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Advanced Microsoft Word 2007

Microsoft Word 2007 is one of the more popular programs in the Microsoft Office Suite.
Microsoft has made some mgjor changes from previous versions of the program. Word 2007
offersthe tools to easily create professional documents using advanced features.

Basic and intermediate-level functions of the application were discussed in the Introduction to
Microsoft Word 2007 and Intermediate Microsoft Word 2007 documents. This handout will
guide readers through some of the advanced functions that Word 2007 provides, such as
Customizing Word, Mail Merge, and Tracking Changes. Refer to the Contents page for a genera
overview of the topics discussed in this document.

Customizing Word 2007

As users become more experienced with Word, they will ook for ways to speed up routine tasks,
saving time that can be used for more productive work. They discover features that they use
frequently and othersrarely. They will develop preferences for what should be seen in the
menus, toolbars and keyboard shortcuts. This handout explains how to customize these aspects
of Word.

VIEWING FORMATTING MARKS

This allows usersto view specia characters known as formatting marks in a document that are
normally not visible. This can be useful when the user wants to view characters such as tabs,
spaces, or paragraph marks.

To Vie'W f(_)rmatti ng marks in a document: Always show these formatting marks on the screen
1. Click the Office Button.
2. Select [Word Options] in the lower right [ Tab characters -+
corner. The Word Options dialog box [ spaces
opens. [] Paragraph marks 1
3. Click the Display button in the left [] Hidden text
column. [] optianal hyphens =
4. Select the formatting marks that should [] Object anchors A7
be visible (see Figure 1) » OK button. Show all farmatting marks

Figure 1 - Formatting Marks Options

SETTING SAVE OPTIONS

Word 2007 offers users severa different options that are applied when a document is saved (see
Figure 2) designate how items are saved. One feature of the save options automatically saves
recovery information to help prevent dataloss.

Save documents
Save files in this format: Word Document (*.doog
Save AutoRecover information every |10 minutes
AutoRecover file location: | ChDocuments and Settings\dbeltz application Data\Microsoft \Word'
Default file location: ChDocuments and Settings\dbeltz\ My Documents’

Figure 2 - Document Saving Options
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Save options are accessed by opening the Word Options dialog box as described in the previous
section and clicking the Save button in the left column.

When working on a document, it is best to save it frequently to minimize work lost in the event
of asystem error. A feature built into Word 2007 tells the program to automatically save work at
adesignated time interval (10 minutes by default). To change the time interval, use the Save
AutoRecover info every: spin box. (Make sure the Save AutoRecover info every: check box is
checked). Theinterval can be anywhere from 0 to 120 minutes. When Word 2007 reopens after a
system error, the recovered file appearsin the File Recovery Task Pane. The recovered file may
contain information that would otherwise be | ost.

Additionally, in this section users can
designate the format that documents are
automatically saved (see Figure 3 for the list
of availableformats). Users can also specify '..-‘;:-:ul'd Macro-Enabled D-:uc.ument {*.docm]
the location where the AutoRecover fileis e

stored and the default location where all Word Template [ dot

fil ed Ei 2 Waord Macro-Enabled Template (*,.dotmj
lEs are sa ( ee Hgure Wiard 97-2003 Template (*.dot)

Single File Wehb Page (*.mht, *.mhtml}
Web Page {*.htm, *.html}

Web Page, Filtered {*.htm, *.html}
Rich Text Farmat [*.rif]

Plain Text [*.txd]

Ward XML Dacument {*xml}

Ward 2003 XML Document {*.xml}
Word 97-2003 & 6.0/95 - RTF [*.doc]
Waorks 6.0 -9.0 [*.wps)

Works 6.0 -9.0 [*.wps)

Warks 7.0 [*wps)

Word Document [*.doox

Figure 3 - Available Document Formats

NOTE: AutoRecover does not replace the need to save work periodically!

Creating Keyboard Shortcuts

Users may sometimes prefer working with the keyboard instead of choosing commands with the
mouse. It is possible to add shortcuts to existing buttons, and include symbols and special
characters.

NOTE: All shortcut keys begin with [Alt], [Ctrl] or afunction key [F1, F2, F3...].

To assign keyboard shortcuts to existing buttons and commands:

1. Click the Office Button » button. The Word Options dialog box opens.

2. Click the Customize button in the left column.

3. Click the Keyboard shortcut: button. The Customize Keyboard dialog box
opens (see Figure 4).

4. Navigate to the category and command to which a keyboard shortcut will be assigned.

5. Click inside the Press new shortcut key: textbox.

6. Pressthe sequence of keys that will define the new shortcut. The sequence will appear in
the textbox.

7. Click the[&ssian] button » button.
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r -

Estomize heyboand ._Ja
Spedfy & command
Categories: Commands:
Haome Tab AdvertisePublishAs
Insert Tab — | |CompatChkr B
Page Layout Tab CreateSharedWorkspace
References Tab DisplayDocumentManagementPans
Mailings Tab DocEncryption
Review Tab DocExport
View Tab Doclnspector
Specify keyboard sequence
Current keys: Press new shortout key:

Save changes in: | Mormal

Description

Add a digital signature

Close

Figure 4- Customize Keyboard Dialog

Using Mail Merge

The Mail Merge function provided by Word 2007 enables the user to create | etters, faxes, e-mail
messages, envelopes, labels and directories once and use them many times with the data saved in
amailing list database or an address list in the Microsoft Outlook Contacts List. With this
feature, the user can create and send projects like adirect mail campaign to many people or
organizations. It can also be used to make mailing labels to affix to catalogs or an address listing
of al clientsin various databases.

USING THE MAIL MERGE WIZARD

The Mail Merge Wizard provides all the basic steps to create, open and modify both the main
document and the data source. Some of the terms used in the Mail Merge Wizard are described
in Table 1. The Mail Merge task pane provides instructions for each step in the process. In
addition, it is possible to go back to any previous step to review or modify the mail merge.

Table 1 — Terms about Using Mail Merge Wizard

Terns Description
Contains the informati on cormmon to all nerged docunents.
It can be a letter, emnil, envelope, or |abel into which the

Mai n docunent data will be nmerged. It can conclude text, images, borders,

col ors, shades, tables and nore.

The file fromwhich the nerge data is taken. It contains the
Source file |variable information that will be inserted into the nerge
fields in the main document.

Identifiers inserted in the text that indicate to Wrd the
Merge fields | position and type of data to be inserted at that point in the
docunent .

Address bl ock | I ncl udes nane and address information.

