1 Master Documents 

You need a way to edit parts of complex documents—while still staying in control of the whole document. Master documents XE "Master documents"  give you that flexibility. You can divide one document into as many subdocuments XE "subdocuments"  as you need. You can then write and edit each of these subdocuments separately, or provide them to colleagues for editing. Whenever you're ready, you can reopen the master document, and display all the subdocuments together
.

2 Creating a New Master Document

As with outlines XE "outlining" , there are several ways to create master documents XE "master documents" : 

*  XE "master documents:building from scratch" From scratch

· Building on existing documents

· A hybrid approach

Here's how to do it from scratch: 

1.
Open a blank document.
 

2.
Choose Master Document from the View menu. The document appears as an outline and the Master Document toolbar appears. Figure 1 shows a close-up of the Master Toolbar. 

Figure 1  The Master Document toolbar XE "Master Document toolbar"  includes Word's tools for managing subdocuments XE "subdocuments"  and master documents XE "master documents" .

In Word 97, the Master Document Toolbar buttons appear grayed out if all your subdocuments XE "subdocuments"  are collapsed, or if they are expanded but locked.

2.1 What-If Analysis 

The first steps in creating a master document are to create and organize your outline as you normally would, using Word's outlining XE "outlining"  tools. Once you have the outline the way you want it, you can divide it into subdocuments XE "subdocuments" . If you set up your document properly, Word can organize your entire document into subdocuments with one click. Of course, it's also easy to set up individual subdocuments manually, if you prefer.
 

2.2 Creating Multiple Subdocuments XE "subdocuments:creating several at once"  at Once

The quickest and most intuitive way to set up subdocuments XE "subdocuments"  is to create an outline where every first-level heading—i.e., every paragraph formatted with the Heading 1 style XE "heading styles"  -- corresponds to a new subdocument.
 Of course, these subdocuments will contain all the headings and body text subordinate to the Heading 1 paragraph they start with. 

It's equally important not to use Heading 1 style XE "heading styles"  for any block of text you don't want to be set apart in its own subdocument. 

If you want to create a subdocument for every Heading 1 style XE "heading styles"  in your document: 

Click Collapse Subdocuments to display only first-level headings.

Press Ctrl+A to select the entire document. 

Click the Create Subdocument XE "subdocuments:creating"  button on the Master Document toolbar XE "Master Document toolbar" .

Word divides the entire document into subdocuments XE "subdocuments"  automatically. 

While you're most likely to use Heading 1 styles as the dividing lines between your subdocuments XE "subdocuments" , you don't have to. You can just as well use subdocuments to share smaller chunks of your document for editing by colleagues. And you don't have to select the entire document: you can select any group of headings
. 

Creating a Single Subdocument

You don't have to create multiple subdocuments XE "subdocuments"  at once. You can create a subdocument from any block of text that includes at least one heading. To do so, select the text you want to incorporate in a subdocument. Once the text is selected, click Create Subdocument XE "subdocuments:creating" .

Taking a Closer Look at Subdocuments

Within the master document, Word marks the subdocuments XE "subdocuments"  you create in two ways. First, text in a subdocument is surrounded by a thin, gray border. Second, a subdocument icon appears to the top left of the first heading in the subdocument. 

In Master Document view, you can select the entire subdocument by clicking this subdocument icon. You can open the subdocument in its own editing window by double-clicking the subdocument icon. Later in this chapter, you'll learn more about organizing, formatting XE "formatting:ensuring consistency"  and editing subdocuments XE "subdocuments" . 

Text that has been selected as a subdocument is bordered with a grey rectangle; a subdocument icon also appears to  XE "subdocuments:bordering with grey rectangles" its top left. 

When Word creates subdocuments XE "subdocuments" , it separates them by adding continuous section breaks, which are section breaks that start the next section on the same page. In Master Document view, these section breaks resemble the outline icons for body text.
 Unlike paragraphs of body text, however, they don't add empty space in your document that would cause you problems when you print. 

