


































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































SECTION 6

Command name

Standard
keyboard

Extended
keyboard

Meaning,

menu Keypad

Strikethru

Styles...

Subscript:
Subscript 2 pt
Superscript:
Superscript 3 pt
Symbol Font

Table of Contents. ..

Table to Text...

Table...

Tabs...

Underline

Undo

Unnest Paragraph

Update Link

Use Picture Placeholders

White
Word Count,..

Turns strikethrough character format on and off.
. Bo/

Applies a selected style to selected paragraph(s). Dialog box
lisis defined styles and automatic styles used in your
document.

Format

Lowers characters below baseline by specified number of
points and reduces font size to next smaller size.

Subscripts by 2 points and decreases the font size.
®B4-

Raises characters above baseline by specified number of
points and reduces font size to next smaller size.

Superscripts by 3 points and decreases the font size.
Bir=
Applies Symbol font to current selection,
. ®BO00 .
Compiles table of contents based on document outline or
table-of-contents entries.
Utilities

Converts a table created with Insert Table command to text
separated by paragraph marks, tabs, or commas.

Adds and deletes rows, columns, and cells in a table and
merges and splits cells.

Edit
Sets and clears tabs for selected paragraph(s). Controls tab
alignment and type of tab leader.

Turns single continuous underlining on and off,

Format ®/4U F12
Reverses latest command action if possible.
Edit ®2 F1

Shifts left indent of selected paragraph to next default tab stop
to left. First-line indent is relative to new left-indent position.

EOM

Updates selected information in your Word document to
match current graphic or data in the original source
application and file. Available only when running under
MultiFinder.

Edit - : ; i =3F3
Toggles display of gray rectangles in place of graphics.
Toggles white character color.

Displays number of characters, words, paragraphs, and lines in
a document or selection, excluding headers and footers.

Utilities | : =3F15



Appendix E

Command name

Meaning, Standard Extended
menu keyboard Keypad keyboard

Word Underline

Yellow
Zoom Window

---Separator---

Toggles word underlining.
.. =] %F12
Toggles yellow character color.

Switches active window between its full size and an alternate
size.

#¥=s]
Inserts a dashed line at bottom of selected menu (used to
separate groups of commands).



Index

Symbols

" in fields 572
" smart quotes 84
. % percentage operator 376
* multiplication operator 376
+ addition operator 376
' smart quotes 84
- hyphen 4
- subtraction operator 376
... ellipsis following a command 89
/ division operator 376
: colon following a command 89-90
<> numerical values in data fields 580
» omitting in merge printing instructions 591
? wildcard search 14041
A search for special characters 141, 142, 461
50% Reduction option 44445

oA

About Microsoft Word command 89
Accent marks. See Diacritical marks
Action style 619, 622
Activate Keyboard Menus command 89
Actor style 619, 622
Addition (mathematics) 375
Address Mail command dialog box 528
Again command
applying styles with 303
changing Ruler paragraph formats with 274
editing with 145
Alignment
paragraph 11, 239
rows 365
Anchor point 134
AND logical operator 581
AppleTalk 440
Application name in identifier path 558-59
ASCII codes and characters 131, 649-57
finding 142-43
finding footnote characters with 425
for footnote separator characters 428
saving as 94
sorting sequence 372, 373 (table)
ASCII files 94
ASK instruction 576, 586, 591
Automatic styles 53, 292. See also Normal
style
footnote text 424-25

formats for 309 (table)

redefining 308-9

unusual characteristics of 309-10
Auto-numbered Reference option 422
Auto numbering 14, 258

N B

Background Repagination option 84, 265,
462, 467
Backspace command 89
Backspace key 19, 133
Backup copies 93
Bars 253. See also Borders
Based On field in style definition 31017
Beneath Text option 429, 430, 454
Best option (Print command) 473, 474
Bit-mapped fonts 47677
Bit-mapped graphics 529-31
faster printing 447
LaserWriter printing options 44749
scaled 544
smoothing 447
Block selection 133, 134
Blueprints. See Template(s)
Body Font 311
Body text
demoting outline headings to 114
entering 44—47
frame around 450, 451
overlapping headers with 412, 413
show outline 116
Boilerplate text 7
Boldface character attribute 209-10
Book template 63238
design elements 637
graphics preparation 637
statistics 638
style sheet 633-37
Borders 250-56, 258. See also Boxes
in cell tables 339, 365-66
custom boxes and other effects 253-55
four formats 250, 25/
outside bars 253
plain and shadow 2517, 252, 253
special effects 254-55
techniques summary 280, 285-86
Bottom of Page option 429, 430, 454
Boxes. See also Borders
around tables 337, 338
bounding 673
created from graphics frame 548, 549

creating, around a paragraph group 548—49
creating boxed text from formatted text 551
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sidebar 26465
Bulleted lists 236

mC

Calculate command 375
Camera style 619, 620, 622
Capital letters
capitalizing text 141-42
drop caps (see Drop caps)
ignoring, in the spelling checker 179
skipping, in hypenation 459-60
small or all caps 210
Captions 629-32
Cell(s) 338. See also Cell tables
borders 365-66
copying, cutting, and pasting 347-48
formatting tables by deleting 363
inserting/deleting new ranges of 350
merging and splitting 35657
Cell Borders command 383, 609, 610, 611
two dialog boxes 365-66
Cells command (Format menu) 339
formatting cell tables with 357, 359-67,
383
Cell tables 329, 338-68
creating and converting 340-45
converting a paragraph series to a table
342-44
converting a table to a series of
paragraphs 344-45
inserting a blank cell table 340-41
in data documents 573
editing 345-56
copying, cutting, and pasting cells
347-48
moving in tables 34647
operating on rows, columns and cells
with Table command 349-57
selecting in tables 345-46
formatting 357-67
with Cells command 359-67
with Ruler 358-59
one-cell 351
positioning 367-68
spacing in 366-67
techniques summary 380-83
uses 338-39
Chaining files 454-55
Change command 7, 517
dialog box 140
Change To command 142
Character(s) 127-31
anatomy of 2/2

