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A

Access and Word
convert Word table to database,
173
move data from Access table to
Word document, 173
Acrobat toolbar, 18
Activation Wizard, 5
add-ins (see Templates and Add-Ins)
Advanced File Search, 26
Application Recovery, 29
after a crash, 31-32
Application Sharing features, 39
AutoClose command, 143
AutoCorrect, 14, 48
capitalization, stopping Word from
adjusting, 53
“Capitalize first letter of table cells”
checkbox missing in Word
2004, 181
entries for boilerplate text, 22
Mac Word, 179
requirements, 54
transferring between computers, 53
using most effectively, 49
AutoCorrect Backup macro, 53
AutoExec command, 143
AutoExit command, 143
AutoFormat, using to clean up docu-
ment, 52
AutoFormat As You Type feature, 50
turning off, 51
automating processing (see macros)
AutoNew command, 143
AutoOpen command, 143
AutoRecover
changing default folders, 26
controlling or turning off, 32

AutoScroll, 64
AutoSummarize command, 65
AutoText, 14, 49
creating entry, 50
entries for boilerplate text, 22
transferring between templates, 50

B

background printing, 121
backups, 7, 25

key files (Mac Word), 179

master documents, 41
Basic File Search, 26
batch-converting files into other

formats, 34
Batch Conversion Wizard, 34
blank document, preventing creation
when Word starts, 12

blank paragraphs, removing, 58
bookmarks

making visible, 61

names, 61

navigating with, 61

placing insertion point outside, 62
booting, dual-boot, 4
Borders and Shading, 123
border lines, automatic, 52
browse objects, 62
Built-in Menus item, 16
bulleted lists, automatic, 52
Bullets and Numbering, 80, 82, 84
Button Editor, 17

c

“Click and Type" feature, 48
capitalization
applying proper, 150
changing, 75

Index

stopping Word from adjusting, 52
turning off in tables (Mac
Word), 181
Carbonlib file, 176
CD key, Windows Registry, 8
Cell Height and Width dialog box, 131
Change Case dialog box, 75
clip-art pictures, changing default
folders, 26
Clippit, 68
Close button, adding to Standard
toolbar, 17
closing documents taking a long
time, 14
columns
manipulating in tables, 132
mixing different numbers of, 135
navigating, 135
newspaper-style, 135
rearranging in tables, 132
saving as web page, 136
setting widths precisely, 132
columns of data, 128
comments
get rid of balloons, 104
removing, 104
shrinking window, 104
Compare and Merge Documents, 107
Legal Blackline box, 107
Compatibility settings, 77, 153
component documents, 37
COM add-ins, 10, 11
control userpasswords command, 6
converters, 32
converting WordPerfect to Word
files, 76
copying text without formatting, 65
copyright symbol, 53
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corruption, 29-37
damaged documents, 32
formatting slipping, 90
opening Word documents, 179
recovering corrupted master
documents, 40-42
crashes, 29-37
Application Recovery, 29, 31-32
Error Reporting dialog box, 31
temporary files, 33
when printing, 118
cross-references, 69
Cross-Reference dialog box, 70
CrossEyes, 76
Customize dialog box, 67
Customize Keyboard dialog box, 67
Custom Dictionaries, 111
removing mistakes from, 111
custom menus, resetting, 18
custom toolbars, 18
resetting, 18
cutting text
“Smart cut and paste"” box, 47

D

“Do not check spelling or grammar”
option, 110

date field, 70

decimal tabs, 97
Default Paragraph Font, 86
Delete Block? No (Yes) message, 65
dictionary
adding to list of Custom
Dictionaries, 111
adding words to, 111
custom, 110
creating, 112
full error, 112
protecting, 113
exclusion, 114
Mac Word, 179
online, 109
removing mistakes from, 111
sharing, 112
digital certificate, 159
Digital Signature, 159
direct formatting, 74
disk-full errors, 180
Disk Management, 4
dividing page into multiple pages, 99
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documents
blank, 13
closing
all but current one, 147
all open documents, 26
Compare and Merge
Documents, 107
component, 37
creating and saving, 21-42
creating based on existing
documents, 23
damaged versions, 32
double-saving, 152
enabling several people to edit
simultaneously, 39-40
exporting to HTML, 29
fast-saved file, 24
finding lost, 26
formats (see formats)
forms (see forms)
getting rid of text in default, 22
inserting text at end of (Mac
Word), 181
keeping separate versions, 27
locking, 35
making local copies, 34
master, 37-42
enabling several people to edit
simultaneously, 39-40
multiple people editing, 38
recovering corrupted, 40-42
revert to backup copy, 41
working safely with, 39
multiple in windows, 19
multiple people editing, 38
navigating (see navigating
documents)
other formats, opening, 33
recent, 13
removing personal data, 28
saving, 24-29
all open documents, 25
best way, 24
changing default folder, 26
subdocuments
creating, 38
creating multiple, 38
taking a long time to close, 14
templates (see templates)
working in two parts at once, 64

