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Introduction

The Microsoft Office Specialist (MOS) certification program has been designed to
validate your knowledge of and ability to use programs in the Microsoft Office 2016
suite of programs. This book has been designed to guide you in studying the types of
tasks you are likely to be required to demonstrate in Exam 77-726, "Word 2016 Expert:
Creating Documents for Effective Communication.”

OO OO OO OO O O OO OO OO O OO OO O OO O OO OO OO OO OO O OO0
Exam Strategy For information about the tasks you are likely to be required to demonstrate

in Exam 77-725, "Word 2016: Core Document Creation, Collaboration and Communication,”
see MOS 2016 Study Guide for Microsoft Word by Joan Lambert (Microsoft Press, 2017).

OO OO OO OO OO OO OO OO OO OO O OO OO OO OO OO

Who this book is for

MOS 2016 Study Guide for Microsoft Word Expert is designed for experienced computer
users seeking Microsoft Office Specialist Expert certification in Word 2016.

MOS exams for individual programs are practical rather than theoretical. You must
demonstrate that you can complete certain tasks or projects rather than simply answer
questions about program features. The successful MOS certification candidate will have
at least six months of experience using all aspects of the program on a regular basis; for
example, creating and modifying styles, building and inserting indexes and reference
tables, customizing themes and style sets, protecting a document, and using advanced
page setup options.

As a certification candidate, you probably have a lot of experience with the program
you want to become certified in. Many of the procedures described in this book will

be familiar to you; others might not be. Read through each study section and ensure
that you are familiar with the procedures, concepts, and tools discussed. In some

cases, images depict the tools you will use to perform procedures related to the skill

set. Study the images and ensure that you are familiar with the options available for

each tool.
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How this book is organized

The exam coverage is divided into chapters representing broad skill sets that correlate
to the functional groups covered by the exam. Each chapter is divided into sections
addressing groups of related skills that correlate to the exam objectives. Each section
includes review information, generic procedures, and practice tasks you can complete
on your own while studying. We provide practice files you can use to work through
the practice tasks, and result files you can use to check your work. You can practice the
generic procedures in this book by using the practice files supplied or by using your
own files.

Throughout this book, you will find Exam Strategy tips that present information about
the scope of study that is necessary to ensure that you achieve mastery of a skill set
and are successful in your certification effort.

Download the practice files

Before you can complete the practice tasks in this book, you need to copy the book’s
practice files and result files to your computer. Download the compressed (zipped)
folder from the following page, and extract the files from it to a folder (such as your
Documents folder) on your computer:

https://aka.ms/MOSWordExpert2016/downloads

IMPORTANT The Word 2016 program is not available from this website. You should purchase
and install that program before using this book.

You will save the completed versions of practice files that you modify while working
through the practice tasks in this book. If you later want to repeat the practice tasks,
you can download the original practice files again.


https://www.aka.ms/MOSWordExpert2016/downloads

The following table lists the practice files provided for this book.

Introduction

Folder and objective group

Practice files

Result files

MOSWordExpert2016
\ObjectiveT

Manage document options
and settings

WordExpert_1-1a.docx
WordExpert_1-1b.docx
WordExpert_1-1c.docx
WordExpert_1-1d.docx
WordExpert_1-1e.docx
WordExpert_1-2.docx

WordExpert_1-3.docx

WordExpert_1-Ta_results.docx
WordExpert_1-1b_results.docx
WordExpert_1-1c_results.docx
WordExpert_1-1d_results.docx
WordExpert_1-2_results.docx
WordExpert_1-3_results.docx

MOSWordExpert2016
\Objective2

Design advanced documents

WordExpert_2-1.docx
WordExpert_2-2.docx

WordExpert_2-1_results.docx
WordExpert_2-2_results.docx

MOSWordExpert2016
\Objective3

Create advanced references

WordExpert_3-1a.docx
WordExpert_3-1b.docx
WordExpert_3-1c.docx
WordExpert_3-2a.docx
WordExpert_3-2b.docx
WordExpert_3-3a.docx
WordExpert_3-3b.docx
WordExpert_3-3c.xlsx