These section breaks make it convenient to add text that you may want to appear between subdocuments XE "subdocuments" . If you click the Show/Hide Paragraph button on the Standard Toolbar, or if you switch to Normal View, you'll see the section break markers. You can delete them without damaging your subdocuments, but in general you'll want to leave them alone. 

 XE "master document:building from existing document" Transforming an Existing Document into a Master Document

Until now, this chapter has primarily discussed creating a new master document from scratch. But what if you already have a document you want to turn into a master document? It's easy:

Open the document and choose View, Master Document to display it in Master Document view. 

Use Word's outline tools to organize the document. If possible, arrange the document so that each first-level heading corresponds to one of the subdocuments XE "subdocuments"  you want to create. 

Create your subdocuments XE "subdocuments" . You can create them one at a time by selecting text and clicking Create Subdocument XE "subdocuments:creating" . Or if you've been able to organize your document by first-level headings, select the entire document and click Create Subdocument XE "subdocuments:creating"  to create all your subdocuments at once. Adding an Existing Document to a Master Document

What if you have a document you would like to add XE "Adding text"  to an existing master document? (Or what if you would like to add your document to a conventional document, thereby turning it into a master document?) Do the following: 

2.2.1 Click Expand Subdocuments XE "Expand Subdocuments" . 

Click Insert Subdocument XE "subdocuments:inserting" . The Insert Subdocument XE "subdocuments:inserting"  dialog box opens (see fig.  SUBJECT  \* MERGEFORMAT .1). 

Browse XE "browsing"  to and select the document you want to insert. 

Click Open. 

Figure  SUBJECT  \* MERGEFORMAT 4  The Insert Subdocument XE "subdocuments:inserting"  dialog box allows you to make any document part of your master document. 

 XE "subdocument:inserting" Word inserts the subdocument in your outline. If any text is formatted with styles that have the same names as those in your master document, those styles will be displayed to match the rest of your master document. Saving a Master Document

You save a master document the same way you save any other Word file: by clicking the Save button, pressing Ctrl+S, or choosing File, Save. 

When you save a master document that contains new subdocuments XE "subdocuments" , Word creates new files for each subdocument, and stores them in the same folder as the master document.  XE "subdocuments:naming" Word automatically names your subdocuments, using the first letters or phrase at the beginning of each subdocument. If the names of more than one subdocument would be identical, or if another identical file name already exists in the same folder, Word adds a number to distinguish them; for example: 

· Chapter1.doc

· Chapter2.doc

· Chapter3.doc

The file names Word automatically creates can be very long, but they stop when Word encounters a character (such as a period or colon) that cannot be included in a Windows 95/NT file name. 

2.3 Caution

 XE "subdocuments:naming" Double-check the file names Word chooses to make sure they're appropriate. If you save a subdocument named Section 1 to a folder that already has a file named Section1, Word will rename your file Section2. Then it'll name your Section 2 subdocument Section3. 

If Word ever chooses a subdocument name that you don't like, open the subdocument from within the master document, choose File, Save As, and rename it. The master document will now contain the renamed file. 

Once you create and save a subdocument, Word stores its contents in the subdocument—not in the master document. This has two important implications: 

 XE "subdocuments:editing" First, as you'll see shortly, it means you (or a colleague) can edit a subdocument without opening the master document. You simply open the document as you normally would. Assuming nobody else is using the file, nothing tells you you're working on a subdocument instead of a "normal" document. 

Second, it means that if you delete a subdocument—or move it without "informing" the master document—it will disappear from the master document. 

2.4 Caution

If you save a master document to HTML XE "HTML"  format, the subdocuments XE "subdocuments"  won't be included in the new HTML file. Rather, the master document and each subdocument will be saved to separate, disconnected HTML files. 

To include all your subdocuments XE "subdocuments"  in an HTML XE "HTML"  file: 

Open the master document and view it in Master Document View XE "Master Document View" . 