Document Map, 63
customizing, 63

Drawing Canvas, 92

drawing layer, 91

drawing lines, 93

dual-boot configuration, 4

duplicate entries, removing, 60

E

editing, 65-69
capitalization, 75
cleaning up files exported from
databases, 65
copying text without formatting, 65
formatting (see formatting)
inserting text at end of document
(Mac Word), 181
page count, 66
pasting (see pasting)
repagination, 66
returning to previous edits, 64
revision marks (see revision marks)
Smart Tags (see Smart Tags), 68
Word Count feature, 66
Edit Hyperlink, 95
eFax, 124
embedding fonts, 78
embedding objects, 162

file size, 162
errors

disk full, 180

"File in Use", 36

"Permission for this document is
currently restricted.”, 180
"Unable to save:..", 180
Error Reporting dialog box, 31
Excel and Word, 170-171
keeping chart updated in document,

170
transferring data from Word to
Excel, 170

exclusion dictionary, 114
Extend Selection mode, 47

F

"File in Use" error, 36
fast-saved file, 24
Fax1.com, 124



faxes, 123
Internet fax service, 124
placing in Word document, 124
fields, 69-70
adding Help text, 102
date, 70
forcing users to fill in, 103
Mail Merge, 164
inserting, 166
making visible, 69
that change when opening or
printing, 119
validating, 103
Files and Settings Transfer Wizard, 54
Final Showing Markup view, 105
Final view, 105
Find and Replace, 55-60
any character, digit, or letter, 57
blank paragraphs, 58
complex formatting, 154-156
duplicate entries, 60
inverting names, 59
quickly, 55
regular expressions, 58
smart quotes, 57
styles and formatting, 56
superscripts and subscripts, 57
two-step, 57
Find Style dialog box, 56
Flesch-Kincaid Grade Level, 116
Flesch Reading Ease, 116
fomatting marks, displaying, 73
fonts
default in Normal.dot, 72
embedding, 78
making Word display all, 79
Outline view, 45
printing samples of each, 156
required, 11
formats
batch-converting files, 34
Rich Text Format, 34
Text Only, 34
formatting
applying sets of, 75
applying to multiple documents, 73
best way to apply, 74

checking, 76
complex formatting in Find and
Replace, 156

controlling when pasting, 89

copying text without, 65
direct, 74
find and replace, 56
how Word's formatting works, 74
page layout, 74
restoring, 86
section, 74
slipping, 90
Word and WordPerfect
disagreeing, 78

(see also styles)

Formatting toolbar, 17

FormField object, 103

forms, 101-116
creating, 102
creating in templates, 102
extracting data from, 104
fields (see fields)
preventing users from accessing

parts of documents, 102

protecting with password, 102
testing, 102

For loop, 156

G

Getting Started task pane, 13
GlIFs, 5
GlobalSign NV, 159
Go command, 62
grammar checker
“Do not check spelling or grammar”
option, 110
"Hide grammatical errors in this
document” option, 108
turning off, 115
graphics, 90-94
controlling size of pasted, 90
cropping outside Word, 91
Drawing Canvas, 92
drawing layer, 91
drawing lines, 93
filters, 5
in line with text, 91
making look right, 91
making visible in Print Layout
view, 92
object anchors, 92
locking, 93
positioning, 91
relative to page, 93

recovering missing (Mac Word), 181
saving in PNG format, 182

using scanned picture, 125
watermarks, 93

wrapping text around, 92

H

hanging, Word hangs when starting, 9
hard spaces, 55
headers and footers, 98-99
creating different headers on differ-
ent pages, 98
creating from heading
paragraph, 99
headings, removing typed numbering
from lists and, 149
Heading Rows Repeat, 131
Help
for WordPerfect Users, 65
stopping Word from searching
Web, 68
Hide/Show Gridlines, 133
"Hide grammatical errors in this docu-
ment" option, 108
HTML, 78
removing Office-specific tags, 28
HTMLTidy, 29
hyperlinks, 94-95
automatically inserting, 94
changing default behavior, 95
seeing where they'll take you, 94