WordExpert_3-1a_results.docx
WordExpert_3-1b_results.docx
WordExpert_3-1c_results.docx
WordExpert_3-2a_results.docx
WordExpert_3-2b_results.docx
WordExpert_3-3a_results.docx
WordExpert_3-3b_results.docx

MOSWordExpert2016
\Objective4

Create custom Word
elements

WordExpert_4-1a.docx
WordExpert_4-1b.docx
WordExpert_4-1c.docx
WordExpert_4-2a.docx
WordExpert_4-2b.docx
WordExpert_4-3a.docx
WordExpert_4-3b.docx

WordExpert_4-1a_results.docx
WordExpert_4-1b_results.docm
WordExpert_4-1c_results.docx
WordExpert_4-2a_results.docx
WordExpert_4-2b_results.docx
WordExpert_4-3a_results.docx
WordExpert_4-3b_results.docx




Introduction

Adapt procedure steps

This book contains many images of user interface elements that you'll work
with while performing tasks in Word on a Windows computer. Depending on
your screen resolution or program window width, the Word ribbon on your
screen might look different from that shown in this book. (If you turn on Touch
mode, the ribbon displays significantly fewer commands than in Mouse mode.)
As a result, procedural instructions that involve the ribbon might require a little
adaptation.

Simple procedural instructions use this format:
=» On the Insert tab, in the lllustrations group, click the Pictures button.
If the command is in a list, our instructions use this format:

=» On the Home tab, in the Editing group, click Find & Select and then, in
the Find & Select list, click Go To.

If differences between your display settings and ours cause a button to appear
differently on your screen than it does in this book, you can easily adapt the
steps to locate the command. First click the specified tab, and then locate the
specified group. If a group has been collapsed into a group list or under a group
button, click the list or button to display the group’s commands. If you can't
immediately identify the button you want, point to likely candidates to display
their names in ScreenTips.

The instructions in this book assume that you're interacting with on-screen
elements on your computer by clicking (with a mouse, touchpad, or other
hardware device). If you're using a different method—for example, if your
computer has a touchscreen interface and you're tapping the screen (with
your finger or a stylus)—substitute the applicable tapping action when you
interact with a user interface element.

Instructions in this book refer to user interface elements that you click or tap on
the screen as buttons, and to physical buttons that you press on a keyboard as
keys, to conform to the standard terminology used in documentation for these
products.
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Ebook edition

If you're reading the ebook edition of this book, you can do the following:

m  Search the full text
m  Print
= Copy and paste

You can purchase and download the ebook edition from the Microsoft Press Store at:

https.//aka.ms/MOSWordExpert2016/detail

Errata, updates, & book support

We've made every effort to ensure the accuracy of this book and its companion con-
tent. If you discover an error, please submit it to us through the link at:

https.//aka.ms/MOSWordExpert2016/errata

If you need to contact the Microsoft Press Book Support team, please send an email
message to:

mspinput@microsoft.com
For help with Microsoft software and hardware, go to:

https.//support.microsoft.com

We want to hear from you

At Microsoft Press, your satisfaction is our top priority, and your feedback our most
valuable asset. Please tell us what you think of this book by completing the survey at:

https.//aka.ms/tellpress

The survey is short, and we read every one of your comments and ideas. Thanks in
advance for your input!

Stay in touch

Let's keep the conversation going! We're on Twitter at:

https.//twitter.com/MicrosoftPress

xi
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Taking a Microsoft Office Specialist exam

Desktop computing proficiency is increasingly important in today’s business world.
When screening, hiring, and training employees, employers can feel reassured by
relying on the objectivity and consistency of technology certification to ensure the
competence of their workforce. As an employee or job seeker, you can use technol-
ogy certification to prove that you already have the skills you need to succeed, saving
current and future employers the time and expense of training you.

