Table of Contents

LESSON 1 ORGANIZING LONG

DOCUMENTS 2
Creating a Table of Contents 3
Table of Contents Links 3
Using a Predesigned Table of Contents 3
Storing Your Exercise Files 4
Adding Text to a Table of Contents 5
Using the Update Table Button 5
Using the Table of Contents Button 6
Using the Table of Contents Dialog Box 7
Working with Multiple Headers and Footers 9
Breaking the Link Between Sections 9
Restarting and Formatting Page Numbers 9
Creating an Index 11
Marking Index Entries 11
Inserting an Index 13
Modifying and Deleting an Index Entry 14
Adding Cross-References 15
The Cross-Reference Dialog Box 15
Updating Cross-References 15
Concepts Review 18
LESSON 2 COLLABORATING
IN WORD 20
Tracking Changes to Documents 21
A Typical Editing and Reviewing Process 21
Viewing Tracked Changes 21
Setting the User Name and Initials 22
Setting Reviewer Ink Colors 23
Adding Comments to a Document 24
Reviewing Tracked Changes 26
Options for Displaying Tracked Changes 26
Sending a Document for Review via Email 27
Reviewing Changes from Multiple Reviewers 28
Combining Documents 28
Reviewing a Summary of Proposed Changes 29
Showing Source Documents 29
Displaying Specific Markups 29
Display Specific Reviewers 29
Protecting Documents 31
Working with Passwords 32

Combining Documents without

Tracked Changes 34
Combine Documents or Compare? 34
Using the Highlighter 35
Concepts Review 37
LESSON 3 USING MACROS
AND FORMS 38
Understanding Macros 39
Recording Macros 39
The Developer Tab 39
Macro Storage Locations 39
Recording Limitations 39
Running Macros 41
Working with Visual Basic for Applications 42
Using the VBA Editor to Edit Macros 42
Running Macros from the Quick
Access Toolbar 44
Deleting Macros 46
Creating Forms 47
Setting Up Forms 47
Working with Form Fields 48
Using the Checkbox and Drop-Down
List Fields 50
Applying Field Properties 51
Protecting Forms 52
Distributing and Using Forms 52
Concepts Review 55



LESSON 4 SHARING AND

SECURING CONTENT 56
Preparing Documents for Sharing 57
Considering Compatibility Issues 57
To Convert or Not to Convert 58
The Office 2007 Compatibility Pack 63
Working with the Document Inspector 63
Controlling Document Access 66
Restricting Formatting and Editing 66
Applying Editing Restrictions 68
Setting Document Passwords 70
Marking a Document as Final 72
Attaching Digital Signatures to Documents 73
Adding a Digital Signature 73
Obtaining a Digital Signature 73
Concepts Review 77
LESSON 5 INTEGRATING WITH
OTHER PROGRAMS 78
Embedding and Linking Excel Objects in Word 79
Object Defined 79
Linking Compared to Embedding 79
What Is Linking? 81
Linking Objects with Paste Special 82
Linking Objects with the Paste Options
Smart Tag 82
Linking to Excel from Within Word 84
Updating Links When Opening a Document 85
Breaking the Link 86
Using Excel as a Mail Merge Data Source 87
Using a Word Outline in PowerPoint 38
Importing a Word Outline into PowerPoint 91
Exporting a PowerPoint Presentation to Word 92
Concepts Review 94
96

Index

Table of Contents

\"J