If statement, 150
images (see graphics)

indents
changing, 75
stopping Word from turning tabs
into, 95
Insert Table dialog box, 128, 129
installation
CD, 2

multiple versions, 2

reinstalling Word, 8

single user, 5-6
inverting names, 59
invoices, 103
IrfanView, 92
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J

Carbonlib file, 176
corrupted Normal template, 178

JPEGs, 5, 90 macros, 139-160 font files. 176
adm|r.1|ster|ng, 158T16_0 . inserting text at end of
K applying proper capitalization, 150

keyboard shortcuts

L

customizing, 67
hard page break, 129
navigating through documents, 60
Normal view, 44
Outline view, 44
switching to, 44
Print Layout view, 44
Print Preview, 44
seeing which are assigned, 149
Split Table, 129

language, stopping Word from

changing, 80

layout

avoid layout changes on different
computers, 90
default in Normal.dot, 72

Legal Blackline box, 107
letters, using forms, 103
Levit and James, 76

closing all documents but current
one, 147

Ctrl+Break, 142

displaying Print dialog box with cur-
rent page or pages option
selected, 154

double-saving documents, 152

extracting AutoCorrect entries, 54

finding out why macros won't run,
158-160

find and replace styles and
formatting, 56

Find and Replace with complex
formatting, 154-156

in templates, 23

making Print Preview open in Editing
mode, 144

message boxes, 142

moving to another template, 158

Outline view

expanding to specific level, 145
pasting as unformatted text, 148
predefined names, 143

document, 181

markup balloons in, 181

Normal template safety, 183

page numbering, 178

performance when scrolling, 178

quitting on startup, 176

recovering missing graphics, 181

reinstalling updaters, 178

repairing disk permissions, 177

repairing preferences or setting
files, 177

restoring Page Setup to preferred
settings, 182

saving document when pasting OLE
object, 182

saving graphic in PNG format, 182

startup speed, 176

Test Drive, 179

Unknown Author, 183

updating software, 176

Mail Merge, 163-169

data source, 164
creating or designating, 164
editing document, 168

line-drawing capabilities, 93 printing document in monochrome, fields. 164
linking objects, 162 153 in;erting, 166
Links dialog box, 163 printing samples of each font, 156 filtering, 167
lists recording, 140 using numerical field, 169
correcting automatic numbering in removing typed numbering from lists Helper, 165
numbered lists, 80-82 and headings, 149 if fields, 167

creating special style, 81
manually resetting, 81
setting list templates, 81
indentation, 83
numbered lists and revision marks,

removing unneeded steps in
recorded, 141

returning to last editing position,
143

Security Level tab, 158

main document, 164

creating, 166
Recipients dialog box, 166
restoring Mail Merge document to

: . normal, 169
83 seeing which keyboard shortcuts are sorting, 167
removing duplicate entries, 60 assigned, 149 Sort Records tab, 167
removing typed numbering from lists signed and unsigned, 159 using, 163

and headings, 149

List style, selecting text, 47
local copies of documents, 34
locked Normal.dot, 15
locking documents, 35

switching document to read-only
status, 146

trusted locations, 158

trusted publishers, 159

Visual Basic Editor (see Visual Basic

margins

adjusting for printing, 122
default in Normal.dot, 72
swelling of right margin, 122

markup balloons in Mac Word, 181
master documents, 37-42
enabling several people to edit
simultaneously, 39-40
multiple people editing, 38

