Show Level box
on the Outlining toolbar to see Show All Levels.

e Show Level options are the equivalent of the Show Heading buttons in
earlier versions of Word. Click the arrow in the Show Level box on the
Outlining toolbar to see the different levels of heading that can be
displayed.

I can't see the Outlining toolbar.

If you're already in outline view and the toolbar is not displayed, point to
Toolbars on the View menu, and then click Outlining.

Indentations go away when I switch from outline view.

In outline view, Microsoft Word indents text to reflect the various heading levels
in a document. When you switch to another view, Word removes the
indentations.

I want to copy just the headings.

In outline view, if you select and copy headings that include collapsed
subordinate text, the collapsed text is also copied. You cannot copy only the



visible headings.

You can, however, quickly list the headings in a table of contents and omit the
page numbers. After creating the table of contents, select it and press
CTRL+SHIFT+F9 to convert the table of contents to regular text. You can then
copy the headings from the table of contents.

I can't see or apply some formats in outline view.

In outline view, paragraph formatting doesn't appear, and the paragraph
formatting commands are not available. To view or modify paragraph
formatting, switch to another view.

When I print from outline view, only a few headings are printed on each
page.

If you print a document from outline view, any manual page breaks that show on
the screen are reflected in the printed document. To temporarily remove page
breaks, save the document, and then delete the page breaks. After printing, close
the document without saving the changes.

I want to print just the headings.

e If the document is formatted with built-in heading styles you can print just
the headings. Use the buttons on the Outlining toolbar to display only what
you want to print.

¢ If you've formatted headings with styles other than the built-in heading
styles (Heading 1 through Heading 9) or outline levels (Level 1 through
Level 9), you can print the headings as a table of contents and omit the page
numbers. You will need to specify the styles you used to format the
headings.

I want to create an outline without using the built-in heading styles.

e If you aren't using built-in heading styles, you can impose a hierarchical
structure on your document by assigning outline levels to your paragraphs.
The built-in heading styles apply specific formatting, while the outline
levels apply an "invisible" format. Switch to print layout view, and select a




paragraph you want to assign an outline level to. On the Format menu,
click Paragraph, and then click the Indents and Spacing tab. In the
Outline level box, click the level you want.

¢ You can also use buttons on the Outlining toolbar to apply outline levels.

I can't insert a tab stop without changing an outline level.

e Press CTRL+TAB.
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About page margins

Page margins are the blank space around the edges of the page. In general, you
insert text and graphics in the printable area inside the margins. However, you
can position some items in the margins— for example, headers, footers, and
page numbers.

Microsoft Word offers several page margin options. You can:
e Use the default page margins or specify your own.

¢ Add margins for binding. Use a gutter margin to add extra space to the side
or top margin of a document you plan to bind. A gutter margin ensures that
text isn't obscured by the binding.

1 Gutter margins
2 Mirror margins

e Set margins for facing pages. Use mirror margins to set up facing pages for
double-sided documents, such as books or magazines. In this case, the
margins of the left page are a mirror image of those of the right page (that
is, the inside margins are the same width, and the outside margins are the
same width).

¢ Add a book fold. Using the Book fold option in the Page Setup dialog box,
you can create a menu, invitation, event program, or any other type of
document that uses a single center fold.



Y
1 Word inserts a single, center book fold

Once you set up a document as a booklet, you work with it just as you would any
document, inserting text, graphics, and other visual elements.
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Change page margins

1. On the File menu, click Page Setup, and then click the Margins tab.
2. Under Margins, select the options you want.

Note To change the default margins, click Default after you select new margin
settings. The new default settings are saved in the template on which the
document is based. Each new document based on that template automatically
uses the new margin settings.

You can also do one of the following:

Set mirror margins for facing pages

Margins of the left page are a mirror image of those on the right page. That is,
the inside margins are the same width, and the outside margins are the same
width.

1. On the File menu, click Page Setup, and then click the Margins tab.

2. In the Multiple pages list, select Mirror margins.
3. In the Inside and Outside boxes, enter values for the mirror margins.

Set gutter margins for bound documents

A gutter margin setting adds extra space to the side or top margin of a document
you plan to bind. A gutter margin ensures that text isn't obscured by the binding.

On the File menu, click Page Setup, and then click the Margins tab.
In the Multiple pages list, select Normal.

In the Gutter box, enter a value for the gutter margin.

In the Gutter position box, click Left or Top.

A=

Note To change the margins for part of a document, select the text, and then set
the margins you want. In the Apply to box, click Selected text. Microsoft Word
automatically inserts section breaks before and after the text with the new

margin settings. If your document is already divided into sections, you can click




in a section or select multiple sections and then change the margins.
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Select page orientation

1. On the File menu, click Page Setup, and then click the Margins tab.
2. Under Orientation, click Portrait or Landscape.

Use portrait and landscape orientation in the same document

1. Select the pages that you want to change to portrait or landscape
orientation.

2. On the File menu, click Page Setup, and then click the Margins tab.

3. Click Portrait or Landscape.

4. In the Apply to box, click Selected text.

Note Microsoft Word automatically inserts section breaks before and after the
text with the new margin settings. If your document is already divided into
sections, you can click in a section or select multiple sections and then change
the margins.
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Select paper size

1. On the File menu, click Page Setup, and then click the Paper tab.
2. Click a paper size.

Note To change the paper size for part of a document, select the pages and then
change the paper size as usual. In the Apply to box, click Selected text.
Microsoft Word automatically inserts section breaks before and after the pages
with the new paper size. If your document is already divided into sections, you
can click in a section or select multiple sections, and then change the paper size.
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Create a right-to-left folded booklet

This topic describes how to create a booklet with right-to-left text orientation,
such as one written in Arabic or Hebrew, or in an East Asian language with
vertical text.

The feature or some of the options described in this Help topic are only available
if support for right-to-left languages is enabled through Microsoft Office
Language Settings.

Note When you create a booklet, it's best to start with a new, blank document so
that you have better control over the placement of text, graphics, and other
elements. You can add a book fold to an existing document, but you may have to
reposition some elements once the book fold is in place.

1. Start a new, blank document.
2. On the File menu, click Page Setup, and then click the Margins tab.
3. In the Multiple pages list, select Reverse book fold.

If your document is not set to landscape orientation, Microsoft Word sets it
to landscape.

4. In the Inside and Outside boxes, type or select the amount of space you
want for the inside and outside margins.

If you need even more space along the fold to accommodate binding, type
or select the amount of space you want in the Gutter box.

5. In the Sheets per booklet list, select the number of pages you want to
include in a single booklet.

If the number of pages in the document exceeds the number of pages you
select for a booklet, Word prints the document as multiple booklets.

6. Select any other options you want in the Page Setup dialog box.
7. Add text, graphics, headers or footers, and other elements to your document
as usual.
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Troubleshoot margins and page
orientation

I can't find the page orientation options.

e On the File menu, click Page Setup, and then select page orientation on the
Margins tab.

I can't find the Mirror margins option.

¢ On the File menu, click Page Setup, and then look in the Multiple pages
list for the Mirror margins option.

I can't find the 2 pages per sheet option.

¢ On the File menu, click Page Setup, and then look in the Multiple pages
list for the 2 pages per sheet option.

When I print my document, some of the text is cut off.

Most printers require a minimum width for margin settings, since they can't print
to the edge of the page. If you try to set margins that are too narrow, Microsoft
Word displays the message "One or more margins are set outside the printable
area of the page." To prevent text from being cut off, click Fix to automatically
increase the margin width. If you ignore the message and try to print the
document, Word displays another message asking whether you want to continue.

You can also set the margins manually by using the ruler or the Margins tab
(File menu, Page Setup command). Keep in mind that the minimum margin
settings depend on your printer, printer driver, and paper size. To determine the
minimum margin settings, check your printer manual.

The page margins aren't visible.

e Page margins are available only for documents saved in Microsoft Word



document (.doc) format. When you save a document as a Web page (.htm),
page margins aren't visible when you view the document in Web layout
view or in your Web browser.

To return to the Word document with its original page margins, save the
Web page in Word document (.doc) format again. In this case, the original
page margins are preserved.

¢ If you're working in print layout view, the top and bottom margins may not
be visible if the White space between pages option is not selected. On the
Tools menu, click Options. On the View tab, select the White space
between pages check box.

e If you're working in normal view, the Wrap to window option may be
selected. On the Tools menu, click Options. On the View tab, clear the
Wrap to window check box.

I want to print in portrait and landscape orientation on the same page.

You cannot print in portrait and landscape orientation on the same page.
However, you can achieve this effect by using the Microsoft Word drawing
tools. For example, if the document is in portrait orientation, you can create a
vertical text box that contains the text you want in landscape orientation.

To change the orientation in a text box from horizontal to vertical or vice versa,
click inside the text box, and then click the Change Text Direction button on
the Text Box toolbar.
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About line numbers

Microsoft Word can automatically count the lines in a document and display the
appropriate number beside each line of text. This is useful if you need to refer to
specific lines in a document, such as a script or legal contract.

