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 These notes are    MS-Word tips and tricks that I have found

useful or thought might be useful. I wrote these for my own use and

have not tried to make them clear for others, but some other people

will find them useful.

 Not that I recommend MS-Word.  Office 2008 is better than the old Office in some respects, and worse in others. Overall, it is better. Microsoft will sell for $40 or so an add-on to revert the appearance to the old Office, which would help a lot. 
_______________________________________

WRAPPING TEXT AROUND PICTURES

    INSERT, then PICTURE, then FROM FILE to get the picture in the text. Then right click the picture to get PICTURE TOOLS box to show up at the very top of the window. Click on that box toget a bunch of tools show up includeing TEXT WRAPPING.  Open that menu to get BOX, which wraps around the side (NOT all around as it implies.) 
_______________________________________

 Figures in Word  2007. 
  Get a drawing canvas  from INSERT- SHAPES- NEW DRAWING CANVAS. 

Then pick the curve shape (not the arc shape).  Click where the curve starts, drag it as a straight line to where it bends, then drag it to extend the curve and double-click at the end.  
_______________________________________

 Garamond 14pt is a good default font. 
--------------------------------------------------------------

 
 ----------------------

http://answers.yahoo.com/question/index?qid=20100622093253AAyM9cj

Will "Word" allow you to click or double click on a hyperlink instead of performing a right click on the hyperlink to open it. I can't get it to work with the click or double click.

Because the click is used so many other places in Word, the default is CTRL/Click. If you want, you can set it to Click this way:

In versions of Word prior to Word 2007:

1. Click the Tools->Options menu item.

2. Click the Edit tab.

3. Uncheck the "Use CTRL + click to follow hyperlink" checkbox.

4. Click OK.

In Word 2007, possibly 2010 also:

1. Click the round Office button in the upper-left corner of the window.

2. Click the Word Options button.

3. Click Advanced.

4. Uncheck the "Use CTRL + click to follow hyperlink" checkbox.

5. Click OK.

----------------------

How to EXTRACT & SAVE PICTURE From an Microsoft Word (MS Word) Document 

All the top googled webpages on this topic do it wrong or require special software, so this is important advice. The hard part is to save the undegraded, full-quality, image file that is entangled in the MS-Word document. I finally found that WebCoolTips does aone of its three methods right, so here it is. 

MS Word, typically stupid, provides no obvious way to do this. One's first thought for a workaround is to Save As the file as an HTML file with embedded images. MS Word does that, and even saves every single one of the images in both a big and a small size. That's just a devious Microsoft trick. The big-sized image is still much worse than the original-- 4 to 10 times as small, by my two trials. You need to do something different. (The HTML approach, by the way is what you get from the official Microsoft support site---idiots! They'd make more profit if they spent a little more and hired talented staff.)

Here is what to do.

1. Launch Microsoft Office Picture Manager (It was provided with my version of MS Office, in a subfolder named something like "Accessories")

2. Open your MS Word Document.

3. Right click and copy your image.

4. Go to Picture Manager

5. Browse to the folder of your choice, and do Edit-paste to save the clipboard content as an image.

6. Go to that folder to get your image.

 OPENOFFICE

   To address mailing labels, do FILE-NEW-LABELS.  Then you must “register” your spreadsheet of addresses.  Choose File - Templates - Address Book Source. You then need to go through a long procedure tor egister the database. 

MICROSOFT WORD and LATEX and PDF

Acrobat 9 pro will convert PDF to WORD, so I can do

everything in latex and convert later.
INSERTING PDF FILES INTO WORD DOCUMENTS

Apparently this cannot be done, except for inserting them as an object that can be clicked and opened. See

http://www.techtalkz.com/microsoft-office/65953-inserting-pdf-file-into-word-2007-a.html
HYPERLINKS

 By default, users follow — or open — hyperlinks by pressing CTRL while clicking the hyperlink. If you prefer, you can have hyperlinks open by just clicking them.

1. On the Tools menu, click Options, and then click the Edit tab. 

2. Clear the Use CTRL+Click to follow hyperlink check box. 

**********************************************************

Footnote symbols:

The conventional order  is asterisk (*), then double asterisk (**),  dagger (†), then double dagger (‡).

Footnote automatic renumbering when you delete one   will not work unless you ACCEPT ALL CHANGES if TRACK CHANGES is turned on. 

 To get rid of the annoying partial menus, go to TOOLS, then CUSTOMIZE,  then OPTIONS, then ALWAYS USE FULL MENUS

In  TOOLS, then OPTIONS,  go to TRACK CHANGES, and uncheck the USE BALLOONS box to get old-fashioned strikeout editing instead of balloons in themargins. 

In  TOOLS, then CUSTOMIZE,  choose TOOLBARS and pick  FORMATTING and DRAWING but not  STANDARD

In  TOOLS, then CUSTOMIZE,  choose   COMMANDS and AUTOSHAPES  and then drag the CURVE and SCRIBBLE commands down to the drawing toolbar at the bottom of the frame. 

  <A NAME="labelhere"></A>MICROSFOT WORD.

 In WORD, convert footnotes to endnotes (and vice versa) by going to

INSERT, OPTIONS, and CONVERT.

 Saving as TXT will preserve the footnotes at the end of the paper as

plain text.

To get rid of line breaks and spaces, go to FIND AND REPLACE. For

FORMAT, choose DO NOT KEEP LINES TOGETHER.  For SPECIAL CHARACTERS,

[pick the paragraph character.

**********************************************************

