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Laminated quick reference guide showing step-by-step instructions and shortcuts for how to use Templates
and Forms features of Microsoft Office Word 2013. This guide is suitable as a training handout, or simply an
easy to use reference guide, for any type of user.

The following topics are covered:

Templates:
Templates vs Documents
Templates and Macros
Using a Template; Creating a New Template
Editing a Template
Showing Macro and Form Controls
Adding a Workgroup Template Folder
Changing Which Template is Attached
Changing Defaults in the Attached Template
Changing Elements in the Attached Template
Using Global Templates
Organizing Macros and Styles in Templates and Documents
Inserting Fields with Options
Using Building Blocks: Creating a Custom Building Block; Including Building Blocks in a Template;
Copying and Moving Building Blocks Between Templates; Creating Building Block Libraries

Creating and Using Forms:
Inserting Content Controls
Turning On/Off Design Mode
Inserting a Repeating Section
Setting Content Control Properties: Adding a Title, Format Contents Using a Style, Self Destruct, Allow
Multiple Paragraphs for Plain Text, Choose a Gallery for Building Block Gallery, Adding Items to Select
From in Combo Box and Drop-Down Lists, Changing a Check Box Symbol, Changing Options for Date
Picker
Changing Placeholder Text
Protecting a Form from Changes
Unprotecting a Form
Protecting Only Parts of a Form: Preventing Editing of a Control's Content, Preventing Editing Parts of a
Document, Preventing Deletions
Accessing the Form to Fill it Out

This guide is one of several titles available for Word 2013: Word 2013 Introduction (ISBN 978-
1936220816); Word 2013 Intermediate (ISBN 978-1936220823); Word 2013 Templates & Forms; and Word



2013 Advanced (ISBN 978-1936220830).
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From reader reviews:

Cindy Martin:

Exactly why? Because this Microsoft Word 2013 Templates & Forms Quick Reference Guide (Cheat Sheet
of Instructions, Tips & Shortcuts - Laminated Card) is an unordinary book that the inside of the reserve
waiting for you to snap this but latter it will distress you with the secret the idea inside. Reading this book
next to it was fantastic author who else write the book in such amazing way makes the content on the inside
easier to understand, entertaining approach but still convey the meaning fully. So , it is good for you for not
hesitating having this any longer or you going to regret it. This book will give you a lot of benefits than the
other book get such as help improving your talent and your critical thinking approach. So , still want to hold
up having that book? If I have been you I will go to the e-book store hurriedly.

Susan Gagnon:

Reading can called head hangout, why? Because if you are reading a book particularly book entitled
Microsoft Word 2013 Templates & Forms Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) your thoughts will drift away trough every dimension, wandering in each aspect
that maybe unidentified for but surely will end up your mind friends. Imaging every word written in a e-book
then become one contact form conclusion and explanation in which maybe you never get prior to. The
Microsoft Word 2013 Templates & Forms Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) giving you an additional experience more than blown away your mind but also
giving you useful information for your better life with this era. So now let us show you the relaxing pattern
here is your body and mind will likely be pleased when you are finished reading through it, like winning a
game. Do you want to try this extraordinary wasting spare time activity?

Mamie Esters:

Your reading sixth sense will not betray a person, why because this Microsoft Word 2013 Templates &
Forms Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) e-book
written by well-known writer we are excited for well how to make book which can be understand by anyone
who all read the book. Written within good manner for you, still dripping wet every ideas and composing
skill only for eliminate your hunger then you still uncertainty Microsoft Word 2013 Templates & Forms
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) as good book not
just by the cover but also by content. This is one e-book that can break don't determine book by its handle, so
do you still needing yet another sixth sense to pick this particular!? Oh come on your looking at sixth sense
already alerted you so why you have to listening to another sixth sense.

John Starr:

As a student exactly feel bored in order to reading. If their teacher inquired them to go to the library as well
as to make summary for some publication, they are complained. Just very little students that has reading's



soul or real their passion. They just do what the trainer want, like asked to go to the library. They go to
presently there but nothing reading critically. Any students feel that examining is not important, boring and
can't see colorful images on there. Yeah, it is to get complicated. Book is very important for you personally.
As we know that on this time, many ways to get whatever we would like. Likewise word says, many ways to
reach Chinese's country. Therefore , this Microsoft Word 2013 Templates & Forms Quick Reference Guide
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can make you feel more interested to read.
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