Adds the opening salutation, along with the nane of the

Greeting |ine reci pi ent sel ect ed.
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To use the Mail Merge Wizard:

1. Select the Mailings tab on the Ribbon.

2. Click the Start Mail Merge drop down
arrow in the Start Mail Merge group.

3. Click the Step by Step Mail Merge
Wizard option in the drop-down menu
(see Figure 5). The Mail Merge task
pane opens (see Figure 6).

4, Select the type of document in the
Select document type section.

5. Click the| Mext: Starting document | link to
advance to step 2 (see Figure 7).

Mail Merge v

Select document type

What type of document are you
working an?

'@} Letters

) E-mail messages
) Envelopes

) Labels

{:} Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives,

Click Mext to continue,

Step 1 of 6
% Mext: Starting document

-

Figure 6 - Mail Merge Wizard Step 1

sy
él_l

Start Mail
Merge

Latters

E-Mail Messages
Envelopes..
Labels...

Directory

31 111 g v T

Mormal Word Document

=
x

Step by Step Mail Merge Wizard...

alll

Figure 5 - Start Mail Merge Drop-Down Menu

Mail Merge v

Select starting document

How do you want to set up your
letters?
{(*) Use the current document

(") start from a template
() start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information,

Step 2 of 6
& Mext: Select recpients

¥ Previous: Select document type

Figure 7 - Mail Merge Wizard Step 2

6. Choose the appropriate option in the Select starting document section (see Figure 7).

7. Click the Next: Select recipientslink (see Figure 8). The third step of the Mail Merge
process opens (see Figure 8).Word 2007 provides three options to select the recipients,
two of the methods are detailed in the following sections of this handout.

Typing a New List

The Type a new list option alows usersto create anew list of Mail Merge recipients.

To type anew list:

1. Click the Type a new list option button in the Select Recipients section of the Mail

Mer ge task pane.

2. Click the[Ereat=...] link to open the New Address List dialog box (see Figure 9).
3. Enter theinformation for the person or company.
4. After completing the record, click the New Entry button to add arecord.
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NOTE: Clicking the Customize Columns... button allows the user to add, delete, rename and reorder
fields (see Figure 9).

5. When finished adding to the new list, click the OK button to close the dialog box. The
Save Address List dialog box opens.

6. Enter aname for the file and click the Save button. The Mail Merge Recipients dialog
box opens (see Figure 10). The information is displayed in the Mail Merge Recipients
dialog box allows users to sort, rearrange and select or deselect recipients.

NOTE: Users can edit the list by selecting the list in the Data Source section and clicking the
Edit button. The Edit Data Source dialog box will open (it looks and functions exactly the same
as the New Address List dialog box).

7. When finished selecting recipients, click the OK button.

Mail Merge v X

Select recipients

{(*) Use an existing list
() select from Qutlook contacts

C} Type a new list Weyr Address List I—j a
Type recipient information in the table. To add more entries, dick Mew Entry.
Use an Exis.ting list Title - | First Name w | Last Name w | Company Name w | Address Line 1w |
i [

IUse names and addresses from a _
file or & database.

Browse...
5
Step 3 of 6

& Mext: Write your letter [ T |
[ New Entry ] [ Find. .. ]

¥ Previous: Starting document
’Qelete Entry ] [Customige Columns... ] ’ Ok ] ’ Cancel

Figure 8 - Mail Merge Wizard Step 3 Figure 9 - New Address List Dialog Box
Mgl Menge Recipienis, ._j a

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list, Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source | v | Last Mame w | First Name w | Title w | Company Name - |P~ddress
[v
newlist.mdb [¥  Dipstick Ima Cr
Data Source Refine redipient list
newlist.mdb

%3 Find duplicates. ..

o

Find recipient...
) validate addresses...

Figure 10 - Mail Merge Recipients Dialog Box
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Mail Merge v X
Mail Merge v X

Select recipients

Select ipient
{(*) Use an existing list ;c PECIIENts
Ise an existing list
() select from Qutlook contacts
OT st () Select from Outook contacts
vpe a new lis
() Type a new list
Use an existing list
Currently, your recipients are Use an existing list
selected from: Ilze names and addresses from a

[Office Address List] in "newlist.mdb” file or a database.

Select a different list... i Browse
o
_~f7 Edit recipient list. ..
Step 3 of 6
Step 3 of 6

& Mext: Write your letter
B Mext: Write your letter
¥ Previous: Starting document
# Previous: Starting document

Figure 11 - Mail Merge Task Pane after Recipient List
is selected Figure 12 - Using an Existing List

Using an Existing List

Using an existing list allows the users to use an existing file as data source that contains the
information to be merged into a document, for example, a Microsoft Excel worksheet or a
Microsoft Access database.

To use an existing list:

1. Select the Use an existing list option button in the Select recipients section of the task
pane (see Figure 12). Select the link on the task pane. The Select Data Source
dialog box opens.

2. Navigateto wherethelist is stored, select the data list and open the file. The Mail Merge
Recipients dialog box opens (see Figure 10).

NOTE: If adata source is opened that contains multiple tables (such as a database file), the Select
Table dialog box will open first. After selecting atable, the Mail Merge Recipients dialog box will

open.

3. Select the recipients by checking the check box next to their name. When finished, click the OK
button.

INSERTING MERGE FIELDS INTO A DOCUMENT
Once the document and the recipients have been selected, the next step involves adding the
placeholders in the document where the data will be inserted for individual recipients.

To add Merge Fields:
1. Click the[Mext: Write your letter | [ink to
2. Position the insertion point to the desired location of the first merge field in the

document.
3. IntheWriteyour letter section of the task pane (see Figure 13), click the necessary link

to complete the letter.
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Table 2 describes the different types of fields that can be inserted into a document.

Table 2 - Merge Fields that can be inserted in the document (Wizard step 4)

Fi el ds Descri ption

Di spl ays the Insert Address Bl ock dialog box so that the user can

Agldgiis add nanme, address and city, state and ZI P code at the insertion
poi nt .
Geetin Di spl ays the Greeting Line dialog box that allows the user to
Li ne 9 select the salutation to be used as well as the format for the

reci pi ent nane.

El ectronic | Enables the user to work with electronic postage if that feature
Post age is installed.

Di splays the Insert Merge Field dialog box, giving the user the

Mre Itens option of adding additional fields to the main docunent.

NOTE: Clicking the link for an item will open its corresponding dialog box (see Figure 14, Figure
15, and Figure 16), from which the desired formats and options can be sel ected.

