1	Manage and share documents	4
1.1	Manage multiple documents	4
Modifying existing templates	4
Merging multiple documents	4
Managing versions of documents	4
Using the style organizer	4
Copying styles from template to template	4
Copying macros from document to document	4
Linking to external data	4
Moving building blocks between documents	4
1.2	Prepare documents for review	4
Setting tracking options	4
Limiting authors	4
Restricting editing	4
Deleting document draft versions	4
Removing document metadata	4
Marking as final	4
Protecting a document with a password	4
1.3	Manage document changes	4
Tracking changes	4
Managing comments	4
Using markup options	4
Resolving a multidocument style conflict	4
Displaying all changes	4
2	Design advanced documents	4
2.1	Apply advanced formatting	4
Using wildcards in find and replace searches	5
Creating custom field formats	5
Setting advanced layout options	5
Setting character space options	5
Setting advanced character attributes	5
Creating and breaking section links	5
Linking text boxes	6
2.2	Apply advanced styles	6
Creating custom styles	6
Customizing settings for existing styles	6
Creating character-specific styles	6
Assigning keyboard shortcuts to styles	6
2.3	Apply advanced ordering and grouping	6
Creating outlines	6
Promoting sections in outlines	6
Creating master documents	6
Inserting subdocuments	6
Linking document elements	6
3	Create advanced references	6
3.1	Create and manage indexes	6
Creating indexes	6
Updating indexes	6
Marking index entries	6
Using index auto-mark files	6
3.2	Create and manage reference tables	6
Creating a table of contents	6
Creating a table of figures	6
Formatting table of contents	6
Updating a table of authorities	6
Setting advanced reference options (captions, footnotes, citations)	6
3.3	Manage forms, fields, and mail merge operations	6
Adding custom fields	6
Modifying field properties	7
Adding controls	7
Modifying control properties	7
Performing mail merges	7
(i)	Managing recipient lists	7
(ii)	Inserting merged fields	7
(iii)	Previewing results	7
4	Create custom Word elements	7
4.1	Create and modify building blocks	7
Creating custom building blocks	7
Saving selections as Quick Parts	7
Editing building block properties	7
Deleting building blocks	7
4.2	Create custom style sets and templates	7
Creating custom color themes	7
Creating custom font themes	7
Creating custom templates	7
Creating and managing style sets	7
4.3	Prepare a document for internationalization and accessibility	7
Configuring language options in documents	7
Adding alt-text to document elements	7
Creating documents for use with accessibility tools	7
Managing multiple options for +Body and +Heading fonts	7
Utilizing global content standards	7
Modifying tab order in document elements and objects	7
[bookmark: _Toc465767689]1	Manage and share documents
1.1 [bookmark: _Toc465767690]Manage multiple documents
[bookmark: _Toc465767691]Modifying existing templates
[bookmark: _Toc465767692]Merging multiple documents
[bookmark: _Toc465767693]Managing versions of documents
[bookmark: _Toc465767694]Using the style organizer
[bookmark: _Toc465767695]Copying styles from template to template
[bookmark: _Toc465767696]Copying macros from document to document
[bookmark: _Toc465767697]Linking to external data
[bookmark: _Toc465767698]Moving building blocks between documents
1.2 [bookmark: _Toc465767699]Prepare documents for review
[bookmark: _Toc465767700]Setting tracking options
[bookmark: _Toc465767701]Limiting authors
[bookmark: _Toc465767702]Restricting editing
[bookmark: _Toc465767703]Deleting document draft versions
[bookmark: _Toc465767704]Removing document metadata
[bookmark: _Toc465767705]Marking as final
[bookmark: _Toc465767706]Protecting a document with a password
1.3 [bookmark: _Toc465767707]Manage document changes
[bookmark: _Toc465767708]Tracking changes
[bookmark: _Toc465767709]Managing comments
[bookmark: _Toc465767710]Using markup options
[bookmark: _Toc465767711]Resolving a multidocument style conflict
[bookmark: _Toc465767712]Displaying all changes
[bookmark: _Toc465767713]2	Design advanced documents
2.1 [bookmark: _Toc465767714]Apply advanced formatting
[bookmark: _Toc465767715]Using wildcards in find and replace searches
[bookmark: _Toc465767716]Creating custom field formats
[bookmark: _Toc465767717]Setting advanced layout options
[bookmark: _Toc465767718]Setting character space options
[bookmark: _Toc465767719]Setting advanced character attributes
[bookmark: _Toc465767720]Creating and breaking section links
[bookmark: _Toc465767721][bookmark: _GoBack]Linking text boxes 
2.2 [bookmark: _Toc465767722]Apply advanced styles
[bookmark: _Toc465767723]Creating custom styles
[bookmark: _Toc465767724]Customizing settings for existing styles
[bookmark: _Toc465767725]Creating character-specific styles
[bookmark: _Toc465767726]Assigning keyboard shortcuts to styles
2.3 [bookmark: _Toc465767727]Apply advanced ordering and grouping
[bookmark: _Toc465767728]Creating outlines
[bookmark: _Toc465767729]Promoting sections in outlines
[bookmark: _Toc465767730]Creating master documents
[bookmark: _Toc465767731]Inserting subdocuments
[bookmark: _Toc465767732]Linking document elements
[bookmark: _Toc465767733]3	Create advanced references
3.1 [bookmark: _Toc465767734]Create and manage indexes
[bookmark: _Toc465767735]Creating indexes
[bookmark: _Toc465767736]Updating indexes
[bookmark: _Toc465767737]Marking index entries
[bookmark: _Toc465767738]Using index auto-mark files
3.2 [bookmark: _Toc465767739]Create and manage reference tables
[bookmark: _Toc465767740]Creating a table of contents
[bookmark: _Toc465767741]Creating a table of figures
[bookmark: _Toc465767742]Formatting table of contents
[bookmark: _Toc465767743]Updating a table of authorities
[bookmark: _Toc465767744]Setting advanced reference options (captions, footnotes, citations)
3.3 [bookmark: _Toc465767745]Manage forms, fields, and mail merge operations
[bookmark: _Toc465767746]Adding custom fields
[bookmark: _Toc465767747]Modifying field properties
[bookmark: _Toc465767748]Adding controls
[bookmark: _Toc465767749]Modifying control properties
[bookmark: _Toc465767750]Performing mail merges
[bookmark: _Toc465767751]Managing recipient lists
[bookmark: _Toc465767752]Inserting merged fields
[bookmark: _Toc465767753]Previewing results
[bookmark: _Toc465767754]4	Create custom Word elements
4.1 [bookmark: _Toc465767755]Create and modify building blocks
[bookmark: _Toc465767756]Creating custom building blocks
[bookmark: _Toc465767757]Saving selections as Quick Parts
[bookmark: _Toc465767758]Editing building block properties
[bookmark: _Toc465767759]Deleting building blocks
4.2 [bookmark: _Toc465767760]Create custom style sets and templates
[bookmark: _Toc465767761]Creating custom color themes
[bookmark: _Toc465767762]Creating custom font themes
[bookmark: _Toc465767763]Creating custom templates
[bookmark: _Toc465767764]Creating and managing style sets
4.3 [bookmark: _Toc465767765]Prepare a document for internationalization and accessibility
[bookmark: _Toc465767766]Configuring language options in documents
[bookmark: _Toc465767767]Adding alt-text to document elements
[bookmark: _Toc465767768]Creating documents for use with accessibility tools
[bookmark: _Toc465767769]Managing multiple options for +Body and +Heading fonts
[bookmark: _Toc465767770]Utilizing global content standards
[bookmark: _Toc465767771]Modifying tab order in document elements and objects


