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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. 

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

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. 
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**********************************************************

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.

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