Mail Merge v

Write your letter
If vou have not already done sa,
write your letter now,

To add recipient information to
your letter, dick a location in the
document, and then dick one of
the items below,

=] Address block...

= Greetingline. ..
0 {Iu:':r':,i'.ddr'::: Blogk: Ja
_-l ElEl:tl'l:ll'lll: pDStagE' ' Specify address elements Preview
==&j| Mare it Ingert redpient's name in this format: Here is a preview from your recipient list:
= FENE IR Joshua K<l |1 [> [4

Joshua Randall Ir,

: " m
When you have finished writing Joshua 0. Randal Jr. q

your letter, dick Mext. Then you M. Josh Q. Randal
can preview and personalize each
recipient's letter,

Ms Ernestine Merd

Insert company name
Inzert postal address:

(O Never indude the country/region in the address
Step 4 Df & (O Always indude the countryjregion in the address

i Correct Problems
(® only include the countryjregion if different than:

& Next: Preview waur |EttE|'5 - Ifitems in your gddrgss block are missing or out of order, use
United States Match Fields to identify the correct address elements from your
ling list.
A Previous: 5E|E|:t |'E|:i|:|iE|'It5 Format address according to the destination country,region meing e
Figure 13 - Mail Merge Wizard - :
Step 4 Figure 14 — Insert Address Block Dialog Box

4. If the common items do not meet the needs of the user, click the Moreitems... link. The
Insert Merge Field dialog box opens (see Figure 16) and all thefieldsin the list will be
available for use.

5. Select thefield(s) to insert and click the Insert button » Close button.

NOTE: Users can also open the dia og boxes by clicking the appropriate button in the Write & Insert
Fields group on the Mailings tab of the Ribbon. When inserted, amerge field is enclosed in chevrons
(e.q., «First_Name» «Last Name»).

Advanced Microsoft Word 2007 - 8




InseniaMengeireld) J a‘

Insert:
) Address Fields () Database Fields
Insent:Gresting line J a‘ Figlds:
bearl [ |mr. Randal [~|NH [v] First Mame
Greeting line for invalid recipient names: Last Name
] Company Mame
Dear Sir or Madam, .
I o Address Line 1
Address Line 2
Here is a preview from your recipient list: Cit].-'
EE bl State
ZIP Code
Dear Ms MNerd, ‘ Country or Region
Home Phone
Correct Problems Wark Phone
If items in your greeting line are missing or out of order, use Match Fields to E-mail Address
identify the correct address elements from your mailing list.
[ oK ] [ Cancel ] Match Fields. .. ] ’ Insert ] [ Cancel

Figure 15 - Insert Greeting Line Dialog Box Figure 16 - Insert Merge Field Dialog Box

PREVIEWING MERGED DATA

Before actually performing the mail merge, preview the merged document and check for
formatting and spelling errors. If an error isfound in the main document, correct it. Also, correct
it in the data source if there will be another merge.

Once the letter is formatted to the desired specifications, click the [Mext: Preview your letters] link at
the bottom of the task pane to go to the Step 5 of Mail Merge Wizard (see Figure 17).

Mail Merge * Mail Merge *
Preview your letters Complete the merge
One of the merged letters is Mail Merge is ready to produce
previewed here, To preview your letters,
anather letter, did: one of the
following: To personalize your letters, dick

- "Edit Individual Letters. ™ This will
Redipient: 1 open a new document with your
merged |letters, To make changes

4# Find a recipient... to all the letters, switch back to

Make changes the ariginal document.
You can also change your Merge
recipient list: s print
- rint...
3’ Edit recipient list... =]

[ — 3 Editindividual letters. ..

When you have finished
previewing your letters, dick
Mext, Then you can print the
merged letters or edit individual
letters to add personal comments.

Step5of 6
& Mext: Complete the merge Step 6 of 6
4@ Previous: Write your letter 4 Previous: Preview your letters
Figure 17 - Mail Merge Wizard Step 5 Figure 18 - Mail Merge Wizard Step 6

To preview merged data using the controlsin the task pane:
1. Click the Forward arrow to preview the next merged records.
2. Click the Back arrow to preview the previous records.
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NOTE: Once the merge has been completed, the user can navigate through all of the recipientsto view
their copy of the document. Use the Next Record |I| or Previous Record |I| buttons on the Mail Merge

toolbar to preview merged records.

To locate aparticular recipient in alist click the[Find 2 redipient... | |ink on the Mail Merge Wizard.
Click [Exclude this recipient| button in the M ake changes section of the task pane to remove a

recipient from the current merge operation.

The merge can be evaluated for errors by clicking
the[Auta Check far Errars | button in the Preview Results
group on the Mailings tab of the Ribbon. The
Checking and Reporting Errors dialog box will
open (see Figure 19) and the user should select the
necessary option button » OK button.

NOTE: The second option, which is the default,
performs the merge but alerts the user immediately
whenever an error isfound. Thisisthe
recommended option for first-time users.

r -
Eheckingand Reponting Ennons,| 131

() simulate the merge and report errors in a
new document,

{E}Egumplete the merge, pausing to report each
ierrar as it occurs,

) Complete the merge without pausing.
Repart errors in a new document.

O ] [ Cancel

Figure 19 - Checking and Reporting Errors

Dialog Box

MERGING TO A NEW DOCUMENT

The final step in the mail merge process involves printing, sending or saving the document with
the merge dataintact. Click the [Next: Complete the merge] |ink in the task pane to advance to the final
step of the merge (see Figure 18). Users can aso click the Finish & Merge drop-down arrow in
the Finish group on the Mailings tab of the Ribbon (see Figure 20).

r -
MerEe o R inters ,_J 31
L
=1 Print records
o] o
Finish & ®:al:
Merge = {:} Current recard
L.'_’] Edit Individual Documents.., O Erom: Tor
3 Print Documents..,
% ) [ O ] [ Cancel
g 2end E-mail Messages...

Figure 20 - Finish & Merge Drop-Down Menu Figure 21 - Merge to Printer Dialog Box

NOTE: Selecting the | Edit individual Ietters... | |ink in the M ail M er ge task pane automatically sends the
merged letters to a new document so that changes can be made to individual letters. Changes made to
individual lettersin the merged document will not be saved back to the main document or to the data
source. Once the changes have been made, save the merged document or send the letters to the printer.