Click a subdocument. 

Click Remove Subdocument XE "subdocuments:removing"  to move the contents of the subdocument back into the master document. 

Repeat the process with each additional subdocument. 

Choose File, Save as HTML XE "HTML"  to save the file in HTML format. 

Since this eliminates the master document/subdocument relationships you've painstakingly built, you may want to make a copy of your master document first, and remove the subdocuments XE "subdocuments"  from the copy instead of the original. 

2.5 Caution

 XE "master documents:saving to remote location" If you save an existing master document to a new location, such as a remote server or FTP site, Word should save all the subdocuments XE "subdocuments"  in the same location. However, it doesn't always do so. Sometimes the subdocuments are simply saved in their current location. If this occurs, you'll have to save the subdocuments to the new location individually, by opening them one at a time from within the master document, choosing File, Save As, specifying the new location, and clicking OK. 

2.6 Opening a Master Document

After you create, save and close a master document, its appearance will change the next time you open it. Instead of seeing headings that correspond to the top-level headings of each subdocument, you'll see hyperlinks XE "hyperlinks"  that show the name and location of each subdocument in your master document (see fig.  SUBJECT  \* MERGEFORMAT .2). 

Figure  SUBJECT  \* MERGEFORMAT 5  When you reopen a master document, you see hyperlinks XE "hyperlinks"  to each subdocument contained in it. 

2.7 Tip

Previous versions of Word did not display hyperlinks XE "hyperlinks"  as placeholders for subdocuments XE "subdocuments" . Rather, they displayed the first line of each subdocument, formatted with whatever style it contained (often Heading 1). 

Some Word users prefer seeing formatted headings instead of hyperlinks XE "hyperlinks" . To view them: 

Click Expand Subdocuments XE "Expand Subdocuments"  to view all the contents of your Master Document and its subdocuments XE "subdocuments" . 

 XE "heading styles" Click Show Heading 1 to collapse the Master Document to first-level headings only. 

*** End Tip ***Editing a Subdocument from Within the Master Document

To open a subdocument for editing, click on the hyperlink. The subdocument now appears in its own window. Section breaks appear at the end of the document, as discussed earlier. 

As with other hyperlinks XE "hyperlinks" , the  XE "hyperlinks:changes in color" hyperlinks in a master document change color from blue to magenta after you've clicked them once. However, whenever you close the master document, they all revert to blue the next time you open it. Moreover, if you edit and save a subdocument, its hyperlink will also revert to blue. 

[lbr][en]
For more information about hyperlinks XE "hyperlinks" , see Chapter 18, Footnotes, Bookmarks, Cross-References and Hyperlinks, on p. xx

Often, you may prefer to edit a subdocument with the rest of the master document's contents visible. For example, you may want to move text from one subdocument to another, or create references to text in another subdocument. To view the contents of the entire master document, click Expand Subdocuments XE "Expand Subdocuments" . Now you can use Word's outlining XE "outlining"  tools to focus in on the specific areas of text you want to edit. 

2.8 Caution

"All my subdocuments XE "subdocuments"  suddenly disappeared!"

Did you click the All button to display all heading levels while only hyperlinks XE "hyperlinks"  were displayed? Word thinks you want to see only headings and body text, and there aren't any—only hyperlinks. First, click Expand Subdocuments XE "Expand Subdocuments" , and then click All.  

2.9 Tip

No matter how you open a subdocument, you're not limited to viewing and editing it in Master Document or Outline View. Select whatever view makes the most sense for the editing you need to do. 

2.10 Editing Subdocuments Outside the Master Document

As you've learned, you don't have to open a master document in order to edit one of its subdocuments XE "subdocuments" . You can open the subdocument directly, by using the Open dialog box or by double-clicking on its icon in Windows Explorer. If you're using master documents XE "master documents"  to manage a document with several authors, this is typically how your colleagues will open the subdocuments you delegate to them. 

