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    Introduction


    Welcome to Microsoft Word, the word processing used extensively in companies and private homes. It is not necessary to have full keyboard control to write letters or reports, the left and middle fingers are more than sufficient. However, it is necessary to master the Word features that facilitate page layout, working with paragraphs, handling fonts and shortcut keys. When working with long documents, one should not forget the handy styles for making changes and thanks to them, the table of contents that is created automatically. Other interesting features include indexes, page notes, automatic inserts, direct mail, tables, forms and even macros.


    This book is intended to people who work with Word on a more or less regular basis, but who wish to go further by discovering more complex techniques in order to optimize their work.


    Divided in 10 chapters, this book offers an overview of most of the Word functions.


    Chapter 1: Working with paragraphs. You should have a good understanding of their characteristics such as indentations, line spacing, page breaks, time-saving hotkeys and tabs.


    Chapter 2: Layout, sections, tables and columns. Organizing a multi-page document is always tricky, especially when some pages are displayed with portrait and landscape layouts. Headers, footers and logos are not always the same, some have different numbering formats, and that is why, you must manipulate the sections easily .


    Chapter 3: Styles and table of contents. When working with long documents, styles make it easy to change titles, subtitles, body text and various page layouts. With styles, you can number paragraph titles and automatically create the table of contents.


    Chapter 4: Forms and fields. A form is a write-locked Word document in which fields have been made accessible. Specific formulas can improve the entry of information in the form.


    Chapter 5: Mailings. It is used when you want to link a list of addresses with a standard letter to create a mailing that you can print or send by email. Direct mail can also be used to create addresses on labels. The address file can be created in Word or Excel, or from an external database.


    Chapter 6: Images and linked frames. Word offers some specific settings in order to ease the image manipulations. Linked frames enable you to enter separated texts.


    Chapter 7: Index and page notes. An index is a keywords summary placed at the end of the book. Words are indexed by page numbers. Page notes inform the reader about specific points in the text.


    Chapter 8: Revision mode and glossary. The revision mode facilitates collaborative work by giving the possibility to follow changes made by other people. The glossary enables you to store groups of words (or phrases) that can be retrieved very quickly.


    Chapter 9: Recording a macro with Word. When repetitive tasks are carried out in a document, it is possible to store them inside a macro, as with a voice recorder. This enables you to record a lot of keystrokes and mouse actions. This feature may save you lot of time. You will discover the Visual Basic environment in which you can modify the macro content.


    Chapter 10: The Word options. Word provides lots of options that can change the default behaviour.


    I hope this book will interest you and will improve your skills with Word.


    If you have any comments or questions, please contact me at remylent@gmail.com.


    I will be sure to contact you.


    Enjoy your reading.


    The author

  






OEBPS/Images/COVER_WORD.jpg
Rémy LENTZNER

Upgrading wih

your skills  Word






OEBPS/Images/LOGO_REMYLENT.png
editions
remylent