Editor)
Mac Word, 175-184
backing up key files, 179
can't write to folders, 181

lost documents, 26
lowercase text, 75
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master documents (continued)
recovering corrupted, 40-42
reverting to backup copy, 41
working safely with, 39
Master Document View button, 38
memory, 7, 10-12, 35, 121, 123
checking that PC has enough, 12
menus, 15-16
displaying full, 15
preventing items from changing
positions, 15
removing items from, 15
replacing items, 16
resetting customized, 18
Work menu, 16
merging documents, 107
Merriam-Webster Online, 109
Merriam-Webster Online Thesaurus,
116
modeless dialog box, 55
Most Recently Used list, 13, 16
moving to another computer, 7

N

navigating documents, 60-64
AutoScroll, 64
bookmarks (see bookmarks)
browse objects, 62
Document Map, 63
customizing, 63
Go command, 62
keyboard shortcuts, 60
returning to previous edits, 64
working in two parts at once, 64
nested lists, 83
NetMeeting, 39
network drive, making local copies of
documents, 35
NewMacros module, 141
New from Existing Document dialog
box, 48
nonbreaking spaces, 55
Normal.dot, 9
accidently saving as, 22
default layout, 72
default margins, 72
default settings, 72
in use by another application or
user, 14
locked, 15

macros won't run, 160
making Print button display Print
dialog box, 119
saving changes to, 14
Normal style, redefining, 88
Normal view
keyboard shortcut, 44
tables and, 134
numbering, 80-84
automatic numbered lists, 52
correcting automatic numbering in
numbered lists, 80-82
creating special style, 81
manually resetting, 81
setting list templates, 81
fixing "Page X of Y" numbering, 83
numbered lists and revision
marks, 83
outline numbering, 83
custom, 84
page numbering in Mac Word, 178
removing typed numbering from lists
and headings, 149
numbers, aligning with decimal
tabs, 97

0

object anchors, 92
locking, 93
object linking and embedding, 162-
163
broken links, 162
choosing between, 162
file size, 162
Office 2000
Save My Settings Wizard for, 7
Service Release 1 (SR-1) or Service
Release 1a (SR-1a), 8
Start menu shortcut, 4
Office 2003, Start menu shortcut, 4
Office 2004 Test Drive, 179
Office Assistant, 68
removing completely, 69
Office XP
Start menu shortcut, 4
On Error GoTo ErrorHandler, 156
OpenOffice.org, 32,179
Original Showing Markup view, 105
Original view, 105
outline numbering, 83

Outline view, 38, 44
changing fonts, 45
custom outline numbering, 84
expanding to specific level, 145
keyboard shortcuts, 44
printing, 45
turning off formatting display, 45
wavy line, 45

P

page count, 66
page layout formatting, 74
Page Setup, restoring in Mac Word,
182
paragraph marks, 73
partition, 4
PartitionMagic, 4
Partition Commander, 4
passwords, 6
protecting forms with, 102
Paste Special, 73
pasting
as unformatted text, 148
controlling formatting, 72, 89
making text take on destination
style, 89
“Smart cut and paste” box, 47
without formatting, 73
“Permission for this document is cur-
rently restricted”
error, 180
personal data, removing from
document, 28
pictures (see graphics)
PNG format, saving in, 182
PowerPoint and Word, 171-172
creating document from
presentation, 171
creating presentation from
document, 172
placing Word table on slide, 172
preferences (Mac Word), 179
presentation (see PowerPoint and Word)
printer, setting default, 90
printer drivers
affecting layout, 90
problems, 119
printing, 118-123
adjusting margins, 122
background, 121
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printing (continued)
black background with white
text, 123
bottom of page cut off, 122
color text as black-and-white, 121
crashes Word, 118
document in monochrome, 153
double-sided without duplex
printer, 120
draft quality, 121
fields that change when, 119
Outline view, 45
range of pages, 120
refusing to print, 118
reverse order, 120
swelling of right margin, 122
table borders, 133
table gridlines, 133
to file, 123
Print button, displaying Print dialog box
instead of default print
job, 119
Print dialog box
dispaying with current page or
pages option selected, 154
Print Layout view
keyboard shortcut, 44
making graphics visible in, 92
shortening pages, 46
Print Preview
editing in, 46
keyboard shortcut, 44
opening in Editing mode, 144
property tables, 78
Protect Document task pane, 102
Protect Form button, 102