To select merge print options:
1. Click link on the M ail M erge task pane or select |Brint Documents...| from the Finish
& Merge drop-down menu. The Merge to Printer dialog box opens (see Figure 21).
2. InthePrint records section, select adesired option. The All option will print all records
in the current document, the Current Record option will print only the displayed record,
and the Erom: and To: option will specify a page range in the document » OK button.
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To mergeto a new document select the

|Edit individual letters... | link. The Merge to New

Document dialog box opens (see Figure 22).

In the Merge to New Document dialog box
(see Figure 22), select the records to merge
then click the OK button.

To mergeto E-mail:

1.

b

Select the|§end E-mail Messages... | from
the Finish & Merge drop-down
arrow in the Finish group on the
Mailings tab of the Ribbon (see
Figure 20). The Merge to E-mail
dialog box opens (see Figure 23).
This type of merge process involves
putting the source data together with
the main document in e-mail
messages.

Click the To: down arrow to display
the choices for the field containing
the e-mail address to which the
messages will be sent.

Aorme Feemmee
YIErge records

......

() Current record

) From:

To:

| ox

==

Figure 22 - Merge to New Document Dialog Box

2x]

Subject line:
Mail format: | g

Send records

® al

{3 Current recard

D Erom: To:

[

ok | [ cancel |

Figure 23 - Merge to E-mail Dialog Box

Enter a subject in the Subject line: textbox to tell recipients something about the

incoming message.

In the Mail format: drop-down list, select the Attachment, HTML or Plain Text option

to control the format of the e-mail messages.
In the Send records section, select the records to send » OK button.

Tracking Changes
Many finished documents reflect the ideas, contributions and alterations from not only asingle
person, but instead, a group of people. A single document may be composed by one writer,
modified by an editor, commented on by atechnical reviewer and inspected and approved by a
project manager. In Word 2007, numerous people can review the same document and

incorporate their changes and comments with the changes and comments from other people. This
section will demonstrate some of the markup features and reviewing options in Word 2007 that
will assist collaboration efforts when working with others on documents.

MARKUP TOOLS

The track changes feature records editing changes made to a document including deletions,
added text, and formatting. Word 2007 can monitor changes from multiple reviewers and the
changes can later be evaluated, accepted or rejected on a case-by-case or global basis. Most of
the main collaboration features can be accessed from the groups on Review tab of the Ribbon
(see Figure 24). Table 3 describes some of the buttons found on the Review tab.
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Set Language

? le [—_;u a% gTranslatian ScreenTip = J __! | _J I_J

Spelling & Research Thesaurus Translate . Mew Delet

Grammar jzg] Word Count Comment

Proofing Comments

= = % | Final Showing Markup - - S, ? i
J_;lf & 4 =iy 9 4 i \]; ;p’,f -il} Previous J = .-1'

=1 =] Show Markup - - = = I
Track  Balloons Accept Reject &) pext Compare Protect
Changes ™ - _}H Reviewing Pane ~ v - 24 - it Document =

Tracking Changes Compare Protect

Figure 24 - Groups in the Reviewing Tab on the Ribbon

Table 3 — Description of Select Tools on the Review tab of the Ribbon

Butt on Nare Descri ption
3+ Final Showing Markup 1| D splgy for [ Controls how Word di spl ays changes and
£ Revi ew coments in the current document.

Accesses a drop-down nmenu that enables
the user to configure the display and
option settings for conmrents, reviewers
and tracked changes.

|_’] Show Markup = ‘ Show

Junps to the previous tracked change or
¥} Previous Previ ous comment in the current docunment
relative to the insertion point.

Junps to the next tracked change or
Next comment in the current docunent
relative to the insertion point.

Accepts a selected tracked change in
the current document or enables al
changes to be accepted at once.

W
& |E
=

Accept

T
[al
[l
1]
=]
—+

Rej ects a sel ected change, deletes a
sel ected comment and returns the text
Rej ect toits original state or enables the
reader to reject all changes or delete
all coments at once.

aln

-
3
m
[l

Inserts a new conment. Clicking the
down arrow allows editions to be made
New Comment | del ete conments, or record a voice
Mew coment. It is shown in the review ng

L_, ’

BTl pane or in a margin balloon.
=h Controls whether the Track Changes
= Tr ack feature is turned off or on
Track Changes

Changes =

Shows or hides the review ng pane,
whi ch di splays the conplete text of
tracked changes and conments.

Revi ewi ng
Pane

|E Reviewing Pane -

MANAGING COMMENTS

The use of comments enabl es reviewers to annotate a document with suggestions and queries
without changing the document. Comments will display differently depending on the display
mode the document isin. The display mode is changed by using the Display for Review drop-
down list (see Table 3). If the Display for Review drop-down list is set to Original or Final, then
comments will be displayed in the Reviewing Pane. If the Display for Review drop-down list is
set to Original Showing Markup or Final Showing Markup, then comments will be displayed
in an expanded right margin of the document.
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Configuring User Names for Reviewing

When working in a group, each person collaborating on the document must properly configure
their user name so that the reviewers will know who made each comment. Before inserting
comments, the user needsto tell Word 2007 how to identify the created comments.

To set user name information:
1. Click the Office Button and open the Word Options dial og box.
2. Makesurethe options are sel ected.
3. Change the name and initials in the [Persenalize your copy of Microsoft Office | section (see Figure
25).

Personalize your copy of Microsoft Office

User name:  |William Wordy Gates

Initials: WWG

Choose the languages you want to use with Microsoft Office: [ Language Settings... ]

Figure 25 — Word Options Dialog Box (User Information)

NOTE: If using someone else’s computer to review a document, it is possible to change the name on
the Word Options dialog box before beginning work without affecting existing documents. When
finished, reconfigure the user information to the original information.

Managing Reviewers in a Document

By default, Word 2007 automatically uses a different color to identify the comments of each
reviewer and tracked changes in a document. If viewing a document that is color-coded for a
number of reviewers, the user can quickly see which colors are currently assigned to which
reviewers.

To view reviewer color codes: [2 show Markup -
1. Click the [SRow Markup] drop-down arrow ||| comments

on the Tracking group P> [Reviewers], J

Thelist of reviewer names and their J

associated colors check will be J

displayed (see Figure 26). J

Ink
Insertions and Deletions
Formatting

Markup Area Highlight

2. Select or desdlect the check boxes next

. X Reviewers W | Al Reviewers
to the name of areviewer to specify e
whether comments and tracked changes illlam (Wordy Gates
are from that reviewer are displayed in Figure 26 — Submenu of Reviewers

the current document.