ASCII codes and 131, 649-57

changing attributes (see Character formats)

color 201

dashes 130-31, 457

footnote 425

graphics (see Graphics)

hyphens (see Hyphenation)

position 201, 21213

removing undefined, from imported text
files 143

search for and replace special 141

spaces (see Space(s))

spacing (see Spacing of text characters)

special font 128-29, 14748, 648-49

string of (see Strings)

table of character sets 649-57

Character command dialog box 201, 202

changing text position 213

choosing character styles 208

choosing fonts from 41, 203

choosing font size from 206-7

removing character formats from 217-18

techniques summary 220-23

testing and applying new formats from
218-19

undoing style, position and spacing formats
from 209

Character formats 9, 25, 49, 197-226. See

also Style(s); Style sheets
applied to merged text 589
applying styles to text having preexisting
304-5
changing 49-51
changing character styles 207-12
bold, italic, outline, shadow, and
strikethrough styles 209-10
capitalizing text 210
choosing character style 208-9
hidden text use 211-12
underlining text 210
changing fonts 202-5
from Character dialog Box 203
choosing fonts from Font Menu 203
choosing fonts from keyboard 2034
font ID numbers 204-5
changing font size 205-7
choosing size from Character dialog box
206-7
choosing size from Font Menu 207
changing color of screen text 217
changing text position 212-13
changing text spacing 214-16
commands summary 224-26
copying 276
document design overview 198-200



keyboard shortcuts 223-24
overview of 199, 201-2
points to remember 220
removing 217-18
show, for outline headings 11617
techniques summary 220-23
testing new 218-19
transferring, between styles 307-8
undoing 209
Chooser 439, 440, 441, 475
Clipboard
automating footnote entry with 424-25
copy/move text with 22-23, 136
cut/copy styles with 307-8
moving data in celled tables 34748
pasting text into glossaries with 159
transferring data with 514-18
viewing contents of 136, 147
Clipping path 673-74
Codes
ASCII (see ASCII codes and characters)
creator 559
generating indexes with 502-3
generating tables of contents with 495-98
Collapse icon 114—15
Color, on-screen text 201
Column(s) 14
creating multiple, with section formats
398-402
newsletter 400-402
renumbering, in tables 372
selection 133, /134
starting new sections at the top of a new
393
tables constructed from side-by-side
368-69
varying number of, within a page 391-93
Column balancing 398-99
Columns in cell tables
formatting width 360
inserting and deleting 350
inserting past the rightmost column 352-53
space between 36062
switching the order of 353-55
Columns option (Section command) 398—402
Command- . (period) 131
Command- - (hyphen) 456-57, 458
Command- ? 77-78
Command- ~ (tilde) 130, 456
Command(s) 697-98, 699-715 (table)
command key icons 698
defining a new style with 297
repeating (see Again command)
sets (see Full Menus mode; Short Menus
mode)

I nden

summaries 102-7

character formalts 224-26
editing 153-56
glossaries 175
headers, footers, and footnotes 435
outlines 125-26
paragraph formats 288-90
sections 406-7
spelling checker 193
styles and style sheets 327
table of contents and index 511
tables and lists 385-87
undoing/cancelling 144-45
Command-A 303. See also Again command
Command-Backspace 161
Command-Return 304
Commands command
changing menus and key sequences with
87-90
changing menus without 86-87
commands and key sequences available
with 697-715
dialog box 75, 88
types of commands listed in 89-90
paragraph formatting from 257
tabs set from 246
Command-U 121
Command-X 335
Conditions tested on fields 583, 584
Control characters 648
Control Panel, customizing Word by
changing 80-81
Copies option 472
Copy command
copy/move text with 136
data in celled tables 34748
transferring formats between styles with
307-8
Copying character/paragraph formats 276
Copying text 135-38. See also Transferring
text
techniques summary 149-50
transferring styles by 319
Copy To command 137-38
Courier font character set 647, 649-57 (1able)
Cover Page option 477
Creator code 559
Cricket Draw 535
copying graphics 536, 540
Cropping box 539
Cropping graphics 542
Current glossary 166-67
clearing 167-68
combining/extracting entries 169-70
moving groups of entries 170
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Tndexd

opening 168-69
printing 170-71
saving, as Standard Glossary 167
techniques summary 174-75

Custom Box option 253

Customizing Word 79-81
adding PostScript operators 679-84
Control Panel changes 80-81
default changes 81-91

Custom Paper Size option 84

Cut command
copy/move text with 136
moving data in cell tables with 34748
moving data in tabbed tables with 333-35
transferring formats between styles with

307-8

WD

Dashes 130-31, 457. See also Hyphenation
Data document (merge print) 570, 571-73
cell tables used in 573
header record 572-73
special cases 572
using graphics in 575
DATA instruction 573, 574-75, 591
Data type code 575,516
Date. See Time and date
Decimal tabs in tables 331, 347
Default settings 441, 693-715
commands and key sequences 697-715
command key icons 698
customizing Word by changing 81-91
creating custom menus and key
sequences 86-91
setting preferences 8286
font 41
stored in Settings file 694-96
style 293, 294, 308, 309 (table), 319
(see also Normal style)
style definition sheets 696
tabs 453
Default Tab Stops option 453
Define Styles command
applying styles with 300
Based On field from, and style families
310-17
change heading style 117
defining styles with 46, 295-96, 297
dialog box 43, 296
establishing style design with 49-51
in outlines 42—44
styles defined by example through 298
styles redefined through 306

styles renamed through 306-7
techniques summary 321-22
using to assign styles 49, 295-96, 297
viewing glossary style with 164
Delete dialog box 76
Demote icon 110
Demote to Body Text icon 114
Diacritical marks 128, 648
Dialog boxes
navigating in, with the keyboard 75-77
edit fields 76
list boxes 76
selecting options by item 77
selecting options by letter 76-77
objects found in 75
.dict. group operator 674-76
Dictionary. See MS Dictionary; Personal
Dictionary
Disk caching, using Memory-Management
Options with 86
Disk drive, using Memory-Management
Options with one 85
Display font 311, 315
creating with Based On option 311-14
Distance From Text option 260-61
Document(s). See also File(s)
converting dictionaries to 188—89
counting words in 14546
creating, in five steps 5
creating a letter 18-30
creating a two-page 37-62
design (see Document design)
dividing into sections 390-91
format (see Document formats)
Help file as a 78-79
INCLUDE instruction used to create 501,
588-89
linking 454-55
merging (see Merge printing)
opening a glossary as a 164
opening Help file as a 78-79
page number, time and date stamps entered
into window of a 416
pathname 559-60
placing footnotes in 429-30
printing (see Printing text)
saving 92-95
sharing styles among 317-20
style work area created in 299
tables and lists in (see List(s); Table(s))
template 318 (see also Template(s))
transferring text 518-29
transformational vs sculptural paradigm for
producing 633
views of 65, 66-69



Document command dialog box 441, 449-55
bars set from 253
chaining files from 454-55
Default Tab Stops option 453
Even/Odd Headers option 452
Footnotes options 453-54
Gutter Field option 452
Margin option 449-50
Mirror Even/Odd Margins option 451
Number Lines From Field 453
Number Pages From Field option 453
tab stops set from 246, 247, 453
techniques summary 482-84
Widow Control option 453
Document Content Architecture (DCA)
format 525
Document design. See also Formatting text
overview 198-200
repeating elements of 291-92
styles and elements of 310-11
Document formats 14, 200, 437-89
commands summary 488-89
hyphenation 455-61
page breaks 15
points to remember 479
for printing 470-78 (see also Printing text)
repagination, page breaks, and page layout
461-70
setting 441-55
Document command for 449-55
Page Setup command for 442-49
techniques summary 480-88
Double-click speed 80
Draft option (Print command) 473, 474
Drawing rectangles 670-73
clipping and 673-74
variables remaining constant for 676
variables that change 677
Drop caps 266, 272-73, 628-29