0

quotes, replacing straight with
smart, 57

R

read-only status, switching document
to, 146

readability statistics, 115

recent documents, 13

Record Macro dialog box, 140

recovery, 7

regedit, 13

Registry, Task Pane setting, 13
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registry (Windows Registry)
CD key, 8
regular expressions, 58
reinstalling Word, 8
removable drive, making local
copies, 35
Remove Previous Versions of Office
Applications screen, 3
repagination, 66
Restart Numbering, 80
Resume Wizard, 114
Reveal Codes option, 75
Reveal Formatting task pane, 76
Reviewing Pane, removing, 107
Reviewing toolbar, 105
revision marks, 83
toggling, 106
turning off, 106
viewing for only some reviewers, 106
(see also tracking changes)
Rich Text Format (RTF), 34, 78
rotating text, 92

S

Save My Settings Wizard, 54

for Office 2000, 7

for Windows XP, 7
scanned picture in document, 125
scanning documents, 124
sections, 120

formatting, 74
selecting text, 46-48

"“Click and Type" feature, 48

automatic selection, 46

avoiding extra characters being

selected, 47

indented, 47

smart cut and paste, 47
Select Browse Object button, 62
Select Case statement, 150
shortcuts

creating new, 13

for multiple versions of Office, 3
Show Level drop-down list, 44
smart-cut-and-paste features, 89
smart-selection features, 46
"Smart cut and paste” box, 47
smart quotes, replacing straight quotes

with, 57

"Smart style behavior" box, 89

Smart Tags
removing useless, 67
saving in a document, 68
spaces, nonbreaking, 55
special characters, inserting, 54
Special Characters tab, 54
spellchecking, 108-116
automatic, 115
dictionary (see dictionary), 111
"Do not check spelling or grammar”
option, 110
gets stuck on a word, 113
grammar checker (see grammar
checker)
"Hide grammatical errors in this
document” option, 108
"Hide spelling errors in this docu-
ment" option, 108
missing problem text, 109
preventing from checking code, 110
setting preferences, 109
thesaurus, upgrading, 116
turning off red and green
squiggles, 108
Spelling & Grammar tab
readability statistics, 115
setting preferences, 109
turning off grammar checking, 115
Split Table, 129
Standard toolbar, 17
Close button, 17
startup
automatically starting, 12
preventing blank document creation
at, 12
taking a long time, 10
Word 2000 closes on, 8
Word hangs on, 9
startup files, changing default folders,
26
Start Enforcing Protection dialog
box, 103
Start menu shortcuts, 4
styles, 74, 84-90
changing styles automatically, 87
controlling formatting when
pasting, 89
creating new, 85
creating special list style, 81
Default Paragraph Font, 86
find and replace, 56



styles (continued)
getting started with, 84-86
making pasted text take on destina-
tion style, 89
naming, 85
preventing style changes from
affecting other documents,
87
redefining Normal, 88
turning off automatic updating, 79
updating manually, 88
using efficiently, 88
(see also formatting)
Styles and Formatting pane, 87
Style dialog box, 76
Style drop-down list, 87
superscripts and subscripts, 57
Support.dot, 53
Symantec's PartitionMagic, 4
symbols, inserting, 54

T

tables, 128-135

automatic, 52

automatic cell resizing, 134

Cell Height and Width dialog
box, 131

converting text to, 132

convert Word table to Access
database, 173

deleting, 131

different cell widths in different
rows, 132

drawing versus inserting, 128

formulas, 134

full page width, 130

getting rid of gridlines, 133

gridlines, adding borders to, 133

manipulating columns, 132

merged cells, 134

moving from start of
document, 129

Normal view, 134

placing at top of page, 129

positioning, 129

contents, 130

preventing resizing, 128

printing borders, 133

printing gridlines, 133

put on PowerPoint slide, 172
rearranging columns, 132
repeating header row, 131
setting column widths
precisely, 132
speeding up Word's handling
of, 134
turning off auto capitalization (Mac
Word), 181
vertically merged cells, 135
wrapping text around, 133
Tables and Borders toolbar, 128
Table Properties dialog box, 129
positioning table contents, 130
tabs, 95-98
aligning numbers with decimal
tabs, 97
alternatives to using tabs, 96
converting tabs and spaces to just
tabs, 97
stopping Word from turning tabs
into indents, 95
using effectively, 96
templates, 22-24
changing default folders, 26
creating forms in, 102
creating from existing
documents, 22
frequently used documents, 22
macros, 23
macros won't run, 158-160
Mac Word, 179
moving macros to other, 158
Normal.dot (see Normal.dot)
Normal template (Mac Word)
corrupted, 178
safety, 183
opening document based on, 13
outside Templates folder, 23
saving preview for, 23
setting standard text in, 48
transferring AutoText between, 50
VBA code, 23
Templates and Add-Ins, 9, 10, 19, 56,
160, 180
Templates dialog box, 23
templates folder, 23
managing, 24
temporary files, 33