WwWE -l thiln b L ba

By default, Word numbers every line in a document (except those in tables,
footnotes, endnotes, text boxes, frames, and headers and footers). However, you
can choose which line numbers to display. For example, include line numbers in
all or part of the document. Or include line numbers at intervals, such as every
tenth line (10, 20, 30, and so on).

If you don't want Word to count specific lines, such as a heading or a blank line,
you can skip line numbers for these items and continue numbering the following
lines.
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Add line numbers

Do one of the following:

A=

N

i

N

i

Add line numbers to an entire document

On the File menu, click Page Setup, and then click the Layout tab.

In the Apply to box, click Whole document.

Click Line Numbers.

Select the Add line numbering check box, and then select the options you
want.

Add line numbers to a selection of text

Select the text you want to number.
On the File menu, click Page Setup, and then click the Layout tab.
In the Apply to box, click Selected text.

Microsoft Word will add page breaks before and after the numbered lines.

Click Line Numbers.
Select the Add line numbering check box, and then select the options you
want.

Add line numbers to a section

Click in a section or select multiple sections.
On the File menu, click Page Setup, and then click the Layout tab.
In the Apply to box, select the option you want.

Microsoft Word will add page breaks before and after the numbered lines.

Click Line Numbers.
Select the Add line numbering check box, and then select the options you
want.

Note To see the line numbers, switch to print layout view.
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Restart page numbering for each
chapter

If your document contains multiple chapters, you may want to restart page
numbering for each chapter. You can even include the chapter number as part of
the page number— for example, 1-1, 1-2, 1-3 and 2-1, 2-2, 2-3.

Restart page numbering with 1 for each chapter or section

1. If you haven't already done so, insert a section break where you want to
restart page numbering.

How?

1. Click where you want to insert a section break.

2. On the Insert menu, click Break.

3. Under Section break types, click the option that describes where you
want the new section to begin.

Note If you have already inserted a page break to cause the chapter to
start on a new page, delete the page break and replace it with a section
break that starts on a new page.

2. Click in a section or select multiple sections in which you want to restart
page numbering.

3. On the Insert menu, click Page Numbers.

4. Click Format.

5. In the Start at box, enter 1.

Include chapter numbers along with page numbers

—_

. Use the Bullets and Numbering dialog box to format your chapter titles
with a built-in heading style.

How?
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1. On the Format menu, click Bullets and Numbering, and then click
the Outline Numbered tab.
2. Click a chapter-numbering style (one that includes the text "Heading
1," "Heading 2," and so on), and then click OK.
3. If you are creating a new heading, type the text you want for the
numbered heading, and then press ENTER.
4. To add the next numbered heading, go to the next chapter heading,
click the arrow next to the Style box on the Formatting toolbar, and
then select the heading style you specified in step 2.
If your document is divided into sections, click in a section or select
multiple sections in which you want to include chapter numbers along with
page numbers.
On the Insert menu, click Page Numbers.
Click Format.
Select the Include chapter number check box.
In the Chapter starts with style box, click the heading style applied to the
chapter titles.
In the Use separator box, click the character that you want to separate the
chapter number from the page number.
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Add page numbers

Microsoft Word provides two ways to add page numbers. In either case, the page
numbers appear in the header or footer at the top or bottom of the page.

Add basic page numbers to headers or footers

1. On the Insert menu, click Page Numbers.

2. In the Position box, specify whether to print page numbers in the header at
the top of the page or in the footer at the bottom of the page.

3. In the Alignment box, specify whether to align page numbers left, center,
or right relative to the left and right margins, or inside or outside relative to
the inside and outside edges of pages that will be bound.

4. If you don't want a number on the first page, clear the Show number on
first page check box.

5. Select any other options you want.

Add page numbers and other information, such as the date or time

1. On the View menu, click Header and Footer.

2. If you want to position the page numbers at the bottom of the page, click
Switch Between Header and Footer =/ on the Header and Footer
toolbar.

3. On the Header and Footer toolbar, click Insert Page Number ],

4. Select any other options you want.

Note The page number is automatically inserted on the left margin of the header
or footer. To move the page number to the center or the right, click in front of the
page number in Header and Footer view and press the TAB key.
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Format page numbers

Do one of the following:

1.

2.
3.
4.

Change the page-number format, such as 1, i, or a

If your document is divided into sections, click in a section or select
multiple sections in which you want to change the page number format.
On the Insert menu, click Page Numbers.

Click Format.

In the Number format box, click the format you want.

Note If your document contains multiple chapters or sections, you may want to
restart page numbering with 1 for each section.

1.
2.

3.

Change the font and size of page numbers

On the View menu, click Header and Footer.

If you positioned the page numbers at the bottom of the page, click Switch
Between Header and Footer =/ on the Header and Footer toolbar.
Select a page number.

If you inserted page numbers by using the Page Numbers command on the
Insert menu, make sure to select the page number inside its frame.

How?
1. Click the page number.

A cross-hatched frame border appears around the page number.

2. Select the page number inside the cross-hatched frame border.

4. On the Formatting toolbar, click a font name in the Font box ora



point size in the Font Size box.
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Remove line numbers

1. Switch to print layout view.

If your document is divided into sections, click in a section or select
multiple sections from which you want to remove line numbers.

On the File menu, click Page Setup, and then click the Layout tab.
In the Apply to box, select the option you want.

Click Line Numbers.

Clear the Add line numbering check box.

N
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Tip

If you select This point forward in the Apply to box, Microsoft Word will add
a page break before the unnumbered lines. If you don't want a page break, try
suppressing line numbers instead (select the lines, and on the Format menu
click Paragraphs, and then on the Line and Page Breaks tab, select the
Suppress line numbers check box).
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Remove page numbers

1. On the View menu, click Header and Footer.

2. If you positioned the page numbers at the bottom of the page, click Switch
Between Header and Footer =/ on the Header and Footer toolbar.

3. Select a page number.

If you inserted page numbers by using the Page Numbers command on the
Insert menu, make sure to select the frame around the page number.

How?

1. Click the page number to make its frame appear.

2. Move the pointer over the frame's border until the pointer becomes a
four-headed arrow, and then click to see the frame's sizing handles.

=
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If the handles are not visible, you might have clicked the contents of
the frame, not the frame itself.

4. Press DELETE.
Notes

e Microsoft Word automatically removes the page numbers throughout the
document. To remove page numbers for part of a document, divide the
document into sections and break the connection between them.

e If you created different first-page or odd and even headers or footers, make
sure to remove the page numbers from each different header or footer.
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Display or hide the page number on
the first page

1. If your document is divided into sections, click in a section or select
multiple sections in which you want to display or hide the page number on
the first page.

2. On the Insert menu, click Page Numbers.

3. Select or clear the Show number on first page check box.
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Position page numbers outside the
header or footer

Make sure you've inserted page numbers by using the Page Numbers command
on the Insert menu. Microsoft Word inserts page numbers in frames, which you
can position anywhere on the page.

1. On the View menu, click Header and Footer.

2. If you positioned the page numbers at the bottom of the page, click Switch
Between Header and Footer =/ on the Header and Footer toolbar.

3. Select the frame around the page number.

How?

1. Click the page number to make its frame appear.

2. Move the pointer over the frame's border until the pointer becomes a
four-headed arrow, and then click to see the frame's sizing handles.

-
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4. Drag the frame and page number to a new location.
Notes

¢ If you move the page numbers outside the header or footer area, the page
numbers are still part of the header or footer. If you want to edit or format
the page numbers, you need to click Header and Footer on the View
menu.

e If you inserted page numbers by clicking Insert Page Number [ on the
Header and Footer toolbar, Word inserts the page numbers as part of the
text in the header or footer. Page numbers aren't enclosed in frames, and
you can't drag them to a new location.
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Specify how to start or restart page
numbering

1. If you haven't done so already, insert a section break where you want to
start page numbering.

How?

1. Click where you want to insert a section break.

2. On the Insert menu, click Break.

3. Under Section break types, click the option that describes where you
want the new section to begin.

Note If you have already inserted a page break to cause a chapter to
start on a new page, delete the page break and replace it with a section
break that starts on a new page.

2. Do any of the following:

Start page numbering with 1 after the first page

For example, you can omit page numbers for the document's title page or
introduction and then start page numbering later in the document.

1. Click in the section in which you want to start page numbering.

2. On the View menu, click Header and Footer.

3. If you want to position the page numbers at the bottom of the page,
click Switch Between Header and Footer = on the Header and
Footer toolbar.

4. If a header or footer has been defined for a previous section in the
document, click Link to Previous *= on the Header and Footer
toolbar to break the connection between the header or footer in the
current section and the previous section.

5. If there's already text in the header or footer that you don't want, delete
the text before inserting the page number.




6. On the Insert menu, click Page Numbers.
7. Click Format.
8. In the Start at box, enter 1.

Start page numbering with a number other than 1

For example, you can number pages without a break in numbering between
multiple documents by numbering the first document 1 through 20 and the
second document 21 through 40.