Microsoft Office Specialist certification

Microsoft Office Specialist certification is designed to assist students and information
workers in validating their skills with Office programs. The following certification paths
are available:

m A Microsoft Office Specialist (MOS) is an individual who has demonstrated
proficiency by passing a certification exam in one or more Office programs,
including Microsoft Word, Excel, PowerPoint, Outlook, or Access.

m A Microsoft Office Specialist Expert (MOS Expert) is an individual who has taken
his or her knowledge of Office to the next level and has demonstrated by pass-
ing Core and Expert certification exams that he or she has mastered the more
advanced features of Word or Excel.

m A Microsoft Office Specialist Master (MOS Master) is an individual who has
demonstrated a broader knowledge of Office skills by passing the Word Core
and Expert exams, the Excel Core and Expert exams, the PowerPoint exam, and
the Access or Outlook exam.

xiii



Taking a Microsoft Office Specialist exam

Xiv

Selecting a certification path

When deciding which certifications you would like to pursue, assess the following:

m  The program and program version(s) with which you are familiar

= The length of time you have used the program and how frequently you use it
m  Whether you have had formal or informal training in the use of that program
m  Whether you use most or all of the available program features

m  Whether you are considered a go-to resource by business associates, friends,
and family members who have difficulty with the program

Candidates for MOS certification are expected to successfully complete a wide range

of standard business tasks. Successful candidates generally have six or more months

of experience with the specific Office program, including either formal, instructor-led
training or self-study using MOS-approved books, guides, or interactive computer-based
materials.

Candidates for MOS Expert and MOS Master certification are expected to successfully
complete more complex tasks that involve using the advanced functionality of the pro-
gram. Successful candidates generally have at least six months, and might have several
years, of experience with the programs, including formal, instructor-led training or self-
study using MOS-approved materials.

Test-taking tips

Every MOS certification exam is developed from a set of exam skill standards (referred
to as the objective domain) that are derived from studies of how the Office programs
are used in the workplace. Because these skill standards dictate the scope of each
exam, they provide critical information about how to prepare for certification. This
book follows the structure of the published exam objectives.

See Also For more information about the book structure, see “How this book is organized” in
the introduction.




Taking a Microsoft Office Specialist exam

The MOS certification exams are performance based and require you to complete
business-related tasks in the program for which you are seeking certification. For
example, you might be presented with a document and told to insert and format
additional document elements. Your score on the exam reflects how many of the
requested tasks you complete within the allotted time.

Here is some helpful information about taking the exam:

Keep track of the time. Your exam time does not officially begin until after you
finish reading the instructions provided at the beginning of the exam. During
the exam, the amount of time remaining is shown in the exam instruction
window. You can’t pause the exam after you start it.

Pace yourself. At the beginning of the exam, you will receive information about
the tasks that are included in the exam. During the exam, the number of com-
pleted and remaining tasks is shown in the exam instruction window.

Read the exam instructions carefully before beginning. Follow all the instruc-
tions provided completely and accurately.

If you have difficulty performing a task, you can restart it without affecting the
result of any completed tasks, or you can skip the task and come back to it after
you finish the other tasks on the exam.

Enter requested information as it appears in the instructions, but without
duplicating the formatting unless you are specifically instructed to do so. For
example, the text and values you are asked to enter might appear in the instruc-
tions in bold and underlined text, but you should enter the information without
applying these formats.

Close all dialog boxes before proceeding to the next exam item unless you are
specifically instructed not to do so.

Don't close task panes before proceeding to the next exam item unless you are
specifically instructed to do so.

Xv



Taking a Microsoft Office Specialist exam

Xvi

= |f you are asked to print a document, worksheet, chart, report, or slide, perform
the task, but be aware that nothing will actually be printed.