HE

Editing graphics in glossaries 165
Editing tabbed tables 330-33
Editing text 7-8, 20-24, 47-49, 132-45
adding paragraphs 21
automatically (see Glossaries)
backspacing over text 133
basic editing 132-35
commands summary 153-56
copying/moving text 135-38
counting words in a document 145-46
creating paragraphs for 132
editing words 21-22

error checking 23-24
finding/changing text 138—43
glossary entries 165-66, 174
moving paragraphs 22-23
outline headings 4042
outlining as a tool for 120-21
Personal Dictionary and 47-49
points to remember 147
search and replace 7-8
selecting text 133-35
spelling (see Spelling checker)
tables of contents 498
technique summary 32, 147-52
Undo and Again commands used for
14345
Edit Link command 557-58
ELSE instruction 576
used within IF instruction 581-82
En (=) and em (—) dashes 130, 457
ENDIF instruction 576
avoiding extra lines with 590
Endnotes option 430
End-of-cell marker 339
showing 34/
End of Section option 430, 454
Entering text 6-7, 19-20, 3747
automatic (see Glossaries)
entering body text 44-47
making outlines 38-39
with special and standard characters
127-31, 147-48
using styles 42—44
Enter key. See Return key
EPSF (Encapsulated PostScript File) format
535-36
Error checking 23-24, See also Spelling
checker
Error dictionary 665, 684
Errors in PostScript programs, 447, 664-66
Even/Odd Headers option 397,417, 452
Even Page option 393, 462
Expand icon 114—15
Exporting graphics 550-51

BF

Facing page headers 417-18
Faster Bitmap Printing option 447
Faster option (Print command) 473, 474
Fast Save option 92-93

when not to use 93
FID (font ID) numbers 204-5, 524
Field(s)

checking for text in, with IF 577-78
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conditions tested on 583, 584
data document 571

formatting 589-91

inserted into main documents 585
main document names 573
matching numbers in 580
matching text in 579

special case 572

Field name 585
File(s). See also Document(s)

available on Word distribution disks
64243 (table)

chaining 454-55

cleaning up imported 143, 527

customized loading, saving, and resetting
Settings 90-91

formats (see File format(s))

how Word finds 646

index compiled for linked 507

print next 472

replacing, when saving 92

saving printed document’s PostScript code
to 666

sharing different format files 520-22

table of contents compiled for linked
500-501

transferring (see Transferring graphics;
Transferring text)

File format(s) 519-25

MacWrite 522

MS-DOS Word 520-22
PICT graphic 532-33, 536
Postscript and EPSF 534-37
RTF 94, 205, 516, 522-25
saving in different 94-95, 101

File Format command, dialog box 95
Filename, replacing files by using the

same 92

Find command 72

dialog box 139

Find What option 140, 142
First page

headers/footers on 397, 413-16
multiple-column newsletter 623, 626-29
previewing and printing 57

screenplay 620

First Page Special option 601

headers/footers with 413, 414

Flip Horizontal/Vertical option 448
Font(s) 9, 25. See alse Character(s); Character

formats
bit-mapped (screen) 47677
changing 202-5
through style sheet 293, 294
character formats and 199, 200-201

character sets for 64748, 649-57 (1able)
default 41
display and body 311
downloadable 449
ID numbers (FID) 204-5, 524-25
kerning (see Kerning)
LaserWriter 47677
monospace 214
proportional 214
scaled 205
size (see Font size)
special font characters 128-29, 647-48
substituting internal fonts for
bit-mapped 447

Font/DA Mover 204

Font menu
for Avant Garde sizes 206
choosing fonts from 203
choosing font size from 207
Geneva 205

Fontographer (software) 128

Font size 42, 201, 205-7
for Avant Garde font 206
choosing from Character dialog box 206-7
choosing from Font menu 207
choosing from keyboard 207
normal and scaled fonts 205

Font style (attribute) 201

Font Substitution option 447

Footers 13, 409-21
adding page numbers and time and date

stamps 415-16

adjusting from Print Preview 468
commands summary 435
creating first page 413-16
creating standard 411-13
definition and use of 409-10
formatting 414
newsletter 52-54, 626-27, 631-32
points to remember 431
positioning 397, 420-21
techniques summary 431-33

Footer style 292, 620, 622
Footnote(s) 13, 421-30

automating entry of 424-25

changing references format 427
commands summary 435

creating 422-25

definition and use of 409-10

deleting 427

Document command options for 453-54
editing and changing format of 425-27
editing footnote separators 427-29
finding special footnote characters 425
indicating 421



numbering 430
placing in documents 429-30
points to remember 431
section formats for 398
speeding up entry of 423-24
styles 310
techniques summary 433-35
two parts of 422
Footnote command dialog box 422-23
Footnote options (Document command)
453-54
Footnote Reference Mark 422
changing 426
Footnote reference style 310, 426
Footnote separators, editing 427-29
Footnote Separators window 428
formats in 429
Footnote text style 423, 426, 427
Footnote window 422, 423
Format(s)
changing outline headings’ 116-17
entering characters for 128-31, 14748
file (see File format(s))
five domains 199-200
footnote 425-27
within glossary entries 162-63, 164
graphics 537-42
index 502, 503, 506
saving in different 94-95, 101
table of contents 498
tables 329-30
cell tables 357-67
tabbed tables 330-33
text (see Formatting text)
Format menu (Full Menus) 8, 88, 208, 212
Formatting text 8-14, 25-27, 49-54
character (see Character formats)
document (see Document formats)
establishing design with styles 49-51
final adjustments on 52
footers (see Footers)
headers (see Headers)
marks 18 (see also Hide § command; Show
{ command)
merge print fields 589-91
page numbers (see Page number(s))
paragraph (see Paragraph formats)
sections (see Section formats)
table (see Cell tables; Side-by-side
paragraph tables; Tabbed tables)
techniques summary 33-34
WYSIWYG user interface 9
Form letter. See Merge printing
Formulas, constructing and using 377
Fractional Widths option 446

From Bottom option 397, 420-21
From Top option 397, 420-21
Full Menus mode 4, §, 37
customized for loading, saving, and
resetting Settings files 90-91
Full Save 93

mG

Galley(s) 66
Galley View 4, 18
document displayed in 66
returning to 41
side-by-side paragraphs in 268
Geneva font 205
character set 647, 649-57 (table)
Get Info
determining application name with 559
locking templates in 319
Glossaries 7, 157-75
anatomy of 158-59
commands summary 175
creating entries for 159-60
formats within entries 162-63
formatting entries 275
inserting entries into 160-62
with Glossary command 161
with keyboard 161-62
with Work menu 162
inserting styles with 320
modifying entries 165-66
changing entry names 165-66
deleting 165
opening as a document 164
points to remember 172
printing 472
techniques summary 173-75
working with glossary files 16671
clearing current glossary 167-68
combining/extracting entries 169-70
moving groups of entries 170
opening a glossary 168-69
printing current glossary 17071
Glossary command
creating glossary entries with 159-60, 173
dialog box /60
editing glossaries with 165, 166
glossary entries inserted with 160, 16/,
173
index entries stored with 502-3
Go Back command, navigating with 72,
73-74
Go To command, navigating with 73
Graphics
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bit-mapped 529-31

boilerplates 7

caption 629-32

characters /29 (see also Appendix B)

cropping 542

cropping box 539

in data documents 575

editing, in glossaries 165

floating 54142

format of, and print quality 537-38

formatting 541-42

inserting, with INCLUDE 588-89

multiple, on one line 550

in newsletters 629-32

paragraph image converted into 255

PICT graphic format 532-33, 536

PostScript and EPSF formats 534-37

preparation of, for this book 637

QuickDraw object-oriented 531-32

scaling 543-46

template for presentation (see Presentation

graphics template)

transferring (see Transferring graphics)
Graphics frame, inserting a blank 54649
Graphics Smoothing option 447
Gridlines, table 339
Gutters, facing pages with 452