1. Click in the section in which you want to change the starting page
number.

2. On the Insert menu, click Page Numbers.

3. Click Format.

4. In the Start at box, enter a number.

Restart page numbering with 1 for each chapter or section

For example, you can number the first chapter 1 through 5 and the second
chapter 1 through 8. Or, number the table of contents i through iv and the
rest of the document 1 through 25.

1. Click in a section or select multiple sections in which you want to
restart page numbering.

2. On the Insert menu, click Page Numbers.

3. Click Format.

4. In the Start at box, enter 1.
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Skip line numbers for specific
paragraphs

1. Switch to print layout view.

2. Select the paragraphs for which you want to skip line numbers.

3. On the Format menu, click Paragraph, and then click the Line and Page
Breaks tab.

4. Select the Suppress line numbers check box.
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Troubleshoot page numbers and line
numbers

Some of the content in this topic may not be applicable to some languages.

Page numbers

I don't see page numbers on my screen.

e Page numbers aren't visible in normal view or Web layout view. To view
page numbers, switch to print layout view.

e Page numbers are dimmed in print layout view. In print layout view, you
can view page numbers but you can't edit them. To edit page numbers, you
need to display the header or footer that contains the page numbers.

e Page numbers overlap other text or graphics in the header or footer area. If
you inserted page numbers by using the Page Numbers command on the
Insert menu, the page numbers are enclosed in frames. If the frame
containing a page number overlaps other text or graphics in the header or
footer area, try repositioning the frame.

I see {PAGE} instead of my page number.

When you add page numbers, dates, times, and so on to a header or footer,
Microsoft Word inserts fields for these items. Fields ensure that page numbers
are automatically updated as you change the document and that dates, times, and
other items are updated when you print the document. If you see field codes such
as {PAGE} or {DATE} instead of the actual page numbers, dates, times, and so
on, press ALT+F9.

I can't change or remove some page numbers.

e The document is divided into sections. When you change or delete page
numbers, Microsoft Word automatically changes or removes the page




numbers throughout the document. However, if the document is divided
into sections, and you have broken the connection between them (by
clicking Link to Previous on the Header and Footer toolbar), Word
changes or removes the page numbers only from the current section.

e The document contains different first-page or odd and even headers or
footers. In this case, make sure to change or remove the page numbers in
each different header or footer.

Line numbers

I don't see line numbers on my screen or on the printed page.

e Line numbers aren't visible in normal view or Web layout view. To view
line numbers, switch to print layout view.

e The margins are too small. Microsoft Word displays line numbers in the left
margin or to the left of each newspaper-style column. If the margins are too
small, Word can't display or print line numbers. You may need to resize the
page margins.

e The distance between the line numbers and the text is too large. If the
distance is greater than the margin width, Word can't display or print line
numbers. On the File menu, click Page Setup, and then click the Layout
tab. Click Line Numbers, and then select the Add line numbering check
box. In the From text box, enter the number you want.
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About page breaks and pagination

When you fill a page with text or graphics, Microsoft Word inserts an automatic
page break and starts a new page. To force a page break at a specific location,
you can insert a manual page break.
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Page Break---H— %{

1 Automatic page break
2 Manual page break

For example, you can force a page break to ensure that a chapter title always
starts on a new page.

If you work on documents of more than several pages in length, and you insert
manual page breaks, you might have to frequently rebreak pages as you edit the
document. Instead, you might want to set pagination options to control where
Word positions automatic page breaks. For example, you can prevent a page
break from occurring within a paragraph or within a table row. Or ensure that a
page break doesn’t fall between two paragraphs, such as a heading and the
following paragraph.
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About sections and section breaks

You can use sections to vary the layout of a document within a page or between
pages.

LOREM

1 Section formatted as a single column
z Section formatted as two columns

Just insert section breaks to divide the document into sections, and then format
each section the way you want. For example, format a section as a single column
for the introduction of a report, and then format the following section as two
columns for the report’s body text.

Types of section breaks you can insert

The following examples show the types of section breaks you can insert. (In
each illustration, the double dotted line represents a section break.)

Next page inserts a section break and starts the new section on the next page.

1

2
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Continuous inserts a section break and starts the new section on the same page.



Odd page or Even page inserts a section break and starts the new section on the
next odd-numbered or even-numbered page.

5

Types of formats you can set for sections

You can change the following section formats:
e Margins
e Paper size or orientation
e Paper source for a printer
e Page borders
e Vertical alignment

e Headers and footers

e Columns

e Page numbering

e Line numbering

e Footnotes and endnotes

Keep in mind that a section break controls the section formatting of the text that



precedes it. For example, if you delete a section break, the preceding text
becomes part of the following section and assumes its section formatting. Note
that the last paragraph mark in the document controls the section formatting of
the last section in the document— or of the entire document if it doesn’t contain
sections.
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Control pagination

You can control where Microsoft Word positions automatic page breaks by
setting pagination options.

1.
2.

3.

Keep lines of a paragraph together on a page or in a column

Select the paragraphs that contain lines you want to keep together.

On the Format menu, click Paragraph, and then click the Line and Page
Breaks tab.

Select the Keep lines together check box.

Keep paragraphs together on a page or in a column

Select the paragraphs you want to keep together on a page.

On the Format menu, click Paragraph, and then click the Line and Page
Breaks tab.

Select the Keep with next check box.

Always force a page break before a paragraph

Select the paragraph that you want to follow the page break.

On the Format menu, click Paragraph, and then click the Line and Page
Breaks tab.

Select the Page break before check box.

Control widow and orphan lines

Select the paragraphs in which you want to control widows and orphans.
On the Format menu, click Paragraph, and then click the Line and Page
Breaks tab.

Select the Widow/Orphan control check box.

Note This option is turned on by default.

Prevent a table row from breaking across pages




N
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Click the table.
On the Table menu, click Table Properties, and then click the Row tab.
Clear the Allow row to break across pages check box.

Insert a manual page break

Click where you want to start a new page.
On the Insert menu, click Break.
Click Page break.



Insert a manual page break

1. Click where you want to start a new page.
2. On the Insert menu, click Break.
3. Click Page break.
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Change the type of section break

1. Click in the section you want to change.

On the File menu, click Page Setup, and then click the Layout tab.

3. In the Section start box, click the option that describes where you want the
current section to begin.

N
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Delete a section break

When you delete a section break, you also delete the section formatting for the
text above it. That text becomes part of the following section, and it assumes the
formatting of that section.

1. Select the section break you want to delete.

If you're in print layout view or outline view and don't see the section break,
display hidden text by clicking Show/Hide 1| on the Standard toolbar.

2. Press DELETE.
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Insert a section break

1. Click where you want to insert a section break.

On the Insert menu, click Break.

3. Under Section break types, click the option that describes where you want
the new section to begin.

N
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Troubleshoot page breaks and section
breaks

There are unwanted page breaks in my document.

You might have done one of the following:

¢ Inserted a manual page break. Switch to normal view, select the manual
page break, and then press DELETE.

e Set a pagination option. The following pagination options (Keep lines
together, Keep with next, or Page break before) control where automatic
page breaks occur.

To remove the pagination formats from text, select the paragraph following
the unwanted page break, click Paragraph on the Format menu, and then
click the Line and Page Breaks tab. If necessary, clear the Keep lines
together, Keep with next, and Page break before check boxes.

¢ Inserted a section break. The Next page, Even page, or Odd page section
break automatically breaks the page.

To prevent a section break from breaking the page, click in the section
immediately following the section break, and then click Page Setup on the
File menu. Click the Layout tab, and then click Continuous in the Section
start box.

e Inserted a column break. A column break inserted in the last column of a
page will act as a page break. Select the column break, and then press
DELETE.

I inserted a manual page break, but the new page doesn't print.

If you inadvertently format a manual page break as hidden text and then specify
that hidden text is not printed, Microsoft Word ignores the manual page break.
The new page won't display when viewed in Print Preview (File menu), and the




new page won't print.

To remove the hidden text format, first make sure you can see the manual page
break: switch to normal view, and, if necessary, turn on hidden text by clicking
Show/Hide 117" | on the Standard toolbar. Then, select the page break, click
Font on the Format menu, and clear the Hidden check box.

I can't copy formatting from one section to another.

To copy section formatting (such as margin settings and newsletter-style
columns), first switch to normal view. Then, select the section break at the end
of the section with the formats you want to copy. Next, copy the section break to
a new location; the text above the new section break takes on its formatting.

If you want to use the formatting of a particular section in other documents, you
can store the section break as an AutoText entry and then quickly insert it when
you want to duplicate the section formatting. Select the section break, point to
AutoText on the Insert menu, and then click New.
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About tables

A table is made up of rows and columns of cells that you can fill with text and
graphics. Tables are often used to organize and present information.

You can also use tables to create interesting page layouts, or to create text,
graphics and nested tables on a Web page.