= Don't worry about extra keystrokes or mouse clicks. Your work is scored based
on its result, not on the method you use to achieve that result (unless a specific
method is indicated in the instructions).

m |f a computer problem occurs during the exam (for example, if the exam does
not respond or the mouse no longer functions) or if a power outage occurs,
contact a testing center administrator immediately. The administrator will
restart the computer and return the exam to the point where the interruption
occurred, with your score intact.

QOO OO OO OO OO OO OO OO O OO OO OO OO OO O OO O OO OO O OO O OO0
Exam Strategy This book includes special tips for effectively studying for the Microsoft Office
Specialist exams in Exam Strategy paragraphs such as this one.

QOO OO OO O OO OO OO OO O OO O OO O OO O OO0 OO OO O OO0 O OO0 O OO OO0 O OO0

Certification benefits

At the conclusion of the exam, you will receive a score report, indicating whether you
passed the exam. If your score meets or exceeds the passing standard (the minimum
required score), you will be contacted by email by the Microsoft Certification Program
team. The email message you receive will include your Microsoft Certification ID
and links to online resources, including the Microsoft Certified Professional site. On
this site, you can download or order a printed certificate, create a virtual business
card, order an ID card, review and share your certification transcript, access the Logo
Builder, and access other useful and interesting resources, including special offers from
Microsoft and affiliated companies.



Taking a Microsoft Office Specialist exam

Depending on the level of certification you achieve, you will qualify to display one of
three logos on your business card and other personal promotional materials. These
logos attest to the fact that you are proficient in the applications or cross-application
skills necessary to achieve the certification. Using the Logo Builder, you can create a
personalized certification logo that includes the MOS logo and the specific programs
in which you have achieved certification. If you achieve MOS certification in multiple
programs, you can include multiple certifications in one logo.

For more information

To learn more about the Microsoft Office Specialist exams and related courseware,
visit:

http.//www.certiport.com/mos

xvii
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u Microsoft Office Specialist

Exam 77-726

Word 2016 Expert:
Creating Documents
for Effective
Communication

This book covers the skills you need to have for certification as a Microsoft
Office Specialist Expert in Microsoft Word 2016. Specifically, you need to be able
to complete tasks that demonstrate the following skill sets:

1 Manage document options and settings

2 Design advanced documents

3 Create advanced references

4  Create custom Word elements
With these skills, you can create, manage, and distribute documents for a
variety of specialized purposes and situations. You can also customize your

Word environment to enhance the productivity you need to work with
advanced documents used in a business environment.




Exam 77-726: Word 2016 Expert: Creating Documents for Effective Communication

Prerequisites

We assume that you have been working with Word 2016 for at least six months and
that you know how to carry out fundamental tasks that are not specifically mentioned
in the objectives for these Microsoft Office Specialist Expert exams.

The certification exams and the content of this book address the processes of man-
aging, designing, and customizing Word documents and managing the options and
settings that Word provides. We assume that you are familiar with the Office ribbon
and that you understand basic Word features. This level of proficiency includes famil-
iarity with features and tasks such as the following:

m  Creating blank documents and documents based on templates

m  Navigating through documents, including searching for text, inserting hyper-
links, and using the Go To command to find specific objects and references

m  Formatting documents and text, including changing document themes, insert-
ing simple headers and footers, and changing font attributes

®  Inserting page, column, and section breaks

= Changing document views

m  Printing documents, including printing document sections
m  Customizing the Quick Access Toolbar

m  Saving documents in alternate file formats

= Working with tables and lists, including using Quick Tables, applying styles to
tables, and sorting table data

m  Creating simple references such as footnotes and endnotes

m Inserting and formatting objects such as shapes, SmartArt, and pictures
Exam Strategy For information about the prerequisite tasks, see MOS 2076 Study Guide for
Microsoft Word by Joan Lambert (Microsoft Press, 2017).