Inserting Standard Comments
Comments can be inserted into the document as text comments, voice comments, and
handwritten comments.

To insert acomment:
1. Position the insertion point for the comment.
2. Select the Review tab on the Ribbon.
3. Click the New Comment button in the Comments group (see Figure 24). A new
comment will open in Markup Area (an expanded right margin) of the document and the
specific location of the comment in the line will be highlighted (see Figure 27).

Advanced Microsoft Word 2007 - 13



the]_’,_,--[-(:nmme nt [WWwWG1]: ]

Figure 27 - New Comment Balloon

4. Typethe comment text in the comment balloon, and then click outside of the balloon or
reviewing pane to complete the comment.

NOTE: It is possible to change a comment after creating it, by clicking inside the comment balloon
and editing the text.

Showing and Hiding Balloons

If the user prefers to work with the reviewing pane instead of the balloons, the balloons can be
turned off.

To turn the balloons off:
1. Select the Reviewing tab on the Ribbon.
2. Click the Track Changes drop-down arrow in the Tracking group (see Figure 24).
3. Select the[change Tracking Options... | from the drop-down menu (see Figure 28). The Track
Changes Options dialog box will open.

4. Click the[Uss Ballaons {Print and Web Lavout):| drop-down arrow in the Balloons section.
5. Select the“Never” option » OK button.
= Use Balloons (Print and Web Layout): Mever D
_;)’ Always
| T|-|a ck | Only for comments/formatting
Changes -
|5# Track Changes
Change Tracking Options... l ok ] l Cancel ]
R Figure 29 - Balloons Section of Track Changes Options
Figure 28 - Track Changes Drop-Down Menu Dialog Box

NOTE: If the balloons are hidden, the comment marker will show up in the text where the comment
was inserted (see Figure 30). The full content of acomment can be displayed as a ScreenTip when
the mouse is positioned over the comment marker and (see Figure 30 and Figure 31).

William Wordy Gates, 11/12/2008 2:01:00

NOTE: It is possil PM commented:

4 new comment,

[:mdlwwez] editing o

Figure 30 - Comment Marker When Balloons are Figure 31 - ScreenTip Displaying a Comment
Turned Off When Balloons are Turned Off

Reviewing Comments
When reviewing comments that have been inserted into the document, it is possible to review the
comments only, without displaying tracked changes.

To display comments only:
1. Select the Review tab on the Ribbon.
2. Inthe Tracking group, make sure that either Final Showing Markup or Original

Showing Markup is selected in the Display for Review

-] drop-down list box.
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3. Click the[Ehaw Markup] drop down | =] show Markup =
arrow in the Tracking group and N
make sure that the option
isthe only item selected in the drop-
down menu.

Comments

Ink

Insertions and Deletions
Formatting

Markup Area Highlight

Beviewers L4

Figure 32 - Show Markup Drop-Down Menu

Deleting Comments
When reviewing a document, some comments may need to be deleted. Comments can be deleted
all at the sametime, or individually reviewer.

To delete asingle comment:

1. Right click acomment balloon.

2. Select the command.
Or

1. Select acomment balloon.

2. Click the[Delete] button in the

Comments group , l
. . [Delete|
To delete al comments in the document: "
1. Select acomment balloon. 3| Delete
2. Click the[Delete] drop-down arrow in -
the Comments group.
3. Sdect the Delete All Camments in Document
[Delete All Comments in I3"3"5'-“"'3”'f|0p'[i0l’l. Figure 33 - Comment Delete Drop-Down Arrow

Inserting Voice Comments

Besides adding standard comments, users can include voice comments within documents. To
create voice comments, the computer must have a sound card and a microphone. Likewise,
others who review the document and listen to voice comments must be using a computer
equipped with a sound card and speakers or headphones. Before voi ce comments can be used,
the Quick Access Toolbar must be customized as described in the Intermediate Word Handout.

NOTE: The Voice Comment button that is placed on the Quick Access Toolbar can be found in the
[Commands Not in the Ribban] |ist that is accessed from the |Chaose commands fram:| drop-down menu in the
Word Options dialog box.

To create a voice comment:
1. Select the insertion point where the comment will be placed
2. Click the Insert Sound Object button on the Quick Access Toolbar. The Sound
Object in Advance... dialog box opens (see Figure 34).
3. Click the red Record button and then speak into the microphone to record comments.
4. Click the Stop button when finished and close the sound recorder.
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40 Sound Uhjectimn Advance. .. ._J _|L31

File Edit Effects Help

ostion: [N | |=rgi:
000sec. | | 0.00sec

I
)

| >> | | % | @ |
i
o
|P'_a'-:-' Button | |3t:~p Button | | Decord Button | i)
Figure 34 - Sound Object in Advance Dialog Box Figure 35 - Voice Comment Icon

A Voice Comment icon (see Figure 35) will be placed at the insertion point. To play the voice
comment, right-click the icon and select |Sound Recorder Document Object | p [Play

TRACKING CHANGES

When the Track Changes feature is turned on, Word 2007 records the deletions, insertions and
formatting changes made by each reviewer who modifies the document. Track changes can be
enabled or disabled by

¢ Right-click the Word Status Bar Customize Status Bar
. - Formatted Page Mumber 18
and make sure the czcton S
option is checked, and then click 71| Page Number 16 of 25
the|Track Changes: I:'ff| bUttOI’] on the Wertical Page Position 27
Word Status Bar (see Figure Line Numper 6
36) LColumn 32
Or v || Word Count 5,928
° Pre$ the [Ctrl + Shlft + E] key v || Spelling and Grammar Check Errars
combination. j s -
Ignatures
Or . . v | Information Management Policy Off
e By clicking the Track Changes v permissions ot
button on the Review tab of the V| Track Changes off
Ribbon. Caps Lotk off
QOvertype Insert
Selection Mode
v | Macro Recording Mot Recording
v | View Shortcuts
v | Zoom 100%
v | Zoom Slider

Track Changes: Off | =g

Figure 36 - Customize Status Bar Menu

Word 2007 marks tracked changes in a document as described in Table 4.
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Table 4 — Tracked Changes Description

Tracked Changes Descri ption

Added t ext Appear; in the reviewer’'s color with
under | i ni ng.

Remains visible, but is displayed in the
Del et ed text reviewer's color with a strikethrough line
i ndi cating the deletion.

Text added and then deleted |Is displayed as if the text was never added.
by the reviewer

When working with a document that has been modified by areviewer(s), use the Display for
Review drop-down list on the Review tab of the Ribbon to display the changed document in four
views (see Table 5).