Parts of a table

It's helpful to know what the various parts of a table are called.
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1 Column
2 Row
3 Cell

Some parts of a table can only be seen if you display all formatting marks by
clicking Show/Hide 7| on the Standard toolbar.



q

> ©
(S TR o ﬁ;_l]
[STRN 6 AR =
[ A A
?ﬁ (e
Y &

1 Table move handle

2z End-of-row mark

s Table resize handle

4 End-of-cell mark

Different ways to work with tables

Use the Table AutoFormat command to quickly give your table a polished
design.

Use or modify the built-in table styles that come with Microsoft Word, or
create your own styles to reuse later on.

Move or copy a table to another place on a page, or resize a table.

Adjust long tables to make sure that the information appears as you want it
to when the table spans multiple pages.

Make each column a fixed width, or let columns adjust based on the amount
of text you type.

Change the orientation of text from horizontal to vertical or vice versa.

Add spacing between table cells, or add cell "padding" by changing cell
margins.

Insert nested tables to create page layouts.

Sort lists inside a table.
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Office programs you can use to create
a table

Although you can use various Microsoft Office programs to create tables, some
programs are better suited for creating certain types of tables.

e For a table that includes complex graphics formatting— such as bulleted
lists, custom tabs, numbering, hanging indents, individual cell formatting,
and cells split diagonally— use Microsoft Word.

e For Web page layout, use either Microsoft FrontPage or Word, or create
Data Access pages in Microsoft Access.

e For a table that includes complex calculations, statistical analysis, or charts,
use Microsoft Excel.

e For powerful sorting and searching capabilities, use Access or Excel.

e For powerful relational database and reporting capabilities, use Access.

e For a table that you can easily include in a presentation, use Microsoft
PowerPoint.




Automatically format a table

You can quickly give your table a professional design by using any of the built-
in table formats.

Click the table.

On the Table menu, click Table AutoFormat.

In the Table styles box, click the format you want.
Select the options you want.

A=

5. Click Apply.

Note You can also create your own table style. Click New in the Table
AutoFormat dialog box.



Show All



Add a cell, row, or column to a table

1. On the Table menu, point to Insert, and then click an option.

Tips

e To quickly add a row at the end of a table, click the last cell of the last row,
and then press the TAB or ENTER key.

e To add a column to the right of the last column in a table, click in the last
column. On the Table menu, point to Insert, and then click Columns to
the Right.

* You can also use the Draw Table tool to draw the row or column where
you want.
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Change the cell margins in a table

You can add cell "padding" (spacing between the boundary of the cell and the
text inside the cell) by changing the cell margin.

A=
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Change the margins of all cells

Click the table.

On the Table menu, click Table Properties, and then click the Table tab.
Click Options.

Under Default cell margins, enter the new values you want.

Change the margins of a single cell

Click the cell.

On the Table menu, click Table Properties, and then click the Cell tab.
Click Options.

Clear the Same as the whole table check box, and then enter the new
margin values.
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Change the position of text in a table

Do one of the following:

Change the orientation of text

You can change the text orientation in table cells so that the text is displayed
vertically or horizontally.

Lorem
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1. Click the table cell that contains the text you want to change.
2. On the Format menu, click Text Direction.
3. Click the orientation you want.

Change the alignment of text in a table cell

By default, Microsoft Word aligns text in a table to the upper left of a cell. You
can change the alignment of text in a cell— both the vertical alignment (top,
center, or bottom) and the horizontal alignment (left, center, or right).

1. Click the cell that contains text you want to align.
2. On the Tables and Borders toolbar, select the option for the horizontal and

vertical alignment you want— for example, Align Bottom Center =/ or
Align Top Right =,
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Control where a table is divided

When you work with a very long table, it must be divided where a page break
occurs. By default, if a page break occurs within a large row, Microsoft Word
allows a page break to divide the row between the two pages.

You can make adjustments to the table to make sure that the information appears
as you want it to when the table spans multiple pages.

Prevent a table row from breaking across pages

1. Click the table.
On the Table menu, click Table Properties, and then click the Row tab.
3. Clear the Allow row to break across pages check box.

N

Force a table to break across pages at a particular row

1. Click the row you want to appear on the next page.
2. Press CTRL+ENTER.
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Convert text to a table or vice versa

Do one of the following:

Convert text to a table

When you convert text to a table, you separate text with a comma, tab, or other
separator character to indicate where a new column should begin. Use a
paragraph mark to begin a new row.

1. Indicate where you want to divide text into columns by inserting the
separator characters you want.

For example, in a list with two words on a line, insert a comma or a tab
after the first word to create a two-column table.

2. Select the text you want to convert.

On the Table menu, point to Convert, and then click Text to Table.

4. Under Separate text at, click the option for the separator character you
want.

w

Select any other options you want.

Convert a table to text

1. Select the rows or table that you want to convert to paragraphs.

On the Table menu, point to Convert, and then click Table to Text.

3. Under Separate text with, click the option for the separator character you
want to use in place of the column boundaries.

N

Rows are separated with paragraph marks.
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Copy a table

1. In print layout view, rest the pointer on the upper-left corner of the table
until the table move handle [ appears.
2. Press CTRL, and drag the copy to a new location.

Note You can also copy a table by selecting it and then copying and pasting.
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Create a new table style

In addition to the built-in table styles that come with Microsoft Word, you can
create your own table style to provide a consistent look to borders, shading,
alignment, and fonts in tables.

1. If the Styles and Formatting task pane is not open, click Styles and
Formatting 2/ on the Formatting toolbar.

In the Styles and Formatting task pane, click New Style.

In the Name box, type a name for the style.

In the Style type box, click Table.

Select the options that you want, or click Format to see more options.

e

Notes

e To use the new style in new documents based on the same template, select
the Add to template check box. Word adds the new style to the template
that is attached to the active document.

¢ You can reuse a new table style by selecting it in the Styles and
Formatting task pane, or from the Table AutoFormat dialog box (click
Table AutoFormat on the Table menu, and then under Category, select
User-defined table styles).
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Create a table

Microsoft Word offers a number of ways to make a table. The best way depends
on how you like to work, and on how simple or complex the table needs to be.

1. Click where you want to create a table.
2. Click Insert Table || on the Standard toolbar.
3. Drag to select the number of rows and columns you want.

You can also do any of the following:

Use the Insert Table command

Use this procedure to make choices about the table dimensions and format
before the table is inserted into a document.

1. Click where you want to create a table.

2. On the Table menu, point to Insert, and then click Table.

3. Under Table size, select the number of columns and rows.

4. Under AutoFit behavior, choose options to adjust table size.
5. To use a built-in table format, click AutoFormat.

Select the options you want.

Draw a more complex table

You can draw a complex table— for example, one that contains cells of different
heights or a varying number of columns per row.

1. Click where you want to create the table.
2. On the Table menu, click Draw Table.

The Tables and Borders toolbar appears, and the pointer changes to a



pencil.

To define the outer table boundaries, draw a rectangle. Then draw the
column and row lines inside the rectangle.
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To erase a line or block of lines, click Eraser 4| on the Tables and
Borders toolbar, and then click the line you want to erase.

When you finish creating the table, click a cell and start typing or insert a
graphic.

Note Hold down CTRL to automatically apply text wrapping while you draw
the table.

Create a table inside another table

Create nested tables to design Web pages. Think of a Web page as one big table
that holds other tables— placing text and graphics inside different table cells
helps you to lay out the different parts of your page.

1.

2.

3.

4.

On the Table menu, click Draw Table.

The Tables and Borders toolbar appears, and the pointer changes to a
pencil.

Position the pencil in the cell where you want the nested table (or a table
inside another table).

Draw the new table. To define the table boundaries, draw a rectangle. Then
draw the column and row lines inside the rectangle.

When you finish creating the nested table, click a cell, and start typing or
insert a graphic.

Note If you have an existing table, you can copy and paste it inside of another



table.
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Delete a cell, row, or column from a
table

1. Select the cells, rows, or columns you want to delete.

How?

Some parts of a table can only be seen if you display all formatting marks
by clicking Show/Hide 17| on the Standard toolbar.

To select:

A cell
Click the left edge of the cell.

A column
Click the column's top gridline or border.

Multiple cells, rows, or columns
Drag across the cell, row, or column.
Or select multiple items that are not necessarily in order. Click the first
cell, row, or column you want, press CTRL, and then click the next
cells, rows, or columns you want.

Text in the next cell
Press TAB.

Text in the previous cell
Press SHIFT+TAB

The entire table



In print layout view, click the table move handle &, or drag over the
entire table.

Note You can also select rows, columns, or the entire table by clicking in
the table and then using the Select commands on the Table menu, or by
using keyboard shortcuts.

2. On the Table menu, point to Delete, and then click either Columns, Rows,
or Cells.
3. If you are deleting cells, click the option you want.
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Delete a table or clear its contents

You can delete an entire table. You can also clear the contents of cells without
deleting the cells themselves.