B H

Half-tone images 544
Hard disk, file arrangement on 645-46
Hard return /32
Header record 572-73
condition test in 584
using a separate document for 574-75
Headers 13, 15, 409-21
adding page numbers and time and date
stamps 415-16
adjusting from Page Preview 468
commands summary 435
creating different, for each section 418-20
creating first page 413-16
creating for facing pages 417-18
creating standard 411-13
definition and use of 409-10
formats for footnote separator windows in
429
formatting 414
keeping header windows open 412
newsletter 626-27, 631-32
null 418
overlapping body text with 412, 413
points to remember 431

positioning 397, 420-21
techniques summary 431-33
Header style 292, 411,414
Header window 411, 412
Heading(s)
change style of 117
demoting 110-12
display character formats of 116-17
insert new //2
moving main, by collapsing 115
moving up and down 112-14
promoting 110-12
reformatting style of 49-51
selecting material in outlines by 113-14
setting levels of outline 110-12
Heading style 39, 43, 312-14
change 117
Help 77-79
on command names 89
dialog box 78
opening Help file as a document 78-79
Hidden text
format of 211-12
index entries as 502
math operators as 376, 377
merge instructions as 591
print 472
showing 82-83, 177-78
Hide § command 18, 53
Hide Ruler command 53
Highlight, selecting with 52
Horizontal lines in tables 336-37
Hyphenate command 16, 130, 457-60
dialog box 458, 459
Hyphenation 16-/7, 455-61
dashes vs 457
hyphenation feature 457-60
automatic hyphenation 457, 458
skipping capitalized words 459-60
verifying hyphenation 459
manual 456-57
nonbreaking hyphens 456
normal hyphens 456
optional hyphens 456-57, 460
searching for and removing 460-61
techniques summary 486-87
types of hyphens /30-31

W

I-beam pointer. See Pointer

IBM PCs, transferring text between
Macintosh and 520-21

Icons, command key 698 (table)



Identifier path 558-60
IF instruction 576, 577-82
checking for text in a field 577-78
matching numbers 580
matching text 579
nested 581
using ELSE within 581, 582
Ignore Words in All Caps option 179
Ilustrator, importing graphics from 540
ImageWriter 438
cancel printing 57
choosing 439, 440
Page Setup command options 44249
printing with 473-74
Print dialog box 29, 473
Quality options 473, 474
screen resolution 538
techniques summary 480-81
Imported text files
deleting unneeded characters from 143, 527
tabular data 517-18
Importing graphics 538—41
copying from various applications 53941
creating a screen dump 541
Include Endnotes option 398, 454
INCLUDE instruction 576, 586-89
assembling new documents with 588-89
in IF instruction 586, 587
nested 588
using to assemble new documents 501
Indents 10, 233-38
checking special values for 238
gallery of indention effects 234-37
hanging /0, 236
first tab stops set by 249
negative 236, 237
nested 235
normal 235
Ruler markers 230
required (automatic) /0
setting 233-34
from Paragraph dialog box 238
from Ruler 237
using style sheets for 268
spacing between columns with 362
standard (user-entered) /0
techniques summary 279, 283
Index 502-8
command summary 511
creating an 502-7
for linked files 507
formats 502, 503, 506
points to remember 508
recompiling 507
repagination and 462

styles for 505
subentries 504-5
techniques summary 509-10
Index Character option 504
Index command dialog box 503
In Line option 262, 263
Insert Index Entry option 502
Insertion point 202
blinking 81
moving back 73
moving text with 138
selection with 52, 134
Insert Table command (Document menu) 329,
339,518
converting paragraphs to tables with
342-44
dialog box 340
inserting blank cell table with 34041
Instructions, print merge 576-89
grouping 590
hiding 591
omitting closing bracket to save lines 591
Interchange format. See RTF (Rich Text
Format)
Invert Image option 448
Invoice, template for calculated 607-13
body of 611
boxed address areas 670
completed 608
extended price calculation 612, 6/3
sample blank 607
set up 608-12
tips and techiques 613
use of 612-13
Italic character attribute 209-10
added manually vs in a style sheet 304-5

B K

Keep Lines Together option 256, 258
Keep With Next {| option 256, 257
Keming 214-16
expanding or contracting text 216
fonts 216
pairs of letters 214-15
tables, in Word 215
Keyboard, 74-77. See also Keyboard
shortcuts
applying styles from 301-3
changing, with Control Panel 80-81
choosing character style from 209
choosing fonts from 203—4
choosing font size from 207
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combining key sequences with macros
90-91
commands and key sequences available in
Word 697-715
customizing key sequences with
Commands command 86-91
inserting glossary entries with 161, /62,
173
moving among menus with 74-75
moving/copying text with commands from
137-38
moving in a dialog box with 75-77
Keyboard icons 80, 698 (table)
Keyboard shortcuts 35, 102-7
character formats 223-24
editing 152
outlines 124
Key Caps, viewing font characters with
128-29, 477

HL

Labels, mailing 583-84, 589-91
Larger Print Area option 448-49
LaserWriter
cancel printing 56
choosing 43941
fonts 476-77
Page Setup command options 445-49
Print dialog box 29, 477, 478
printing with 438, 474-78
print order 476
screen resolution 538
LaserWriter options button 44749
Layout, page 461-70
adjusting, with repagination and page
breaks 461-64
with Print Preview command 464-70
techniques summary 480-84
Layout, paragraph 255-73
keep paragraph with next paragraph
256, 257
line numbering 256, 258
positioned paragraphs 256, 258-65
side-by-side paragraphs 256, 257, 266-73
start paragraph on new page 256, 257
techniques summary 280-81, 286-87
Letter, tutorial for creating a 18-30
Letterhead 450
creating 25-26
electronic template for 598-601
preparation 599-601
tips and techniques 601
text 26-27