QOO OO OO O OO OO OO OO O OO O OO O OO O OO0 OO OO O OO0 O OO0 O OO OO0 O OO0



Index

A

absolute positioning of objects 57-58
accepting changes 35
accessibility, adding alt text 141-142
address blocks
inserting merge fields 105
modifying 103
address lists
compiling in Excel 97
creating/managing 100
editing 102
filtering 98-99
finding specific numeric values 99
matching fields with merge fields 106
modifying 100-102
Outlook contacts, building from 100
selecting external data sources 101
sorting 98
Word tables, building from 99
All Markup 34
alt text, adding 141-142
anchoring objects 58
asterisk (*), as wildcard character 43
at sign (@), as wildcard character 43
AutoCaption 89
automark files 77-78
AutoRecover 8
autosaved versions 10

background color, comment balloons 31
Body style, font settings for 142-143
book fold 51

book organization viii
bookmarks

mail-merge rules 107

page ranges in indexes 77
brackets ([ ]) as wildcard characters 43
breaks

column 51

page 51

section 48-49
building block gallery 124
building block gallery content control 129
building blocks

See also Quick Parts

deleting 120

galleries 115

inserting 116

location 7

moving to different templates 7

moving to documents 8

naming 115

properties 119

Quick Parts 114-116

save location 115-116
Building Blocks Organizer 7, 118-120

C

captions
creating 91
inserting 88-89
modifying 89
numbering 89
outline levels 85
positioning 88
table of figures 90
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change tracking

change tracking deleting 38
accepting/rejecting 29 displaying 36
advanced options 31-32 formatting 38
in combined documents 12 inserting/managing 36-38
displaying changes 30 location 36
displaying comments 36 replying to 37-38
inserting/managing comments 36-38 resolving 38
locking 32 viewing options 37
markup 33-34 comparing documents 10-12
merged documents 12 concordance file 77
moving among changes 35 content controls 114, 123-125
passwords 29, 32 applying styles 127
replying to comments 37-38 combo boxes 128-129
resolving comments 38 customizing text 130
reviewer name, setting 30 date picker 125-126
unlocking 32 drop-down lists 128-129
viewing change by specific people 35 formatting 130
changes, accepting/rejecting 35 grouping 125
character codes 45 inserting 128-130
character styles locking 130
formatting 67 properties 125-127
modifying 69-71 removing 130
properties 67 turning design mode on/off 128
check box content control 124,129 Continuous section break 49
color sets, creating 134-135 controls See content controls
colors, tracked changes 31 cross-references 76
columns curly braces ({}), as wildcard characters 43
indexes 79
pages 51, 53-54 D
recipient lists 98
in sections 48 date picker content control 125-126
setting up custom 53-54 default fonts 18
combining documents 12-14 design mode, turning on/off 128
combo boxes documents
content control 124 accepting/rejecting changes 35-36
inserting 128 automatically hyphenating 54
comments change tracking 32-33
balloon colors 31 combining 12-14
balloon size and position 32 comparing versions 10-13

configuring language options 139-141

148



deleting section breaks 50

displaying differences 12

displaying formatting marks 49

enabling macros 16

including macros 17

inserting Quick Parts 117

inserting section breaks 49

managing versions 8

manually hyphenating words 55

marking as final 25, 27

markup options 33-34

moving building blocks to 8

preparing for review 21

protecting 21

recovering unsaved versions 10

removing content controls 130

restoring autosaved versions 10

restricting formatting 22-23, 26-27

restricting sections of 24

saving macros in 18

sections 48

starting restriction enforcement 24

tracked changes 35-37
drop-down list content control 124

E

ebook edition of book xi
editing

exceptions 24

macros 123

restrictions 23-27
email messages to mail-merge

recipients 108-109

encrypting documents 26
encryption vs passwords 26
envelopes, configuring and printing 109-111
errata, submitting xi
Even Page section break 49

formatting

exam See Microsoft Office Specialist
expressions, creating by using wildcard
characters 44
external data
linking to 15
organizing for mail-merge 97