Here's a general rule of thumb: open subdocuments XE "subdocuments"  separately when you intend to make changes that affect only the subdocument. For example, it's fine to open the subdocument separately if you plan to: 

2.11 Tip

For example, you might add a subdocument footer that includes the words PRELIMINARY DRAFT. This footer would print whenever you opened the subdocument on its own. However, the official footer you establish for final documents will appear instead whenever the subdocument is printed from the master document. 

On the other hand, if you plan to make organizational, formatting XE "formatting:ensuring consistency"  or editing changes that affect the entire document, open the subdocument from within the master document. 

2.12 Caution

Never rename or move a subdocument that you've opened outside the master document. Word has no way of tracking the change. The next time you open the master document, the renamed or moved subdocument will be missing. 

To rename or move a subdocument, open it from within the master document, display the Save As dialog box, enter the new name or location, and click OK. 

*** End Caution ***Style Behavior in Master Documents and Subdocuments

If you open a subdocument from within a master document, the subdocument will utilize all the styles stored in the master document's template. If you open it separately and make style changes or apply a different template, your subdocument will reflect those style changes as long as you're editing it outside the master document. However, if you save it, open the master document and reopen the subdocument, you'll find that the master document's styles now take precedence wherever they conflict. If you insert an existing document into a master document, and the existing document is based on a different template, once again the master document's template will take precedence. 

QQ: Tech editor: I had written the following paragraph based on official Microsoft materials, but I've never been able to get this behavior to occur. Can you? Thanks. 

If Word finds the inserted document uses styles with the same names as those in the master document, it gives you a choice. Would you like to retain the formatting XE "formatting:ensuring consistency"  of the inserted document by renaming all of its styles so they don't conflict? Or would you prefer to use the formatting XE "formatting:ensuring consistency"  of the master document, by applying the master document's styles to the inserted document wherever they're called for? You can make a choice for all the styles at once, or you can walk through all the style conflicts one at a time, making appropriate choices for each. Reorganizing XE "Managing large documents:Reorganizing"  a Master Document

All the outlining XE "outlining"  skills you learned in Chapter 14 come in especially handy when you need to reorganize a master document. Display your document in Master Document View XE "Master Document View" , and click Expand Subdocuments XE "Expand Subdocuments"  to view all the contents of your subdocuments XE "subdocuments" . Now you can use Word's outlining toolbar and keyboard shortcuts to rearrange any elements of your master document. Moving an Entire Subdocument

For example, you might decide that you want to move an entire subdocument to a different location in your master document. First, click the subdocument icon to select the entire subdocument (see fig.  SUBJECT  \* MERGEFORMAT .3). 

2.13 Figure  SUBJECT  \* MERGEFORMAT .2
You can select an entire subdocument by clicking its subdocument icon. 

2.14 Subdocument icon

Now you can: 

If you use Move Up/Move Down to move a subdocument into another subdocument and then move it back out, the text will be placed in the master document. It will no longer be a separate subdocument. You'll have to click Create Subdocument XE "subdocuments:creating"  to make it a subdocument again—or click the Undo button until you revert back to where you were when you started.  

As you move subdocuments XE "subdocuments"  or elements within them, a gray line appears, showing where your selected text would "land" if you released the mouse button now. Moving Parts of Subdocuments

When it comes to moving or reorganizing individual headings and subordinate text, there's no difference between Master Documents and conventional documents. First, display your master document in Master Document View XE "Master Document View"  to access all your outlining XE "outlining"  and master document tools. 

Now, you can click on a heading to select all the text subordinate to it—or select just one paragraph. You can then use cut-and-paste, drag-and-drop, or the Move Up/Move Down buttons and keyboard shortcuts to move your selected text anywhere in the master document. It all works—whether your destination is in the same subdocument, a different subdocument, or in the master document itself. Splitting a Subdocument into Two

Sometimes as you develop a large document, the contents of one subdocument may grow larger than you expected. Or your company might reorganize, and two people may have to take over a chapter that was previously someone else's responsibility. Or you might discover that part of a chapter requires someone else's specialized knowledge.  