Table 5 — Views Description

Vi ews Description
Fi nal Showi ng | Shows deleted text in the balloons and displays inserted text
Mar kup and formatting changes in the |ine.
Ei nal Shows how t he docunent woul d appear if you accepted all
changes.
Ori gi nal Shows the inserted text and formatti ng changes in balloons and
Showi ng Markup | shows deleted text in line with strikethrough Iines.
O gi nal Shows the original, unchanged docyment so that you can see how
the docunent would look if you rejected all the changes.

Comparing and Combining Documents

The user can compare different versions of the same document and then decide which changes
need to be kept. If several drafts of the same document have been created, the user may want to
compare the differences. It is aso possible to compare changes made to the same document by
different people.

Combining incorporates all changes made to the various versions or copies of the origina
document into one document so that all the changes can be reviewed in one place. The user can
select one of three options when combining documents: the changes can be shown in the original
document, they can be shown in the revised document, or a new document can be created that
will show the changes. These options are selected in the section of the Combine
Documents dialog box (see Figure 37).

The Compare Documents and Combine Documents are the same (see Figure 37) except for the
functions they perform. To access them, click the[Campare] drop-down arrow on the Review tab of
the Ribbon and select either [Compare... | or [Combine...| The different comparison options can be set
in the [Camparsan s=tings | section of each dialog box.

NOTE: If the documents al have the same file name, they must be stored in different locations so that
none of them will be overwritten.
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r —
Combine Documents Jﬂ]

Criginal document Revised document

Label unmarked changes with: Label unmarked changes with:

<4 |ess Cancel

Lomparison setangs

Tables
Moyes Headers and footers
Comments Footnotes and endnotes
Formatting Texthoxes
Case changes Fields
White space
Show changes
Show changes at: Show changes in:
(O Character level O Original document
(&) Word level ) Revised document

{(*) New document

Figure 37 - Combine Documents Dialog Box

Accepting and Rejecting Proposed Edits

After adocument containing tracked changes has been reviewed, the user can incorporate the
edits by accepting or rejecting the changes. When incorporating edits, the user can address each
edit on a case-by-case basis or accept multiple changes at one time.

NOTE: Before starting to accept and reject tracked changes and comments, consider saving a version of
the document with all the tracked changes and comments intact. If users want to return to the originally
marked-up version of the document there will be a back-up copy.

ADDRESSING TRACKED CHANGES ONE AT A TIME

After the changes to work with are displayed, the user can move from tracked change to tracked
change using the [Nexdt | and [Freviaus] buttons (see Table 3) on the Reviewing tab of the Ribbon. It is
possible to jump from comment to comment as well.

A tracked change can be managed in either of the following ways:
e Right-click on a change (in the document body, in the reviewing pane, or in a balloon)
and accept or regject the change.
e Click on achange and click the Accept or Rgject button (see Table 3) in the Reviewing
tab of the Ribbon.

After achange is accepted or rejected, Word 2007 displays the revised text as standard text.

ACCEPTING AND REJECTING ALL TRACKED CHANGES AT ONCE
At times, the user might want to accept or reject all changes in adocument by executing asingle
command.
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To accept or reject tracked changes:
1. Click either the Accept or Reject drop-down arrow on the Reviewing tab of the Ribbon.
2. Select the appropriate command from the drop-down menu (see Figure 38 and Figure

39).
ey Ly
A L/
'i‘-.c-:er:ut | Reject '
1_/_} Accept and Move to Mext Q} Reject and Move to MNext
b v
Accept All Changes in Document Reject All Changes in Document
Figure 38 - Accept Change Drop-Down Menu Figure 39 — Reject Change Drop-Down Menu

3. Select the Accept All Changesin Document or Reject All Changesin Document
option.

Creating and Working with Macros

A macro automatically executes a series of previously recorded and saved commands. Users can
create macros for repetitious tasks that are performed frequently using the same sequence of key
strokes. Since a macro can be played with relatively few steps, macros can save time, especialy
when the task involves alarge number of steps. When macros have to perform a series of
repetitive steps, users can be assured that the task is performed in exactly the same way each
time. Macros ensure consistency and accuracy.

Macros are typically created to perform the following tasks:
e Automate acomplex series of steps.
e Combine multiple commands (such as formatting and inserting tables with asingle
command).
e Accessing menu commands and submenu commands quicker.
e Speed up editing.
e Formatting procedures.

RECORDING A MACRO

The macro recorder in Word 2007 acts like a tape recorder. When amacro isrecorded, it is
possible to use the mouse to click commands and options, but not to select text. The user must
use the keyboard to record those actions. For example, the user can use [F8] to select the
beginning of the text to select, and then press [End] to move the cursor to the end of the line.
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Hepond Macna) _J 31

Macro name:

Macrol

HSSIgN macro o

gi'\ Button @ keyboard
HIom

_:| Store macro in:
== All Documents (Maormal, dotm)
[Macros| Description:
_,j View Macros
.fl Becord Macra..,
[ CK ] [ Cancel ]
Figure 40 - Macros Drop-Down Menu Figure 41 - Record Macro Dialog Box

Before recording a macro, plan the steps and commands for the macro to perform. If the user
makes a mistake when recording the macro, corrections made will also be recorded. The user can
edit the macro later to remove unnecessary steps that were recorded.

To record amacro:

1. Select the View tab on the Ribbon.
2. Click the Macros drop-down arrow in the Macros group (see Figure 40).
3. Select the[Becord Macro...] option. The Record Macro dialog box opens (see Figure 41).

NOTE: The macro name must begin with aletter; it can contain numbers; it can contain up to 80

letters and numbers. The macro name cannot contain spaces or symbols. Use of Underscore

character to separate wordsis permitted.

4. Inthe Storemacroin: list, make sure that the drop-down list displays the template or
document in which to create the macro, e.g. All Documents (Normal.dotm).

5. Review thetext in the Description: textbox. By default, Word 2007 provides the date and
author of amacro in the Description: box.

6. Click the OK button. The Record Macro dialog box closes and the cursor shape changes.

NOTE: The macro is available only when the document or template in which it is stored is open.
Macros are normally stored in the Normal template, which means that the macros can be run at any
time. The locations macros can be stored at are listed in Table 6.

Table 6 — Locations for Storing Macros

Locati on Description
If the macro is to be used in a single docunent, the nacro can
Active be stored directly in the docunment. Wen this option is
docunent selected, the macro will run only when the docunent is the

active docunent.