F

feedback, submitting xi
fields
See also merge fields
codes 94
indexes 76
inserting 96
keyboard shortcuts 94
locking/unlocking 94
properties 94-96
switching between codes and output 94
updating 96
files
encrypting with passwords 27
inserting index entries from 77
linking to 16
filtering recipient lists 98-99
find and replace
formatting 46-48
special characters 45-46
styles 46-47
wildcard characters 42-44
font sets, creating 135
fonts
changing colors 142
changing default 18-20
settings for body/heading 142
footnotes, in sections 48
formatting
applying to deletions/insertions 31
comments 38
content controls 130
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formatting marks, displaying

150

formatting (continued)

finding and replacing 46-47
index entries 75

indexes 80

restricting 22

revisions 31

tracked changes 31-32

formatting marks, displaying 49

G

global content standards 143-145
greater than (>), as wildcard character 43
greeting line merge field 105-106
gutters 50

H

headers and footers, in sections 48
Heading style, font settings for 142-143
hyphenation

automatic 54
limiting 52
manual 55
turning off 61

images, adding alt text 141-142
indented index 79
indexes

automark files 77-78
columns 79

creating from files 77
cross-references 76
deleting entries 80
displaying fields 76
editing 79-81
formatting 79-80
generating 80

indented 79

marking entries 75-77
moving between entries 79
run-in 79

styles 79
subentries 76
updating 80

international audiences 139-145

K

keeping lines of text together 61
keyboard shortcuts

applying styles 71

fields 94

L

labels
captions 89-91
configuring and printing 109-111
table of figures 90
languages
installing additional 139-141
setting for proofing 141
spelling 140
less than (<), as wildcard character 43
line numbers 52
assigning 54
suppressing 61
line spacing 55-56
linking
to external data 15
text boxes 58-59
locking
change tracking 32
content controls 130
fields 94



M

macros 114
copying between templates 8
editing 123
enabling 16-18
including in documents 17-18

Microsoft Visual Basic for Applications
(VBA) 120

pausing/resuming recording 122
recording 120-122
saving in documents/templates 18
mail merge
adding rules 107-108
configuring envelope settings 109-111
configuring label settings 109-111
directory 97
merge fields 103-107
modifying address blocks 103
previewing results 107
recipient lists 97-102
salutations 103
sending email messages 108-109
setting up/running 97
margins
in sections 48
settings 50-53
marking documents as final 27
markup
managing 33-34
viewing 29
merge fields 103-107
See also fields
merged documents 12
Microsoft Office Specialist
certification xiv

exam prerequisites 2
exam tips Xiv—xvi
objective domain xiv

Microsoft Visual Basic for Applications
(VBA) 16,120
mirror margins 51

N

naming styles 67

Next Page section break 49
No Markup 34

numbering captions 89

(0

objects
absolute positioning 57-58
adding alt text 141-142
anchoring 58
arranging on pages 56-58
captions 89
changing position 57
controlling size of 58
dragging 57
layering 56-57
positioning 57
relative positioning 58
text wrapping 51, 58

Odd Page section break 49

Organizer 6-7

orphans 60

outlines 85

P

page breaks, inserting 61
page layout
arranging objects 56-58
assigning line numbers 54
breaks 51
columns 51, 53-54

page layout
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page orientation, in sections

page layout (continued)
custom size 51,53
gutters 50
hyphenation 52, 54-55
line numbers 52, 54
margins 57,53
paper sizes 53
paragraph spacing 55-56
sections 48-50
templates 133
page orientation, in sections 48
page ranges, bookmarking 77
page references, indexes 75
pages
arranging objects 56-58
breaks 51
columns 51-54
gutters 50
line numbers 52, 54
margins 50-51, 53
paper sizes 51,53
paragraph spacing 55-56
sections 48-50
templates 133
text wrapping objects 58
pagination options 60-61
paper sizes 48, 51,53
paragraph styles, properties 67
paragraphs
adjusting specifications 56
checking for style 65
finding styles in 65
indentation 55-56
line spacing 55-56
setting pagination options 60-61
styles 66—69
passwords
encrypting files 27
removing protection 27
vs encryption 26