Letters, form. See Merge printing
Level 1 style. See Heading style
Line(s). See also Borders; Boxes
alignment 11
automatic style for line number 309-10
controlling blank, in merge print fields
589-90
horizontal, in tables 336-37
lengths, in ImageWriter vs LaserWriter 441
multiple graphics on one 550
numbering 258, 396, 453
selecting material in outlines by 113
vertical, in tables 336
Line Numbering option 256, 258, 396
to number a list 370
Line Number style 309-10
List(s) 329, 369. See also Table(s)
bulleted 236
creating, with Table of Contents
feature 499
Line Numbering format used to
number a 370
numbered 236
points to remember 378
Renumber command used to number a
370-71
sorting 372-73
techniques summary 384-85
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MacDraw
Excel data altered in 532, 534, 540
using QuickSwitch with 560-61
Macintosh computer
screen resolution 213
setting up Word on 641-46
hard disk 64546
with two 800 KB drives 643-45
transferring MS-DOS files to 521-22
transferring text between Microsoft Access
and 520-21
MacPaint, using QuickSwitch with 560-61
Macro(s) 75
combining key sequences with 90-91
MacTerminal, transferring text to/from
520-22
MacWrite
data type code pasted into Scrapbook from
515,516
file formats 94, 522
optional hyphens in 460
Main document (merge print) 570, 573-75
Margin(s)



adjusting, in Print Preview, 55, 466, 467
annotations in, 264-65
from Document command dialog box
Gutter options 452
Margin options 449-50
Mirror Even/Odd Margins option 451
Margin Set icon 27
Margins icon 466
Maich Upper/Lowercase option 139
Mathematical calculations 375-77
addition 375
constructing and using formulas for 377
on invoices (see Invoice, template for
calculated)
math operators used in 37677
Mathematical typesetting 215, 685-91
commands 687-91
Memo. See Reply memo template
Memory for index entries 504
Memory Management options
customizing with 84-86
using with disk caching 86
using with one disk drive 85
Menu(s)
blinking 81
customized 86-91
moving among, with keystrokes 74-75
techniques summary 99-101
Merge cell table cells 356-57
Mergenthaler Linotronic 300 printer 538
Merge printing /7, 569-94
data document set up 571-73
formatting fields 589-91
main document set up 573-75
merge printing instructions 576-89
points to remember 592
printing the document 575-76
techniques summary 592-94
Merge style sheets 317-19
Microsoft Access, transferring text to/from
MacTerminal 520-21
Microsoft Chart, importing graphics from 539
Microsoft Excel 329
data transferred from 532, 533, 534
importing graphics from 539, 540
using QuickSwitch with 554, 555, 556,
557, 561-62
Microsoft Mail, transferring text with 527-29
Microsoft Word
command and keyboard shortcuts 102-7
customizing 79-91
changing defaults 81-91
Control Panel 80-81
techniques summary 99-100

file formats for different versions of 94,
519-25
fundamentals (see Tutorial)
how Word finds files 646
navigating in 65-79
document views for 6669
help for 77-79
by keystroke 74-77
multiple methods of 72-74
techniques summary 97-99
window management for 70-72
points to remember 96-97
PostScript operators added to 679-84
saving work 92-95, 101 (see also
Saving text)
set up 641-46
techniques summary 97-101
tutorial 18-30, 37-62
word processing concepts and 3-35
Microsoft Works, file formats 94, 519
Microsoft Write, file formats 94, 519
Mirror Even/Odd Margins option 253,
394, 451
Modes, toggling between 4
Moiré pattern 545
Mouse, Control Panel changes of the 80-81
Mouse icon, double-click speed 80
Mouse shortcuts 35
editing 152
in outlines 124
Move Down icon 112
Move To command /37— 38
Move Up icon 112
Moving in tables 346-47
Moving text
with keyboard commands 137-38
in outlines 112-14
Moving windows 70-71
MS Dictionary 180
changing to UK dictionary from 186
MS-DOS format
data transfer to Macintosh from 521-22
file formats 94, 520-22
MultiFinder, used with QuickSwitch 552-53
Multiplan 329

BN

Nested IF instructions 581
New Column option 393
Newline marks /32
vs paragraph mark 228, 229
New Page option 462
Newsletters, multiple column 623-32
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figures and captions 629-32
headers/footers 631-32
first page 623
header/footer 626-27
synopsis/drop cap/first page 628-29
title 628
preparation 625-26
second page 624
text 632
side-by-side paragraphs and graphics in
268, 269, 270
starting 400-402
New Window command 72
New York font character set 647,
649-57 (1able)
Next File option 45455
NEXT instruction 576, 582-84
Next Style option 3034
No Break option 391-93, 399
No Gaps Between Pages option 445
Nonbreaking hyphens 456
Non-documents, printing 472
Normal style 12,292, 315, 316
in outlines 116-17
redefining 295-97
resetting a style to 308
in screenplays 619
Notes, electronic posted 26465
Null header 418
Numbered lists 236
Numbered outlines 117-20, 123
Number From option 454
Number Lines From option 453
Number Pages From option 394, 453
Numbers, matching with IF 580

__ N0

Object-oriented graphics 531-32
scaled 544

Odd Page option 393, 462

One-page display 28

One-Page Display icon 28, 466-67

Open Any File command 526

Open command 76, 526, 646

Open Dictionaries 48, 186

Open Documents in Page View option 66,
83-84

Open First Header/First Footer
commands 413

Open Footer option 53, 397, 411, 415

Open Header option 397,411, 415

Open Mail command 527, 528

Operators, mathematical 376-77

as hidden text 377
Operators, PostScript 660, 662, 663-64,
666-79
adding to Word 679-84
dict, group 674-76
Optional hyphens 456-57, 460
Option-Command- + 86, 87, 162, 203, 207,
208, 212
Option-Command- - (minus) 87, 130, 203,
208,212
Option-Command-A 274. See also Again
command
Option-Command-C 138
Option-Command-D 255, 550, 551
Option-Command-Q 131, 143, 425, 527
Option-Command-R 273, 274
Option-Command-Return 132, 228
Option-Command-T 115
Option-Command-X 138
Option-Command-Z 424
Outline(s) 109-26
collapsing and expanding subtext 114-15
command shortcuts 125-26
creating 38-39
demoting headings 110-12
to body text 114
displaying character formats of headings
116-17
editing 4041
as an editing tool 120-21
entering text in Outline View 6
mouse and keyboard shortcuts 124
moving headings up and down 112-14
numbering levels in 117-20
points to remember 122
printing 123, 472
promoting headings in 110-12
setting levels 110-12
showing all text 116
showing body text 116
showing specific levels 115-16
table of contents converted to 501
table of contents generated from 494-95
techniques summary 60, 122-23
using to create presentation graphics (see
Presentation graphics template)
Outline character attribute 209-10
Outline icon bar /70
levels 115-16
Outline View 6, 38, 109
document displayed in 68
entering body text in 6
navigating within 121
techniques summary 122-23