Al'l docunents
(Nor mal . dot m)

A nmacro can be stored in the “Nornal” tenplate, thereby making
the macro available to all open files. By default, Wrd stores
macros created in the “Normal” tenplate.

Tenpl at e

A macro can be stored in a tenplate other than the “Normal”
tenplate if a tenplate is attached to the current docunent or
opened when the macro is created. Wien this is done, the nmacro
is available only when the tenplate is opened or attached to
the active docunent.
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7. Perform the sequence of steps.

NOTE: If the user needs to perform steps that

should not be included in the macro, recording =

can be paused by clicking the Macros drop- 'rajs'

down arrow and selecting the &=

option (see Figure 42). =] view Maos

@ | Stop Recording

1@ Pause Recording

Figure 42 - Macros Drop-Down Menu (while Recording)

8. When the sequence of steps has been recorded, click the Macros drop-down menu and

select the option (see Figure 42).

RUNNING A MACRO

When amacro is run, it executes each of the recorded stepsin the order that they were recorded.
Regardless of the document that was open when the macro was created, the macro can run in any
document, aslong asit is stored in the Normal template.

r

To run amacro: | Wacips 2]

1. Select the View tab on the Ribbon. R

2. Click the Macros drop-down arrow. | e

3. Select the[Yiew Macras | option. The Macro2
Macros dialog box opens (see Figure
43).

4. Select the macro in the [Macro name: |
list box.

5. Click the Run button. The macro S prvwem———
. . ¥iacros in: | All actve templates and documents
will run and the Macros dialog box S
will close.

Cancel

Figure 43 - Macros Dialog Box

EDITING A MACRO

The user can edit a macro, either to correct a mistake or to change a procedurein it. To make
extensive modifications to procedures, however, the user must be skilled in using Visual Basic
programming language. Macros can be edited by performing the same steps to run the macro (as
described in the previous section) but instead of clicking the Run button, click the Edit button.
The macro will open in the Visual Basic editing window.

ADDING THE MACRO DROP-DOWN MENU TO THE QUICK ACCESS TOOLBAR

The M acr os drop-down menu can be placed on the Quick Access Toolbar for quicker user
access. The Quick Access Toolbar must be customized as described in the Intermediate Word
Handout.
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NOTE: The Macros drop-down menu that is placed on the Quick Access Toolbar can be found in the

list that is accessed from the |£haese commands fram:| drop-down menu in the Word Options
dialog box.

DELETING A MACRO

A macro can be deleted if it is no longer in use. Deleting a macro removes it from the[Macra name: |
list box in the Macros dialog box. Macros are deleted by performing the same sequence of steps
inthe Runni ng a Macr o section of this document, but instead of clicking the Run button,
click the Delete button and then click the Y es button on the warning message box.

Managing Document Properties

Document properties are the information attached to aworkbook to summarize its purpose or to
help userslocate it. Usually this information can be found in the Properties dialog box or the
Document I nformation Panel, which contains fixed and modifiable information. Fixed
information includes statistics such as the size of the document, the date the document was
created, modified, date last accessed and the name of the last person who saved the document.

Document properties can be viewed and modified by opening the Document Infor mation Panel
(see Figure 44) beneath the Ribbon and, if necessary, the Properties dialog box (see Figure 45).
Partia properties can aso be displayed using the Properties view in the Open dialog box of a
closed document (see Figure 46).

ﬂ Document Properties ¥ Location: | C:\Documents and Settings\dbeltz\Desktop'Projects\Handouts\Advan | % Required field X

Author: Title: Subject: Keywords: Category: Status:
Cal State LA, Using Microsoft Office 2007 [Advanced word Handout Mail Merge, Tracking changes, ¢

Comments:

Figure 44 - Document Information Panel

To view the Document Information Pane!:
1. Click the Office Button.
2. Select the Prepar e option.

3. Sdect the[Broperties| option.

To open the Properties dialog box:
1. With the Document I nformation Panel open, click the|Decument Properties| drop-down
arrow.
2. Click the|Advanced Properties... | option
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Adyanced Wordn2007akalll08vA-0 Properiiess | ? X |
General | Summary | Statistics | Contents | Custom
Advanced_Word_2007_Fall_08_v1.0
@ by o kit Title: Ising Microsoft Office 2007
Subject: Advanced Word Handout
_ . Author: Cal State L.A.
Type: Microsoft Word 97-2003 Document Keywords:  Mail Merge, Tracking chanages, Customizing Ward, ...
Location: C:\Documents and Settings'\dbeltz\Desktop\Projects\Han Template:  Mormal
ki L BT L Savedby:  Williarm Wordy Gates
Revision: 36
ME-D0S name:  ADVANC ~4.000 .-T-.plplicaﬁu:un: Microsoft Office Word
Created: Thursday, September 18, 2008 8:32:21 AM Editect: %85
Modified: Monday, Movember 17, 2008 10:35:44 AM Printed: 11/17/2008 11:5% AM
Accessed: Monday, Movember 17, 2008 10:35:44 AM Created: 11122003 2:36 PM
Modified: 11/17/2003 1:10 PM
Pages: 28
Attributes: Words: 7245
Characters: 41303
Company: Ins
Size: 1316864
Lines: 344
Paragraphs: =13
[ OF, ] [ Cancel ] Characters with spaces: 43453
Figure 45 - Properties Dialog Box Figure 46 - Properties View in the Open Dialog Box
To view partial properties from the Open dialog g
box: . . EE Thumbnails
1. Click the Office Button. -
. . g= Tiles
2. Select the[2rzn] option. The Open dialog .
box will appear. o leons
3. Click the Views drop-down arrow (see ais st
Figure 47). E Details
4. Select from the drop-down list. =4 Properties
5. If necessary, navigate to the drive and folder . P'_ o
where the file is located. £ Preview
6. Single-click thefile to activate the partial s@ WebView
properties panel (see Figure 46). Figure 47 - Views Drop-Down List

NOTE: If the computer is set to open files using asingle click, step 6 above will open the file without
displaying the partial list of properties. It is also possible to view a brief properties description (size,
type, date modified) of the document by selecting Details from the Views drop-down list of the Open
dialog box.