Test Drive, 179
text
adding from existing document, 48
converting to tables, 132
repeatedly adding same text, 48
rotating, 92
selecting (see selecting text)
wrapping around graphics, 92
wrapping around tables, 133
text boxes, 136
linked, 136
Text Direction command, 92
text entry and editing, 43-70
Text Only format, 34
Thawte, 159
theme, 74
thesaurus, upgrading, 116
Title Case option, 75, 150
toolbars, 17-19
Acrobat, 18
consolidate into custom toolbar, 18
Formatting, 17
proprietary, 18
replacing items, 16
Standard, 17
Close button, 17
tools
changing default folders, 26
tracking changes, 105
Preferred width setting, 104
preventing people from turning
off, 108
toggling, 106
(see also revision marks)
transferring all files and settings, 7
trial period, 5
Tweak Ul, 6

u

“Unable to save: .." message, 180
Undo Border Line, 51
Unknown Author, 183
untracked changes, 107
uppercase text, 75
user templates
changing default folders, 26
"Use smart paragraph selection”, 46, 47
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VBA
code in templates, 23
For loop, 156

If statement, 150

NewMacros module, 141

On Error GoTo ErrorHandler, 156

projects, 141

Select Case statement, 150

With statement, 144, 154, 156

(see also Visual Basic Editor)
VeriSign, 159
versions, multiple Office

installing, 2

keeping shortcuts for, 3

running, 3
versions of documents

disadvantages of, 28

saving as separate document, 27
views, 44-46

Final (Tracking Changes), 105

Final Showing Markup (Tracking

Changes), 105
Original (Tracking Changes), 105
Original Showing Markup (Tracking
Changes), 105

Outline (see Outline view)

Print Layout (see Print Layout view)

Print Preview (see Print Preview)

switching quickly between, 44
virtual-machine application, 2
Virtual Desktop Manager PowerToy, 64
Visual Basic Editor

Code window, 141

creating new module, 143

Project Explorer, 141
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Properties window, 141
removing unneeded steps from
recorded macro, 141
(see also VBA), 141
V Communications' Partition
Commander, 4

w

"When selecting, automatically select
entire word" option, 46
watermarks, 93
wavy lines in Outline mode, 45
WdLocalCopy, 35
web pages
removing Office-specific tags, 28
saving columns, 136
wildcards, 59
list of, 59
windows, multiple documents in, 19
Windows Messenger, 39
Windows Registry CD key, 8
Windows XP
Save My Settings Wizard for, 7
winword [a, 9
With statement, 144, 154, 156
WordPad, 31
WordPerfect, 32
formatting disagreements with
Word, 78
WordPerfect document, converting, 76
WordToys, 64
WordWeb, 116
WordWeb Pro, 116
Word 2000
Application Recovery, 30
closes on Startup, 8

displaying full menus, 15
memory requirements, 12
vertically merged cells in tables,
135
Word 2000 and Word XP
keeping shortcuts for both, 3
Word 2003
crashing when printing, 118
displaying full menus, 15
Edit tab, 11
General tab, 11
memory requirements, 12
running slowly, 11
Save tab, 1
Spelling & Grammar tab, 1
View tab, 11
Word 2004, 177
“Capitalize first letter of table cells"
checkbox missing in Word
2004, 181
markup balloons, 181
preferences, 179
saving document when pasting OLE
object, 182
Word Count feature, 66
Word X, 177
Normal template safety, 183
preferences, 179
versioning, 182
Word XP
crashing when printing, 118
displaying full menus, 15
memory requirements, 12
workgroup templates, changing default
folders, 26
Work menu, 16
WriteNow, 143