In short, there are many reasons you might decide that one subdocument needs to be split into two. Here's how to do it:

Display the contents of the subdocument from within the master document. 

Click to position the insertion point where you want to split the subdocument. 

Click Split Subdocument XE "subdocuments:splitting" . Combining Multiple Subdocuments into One

Alternatively, you may find that you need one person to handle multiple subdocuments XE "subdocuments" . In that case, you can combine two or more subdocuments into one: 

Open the document and display it in Master Document view. 

2.14.1 Click Expand Subdocuments XE "Expand Subdocuments" .  

Make sure the subdocuments XE "subdocuments"  are adjacent; use Word's outlining XE "outlining"  tools to move them if necessary. 

Click the subdocument icon next to the first subdocument you want to combine. 

Press Shift and click the subdocument icon next to the last subdocument you want to combine. You have now selected the first and last subdocuments XE "subdocuments" , and any subdocuments in between. 

2.14.2 Click Merge Subdocument XE "subdocuments:merging" .  

You can't combine subdocuments XE "subdocuments"  if they're marked with a padlock icon. Locking and unlocking subdocuments is discussed later in this chapter. 

When you merge subdocuments XE "subdocuments" , all the information in the merged subdocuments is stored in the file that previously contained only the first subdocument. 

2.15 Caution

The other subdocuments XE "subdocuments"  you merged into the first subdocument no longer appear as separate subdocuments within your master document. However, they still exist as separate files on your hard disk. Be careful that nobody edits these "stranded" files, mistakenly believing they are working on the current version of the document. Consider deleting old files that are no longer part of your master document. 

*** End Caution ***Removing a Subdocument

Sometimes you want to keep the information contained in a subdocument, but you no longer wish to store it in a separate subdocument. Possibly your colleague has finished with it, and you would like to move it back into the master document, so you'll have one less subdocument to manage. To eliminate the subdocument while moving its contents to the master document: 

Click the subdocument icon to select the entire subdocument. 

Click the Remove Subdocument XE "subdocuments:removing"  button. 

2.16 Tip

Of course, if you want to eliminate the text from your document entirely, you can do that, too. Just click the subdocument icon and press Delete. 

2.17 Tip

You can eliminate all subdocuments XE "subdocuments"  at once by pressing Ctrl+A to select the entire document, and then clicking Remove Subdocument XE "subdocuments:removing" . 

*** End Tip ***Creating a Table of Contents, Index or Cross-References for a Master Document

From within your master document, you can create tables of contents and indexes that reflect the contents of all your subdocuments XE "subdocuments" . Here's how: 

Open the master document and display it in Master Document View XE "Master Document View" . 

Click Expand Subdocuments XE "Expand Subdocuments"  to make the contents of all subdocuments XE "subdocuments"  visible. 

Position your insertion point where you want to create your table of contents XE "Tables of Contents" , index XE "indexing"  or cross-reference. 

Follow Word's procedures for inserting an index XE "indexing" , table of contents XE "Tables of Contents"  or cross-reference.  

2.18 Caution

If you open a subdocument using File, Open instead of opening it from within a subdocument, any table of contents XE "Tables of Contents" , index XE "indexing"  or cross-reference you create won't reflect the contents of the master document. 

[lbr][en]
For more information about tables of contents, see Chapter 16, Tables of Contents and Captions. For more information about indexes, see Chapter 17, Indexes. For more information about inserting cross-references XE "cross-references" , see Chapter 18, Footnotes, Bookmarks, Cross-References and Hyperlinks. 

*** End FRI ***Printing XE "Printing"  Master Documents and Subdocuments

You print master documents XE "master documents"  and subdocuments XE "subdocuments"  the same way you print any other documents. You can click the Print button on the standard toolbar to get one complete copy of whatever document you're working in, or you can choose File, Print to display the Print dialog box and select printing options. 