WP

Page(s)
first (see First page)
headers/footers for facing 417-18
layout (see Layout, page)
margins for facing 417-18
Page break(s) 15. See also Repagination
adjusting 55-56, 462, 469-70
automatic 462, 463
manual (forced) 56
moving 462-63
types of 463
Page Break Before option 256, 257, 462
Page description language 534-35
Page formatting. See also Document formats;
Footers; Headers; Page number(s)
by previewing and printing 54-58
techniques summary 62
Page number(s) 16. See also Pagination;
Repagination
added to header/footers 415-16
adding with footers 52-54
adding with Page Number icon 465-66
adjusting, in Print Preview 468
adjusting, with linked documents 453
duplicate 416
odd/even 417-18
specifying in the Section dialog box
393-95
Page Number icon 27, 465-66
Page Number options (Section command)
393-95
Page number style 292, 309, 395
Page Range option 470-71
Page Setup command 14, 441, 442-49
ImageWriter options 44245, 480-81
LaserWriter options 445-49, 481-82
Page View 15— 16, 21-22
document displayed in 67
entering footnotes in 423
opening Word in 66
positioned paragraphs in 260
repagination and 461
side-by-side paragraphs in 268
Pagination, 16, 461, 484, See Page number(s);
Repagination
Paper Feed options 474
Paper orientation/size/width/height
ImageWriter 44345
LaserWriter 44546
Paper size
custom 84, 442, 443

ImageWriter 44243
LaserWriter 44546
Paper Source options 478
Paragraph(s)
adding 21
assigning styles to 299-305
basics of 228-29
converting a series of, into a table 34244
converting a table to a series of 34445
creating 132
creating boxes around a group of 548-49
formats (see Paragraph formats)
inserting, above a cell table row 351
layout and positioning (see Layout,
paragraph)
moving in documents 22-23
moving in outlines 121
numbering 120
positioned (see Position paragraph format)
typical 233
Paragraph command dialog box 9, 231, 232
borders 250, 2517
formatting options 257
indents set from 238
line spacing set from 241
paragraph spacing set from 244
positioning (see Position paragraph format)
tabs stops set from 246, 248-49
techniques summary 279-82
Paragraph formats 9-12, 199, 227-90
adding to the Format menu 233
Again command to implement Ruler
format changes 274
alignment 11, 239
basics of 228-29
borders 250-55
changing 51-52, 229-33
characteristics controlled by 227
commands summary 288-90
copying character and 276
glossary entries 275
indents 10, 233-38 (see also Indents)
layout options (positioning) (see Layout,
paragraph)
line spacing 23943
points to remember 277-78
search for and replace 273-74
spacing 243-45
styles and style sheets 12
tabs 245-50
techniques summary 278-88
transferring 274-75
transferring between or to styles 307-8
Paragraph mark 11, 132, 275, 293
Paragraph style 292-93
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Paste command
copy/mave text with /36
pasting cells in tables 34748
pasting data in tabbed tables 333-35
text into glossaries 159
transferring formats between styles with
307-8
transferring tabular data with 517-18
Paste Link command 553-55
Pathname of a document 559-60
Personal Dictionary
adding word lists to 186-87
adding words to 48, 181-82
converting a non-Word to a Word 187-88
converting to a document 188-89
correcting words and adding to 182
creating 47-48, 185
moving words from one dictionary to
another 184
opening/closing 186
removing words from 183
saving 48-49, 184- 85
skipping past words 183
techniques summary 61, 191-93
PICT data type code 532
PICT graphic format 532-33, 536, 550
Pixels 213
Plain Text 207
Pointer 23
rate of blinking 81
selection with 52, 133-34
Point size 42, 82, 241
Position command
dialog box 367
formatting cell table position with 358,
367-68
Position paragraph format 256-57, 25865
adjusting paragraphs in Print Preview 469
combinations for vertical and horizontal
options 261, 262 (table), 263
dialog box 259
electronic posted notes, marginal
annotations and sidebar boxes
264-65
miscellaneous positioning tips 265
page breaks and 462
tables formed from 330 (see also Side-by-
side paragraph tables)
techniques summary 281, 286-87
PostScript 475, 659-84
encoding graphics with 534-37
font changes and 129
hiding commands of 211
operators 660, 662, 663-64, 666-79
adding, to Word 679-84

dict. group operator 674-76
drawing rectangles and clipping 670-74
printing delays caused by errors 447,
664-66
print PostScript characters over text 447
programming 660-62
program modification 663-64
sending code to a file 666
style sheets and 310
syntax 660
turning off background printing when
using 662
variables 666-79
defining 667
defining, within a routine 669-70
setting values outside a routine 667-68
Word’s 676-79
PostScript style 310
Precision Bitmap Alignment option 448,
545-46
Preferences command 82-86
checking for hidden text with 177-79
customizing Word by changing defaults
82-86
dialog box 82
Presentation graphics template 614-19
outline preparation 61618
presentation outline pages 6/4-15
tips and techniques 618-19
Preview text. See Print preview command
Print Back to Front option 478
Print command 56-58, 470-78
Copies option 472
dialog box 28, 29
ImageWriter 473-74
LaserWriter 477-78
Print Hidden Text option 472
Print Next File option 472
repagination and 461
techniques summary 480, 487-88
Printer, choosing a 28, 439-41. See also
ImageWriter; LaserWriter
Printer icon 28, 467
Print Hidden Text option 472
Printing glossaries 170-71
Printing graphics, quality of, and graphic
format 537-38
Printing merged documents. See Merge
printing
Printing outlines 123
Printing style sheet definitions 320
Printing text 15-17, 27-30, 470-78. See also
Merge printing; Postscript
cancel/pause 56-57
choosing a printer 43941



commands text 488-89
hidden text 472

hyphenation (see Hyphenation)
with ImageWriter 438, 440, 473-74
with LaserWriter 438, 440, 441, 474-78
next file 472
non-documents 472
number of copies 472
Page View 15
pagination 16, 461, 484
points to remember 479
preparation process for 438-39
previewing before (see Print Preview
command)
specifying page and section ranges for
470-71
techniques summary 34, 487-88
turn off background printing when using
PostScript 662
Print Merge command 575-76
dialog box 575
repagination and 461
Print Next File option 472
Print Postscript Over Text option 447
Print Preview command 15, 27, 28, 464-70
documents displayed with 68, 69
headers and footers adjusted with 54, 55,
421, 468
margins adjusted with 467
Margins icon and 466
One-Page Display icon and 466-67
page breaks adjusted with 55-56, 462,
469-70
Page Number icon and 465-66
page numbers adjusted with 468
positioned paragraphs and tables adjusted
with 469
preparing to print with 439
Printer icon 467
repagination and 461
techniques summary 484—-86
uses in laying out pages 46465
Promote icon 110

mQ

Quality print options 473, 474

QuickDraw object-oriented graphics 531-32

scaled 543, 544

QuickSwitch 7, 55-62
Edit Link command 557-58
notes on using 558-62
Paste Link command 553-55
techniques summary 56667