Delete a table and its contents

1. Click the table.
2. On the Table menu, point to Delete, and then click Table.

Clear the contents of a table
1. Select the items you want to clear.

How?

Some parts of a table can only be seen if you display all formatting marks
by clicking Show/Hide 17| on the Standard toolbar.

To select:

A cell
Click the left edge of the cell.

A column
Click the column's top gridline or border.

Multiple cells, rows, or columns



Drag across the cell, row, or column.
Or select multiple items that are not necessarily in order. Click the first
cell, row, or column you want, press CTRL, and then click the next
cells, rows, or columns you want.

Text in the next cell
Press TAB.

Text in the previous cell
Press SHIFT+TAB

The entire table
In print layout view, click the table move handle &, or drag over the
entire table.

Note You can also select rows, columns, or the entire table by clicking in
the table and then using the Select commands on the Table menu, or by
using keyboard shortcuts.

2. Press DELETE.
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Display or hide gridlines in a table

Gridlines form the cell boundaries and are not printed. All tables by default have
a black Y4-point, single-line, solid-line border that is printed. If you remove this
border, the gridlines remain until you hide them.

e On the Table menu, click Show Gridlines or Hide Gridlines.

Note Gridlines are not visible when viewing a document in a Web browser.
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Edit a list in a table by using a data
form

If you have a very long table that you use as a list, such as an address list or
phone directory, you can enter and edit the information more quickly by using a
data form.

1. Click the table.

The table must have column headings. Otherwise, Microsoft Word uses the
first row as column headings.

2. On the Database toolbar, click Data Form il

Each row in the table appears as a data record. The text in each column
heading appears as a field in the record.

3. Use the Record arrow buttons to move between records. Type your changes
in the fields, and select the other options you want.



Insert a tab in a table cell

e Press CTRL+TAB.
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Insert text before a table

Use this procedure to insert text before a table that is on the first line of the first
page in a document.

1. To insert text before a table, click in the upper-left cell in the first row of the
table, and then press ENTER.

Note If you have text in the upper-left cell, place the insertion point before
the text.

2. Type text.
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Merge cells into one cell in a table

You can combine two or more cells in the same row or column into a single cell.
For example, you can merge several cells horizontally to create a table heading
that spans several columns.

1. Select the cells you want to merge.

How?

Some parts of a table can only be seen if you display all formatting marks
by clicking Show/Hide 17| on the Standard toolbar.

To select:

A cell
Click the left edge of the cell.

A column
Click the column's top gridline or border.

Multiple cells, rows, or columns
Drag across the cell, row, or column.
Or select multiple items that are not necessarily in order. Click the first
cell, row, or column you want, press CTRL, and then click the next
cells, rows, or columns you want.

Text in the next cell
Press TAB.

Text in the previous cell



Press SHIFT+TAB

The entire table
In print layout view, click the table move handle &, or drag over the
entire table.

Note You can also select rows, columns, or the entire table by clicking in
the table and then using the Select commands on the Table menu, or by
using keyboard shortcuts.

2. On the Table menu, click Merge Cells =l

Note When you merge several cells in a column to create a vertically oriented
table heading that spans several rows, click Change Text Direction /i on the
Tables and Borders toolbar to change the orientation of the heading text. If you
change the direction of text and save the document as a Web page, the text will
not appear changed when the page is viewed in the browser.
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Move or copy items in a table

1. Select the cells, rows, or columns you want to move or copy.

How?

Some parts of a table can only be seen if you display all formatting marks
by clicking Show/Hide 17| on the Standard toolbar.

To select:

A cell
Click the left edge of the cell.

A column
Click the column's top gridline or border.

Multiple cells, rows, or columns
Drag across the cell, row, or column.
Or select multiple items that are not necessarily in order. Click the first
cell, row, or column you want, press CTRL, and then click the next
cells, rows, or columns you want.

Text in the next cell
Press TAB.

Text in the previous cell
Press SHIFT+TAB

The entire table
In print layout view, click the table move handle &, or drag over the
entire table.




Note You can also select rows, columns, or the entire table by clicking in
the table and then using the Select commands on the Table menu, or by
using keyboard shortcuts.

o To move or copy text to a new location without changing the text that

is already there, select only the text within a cell, and not the end-of-
cell mark.

[ ——c -

1 End-of-cell mark

o To replace the existing text and formatting in the new location, select
the text you want to move or copy and select the end-of-cell mark.

2. Do one of the following:
o To move the selection, drag it to the new location.

o To copy the selection, hold down CTRL while you drag the selection
to the new location.
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Number the cells in a table

1. Select the cells you want to number.

To number the beginning of each row, select only the first column in the
table by clicking the column's top gridline or border.

2. Click Numbering =/ on the Formatting toolbar.
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Perform calculations in a table

Do any of the following:

1.
2.
3.

Total the numbers in a row or column

Click the cell in which you want the sum to appear.

On the Table menu, click Formula.

If the cell you selected is at the bottom of a column of numbers, Microsoft
Word proposes the formula =SUM(ABOVE). Click OK if this is correct.

If the cell you selected is at the right end of a row of numbers, Word
proposes the formula =SUM(LEFT). Click OK if this is correct.

Notes

e If you see codes between braces— for example, {=SUM(LEFT)}— instead

N

of the actual sum, Word is displaying field codes. To display field code
results, press SHIFT+F9.

If your column or row contains blank cells, Word will not total the entire
column or row. To total the entire row or column, type a zero in each blank
cell.

To quickly total a row or column of numbers, click the cell where you want

the sum, and then click AutoSum [# | on the Tables and Borders toolbar.

Perform other calculations in a table

Click the cell in which you want the result to appear.

On the Table menu, click Formula.

If Microsoft Word proposes a formula that you do not want to use, delete it
from the Formula box.

Do not delete the equal sign. If you deleted the equal sign, reinsert it.

In the Paste function box, click a function. For instance, to add numbers,
click SUM.



To reference the contents of a table cell, type the cell references in the
parentheses in the formula. For instance, to add the numbers in cells A1 and
B4, the formula would read =SUM(a1,b4)

5. In the Number format box, enter a format for the numbers. For example,
to display the numbers as a decimal percentage, click 0.00%.

Note Word inserts the result of the calculation as a field in the cell you selected.
If you change the values in the referenced cells, you can update the calculation
by selecting the field and then pressing FO.

Note Microsoft Word table calculations must be manually recalculated.
Consider using Microsoft Excel to perform complex calculations.
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Position a table on a page

Do one of the following:

N

Move a table

In print layout view, rest the pointer on the upper-left corner of the table
until the table move handle [ appears.
Drag the table to the new location.

Align a table on a page

Click the table.
On the Table menu, click Table Properties, and then click the Table tab.
Under Alignment, select the option you want.

To indent the table if you aligned it left, enter a number in the Indent from
left box.

Note If Indent from left is unavailable, click None under Text wrapping.
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Referencing cells in a table

When you perform calculations in a table, you reference table cells as A1, A2,
B1, B2, and so on, with the letter representing a column and the number
representing a row. Cell references in Microsoft Word, unlike those in Microsoft
Excel, are always absolute references and are not shown with dollar signs. For
example, referring to a cell as A1 in Word is the same as referring to a cell as
$AS$1 in Excel.

A B C
1 4l i El il
42: B2 iC2
A3 B3 iC3

3

ot

Reference individual cells

To reference cells in formulas, use a comma to separate references to individual
cells and a colon to separate the first and last cells in a designated range, as
shown in the following examples.

To average these cells:

HH
=average(b:b) or =average(b1:b3)
FH
=average(al:b2)
FH
=average(al:c2) or =average(1:1,2:2)
e

=average(al,a3,c2)

Reference an entire row or column

You can reference an entire row or column in a calculation in the following
ways:

e Use a range that includes only the letter or number that represents it— for
example, 1:1 to reference the first row in the table. This designation allows



the calculation to automatically include all the cells in the row if you decide
to add other cells later.

e Use a range that includes the specific cells— for example, al:a3 to
reference a column with three rows. This designation allows the calculation
to include only those particular cells. If you add other cells later and you
want the calculation to include them, you need to edit the calculation.

Reference cells in another table

To reference cells in another table, or to reference a cell from outside a table,
identify the table with a bookmark. For example, the field { =average(Table2
b:b) } averages column B in the table marked by the bookmark Table2.
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Repeat a table heading on subsequent
pages

When you work with a very long table, it must be divided where a page break
occurs. You can make adjustments to the table to make sure than the information
appears as you want it to when the table spans multiple pages.

Repeated table headings are visible only in print layout view or when you print
the document.

1. Select the heading row or rows. The selection must include the first row of
the table.
2. On the Table menu, click Heading Rows Repeat.

Note Microsoft Word automatically repeats table headings on new pages that
result from automatic page breaks. Word does not repeat a heading if you insert a
manual page break within a table.
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Resize all or part of a table

Do any of the following:

Resize an entire table

1. In print layout view, rest the pointer on the table until the table resize
handle = appears on the lower-right corner of the table.