152

pasting content, conflicts 63
picture content control 124,128
plain text content control 124
practice files ix
previewing
building blocks 118
layout 51
mail-merge results 107
printing
envelopes 110-111
labels 110
program settings, changing default 18-19
protecting documents 21
defining passwords to open/modify 27
encrypting 27
encryption vs passwords 26
exceptions 24
passwords 26
starting restriction enforcement 24

Q

question mark (?), as wildcard character 43
Quick Parts

See also building blocks

creating 114-116

inserting 117

managing building blocks 118-120

R

recipient lists
creating/managing 100
custom fields 98
data sources 99-100
filtering/sorting 98-99
matching fields with merge fields 106
modifying 100-102
Outlook contact folder 101
selecting external data sources 101



recording macros 120-122
reference tables 88
rejecting changes 35
relative positioning of objects 58
repeating section content control 125, 130
replying to comments 37-38
resolving comments 38
restricting

editing 23-24

formatting 22-23

starting enforcement 24
reviewer name, setting 30
reviewers, displaying markup 34
Reviewing pane 35

revisions
change indicator 31
colors 31

combining/comparing documents 10
comment balloons 32
formatting 31
reviewer name, setting 30
tracking options 32
tracking text movement 31-32
turning tracking on/off 32
viewing 29-33
ribbon, displaying tabs 18-19
rich text content control 124
run-in index 79

S

salutations 103
scrolling combined documents 13
searching
for styles 47
using special characters 45-46
using wildcards 44
section breaks 49-50

switch

sections
changing types 50
elements 48
footnotes 48
headers/footers 48
margins 48
repeating, content controls for 130
Simple Markup 33
sorting recipient lists 98-99
special characters, finding and replacing
text 45-46
spelling, specifying language 140
style sets, creating custom 136-138
styles
applying from Styles gallery 71
basing on other styles 67
character 68-69
content controls 127
copying between templates 7
creating 66-69
defining attributes 66-67
finding and replacing 46-47
finding in paragraphs 65
index entries 75
indexes 79
keyboard shortcuts for applying 71
modifying 69-72
naming 67
paragraphs 69
renaming 70
resolving conflicts 61-64
table of contents 85
text boxes 58
types 67
updating templates 6
switch 94
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table cells, highlighting

T text content controls 128
themes
creating color sets 135
creating custom 136
creating custom font sets 135
tracked changes 35-37
accepting/rejecting 29
advanced options 31-32

table cells, highlighting 32
table of contents
building from scratch 86
changing heading styles 85
customizing 84, 86-87
heading levels 84

marking entries 87 balloons 30
outline levels 85 in combined documents 12
styles.85 displaying 30
table of figures 88, 90-91 displaying comments 36
tables

inserting/managing comments 36-38
markup 33-34

merged documents 12

moving among 35

passwords 29, 32

replying to comments 37-38
resolving comments 38

reviewer name, setting 30

adding alt text 142

as recipient list source 99
tabs, displaying on ribbon 18-19
templates

building blocks 7

copying macros between 8

copying styles between 7

Iocat.i0|j1 4 Reviewing pane 35
modllfylng .4_.5 viewing by specific people 35
movmg building blocks 7-8 tracking options 32-33
opening 5
saving macros in 18
updating 6 U
text unlocking
customizing in content controls 130 change tracking 32
finding and replacing formatting fields 94
marks 45-46
replacing patterns by using wildcard
characters 44 \'}
tracking moves 32 VBA (Microsoft Visual Basic for
text boxes Applications) 16,120
breaking links 59 versions, document
built-in styles 58 comparing 10-12
inserting 58 managing 8
linking 58-59 markup 34

wrapping text 61
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w

widow/orphan control 60
widows 60
wildcards
characters 43-44
creating expressions 44
replacing patterns of text 44
words, manually hyphenating 55

words, manually hyphenating
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