EDITING DOCUMENT PROPERTIES

The complete document properties can be found in the Properties dialog box (see Figure 45) in
the Summary or Custom tabs. In the Summary tab there are preset fields where a user can insert
new information or modify existing information. The user can aso enter the title and subject
text, enter or change the name of the author, assign categories or keywords or include comments.
In addition to the existing fields, there are options in the Custom tab to create new fields and
field information.
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Using SmartArt

SmartArt isanew feature in Word 2007. SmartArt isavisual representation of information and
ideas that combines text and graphics so that information can be shown in amore visually
enhancing manner. Figure 48 is an example of SmartArt. When the SmartArt graphic is placed
in adocument, text can be automatically entered. The advantage to using SmartArt isthat the
user does not have to draw any of the graphic shapes. They are automatically created when the
graphic is selected. The SmartArt graphic can be formatted if a different appearanceis desired.

Choose g SmartAntGraphne
List (A
[ ! —
L B ==
()

2% Process ] e S i -
% cyde —

: - DI-J e 9

sk Herarchy [ |

B4 Relationship

Matrix “B-1-1- E _

A Fomd B BEE gas E!
e = 8 ¥— borartl el sy soce o
L _— - v
e BE=
e B = ;

_OK _Cancel
Figure 48 - Example of SmartArt Figure 49 - Choose a SmartArt Graphic Dialog Box

To incorporate a SmartArt graphic onto a document:

1. Select the Insert tab on the Ribbon.

2. Click the SmartArt button in the Illustrations group. The Choose a SmartArt Graphic
dialog box opens (see Figure 49).

3. Select the category in the left column of the dialog box; select the graphic in the List
section of the dialog box. A description is provided in the preview pane on the right side
of the dialog box (see Figure 49).

4. After the graphicis selected, click the OK button. Text can then be entered by clicking in
any part of the graphic where “[Text]” appears

NOTE: Text can also be entered by clicking the Expand/Collapse button EI on the left edge of the

graphic and opening the Type your text here dialog box (see Figure 51). Click the Close button
when finished and the text will automatically appear in the graphic.
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Figure 50 - Sample Blank SmartArt Graphic

To format the graphic:

1. Select the object so that the sizing
handles are visible asin Figure 50.

2. Right-click anywhere inside the
object and select the
option. The Format Shape dialog
box opens (see Figure 52).

3. Choose the appropriate options until
the desired formatting effects are
displayed by the graphic.

4. When finished formatting the
graphic, click the Close button.

r

Type your text here »

Basic Matrix... |

[=

Figure 51 - Type Your Text Here Dialog Box

onmat-Shape; ﬂm—l

= = | Fill

Line Calar O ol

Line Style @ solid il

) Gradient fil

(O Picture or texture fil

3-D Format

3-D Rotation

: 04
Ficture Transparency: J— b E

Text Box

Shadow

Close

Figure 52 - Format Shape Dialog Box

Using the Version Compatibility Checker

A new featurein several of the Microsoft Office 2007 applications is the Compatibility Checker.
The Compatibility Checker will inspect documents created in Word 2007 to see if the
worksheets contain objects such as SmartArt that are incompatible with earlier versions of Word.
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To run the Compatibility Checker: § e ———— Jﬂ‘
1. C||Ck the Offlce Button. Microsafi Office Wond Compatibiligthecker,

- - . The following features in this document are not supported by earlier versions
2. Sel ect the Optl on. @ of Word. These features may be lost or degraded when you save this
T document in an earlier file format,
3. Select the Run Compatibility Checker | sumary Number of accurrences
Opt| on. The M| cr OSOft Off' ce WOI‘d Smartart graphics will be converted into a single object that can't be 1

edited in previous versions of Word,

Help

Compatibility Checker dialog box opens
(see Figure 53). Any incompatible items
will be identified in the dialog box.
4. Click the OK button to close the dialog
box.
Check compatibility when saving in Word 97-2003 formats
NOTE: If noincompatibleitems areidentified
in the workbook, the dialog box will still open
and indicate that no incompatible items were
found.

Figure 53 - Microsoft Office Excel Compatibility
Checker Dialog Box

By default, Word will check the backward compatibility of any presentation when it is saved in
the [Werd 97-2003 Document| format. |f no incompatible items are found, the Microsoft Office Word
Compatibility Checker dialog box will not open. If an incompatibleitem isidentified and the
user proceeds to save the document, the incompatible item will be degraded so that the document
will open in an earlier version of Word. For example, SmartArt objects will be converted to non-
editable images that will openin the earlier version.

Using the Document Inspector

Another new feature in Microsoft Office 2007 applicationsis the Document | nspector feature.
Documents may sometimes contain hidden or personal information that a user may be unaware
of, or does not want to share with othersif copies of the document will be distributed. Personal
information can also become embedded in the form of metadata when document properties are
set. The Document I nspector will identify any potential information that a user may want
removed before distributing a document and give the user the option to removeit.

To use the Document Inspector:

1. Click the Office Button.

2. Sdectthe option.

3. Select the[Inspect Dacument| gption, The Document Inspector dialog box opens (see Figure
54).

4. Users are presented with six categories of information that the Document I nspector will
search for. Each of the categories can be either selected or deselected by the user with the
associated check boxes.

5. When the categories have been selected, click the I nspect button.
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DocumentInspector Lj ﬂ'

To check the document for the selected content, click Inspect.

iComments and Annotations:
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers and Footers
Inspects the warkbook for information in headers and footers.

Hidden Rows and Columns
Inspects the workbook for hidden rows and columns.

Hidden Worksheets
Inspects the workbook for hidden worksheets,

TInvisible Content

Inspects the workbook for objects that are not visible because they have been formatted as
invisible, Thiz does not indude objects that are covered by other objects.

[ Inspect ][ Close

Figure 54 - Document Inspector Dialog Box

When the Document Inspector completes its search, the Document Inspector Results
dialog box will open (see Figure 55).

If any potential personal information is found within the document, the user can choose
toignoreit or eliminateit by clicking the Remove All button.

The user can re-inspect the document by clicking the Reinspect button, or, if no further
actions are needed, click the Close button.

Documentnspectorn L.] ai
Review the inspection results.
0 Comments and Annotations Q_
Mo items were found.

¥ Document Properties and Personal Information Remove Al

The following document information was found:
* Document properties
*Printer path

@ Custom XML Data
Mo custom XML data was found.

¥ Headers and Footers Remove Al

The following items were found:
*Headers
*Footers

@ Hidden Rows and Columns
Mo hidden rows or columns containing data were found.

@ Hidden Worksheets
Mo hidden worksheets found.

(<1}

P Tnuicihla Cantant

/Ay Mote: Some changes cannot be undone.

[ Reinspect ] | Close |

Figure 55 - Document Inspector Results Dialog Box
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