Update Link command 556-57

B R

Record. See Header record
Reduce/Enlarge % option 446
Reference area in source documents 560
Renumber command
dialog box 117,371
used to number a list 370-72, 384-85
used to number/renumber outlines
117-20, 123
Repaginate Now command 52, 439, 462, 464
Repagination 439, 461-70
background (see Background Repagination
option)
circumstances under which Word
repaginates 461-62
full 464
page break produced by 462, 463
Reply memo template 602-6
building the memo form 6036
sample 602
use of 606
ResEdit utility 78
Restart Each Section option 430
Return, hard vs soft 132
Return key
avoid when retyping outlines 41
creating a hard return 132
ending paragraphs with 132
RFT format. See Document Content
Architecture (DCA) format
Rich text format. See RTF (Rich Text Format)
Rows in cell tables
alignment 365
height 363-64
indentation 362-63
inserting, past the rightmost column 352—
53
inserting and deleting new 350
inserting a normal paragraph above 351
inserting new, at the end of a table 351
switching the order of 353-55
RTF (Rich Text Format) 94
advanced use for 524-25
save as 205
text transfer with 516, 522-24
Ruler 9, 18, 229-31
Again command used for Ruler format
changes 274
clearing 231
drop caps setting 273



formatting cell tables with 357, 358-59,
382
four graduations of /9
indents set from 237
intervals in ImageWriter vs LaserWriter
441
line spacing set from 24041
paragraph formatting with 51, 52, 229-31
paragraph spacing set from 244
scale
normal 230, 231
page 231
table 231, 358
styles applied from the 300
styles defined by example from 298-99
styles redefined from 306
tabs set from 246, 24748
techniques summary 278-79
units of measurement 82
Rules, 250. See also Borders

HS

Same As Previous option, creating new
headers with 418-20
Save As command 14
Save command 14
Save Dictionary command 184, /85
Saving documents 92-95
in different formats 94-95
doing a fast save 92-93
making backup copies 93
replacing a file when 92
techniques summary 101
Saving text 14-15, 27, 92-95
dictionaries 48-49, 18485
in different formats 94-95
doing a fast 93-93
making backup copies 93
personal dictionary 48—49
replacing a file 92
Settings file 91
techniques summary 34
Scale icon 230-31
Scaling graphics 543-46
Scrapbook, transferring text with 7, 514—18
Screen dump 530
creating a 541
Screen font 477
Screen graphics. See Bit-mapped graphics
Screenplay format template 619-22
setting up styles 619-21
use of 622
Screen resolution 537, 538

Scroll 20
speed 446, 539, 542
synchronized 72, 121
techniques summary 32, 98-99, 122
vertical 20
Scroll bars, managing windows with 70
Search and replace 13843
hyphens 460-61
special characters 141
techniques summary 150-52
wildcard searches for 140-41
Second page, newsletter 624
Section(s)
creating a different header for each 418-20
dividing documents into 390-91
formats (see Section formats)
printing ranges of 471-72
Section command dialog box 390, 39/
applying section formats with 390-91
Columns options 398-402
command buttons 402
Header/Footer options 397, 420-21
Include Endnotes option 398
Line Numbers options 396
Page Number options 393-95
Start options 391-93
techniques summary 403-5
Section formats 13—14, 200, 389-407
auto numbering 14
beginning new sections 391-93
columns 398-402
commands summary 406-7
dividing documents into sections 390-91
footnotes 398
headers and footers 397
line numbering 396
page numbering 393-95
points to remember 403
tables formed from 330
techniques summary 403-6
Section marks 390, 391
Selecting/deselecting text 133-35
extending/reducing a selection 135
with shift-clicking 134
in tables 345-46
techniques summary 32, 149
Selection bar 23, 133
Select options in dialog boxes 76-77
Send Mail command dialog box 528
Set Default option 441
SET instruction 576, 58485, 591
Settings file
customized loading, saving, and resetting
90-91
defaults stored in 441, 694-96



exploiting memory-management options
84-86
multiple, and default style sheets 294
saving 91
switch to new 91
Shadow character attribute 209-10
Shift-clicking to select text 134
Shift-Command- + 213
Shift-Command- - (minus) 130
Shift-Command- >< 207
Shift-Command-E 203, 204
Shift-Open, transferring files with 526
Short Menus mode 4, 5, 18
configurations for loading, saving, and
resetting Settings files 90-91
Show { command 18, 83
showing end-of-cell markers in celled
tables 34/
showing hyphens 130
showing normal and nonbreaking spaces
with 131
showing paragraph boundaries 132, 228
showing tabs with 245
Show All icon 116
Show Body Text icon 116
Show Clipboard command 136
with range of cells from celled table 348
Show Heading Formats icon 116
Show Hidden Text option 82-83, 177-78,
211,376
adding to Format menu 212
Show Level command 116
Show Ruler command 9, 18
Show Table Gridlines option 83, 341
Show Text Boundaries 67, 265
Show Text Boundaries in Page View
option 83
Sidebar boxes 264—65
Side-by-side paragraphs 256, 257,
266-73, 287
drop caps 266, 272-73
experimenting with 271
forming tables from (see Side-by-side
paragraph tables)
rules 271
two-step set up 266—68
Side-by-side paragraph tables 330, 368, 369
Smart Quotes option 84
Soft returns 132. See also Newline marks
Sort command
lists 372-73
order of single ASCII characters 372,
373 (table)
in Qutline 39, 40, 120
tabular data 374

techniques summary 60, 384-85
Space(s)
blank, before tabs 249
mark /32
normal vs nonbreaking 131
Space After format 243, 244
Spacebar 131
Space Before format 243, 244
Spacing in cell tables 366-67
Spacing of lines 42, 239-43
measured from descender to descender
242-43
setting from Paragraph dialog box 241
setting from Ruler 24041
techniques summary 279-80
Spacing of paragraphs 24345
setting from Paragraph dialog box 244
setting from Ruler 244
Spacing of text characters 201
changing 214-16
Fractional Widths option and 446
justified text and 455
Spelling checker 8, 23-24, 177-93
doing a spelling check 177-84
adding words to a personal dictionary
181-82
correcting words 179-80
correcting words and adding to a
dictionary 182
ignoring All Caps words 179
moving words from one dictionary to
another 184
removing words from a dictionary 183
skipping past words 183
suggestions for alternate spellings 24,
25, 180-81
points to remember 190
techniques summary 32, 190-93
working with dictionary files 184-89

advanced work with dictionaries 186-89

changing MS Dictionary to UK
Dictionary 186
creating new dictionaries 185
opening/closing dictionaries 186
saving dictionaries 18485
Spelling command 48, 185
dialog box 24, 178
Split windows 72
Spreadsheets. See Cell tables
Standard Glossary 159, 166
saving current glossary as 167
Start options (Section command) 391-93
Status box
displaying outline headings in 38
style name in 295
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Strikethrough character attribute 209-10
Strings
of footnotes 424, 425
replacing 140, 141
searching for 72, 139, 14043
Style(s) 12, 4244, See also Style sheets
Again command application of 303
alternate names for 302, 303
assigning to paragraphs 299-305
automatic 53, 292, 308-10

