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Update fields - Microsoft Support Update fields. Sometimes you need to manually trigger an update of the 
information in fields like those used in a table of contents, headers and footers, cross-references, bookmarks, 
and formulas in tables. You can update fields one by one, or you can update all the fields in your document at 
once. In this article.. Use Quick Parts and AutoText in Word and Outlook Applies To. You can use the Quick 
Part Gallery to create, store, and reuse pieces of content, including AutoText, document properties (such as 
title and author), and fields. These reusable blocks of content are also called building blocks. AutoText is a 
common type of building block that stores text and graphics.

Check your document for similarity to online sources Want to make sure your work is truly yours? The 
similarity checker in Word highlights what's unique in your document and makes it easier to add citations. You 
can focus on your writing, knowing that your original ideas stand out and your sources are properly credited. 
On the Home tab, choose Editor. On the Home tab, select Editor.. Edit templates - Microsoft Support Edit 
templates. Applies To. Whether you’re starting from a Microsoft template or updating one of your own, Word's 
built-in tools help you update templates to suit your needs. To update your template, open the file, make the 
changes you want, and then save the template. On the File tab, select Open.

Create a summary of your document with Copilot in Word Copilot can generate summaries when you share 
an unencrypted document with collaborators. Encrypted documents aren't supported at this time. In an 
existing Word document, select Share, then in the list, select Share. Select the Copilot icon inside the Add a 
message box.. Save a Word document as a template - Microsoft Support Whether you’re starting from a 
Microsoft template or updating one of your own, Word's built-in tools help you update templates to suit your 
needs. To update your template, open the file, make the changes you want, and then save the template.

Track changes in Word - Microsoft Support Go to Review > Track Changes. When Track Changes is on, the 
section is highlighted. Deletions are marked with a strikethrough, and additions are marked with an underline. 
Different authors' changes are indicated with different colors. When Track Changes is off, the section is not 
highlighted.. Add or remove line numbers - Microsoft Support Add or remove line numbers. Applies To. Word 
can automatically count the lines in a document and display the appropriate number beside each line of text. 
This is useful when you need to refer to specific lines in a document, such as a script or a legal contract.

Download free, pre-built templates - Microsoft Support You can download free, pre-built document templates 
with useful and creative themes from Office when you click File > New in your Office app. Templates can 
include calendars, business cards, letters, cards, brochures, newsletters, resumes, cover letters, 
presentations, social media and much more.. Load or unload a template or add-in program - Microsoft 
Support Templates can store styles, AutoText entries, AutoCorrect entries, macros, toolbars, custom menu 
settings, and shortcut keys. Loading a template makes it available as a global template that you can use while 
you work with documents based on any other template.
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Allow changes to parts of a protected document - Microsoft Support You can mark a document as read-only 
and still allow changes to selected parts. You can make these unrestricted parts available for anyone who 
opens the document, or you can grant permission to specific individuals so that only they can change the 
unrestricted parts of the document.
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