2. Rest the pointer on the table resize handle until a double-headed arrow o
appears.

3. Drag the table boundary until the table is the size you want.

Note If you are working on a Web page or in Web layout view, you can set the
table to automatically resize to fit in a window when you change the window
size. Click in the table. On the Table menu, point to AutoFit, and then click
AutoFit to Window.

Change column width

¢ Rest the pointer on the column boundary you want to move until it becomes
a resize pointer +I*, and then drag the boundary until the column is the width
you want.

Notes

e To change a column width to a specific measurement, click a cell in the
column. On the Table menu, click Table Properties, and then click the
Column tab. Select the options you want.

e To make the columns in a table automatically fit the contents, click a table,
point to AutoFit on the Table menu, and then click AutoFit to Contents.

e To display column width measurements, click a cell and then hold down
ALT as you drag the markers on the ruler.

Change row height

¢ Rest the pointer on the row boundary you want to move until it becomes a



resize pointer =, and then drag the boundary.
Notes

e To change a row height to a specific measurement, click a cell in the row.
On the Table menu, click Table Properties, and then click the Row tab.
Select the options you want.

e To display row height measurements, click a cell, hold down ALT as you
drag the markers on the vertical ruler.

Make multiple columns or rows the same size

1. Select the columns or rows you want to make the same size.

How?

Some parts of a table can only be seen if you display all formatting marks
by clicking Show/Hide 17| on the Standard toolbar.

To select:

A cell
Click the left edge of the cell.

A column
Click the column's top gridline or border.

Multiple cells, rows, or columns
Drag across the cell, row, or column.
Or select multiple items that are not necessarily in order. Click the first
cell, row, or column you want, press CTRL, and then click the next



cells, rows, or columns you want.
Text in the next cell
Press TAB.
Text in the previous cell
Press SHIFT+TAB
The entire table
In print layout view, click the table move handle &, or drag over the
entire table.

Note You can also select rows, columns, or the entire table by clicking in
the table and then using the Select commands on the Table menu, or by
using keyboard shortcuts.

On the Tables and Borders toolbar, click Distribute Columns Evenly
or Distribute Rows Evenly Ei

Add or change the space between cells in a table

If you are using a table to arrange text and graphics— for example, on a Web
page— you can add spacing between table cells.

Y

2

1 No space between table cells

2 Space between table cells

A=

Click the table.

On the Table menu, click Table Properties, and then click the Table tab.
Click Options.

Under Default cell spacing, select the Allow spacing between cells check
box and enter the measurement you want.
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Split a cell into multiple cells in a
table

1. Click in a cell, or select multiple cells that you want to split.

On the Table menu, click Split Cells =l
3. Select the number of columns or rows you want to split the selected cells

into.

N
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Split a table

1. To split a table in two, click the row that you want to be the first row of the
second table.
2. On the Table menu, click Split Table.
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Locate specific records in a large
table

e

Place the insertion point in the cell of a table.

On the View menu, point to Toolbars, and then click Database.
Click Find Record /.

In the Find what box, type the text you want to locate.

In the In field box, click the name of the field you want to search.
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Troubleshoot tables

My table column resizes as I type.

Table columns in Microsoft Word automatically resize to fit text or graphics. If
you type a word that is longer than the width of the column, the column adjusts
to accommodate the text. If you don't want your columns to resize when you
type, click in the table, click Table Properties on the Table menu, and then click
the Table tab. Click Options, and then clear the Automatically resize to fit
contents check box.

My table doesn't change size with my window.

If you set your table to automatically resize when you change your window size,
make sure that you are viewing your document in Web layout view. Tables do
not resize in normal view, print layout view, or outline view.

I inserted a table and now my line count is inaccurate.

If a single table row splits at a page break, Microsoft Word sometimes shows an
inaccurate line count on the status bar for those lines on the new page that fall
outside the row. If you must have an accurate line count, you can prevent table
rows from breaking across pages.

Part of the text is hidden inside a table cell.

¢ You might need to adjust the indentations within the cell. Click in the cell.
On the Format menu, click Paragraph, click the Indents and Spacing
tab, and then specify new measurements under Indentation.

¢ You might have set an exact row height that's smaller than the text you are
trying to display. Click in the cell. On the Table menu, click Table
Properties, and then click the Row tab. In the Row height is box, click At
least.

If you clear the Specify height check box, Microsoft Word will
automatically adjust the height to the contents.



My table shows gray borders that do not print.

By default, when you create a table, it has a black Y2-pt border that prints. If you
remove this border, gray gridlines still appear. These gridlines do not print. If
you want to print the lines in your table, you must add a border. If you do not
want the gridlines to show in your document, click Hide Gridlines on the Table
menu.

My table is cut off at the end of a page.

You might have text wrapping applied to the table. If you want the table to span
more than one page, you must remove text wrapping. Click the table. On the
Table menu, click Table Properties, and then click the Table tab. Under Text
wrapping, click None.

My table snaps to the left or right when I try to move it.

You might be viewing your document in Web layout view and have text
wrapping applied to your table. If you are not working on a Web page, switch to
normal view or print layout view. If you are working on a Web page and want to
move the table, you must first remove text wrapping. Click the table. On the
Table menu, click Table Properties, and then click the Table tab. Under Text
wrapping, click None.

I can't insert a tab stop inside a table cell.

e Press CTRL+TAB.

I modified a table style and all the tables in my document changed.

If you modify an existing table style, all the tables in a document based on that
style will change. To avoid changing other tables in your document, create a new
style rather than modify an existing style. To create a new style, click New Style
in the Styles and Formatting task pane.
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About bulleted and numbered lists

Bulleted and numbered lists in Microsoft Word are easy to create. You can
quickly add bullets or numbers to existing lines of text, or Word can
automatically create lists as you type.

If you like automatic lists, but find on occasion that you don't want text to be
turned into a list, you can undo a list as it's being created by clicking the
AutoCorrect Options button | | that appears near the list.

Lists can be simple or complex

e Use the default bullet and numbering formats for lists, select other built-in
formats, customize existing formats, or use List Styles.

e Format bullets or numbers differently than the text in a list. For example,
click a number and change the number color for the entire list, without
making changes to the text in the list.

1. Lorem
2. lpsum
2. Drolor

e Make a list with just one level, or make an outline numbered list to add a
more complex structure to lists.

¢ Create a picture bulleted list to add visual interest to a document or Web
page.

gaag




Show All



Add bullets or numbering

Microsoft Word can automatically create bulleted and numbered lists as you
type, or you can quickly add bullets or numbers to existing lines of text.

Create bulleted and numbered lists as you type

1. Type 1. to start a numbered list or * (asterisk) to start a bulleted list, and
then press SPACEBAR or TAB.

2. 'Type any text you want.
3. Press ENTER to add the next list item.
Word automatically inserts the next number or bullet.

4. To finish the list, press ENTER twice, or press BACKSPACE to delete the
last bullet or number in the list.

Note If bullets and numbers do not automatically appear, click AutoCorrect
Options on the Tools menu, and then click the AutoFormat As You Type tab.
Select the Automatic bulleted lists or Automatic numbered lists check box.

Add bullets or numbering to existing text

1. Select the items you want to add bullets or numbering to.
2. On the Formatting toolbar, click Bullets :=/ or Numbering E=l,

Tips

¢ You can select different bullet styles and numbering formats by clicking
Bullets and Numbering on the Format menu.

e You can move an entire list to the left or the right. Click the first number in
the list and drag it to a new location. The entire list moves as you drag,
without changing the numbering levels in the list.



¢ You can turn an existing list into an outline numbered list by changing the
hierarchical level of items in the list. Click a number in the list other than
the first number, and then press TAB or SHIFT+TAB, or click Increase

Indent =/ or Decrease Indent == on the Formatting toolbar.
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Add picture bullets or symbols to lists

Picture bullets are often used in documents created for the Web.

1.
2.

3.

Select the items for which you want to add picture bullets or symbols.
On the Format menu, click Bullets and Numbering, and then click the
Bulleted tab.
Click any style, and then click Customize.
Decide whether to use a picture or symbol for bullets.

o Click Character to add a symbol.

o Click Picture to add a picture.

Note If you want to use a picture that is not in the list, click Import and
browse to the picture you want to use.

Click the picture or symbol you want to use, and then click OK twice.

Tip

You can create a custom bulleted list automatically as you type. First, specify a
custom bullet in the Bullets and Numbering dialog box. Type the text for the
first item in the list, and then press ENTER. Microsoft Word automatically
inserts another custom bullet. To finish the list, press ENTER twice, or press
BACKSPACE to delete the last bullet in the list.
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Add numbering to items in
paragraph text

You can add numbers to items in the body text of a paragraph by using the
LISTNUM field.

(i1
[ii]
[iii]

Click in front of the first item you want to number within the paragraph.

On the Insert menu, click Field.

In the Categories box, click Numbering.

In the Field names box, click ListNum.

In the List name box, select the format you want.

Click OK.

Click in front of the next item you want to number within the paragraph and
press CTRL+Y to insert another LISTNUM field.