In general, what you see is what you print:

[lb]
If you open a subdocument without first opening the master document, the subdocument will print as if it was an independent document—using its own styles and template. Working with Others on the Same Master Document

QQ: Tech editor: Again, there are one or two places where I've had trouble getting Word to work as advertised. Thanks for any ideas you may have. 

You've learned that master documents XE "master documents"  can simplify collaboration. You can delegate parts of your document for others to edit while working on other elements yourself; then when you're ready, you can review and edit the document as a whole. 

By default, Word gives you complete access to any subdocument you are the author of (assuming that subdocument is stored in a folder you have rights to access). Word gives you more limited access to subdocuments XE "subdocuments"  you did not author. 

You may be wondering: How does Word know who the author is? It looks in the Author field of the File, Properties dialog box. All right, then, how does the name of the author get there in the first place? It comes from the information you gave Word when you installed it—or changes you've made since, in the User Information tab of the Tools, Options dialog box. 

If you want to make sure that your colleagues have "first dibs" on accessing the documents they're responsible for writing, you can enter their names in the Properties dialog box of each individual subdocument. Of course, you might then have to wait for them to finish working before you can edit their submissions. 

If you did not author a subdocument, you may find that it is locked when you try to open it. You can tell that a subdocument is locked when a small padlock icon appears beneath the subdocument icon. When you first open a master document, displaying subdocuments XE "subdocuments"  as hyperlinks XE "hyperlinks" , all subdocuments are locked, no matter who authored them. If you click Expand Subdocuments XE "Expand Subdocuments" , the lock icons will disappear, except in the following cases: 

If a subdocument is locked, you can attempt to unlock it as follows: 

1. Open the master document and display it in Master Document View XE "Master Document View" . 

2. Click Expand Subdocuments XE "Expand Subdocuments" . (Until you expand your subdocuments XE "subdocuments" , they're all locked.) 

3. If the subdocument you wish to edit is still locked, click anywhere in it. 

4. Click the Lock Document XE "Lock Document"  button on the Master Document Toolbar. 

2.19 Troubleshooting XE "Troubleshooting"  Master Documents

As you've learned, master documents XE "master documents"  still have a few rough edges. Unfortunately, that means this troubleshooting section is one of the longest in the book. If the information here doesn't help you, then: 

[lb]
Search the Microsoft Knowledge Base, also on Microsoft's Web site, for recent articles about Word 97 master document problems.
 

2.20 If Word Won't Save Your Master Document

Word's capacity for managing subdocuments XE "subdocuments"  varies with the number of files and programs you have open, how much memory your computer has, and other factors specific to your system. It is possible to run out of resources while you're trying to save a master document. If Word won't save a master document: 

If you find that your system can't support the master document you're trying to create, you have some alternatives. One is to use Word's Insert File XE "Insert File"  feature, which is covered next. A fallback position is to use Office 97 Binders, which allow you to group many documents together for printing or distribution, but don't offer the editing and management capabilities of Word master documents XE "master documents" . 

[lbr][en]
For more information about Office Binders, see Chapter 27, Integrating with Microsoft Office, on p. xx

*** End FRI ***Insert File XE "Insert File" : When You Don't Need the Power of Master Documents

Occasionally you may want to combine several Word files, and you don't care if they maintain a "double life" as independent subdocuments XE "subdocuments"  (or you simply don't want them to). In this case, you may want to use Word's Insert File XE "Insert File"  feature instead of master documents XE "master documents" . To use Insert File: 

Click where you want to insert a file. 

Choose Insert, File. The Insert File XE "Insert File"  dialog box appears (see fig.  SUBJECT  \* MERGEFORMAT .4). 

Browse XE "browsing"  to the file (or files) you want to insert, and select them.  

Click OK. 

