
Microsoft Word 2007 Bible
Summary of Contents

Acknowledgments. Chapter 28: On Background.
Introduction. Chapter 29: Publishing as PDF and XPS.

Chapter 30: Publishing as HTML, XML, and Blogging.
PART I: MY WORD, AND WELCOME TO IT. Chapter 31: Templates and Themes.
Chapter 1: Brave New Word.
Chapter 2: Quick Start. PART VI: WITH ALL DUE REFERENCE.
Chapter 3: Where in the Word Is. . .? Chapter 32: Bookmarks.
Chapter 4: Making Word Work for You. Chapter 33: table of Contents.
Chapter 5: The X Files – Understanding and Using Word’s 
New File Format.

Chapter 34: Master Documents.

Chapter 6: Make It Stop! Cures and Treatments for Word’s 
Top Annoyances.

Chapter 35: Footnotes and Endnotes.

Chapter 36: Citations and Bibliography.
PART II: WORD ON THE STREET. Chapter 37: captions and Tables of Captioned Items.
Chapter 7: Formatting 101: Front/Character Formatting. Chapter 38: Indexing.
Chapter 8: Paragraph Formatting. Chapter 39: Tables of Authorities.
Chapter 9: In Style! Chapter 40: Hyperlinks and Cross-references.
Chapter 10: The Clipboard.
Chapter 11: Find, Replace, and Go To. PART VII: GETTING OUT THE WORD.

Chapter 41: Data Sources.
PART III: WRITING TOOLS. Chapter 42: Envelopes and Labels.
Chapter 12: Language Tools. Chapter 43: Data Documents and Mail Merge.
Chapter 13: Building Blocks and Quick Parts. Chapter 44: Forms.
Chapter 14: AutoCorrect.
Chapter 15: Auto Format. PART VIII: POWER AND CUSTOMIZATION.
Chapter 16: Smart Tags (What Are Those Purple Dots)? Chapter 45: Keyboard Customization.

Chapter 46: The Quick Access Toolbar.
PART IV: MORE THAN MERE WORDS. Chapter 47: Options and Settings.
Chapter 17: Tables. Chapter 48: Macros: Recording, Editing and Using.
Chapter 18: Pictures and SmartArt.
Chapter 19: Headers and Footers. PART IX: COLLABORATION—GETTING ALONG WITH 

OTHERS.
Chapter 20: Symbols and Equations. Chapter 49: Security, tracking, and Comments.
Chapter 21: Field Guide. Chapter 50: Comparing and Combining Collaborative 

Documents.
Chapter 22: WordArt. Chapter 51: SharePoint.
Chapter 23: Charts. Chapter 52: Groove.
Chapter 24: Inserting Objects and Files. Chapter 53: Integration with Other Office Applications.

Appendix A: Guide to Word 2003 Menu Commands in Word 
2007.

PART V: DOCUMENT DESIGN.
Chapter 25: Page Setup and Sections. Appendix B: Word 2007 Default Key Assignments.
Chapter 26: Text Boxes and Other Shapes.
Chapter 27: Columns. Index.