8. If you want to change the spacing, insert a space between each LISTNUM
field result and the text you want to number.

NouhkwhE

Note You can change the starting number and other formats by adding switches
to the LISTNUM field.
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Add numbers to headings

1 Heading level 1

1.1 Heading lewel 2

If you use built-in Microsoft Word heading styles to format headings in a
document, you can automatically number headings with the numbering format
you choose.

If you've created custom styles for the headings, you can still add numbers to the
headings by linking each heading to a numbered format.

Create numbered headings with built-in heading styles

1. On the Format menu, click Bullets and Numbering, and then click the
Outline Numbered tab.

2. Click a numbering format that contains the text "Heading 1", "Heading 2",
and so on, and then click OK.

3. Type the text you want for the numbered heading, and then press ENTER.

4. To add the next numbered heading, click the arrow next to the Style box
and select the style you want.

5. To move a heading to the appropriate numbering level, do one of the
following on the Formatting toolbar:

To demote the heading to a lower numbering level, select the heading, and
click Increase Indent *5/ or press the TAB key.

To promote the heading to a higher numbering level, select the heading, and
click Decrease Indent [*= or press SHIFT+TAB.

Add numbers to headings with custom heading styles

Use this procedure if the headings in the document are formatted with custom
heading styles created by you or someone else, not with built-in Word heading



styles.

1.

w

o1

N

On the Format menu, click Bullets and Numbering, and then click the
Outline Numbered tab.

Click a numbering format.

Click Customize.

In the Level or the Preview box, click the heading level you want to
number.

For example, if you want to number the top-level heading style in your
document, which you've named "My Style 1," click 1 in the Level box.

If the dialog box is not fully expanded, click More.
In the Link level to style box, click the style that corresponds to the level
you selected in step 4.

For example, if you clicked 1 in the Level box, click My Style 1.

Repeat steps 4 through 7 for each heading style in the document.
To move a heading to the appropriate numbering level, do one of the
following on the Formatting toolbar:

To demote the heading to a lower numbering level, select the heading, and
click Increase Indent *5/ or press the TAB key.

To promote the heading to a higher numbering level, select the heading, and
click Decrease Indent [*= or press SHIFT+TAB.

Note You can modify the predefined Word list formats that appear on the
Outline Numbered tab by clicking Customize in the Bullets and Numbering
dialog box.
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Create a new list style

In addition to the built-in list styles that come with Microsoft Word, you can
create your own list style to apply similar alignment, number or bullet
characters, and fonts to lists.

1. If the Styles and Formatting task pane is not open, click Styles and
Formatting 2/ on the Formatting toolbar.

In the Styles and Formatting task pane, click New Style.

In the Name box, type a name for the style.

In the Style type box, click List.

Select the options that you want, or click Format to see more options.

e

Notes

e To use the new style in new documents based on the same template, select
the Add to template check box. Word adds the new style to the template
that is attached to the active document.

e You can reuse a new list style by selecting it in from the Styles and
Formatting task pane or from the List Styles tab in the Bullets and
Numbering dialog box (click Bullets and Numbering on the Format
menu).
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Convert bullets to numbers and vice
versa

1. Select the text that has bullets or numbers you want to change.
2. On the Formatting toolbar, click Bullets :=/ or Numbering E=l,



Adjust spacing between a list bullet
or number and the text

A=

o o

Select the bulleted list or numbered list items.

On the Format menu, click Bullets and Numbering.

Click either the Bulleted or Numbered tab.

Click the list format that matches your list's existing bulleted list or
numbered list format.

Click Customize.

Do one of the following:

o If you're formatting a bulleted list, select the options you want under
Bullet position and Text position.

o If you're formatting a numbered list, select the options you want under
Number position and Text position.
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Change the numbering sequence in
lists

Do one of the following:
Restart numbering in the middle of a numbered list

¢ In the numbered list, right-click the number that you want to restart with 1,
and then click Restart Numbering on the shortcut menu.

Sequentially number lists separated by non-numbered text

e Right-click the first number of the list that will continue the numbering
sequence, and then click Continue Numbering on the shortcut menu.
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Create a multiple-level picture bullet
list

A multiple-level picture bullet list is similar to an outline numbered list. It shows
list items at different levels rather than indented at one level, using different
picture bullet images to represent each level.

»

If you're using a theme for a Web page, the theme may include picture bullets for
different levels. You can use this procedure to change the existing bullets in a
theme, or to add bullets to create more levels in a list.

1.

2.

w

On the Format menu, click Bullets and Numbering, and then click the
Outline Numbered tab.

Click any list style in the top row, or click an existing picture bullet style,
and then click Customize.

In the Level box, click 1.

In the Number style box, click an existing picture, or click New Picture to
select a picture.

Repeat steps 3 and 4, selecting a different level and a different picture bullet
for each level until you are done.

Click OK.

A picture bullet is displayed for the first level.
Type list text, pressing ENTER after each item.

Subsequent picture bullets are automatically inserted at the beginning of
each line at the first level.

To move a bulleted item to the appropriate level, do one of the following on
the Formatting toolbar:



o To demote the item to a lower level, click anywhere in the item, and
click Increase Indent .

o To promote the item to a higher level, click anywhere in the item, and
click Decrease Indent =/
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Create an outline numbered list

An outline numbered list shows list items at different levels rather than indented
at one level.

1. Lorem
1.1, Ipsum
1.1.1. Dalor

1. On the Format menu, click Bullets and Numbering, and then click the
Outline Numbered tab.

2. Click a list format that does not contain the text "Heading", and then click
OK.

The first number of the list is displayed in the document.
3. Type the list text, pressing ENTER after each item.

Subsequent numbers are automatically inserted at the beginning of each line
at the same numbering level.

4. To move an outline numbered item to the appropriate numbering level, do
one of the following on the Formatting toolbar:

o To demote the item to a lower numbering level, click a list number,
and click Increase Indent ==/,

o To promote the item to a higher numbering level, click a list number,
and click Decrease Indent =/,

Tips

¢ You can turn an existing list into an outline numbered list by changing the
hierarchical level of items in the list. Click a number in the list other than
the first number, and then press TAB or SHIFT+TAB, or click Increase

Indent =5/ or Decrease Indent .

¢ You can move an entire list to the left or the right. Click the first number in



the list and drag it to a new location. The entire list moves as you drag,
without changing the numbering levels in the list. Or you can click the first
number and then press TAB or SHIFT+TAB, or click Increase Indent
or Decrease Indent =/,
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Include multiple outline numbers on
a single line

In an outline numbered list created with the "Article I" style, you can include
more than one numbering level on a single line by using the LISTNUM field.

Article 1.

Section 1.01 L1

1.1.1

1. On the Format menu, click Bullets and Numbering, and then click the
Outline Numbered tab.

Double-click the list format that begins with Article I.

Type the article text you want, and then press ENTER.

To add Section 1.01, click Heading 2 in the Style box.

To create the second outline level number on the same line— for example,
1.1— click Field on the Insert menu.

In the Categories box, click Numbering.

In the Field names box, click ListNum.

In the List name box, click LegalDefault, and then click OK.

Type the text for the list item, and then press ENTER.

To insert the next number at the same level— for example, 1.1.1— press
TAB to line up the numbers vertically, and then repeat steps 5 through 9.
11. Type the text for the list item, and then press ENTER.

ik

SOEND

To make the lines of text and numbers look the same as each other, you can
apply the same formatting to the characters in each line of text.
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Combine lists into one list

When you add one list to another, Microsoft Word automatically formats the
second list to match the formatting of the first list.

1. Select the list you want to move or copy.

2. Click Cut |# ] or Copy =2/ on the Standard toolbar.
3. Click the line below the list you want to add to.

4. Click Paste <%/ on the Standard toolbar.

Note If list formatting does not combine, the "merge pasted lists" option may
not be turned on. On the Tools menu, click Options, and then click the Edit tab.
Under Cut and paste options, click Settings. Select the Merge pasted lists
with surrounding lists check box.



Show All



Modify bulleted or numbered list
formats

1. Select the list that has the bullet or number format you want to change.

2. On the Format menu, click Bullets and Numbering, and then click the tab
for the type of list you want to modify.

3. Click the list format you want.

You can also do any of the following:

Use a unique symbol or a picture bullet

—_

. Select the list that has the bullet format you want to change.

2. On the Format menu, click Bullets and Numbering, and then click the
Bulleted tab.

w

. Click the list format you want to modify, or the style that is closest to the
format you want.

4. Click Customize.
5. Decide whether to use a different symbol or a picture for bullets:
o Click Character to change the symbol.

o Click Picture to select a picture.

(@)}

. Select the symbol or picture you want.

~

. Select any other options you want.

Customize numbered list format



For example, change "1)" to "First", or to "01", or change the punctuation that is
used after a number or letter.