Based On edit field and families of 310-17

example of 311-14
strategies using 315-16
subtracting formats from dependent
styles 316-17
changing character 207-12
changing paragraph formats with 229
creating a work area for 299
defined 292
defining individual 294-99
by command 4244, 297
by example 298-99
by redefining Normal style 295-97
establishing a design with 49-51
glossary 162-63, 164
glossary used to insert a 320
index 505
Next Style option for 303—4
Normal (see Normal style)
paragraph formats and 229
redefining 305-10
renaming 3067

repeating design elements as a principle of

291-92
resetting to Normal style 308
screenplay 619-20
semicharacter 310
sharing, among documents 317-20

subtracting formats from dependent 316-17

tabbed tables formatted with 333
techniques summary 61, 321-26
transferring by copying text 319
transferring formats between 307-8
updating, from Default Style Sheet 319
Styles command dialog box, applying styles
through 300
Style sheets 12, 291-327
assigning styles to paragraphs 299-305
attached to glossaries 162-63, 164
Based On edit field and style families
310-17
basics 292-94
commands summary 327
default definitions 696
defining styles 4244, 294-99

document sharing of 317-20
indents set with 268
merging, from another document 317-19
newsletter article 625-26
points to remember 321
printing 320, 472
redefining styles 305-10
strategies using hierarchies of 315-16
techniques summary 321-26
template 318, 319
this book 633-37
Subscript 213
Suggest spelling feature 24, 25, 180, 181
SuperPaint, using with QuickSwitch 561
Superscript 212, 213, 421
Symbol font character sets 647,
649-57 (table)
Synopsis, newsletter article 628-29
System Folder 439, 644, 645

BT

Tab(s) 245-50
decimal, in tables 331, 347
default 453
changing 247
hanging indents and 249
removing 248
setting stops 246
from the Paragraph dialog box 248-49
from the Ruler 24748
tab leaders 249-50
in tables 330-33
techniques summary 280, 284-85
types of tab stops 245, 246
Tabbed tables 329, 330-38
converting, to cell tables 342—44
cutting and pasting data in 333-35
editing and formatting 330-33
enhancing 335-38
techniques summary 379
using styles to format 333
Table(s) 329-87
adjusting, in Print Preview 469
cell (see Cell tables)
commands summary 385-87
mathematical calculations performed in
375-71
overview of 329-30
points to remember 378
renumbering and sorting lists and 36974,
384-85
renumbering columns in 372
side-by-side paragraph 330, 36869



tabbed (see Tabbed tables)
techniques summary 379-85
transferring data from 517-18
Table command (Edit menu)
dialog box 349
editing celled tables with 339
inserting columns past the rightmost
column 352-53
inserting/deleting new rows, columns and
cell ranges with 350
inserting new row at the end of a table
with 351
inserting normal paragraphs above a row
with 351
merging and splitting cells with 356-57
switching row and column order with
353-55
Table format 12—-13, 200, 25657, 329. See
also Cell tables
Table of contents 493-501
changing format of 498
compiling, for linked files 500-501
converting, to an outline 501
generating from codes 495-98
generating from outlines 494-95
multiple 500
points to remember 508
replacing/editing 498
techniques summary 508-9, 511
Table of Contents command 494-95
dialog box 495
generating lists with 499
repagination and 462
Table To Text command 351
converting table to a paragraph series
344-45
dialog box 344
Tab mark /32
Tabs command (Commands command) 246
Tall Adjusted option 444
Tall (portrait) option 443
Template(s)
calculated invoice 607-13
creating this book with 632-38
electronic letterhead 598-601
multiple-column newsletter 623-32
presentation graphics from an outline
614-19
reply memo 602-6
screenplay format 619-22
style sheets 318
protecting 319
Tempo (software) 426
Text
automatic entry of (see Glossaries)

| Index

backspacing over 133
body (see Body text)
boilerplate (see Boilerplate text)
boxed text, created from formatted 551
checking for, in a field 577, 578
color of screen 217
copying (see Copying text)
creating/manipulating outline 110-17
distancing positioned paragraphs from
260-61
editing (see Editing text)
entering (see Entering text)
finding and changing 13843, 150-52
formatting (see Formatting text)
hidden (see Hidden text)
letterhead 26-27
moving (see Moving text)
plain (see Plain Text)
position 201, 212-13
printing (see Printing text)
raw 513
saving (see Saving text)
select/deselect (see Selecting/deselecting
text)
show outline 116
transferring (see Transferring text)
TEXT data type code 5/5, 516
Text Only format
save as 94
transferring text with 518-19
Text Only with Line Breaks format
save as 94
transferring text with 518-19
Text Smoothing option 447
Time and date
added to headers/footers 415-16
placing in a Document window 416
Timeout errors 447
Times font character set 647, 649-57 (table)
Title, newsletter 628
Toggling between modes 4
TOPS (software) 520
Transfer Protocol Send command 521
Transferring formats 274-75
Transferring graphics 529-51
automating with QuickSwitch 552-62
commands summary 567-68
exporting graphics 550-51
importing/working with graphics 538-50
points to remember 563
techniques summary 565-66
types of graphic elements 529-38
Transferring text 513-29
automating with QuickSwitch 552-62
cleaning up imported files 527
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Clipboard and Scrapbook used to 514-18
commands summary 567-68

Document Content Architecture format 525 . W

Microsoft Mail used for 527-29

points to remember 563

Shift-Open used for 526

tabular data 517-18

techniques summary 564-65

as text documents 518-29

Text Only/Text Only with Line Breaks

format 518-19

Word formats for 519-25
Tutorial 18-30, 37-62

editing text 20-24, 47-49

entering text 19-20, 3747

formatting text 25-27, 49-54

points to remember 59

previewing and printing 27-30, 54-58

saving work 27

setting up 18-19

techniques summary 59-62
Typefaces. See Font(s)

Typesetting, mathematical. See Mathematical

typesetting

mu

UK Dictionary, changing to 186
Underline command 25
Underlining text 25
five forms of 210
Undo command 39, 143-45
actions not affected by 144-45 (table)
examples /44
experimenting and redoing 144
techniques summary 59
Undo Hyphenate command 460
Unit of measurement, Preferences 82
Unlimited Downloadable Fonts option 449
Update Link command 556-57
Use Picture Placeholders option 83, 88
speed scrolling with 539, 542

mYV

Variables, PostScript 666-79
Vertical lines in tables 336
Views on documents 65, 66-69. See also
Galley View; Outline View; Page
View; Print Preview command
switching 69 (table)

Whole Word option 139
Wide (landscape) option 443, 444
Widow control option 453
Wildcard searches 14041
Window(s) 70-72

activating 71

handling multiple 71-72

panes 72

resizing/relocating 70-71

split 72

techniques summary 98
Window menu 7/
Word. See Microsoft Word
Word Count feature 145, /46
Word Help file 78-79
Word list box 24, 25
Word-processing conceplts 3—-35

editing 7-8

entering 67

five steps of word processing 5

formatting 8-14

keyboard and mouse shortcuts 335

points to remember 31

printing 15-17

saving 14-15

techniques summary 32-34

tutorial 18-30 (see also Tutorial)
Word Ruler. See Ruler
Wordwrap 8

applying styles with 301

inserting glossary entries with 162, 174
Writing. See Entering text
WYSIWYG (what you see is what you get)

user interface 9

mZ

Zapf Dingbat characters 236, 647,
649-57 (table)
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