The Insert File XE "Insert File"  dialog box looks much like the Open dialog box, with a few differences: you can only select one file at once, and you can select a Range of cells in an Excel worksheet. 

If you're inserting a file that isn't a Word 97 file, e.g., a file from an older version of Word or a competitive word processor, Word attempts to convert it first. If the file can be converted, Word inserts it. If not, Word displays an error message. 

Insert File XE "Insert File"  actually inserts an INCLUDETEXT field in your document that includes a reference to the document you inserted. As with master documents XE "master documents" , you can reflect the latest information in the source document, though the process is slightly less automatic. You have to select the field and press F9 to update it, just as you would with any other Word field. 

[lbr][en]
For more information about fields, see Chapter 25, Automating Your Document with Field Codes. 

Insert File XE "Insert File"  also lets you build tables of contents, indexes and cross-references XE "cross-references"  that take into account the text from another document. There is one major difference, however, that limits the usefulness of Insert File: you can't click the field to open and edit the file you've inserted. 

2.21 Tip

However, you can edit the text you've inserted. And once you do, you can press Ctrl+Shift+F7 to update the source document so it reflects your edits. 

2.22 Tip

In one respect, Insert File XE "Insert File"  is more powerful than Master Documents. You can insert as many files as your hardware can handle, whereas you're limited to 255 subdocuments XE "subdocuments"  in a master document, no matter how powerful a computer you have. 

Using Insert File XE "Insert File"  to Insert Part of a Document

You can also use Insert File XE "Insert File"  to insert part of any document into your current document. For example, you might want to quote a portion of a current price list. Inserting part of a document is a two-step process. 

First, open the source document that contains the text you wish to insert, and do the following: 

Select the text you want to insert. 

Choose Insert, Bookmark. 

In the Bookmark name box, enter the name of a bookmark that will be associated with this text. (Keep it short so you'll remember it.)

Save and close the document. 

Next, open the destination document where you want to insert the text, and do the following: 

Place your insertion point where you want to insert the text. 

Choose Insert, File. 

Select the document containing the source text. 

In the Range box, enter the name of the bookmark you've just inserted in the source document. 

Click OK. 

The source document's current text will appear in the destination document. Afterwards, you can update the destination document to reflect any changes in the source document by selecting the field and pressing F9. 

2.23 Caution

You won't be able to update the text if the source document is moved, or if it is edited to eliminate the bookmark. 

· See detailed coverage of What-If Analysis in Section 1 

· For more information about predicting breakeven sales, see page 10. 

· Learn what Tom Peters is saying now about innovation in footnote 4 on page 11. 
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· Learn what Tom Peters is saying now about innovation in footnote 4 on page 11. 







� If your outline needs to be approved, get the approvals you need before you divide it into subdocuments. 


� For example, if you're writing a book or manual, you might format chapter titles with the Heading 1 style, so each subdocument you create corresponds to a separate chapter. 


� See the discussion in Chapter 14. 


� Fixing Corrupt Master Documents On rare occasions, while working in a Master document, you may get the frightening message: This document may be corrupt. 


Here's one scenario that occasionally leads to corrupt master documents� XE "master documents" �: using Word 97, you open a Word 95 master document that contains bullets or numbering, and you make changes to it.  Word fails to track the changes properly and reports the master document as corrupt. But there are other ways a master document may be corrupted as well. 


Don't panic. Even in the worst case, you can nearly always select all the contents of your master document (including the contents of subdocuments� XE "subdocuments" �) and copy them to a new document. You may have to copy the contents of subdocuments individually. Or you can create a new master document that incorporates the existing subdocuments, which are rarely if ever damaged. 


In response to problems with corrupt master documents� XE "master documents" �, Microsoft has released a special utility, mdocutl.exe, available on the Microsoft Web site. Double-click mdocutl.exe to extract the template mdocutl.dot, which contains macros that can repair many damaged master documents.  
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