1. Select the list that has the number format you want to change.

2. On the Format menu, click Bullets and Numbering, and then click the
Numbered or Outline Numbered tab.

3. Click the list format that you want to modify, or the style that is closest to
the format you want to modify.

4. Click Customize.

5. Select the options you want.

Format bullets or numbers differently than the text in a list

You can change the format of bullets or numbers in a list without making
changes to the text in the list. For example, format numbers or bullets with a
different font color than the text in the list.

1. Click a bullet or number in a list.

All the bullets or numbers in the list are highlighted.

n Larem

2. lpsum
3. Drolor

2. Select the options you want on the Formatting toolbar.

1. Lorem
2. lpsum
2. Drolor




Restore a customized list format to its
original setting

When you modify one of the list formats that appear on the Bulleted,
Numbered, or Outline Numbered tab, the custom changes you make appear in
the list gallery preview.

1. On the Format menu, click Bullets and Numbering.

2. Click the Bulleted, Numbered, or Outline Numbered tab.
3. Click the custom list format you want to remove.

4. Click Reset.
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Remove bullets or numbering

1. Select the text from which you want bullets or numbering removed.
2. On the Formatting toolbar, click Bullets :=/ or Numbering E=l,

Microsoft Word automatically adjusts the number sequence of a numbered list.

Note To remove a single bullet or number, click the bullet or number, and then
press BACKSPACE.



Turn on or off automatic bulleted or
numbered lists

1. On the Tools menu, click AutoCorrect Options, and then click the
AutoFormat As You Type tab.

2. Under Apply as you type, select or clear the Automatic bulleted lists or
Automatic numbered lists check box.
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Troubleshoot bulleted and numbered
lists

When I make changes to the bullets or numbers in a list, not all the bullets
or numbers change.

When you click a bullet or number in a list, all the items on that level of the list
are selected. The bullet or number clicked is highlighted in dark gray, while the
rest of the bullets or numbers in the list at that level are highlighted in light gray.

n Larem

2. lpsum
3. Drolor

A bullet or number on the same level that is not highlighted is not a part of the
list, even if it otherwise looks as though it is. Changes you make to the bullets or
numbering in the rest of the list at that level will not affect the bullet or number
that is not highlighted.

To make the bullet or number a part of the list, do the following:

e Place the insertion point into the text beside the bullet or number that is not
highlighted, and then click Bullets =/ or Numbering =/ on the
Formatting toolbar. The bullet or number should now be highlighted.

e Select the entire list, click Bullets :=/ or Numbering =], and then click
Bullets :=/ or Numbering =/ again.

Bullet characters show as clock faces or empty boxes.

e Bullets appear as clock faces Unless you've selected a different font for
the bullet, Microsoft Word uses the bullet character from the Symbol font.
If the Symbol font is damaged or unavailable, Word substitutes the
Wingdings font. In this font, the corresponding ASCII character is a clock
face. Try reinstalling the Symbol font, or use the Bullets and Numbering
command on the Format menu to select a different bullet character from
the Wingdings font.



¢ Bullets appear as empty boxes When you create a bulleted list using the
Marlett font, instead of inserting a single bullet, Word either inserts at least
one box or inserts a bullet and a box character. To use a bullet character
from the Marlett typeface, click Symbeol (Insert menu), select the symbol
you want, and then click Insert. You may need to adjust the text
indentations. You can also use a different font to insert a bullet.

Every line is bulleted or numbered instead of just the first line.

To add text beneath a bulleted or numbered item in a list without adding a bullet
or number, place the insertion point at the end of the list item and press
SHIFT+ENTER. The new line indents and aligns with the text in the previous
line. Add text, and then press SHIFT+ENTER again to create another indented
line, or press ENTER to create another numbered or bulleted line.

I want to use different formats for the text and the bullets or numbers in
my list items.

You can have bold bullets or numbers and plain text, or vice versa. To change
the formatting of the bullets or numbers, click a bullet or number in the list, and
then click a button the Formatting toolbar to make changes.

Custom tab characters disappear when I add or remove bullets.

When you add bullets to or remove them from lines of text that contain custom
tab stops and tab characters, Microsoft Word removes the tab characters and
retains the tab stops.

Do one of the following:

e Click where you want the tab character to appear, and press the TAB key to
reinsert the tab character.

¢ Avoid adding or removing bullets from items that contain custom tab stops
and tab characters.

Note Creating a custom tab is a two-step process. First you set the tab stop, and
then you press the TAB key to insert the tab character.

Paragraph indents disappear when I add or remove bullets or numbering.



When you do any of the following, Microsoft Word removes existing indents
from paragraph text:

Add bullets to indented and numbered paragraphs.

Add numbering to indented and bulleted paragraphs.
Remove bullets from indented and bulleted paragraphs.
Remove numbering from indented and numbered paragraphs.

After you apply the bullet or numbering format, you must insert the indents into
the paragraph.

The custom formatting changes I made to my lists have disappeared.

The list formats that appear on the Bulleted and Numbered tabs when you click
Bullets and Numbering on the Format menu are based on built-in List Bullet
and List Number styles. If you create a custom style based on these built-in
styles, you might lose the custom formatting when you copy styles between
documents or when you restart Microsoft Word.

e Modify the custom numbering style in the new document If you copy a
custom numbering style from one document to another document, the
numbers might disappear. In the new document, you can modify the custom
style to include list numbers.

e Create a custom bullet or numbering style that is not based on built-in
list styles You may find your custom changes missing after you close the
document and restart Word. To keep the formatting changes you make, you
should create a new style that is not based on one of the built-in or base
styles. In the Styles and Formatting task pane, click New Style. In the
Name box, type a unique name, and then click (no style) in the Based on
box.

¢ Create a new template that contains the custom bullet or numbering
style To save a custom bulleted list or numbered list format for reuse, you
can modify the List Bullet or List Number style to use the bulleted list or
numbered list format you want. Open the template you use to create your
documents, modify the style in the new template, and then save the
template. New documents you base on the template will have the updated
list style. Apply the style to paragraphs you want bulleted or numbered.



Learn about modifying styles.

Outline numbering is on, but my headings aren't being numbered.

Make sure you've formatted the headings with the built-in heading styles. If the
headings in your document are formatted with custom styles, you must link each
custom style with an outline numbering level.



Troubleshooting lists that contain LISTNUM fields.

[ see {LISTNUM \S 5} instead of the item number.

What you see is the field code.

e To switch between displaying field codes and field results, click the field,
and press SHIFT+F9. The field instructions are enclosed in the field
characters ({ }); for example, { LISTNUM }. Make sure that you don't
delete or move the quotation marks or other field instructions.

¢ To show or hide field codes for all fields in the document, press ALT+F9.

The numbering level for LISTNUM field changes when heading style is
applied.

If you insert a LISTNUM field into a document and then apply a heading style to
a paragraph before the LISTNUM field, the result of the LISTNUM field will be
demoted by one numbering level below the heading level you applied. To change
the numbering level, right-click the LISTNUM field and then click Increase
Indent or Decrease Indent on the shortcut menu.
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About newsletter-style layout

You can lay out text or a story in newsletters, brochures, and flyers by creating
newsletter-style columns or linked text boxes.

Create newsletter-style columns to continue text in the next column on the
same page

Text in newsletter-style columns flows continuously from the bottom of one
column to the top of the next column.

it

You can specify the number of newsletter-style columns you want, adjust their
width, and add vertical lines between columns. You can also add a banner
heading that spans the width of the page.

Create linked text boxes to continue a story elsewhere in the document

Suppose you're creating a newsletter, and you want a story that begins on page 1
to continue on page 4. To make this happen, you place the text in text boxes, and
then create text box links so that the story will flow from one text box to another
in the order you want. In this example, the text box on page 1 is linked to a text
box on page 4.

4

When you add lines of text to a linked text box, the text flows forward into the
next text box. When you delete lines of text from a text box, the text in the next
text box moves backward. You can link several text boxes in a story, and you can
have multiple stories in a document. However, all the linked text boxes must be
contained in a single document. The links don't have to occur in a forward



direction.

Instead of the rectangular or square containers that text boxes provide for your
story, you can use circles, banners, flow chart shapes, and other AutoShapes as
containers. After you've created the linked text boxes and inserted the text, you
can change the shape of the container for your story.

Flow stories in parallel, or side-by-side, columns from page to page

You can use linked text boxes to have text from column 1 flow to column 1 on
the next page. The text beside it in column 2 can flow to column 2 on the next
page, parallel to column 1. This technique is useful if you need to pair two
similar stories or articles— for example, an article in English on the left and the
same article in German on the right. In this example, the same text in English
and German appear side by side in columns on each page.

1
Howe  Waran
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This method gives different results from using the Columns command on the
Format menu, which causes text in column 1 to flow or "snake" to column 2 on

the same page. You can also use tables to create side-by-side columns, but linked
text boxes give you more control over the text flow.
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Add vertical lines between newsletter-
style columns

1. Switch to print layout view.

2. If your document is divided into sections, click in the section you want to
change.

3. On the Format menu, click Columns.

4. Select the Line between check box.
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Balance