Appendix B

Index
A
Automatic Numbering ................ 87-140
B
Borders. ..o 215
Page...coooveviiiie 315
Paragraph ........ccccoevviviviiieeieen 314
Tables...ccoooerieniienieeecie 215
C
Comments .......cocceeveeeneenieeneenieeee. 241
Comparing Documents ..................... 261
Converting WordPerfect Documents 307
Cross-References ..........ccccceuue.e. 143-47
Customizing
Default Font........cccoocveeniiniindinnns 333
Keyboard.........ccoeovvevvieein i e 330
Line Spacing .......c..oeeedoeveeeeiiin.e 334
D
Developers Tabuu...o....coceeveeveenenicnnes 62
Document Map.......c.cccccvveeeieennnenne 9-11
Displaying...cc..ccccooovenienenicniienne. 10
Hiding it 11
E
Endnote
Deleting........ccceevieeiienienieciieeens 29
Format.....cocooiviiiiiiiies 25
Endnotes.......cccooveeveenenienceniennnn 15-19
Creating........coeevveeecveeeecieeeeveeeeveeenns 17
Modifying ......cccccovveevievieniieiienes 21

Excel
Inserting Worksheet...................... 227
F
Font
Default Font........ccooevipineeeciiinnnnnne. 333
Footnote
Deleting.......cooeeediireneeniionene i, 29
Format............commieeecitinnsteeeonieennnens 25
Footnotes.........lvccviien e i, 15-19
Creating..........iieeesieeeeecreeneeeireennanns 17
Modifying ...oco.coveeieniiiiicieeee, 21
Form
Building Block Gallery Content
Control .....cooevvveeiieiieieeieeee 69
Checkbox Field........ccccoveevirennnennns 71
Combo Box Content Control .......... 66
Creating Form Template.................. 62
Date Picker Content Control........... 68
Drop-Down List Contents Control.. 66
Drop-Down List Field..................... 72
Legacy Text Field .........coceeveennen. 70
Picture Content Control .................. 66
Rich Text Content Control.............. 64
Text Content Control ...................... 65
Forms .....ooooveiiieieiiieeeeee, 59-85
Creating.....c.oocveeeveenieeieenieeieeeeens 61
Protecting .......cccoeveviieiieniiciieene 74
USING .oeieiiieeiieeiieeeeeeeee e 77
H
Highlighting Text........ccccceevverveennnee. 245
L
Labels....ccooiiiiiiiiiiieiece 321

© 2009 Software@Law, Inc.

355



Index

M Updating.........ccceeeeeeveeenvenireneenne, 182
Table of Contents..........cccceuee.e. 149-75
Mail MeIge.......ooeveeeeeeeereenenane. 281-303 Creating.......coceevevveeveeneeienienenn 150
ENVElOPES ..o, 290 CuStom ....ocvveiiieiieicniececeeeee, 161
Form Letters........cocoveveveveverererennnen. 282 Style Separator............cccocoeeun. 152
Mailing Labels ...........ooooeveererennn.. 286 Updating.......ccocevveveeviiniicneenicnnns 171
Merge . See Mail Merge, See Mail Merge Tables.....cooeriiniriiieieiee 197-236
Merging Documents.......................... 267 Borders........coceeieniiiiniiiniicn 215
Calculations........cccceeveveeniereennnene 221
Column Width..........cooceeiininn. 210
N Creating.........ccoovevveivincs b, 199
Deleting Columns .......c0 e 214
Numbering Deleting Rows........0 e 213
Multi-1eVel.....oooveeeeeeeeeeeeeeeeeeeene. 99 Entering Data ... 0o 203
Multi-level customizing................ 105 Excel Worksheets.......ci............... 227
Sequence Fields ool 131 Formatting ..................................... 209
Sharing ......vvveveeeeeeeeeeeeeeeeeeennn, 110 Header Row ...t 212
Single Level .....coooveveicveiicieee, 89 Inserting Columns............ccccceeee 214
Single_Level Customizing .............. 94 Inserting ROW .., 213
SEYIES ..o 111 Navigating..........c.coocvvvininininnnn. 204
Within paragraphs...........c..ccoc....... 125 Row Height.........ccoooviiiiiiine 211
Text Direction.......ccccceeveeviienennne 210
Tables of Authorities................... 177-95
P Templates
Download........cccceevverieneiinieenne. 39
Page Borders..........ccooveeveeveeueeneen o, 315 INteractive ......ccceeeeveeecieeeieeeeeens 49
Paragraph Borders..............cccco i s 314 Text Only ....ooveveviiniiiiiinicce 45
USING .oeieiiieeiieeieecieeeeee e 35
Tracking Changes .........c.cccecevvenuennee. 249
S Protecting ........ccceveeveveeevereenerennnnns 253
Reviewing .......cccocceeviieiiiniieiene, 253
Sharing Documents..................... 239-80 Turn ON..ceeeveeeiieeeieeeeeeeee, 250
Style Separator...........cceeevveeevieeeeen. 152
A\
T
WordPerfect
Table of Authorities Converting..........cceeveeeceeereeenneennen. 307
Generating..........cceeeeeeeveereeeneennen. 181 Working with Templates............... 33-57
Marking Cites......c..ceoereenreeuennnene 178
356 © 2009 Software@Law, Inc.





