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The manual for a word-processing program has the following Index of Main Topics (next page). Scan
it in order to decide which chapter(s) you would consult to answer each of these questions:

Question Chapter(s)

Is there a way to make a specific change throughout a document?

Can the program use French or Spanish accents?

What features of the program will help me work most efficiently?

How do I select the right settings for my printer?

What different kinds of borders can I use?

My mouse does not work with the program: what should I do?

How do I make the margins wider?

Is it possible to change fonts?

Can the program help me correct typing errors?

How do I double-space the lines on a page?

What are the basic features of the program?

How do I print a file?

How do I make labels?

How do I set up the basic lay-out of a page?

Can I share information between this program and any other one?

I have a lot of experience with creating newsletters; what special
features does the program have for me?

How do I make a form letter for all clients of my business?

I have an older version of the program: what has changed now?
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Index of Main Topics

Section A: The Basics

Chapter1 A 45-minute tourofthebasics ............ ... .. ... .......... 1
Chapter2 Newfeaturesinthisup-date .............................. 16
Chapter 3  Getting around: moving from line to line, from
page to page, and fromfiletofile .......................... 28
Chapter4  How to open afile, edit it, printit,andsaveit ................. 38
Chapter 5  Working smart: efficient use of powerful features .............. 52
Section B: (Almost) Everything Else You’ll Need to Know
Chapter 6  Lines: spacing, indenting, and aligning ...................... 71
Chapter 7 Fonts and things: fonts, borders, and special
characters . ...... ... 89
Chapter 8  Pages: lay-out principles and commands ................... 104
Chapter9 Data:tablesandgraphs .. ........ ... ... ... ... ... ...... 132
Chapter 10 Editing: finding, replacing, and highlightingtext . .............. 157
Chapter 11 Checking your document: spelling, grammar . .. .............. 180
Chapter 12 Printersettings .. ......... ... . . 199
Section C: Tools for the Power User
Chapter 13 Customizing the program to suityourneeds ................. 218
Chapter 14 Macro commands for speed and accuracy .................. 241
Chapter 15 Advanced file management . ............................. 264
Chapter 16 Business applications: form letters, mail merge,
andlabels . ... ... ... 283
Chapter 17 Academic applications: footnotes and indices .. .............. 305
Chapter 18 Exporting information to a spreadsheet ... .................. 337
Section D: Desktop Publishing
Chapter 19 Graphics and special effectswithfonts . .................... 362
Chapter 20 Columns . .. ... ... 384
Chapter21 Charts ....... ... . e 400
Chapter 22 Advanced lay-outtechniques . ............... ... ... ....... 424
Section E: Technical Reference
Chapter 23 Installing or up-dating the program . ....................... 459
Chapter 24 Solutions to common problems .. ......................... 478
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