Les Contes de Maupassant and MS Word 2007, Page 20 of 20
A Guide to Using Word 2007 with 
Les Contes de Maupassant
The Microsoft Word version of the Allen and Benhamou edition of Les Contes de Maupassant downloadable from the Maupassantiana web site [footnoteRef:2] has certain features not immediately evident. This is a brief outline of how to use those features with Microsoft Word 2007 (or later). If you use Word 2003 (or earlier) you should be working with a different version of the edition and a different set of these instructions. While the text for all versions of the edition is the same, the manner in which one uses the software behind the edition is quite different. [2:  The URL for Maupassantiana is http://www.maupassantiana.fr/. ] 

The features in the edition use programming code stored in what we call Maupassantiana macros to do (at present) three things. First, they enable one to create separate versions of the 305 individual contes. For Word 2007 users, these new documents may be in your choice or choices of Word 2003, Word 2007, RTF (Rich Text Format), and, if you have downloaded a separate free program from Microsoft, PDF formats. [footnoteRef:3] The RTF format is for persons who do not have Microsoft Word or who want to do textual analysis by computer. The PDF format is readable on any computer without the use of a word processor. One can read such files simply by using the Adobe Acrobat program freely downloadable from the Adobe web site. One cannot, however, revise PDF versions of the contes. [3:  To get this free PDF add-in for Word 2007 Google on Word 2007 PDF. The file is called “SaveAsPDF.exe” and when run it adds a new, permanent menu choice in Word 2007 under Save As: “PDF or XPS.” After the change has been made, one can delete the “SaveAsPDF.exe” file.
] 

The second Maupassantiana task the code can do is to convert the edition between the A4 format (210 x 297 mm.) used in Europe and elsewhere, and the letter format (8 ½ x 11 inches) used throughout North America. When the edition is downloaded from Maupassantiana, it is formatted for A4 paper. One can change that to letter format and back to A4 as needed. When one generates individual documents of the contes as described above, the copies will be in the format of the edition, either A4 or letter.
Whenever one changes the format of the edition, it can require one to revise the page numbers displayed in the Table of Contents and the Index. That brings us to the third task that the edition can automate: to correct errors in page references. Changing between the A4 and letter formats automatically corrects page number errors, but since the edition is a normal Word document, the user can also manually specify other changes such as the size of the type size or the width of the margins. A smaller type size reduces the number of pages in the edition, while a larger type size makes the text easier to read. When users make any such change in the format, they can also have the edition revise any resultant page reference errors.
In order to accomplish any of those tasks, one first has to enable the macros (i.e., program code) inside the edition. That will be the subject of the next section.
Note, however, that if you are running Word 2007 but working with a version of the edition made for Word 2003, you should download the 2007 version of the edition. What we describe here deals mainly with the 2007 Quick Access Toolbar that Word 2003 does not use. The newer version of Word can still load the 2003 version of the edition, but to run the programs in that version of the edition with Word 2007, you have to use a technique described in the appendix to these notes.
Now let us see how to activate macros in a Word document.

To enable macros to run in Microsoft Word
If you have Les Contes de Maupassant loaded, close it before you do the steps below.
[image: ][image: ]When the document is closed, click on Tools  Options (where the cursor arrow is located in the picture to the right). That will open the Options dialog box as shown below. One of the tabs to the left is “Security” (where the cursor is located in the picture below). Click on that tab.
[image: ]That will move the entire row of tabs where Security is located to the bottom of the three rows of tabs and will then display the content of the Security tab, as shown below.
At the bottom of that screen, where the cursor is pointing, is the “Macro Security” button. Click on it and the Security dialog box opens that you see on the next page.

[image: ]Here you can choose which level of security you want.
Click on the “Medium” button, where the cursor arrow is pointing in the image to the left. Then whenever you open any Word document that contains macros you will have the choice of whether or not to enable macros. If a docu`ment with macros comes from some unknown source, you probably should not allow the macros to run. The document Les Contes de Maupassant downloaded from the Maupassantiana site is from a known source, and these notes explain exactly what the macros in that document do if you run them. If your copy of the edition was downloaded from Maupassantiana, you can safely activate its macros as you open the document.
When you have clicked on the “Medium” button and it shows the dot, then either click on the OK button on this screen and when you see the previous screen, click on OK again, or, since those two buttons are usually the default choice, you can usually do the same thing simply by pressing the Enter key twice.
The programming code inside the edition works with a special Word template, Maupassantiana.dot, to control the formatting of individual contes. If you have not downloaded that template from Maupassantiana, you should do so now. The code will still work without the template, but it will base the editions of individual contes on your Normal.dot template. The parchment background colour will not be in the documents and their size may differ from the size of the edition.
When you have downloaded the Maupassantiana.dot template, put it in the same directory where you have the Contes de Maupassant document. With that done, you are ready to run any of the programs that accompany the edition.
[image: ]An Overview of the Programs
Load Les Contes de Maupassant into Word, and if you were successful in changing your security as described above, the computer may first display the message you see to the right. If you see that message, click on “Enable Macros.” The computer will then take ten or twenty seconds to load the document.



[image: ]Sometime, however, Word simply loads the document with the macros disabled and then displays the Security Warning you see at the bottom of the image to the left, where the cursor arrow is pointing. If you click on the “Options…” button, that opens the Security window you see below.
In the “Microsoft Office Security Options” dialog box, click on the “Enable this content” command button where the cursor is pointing and then click on OK.
[image: ]The Security Options box will close, then the document will close and open again with the macros enabled and your cursor where it was before you enabled the macros.
[image: ]At the very top of the screen in Word 2007 is the Quick Access Toolbar you see in the image above. Since you can configure this toolbar yourself, it will probably look different on your computer than in the image above, but you should see four buttons that control the Maupassantiana macros: 
Each of those buttons runs a small program to accomplish one of the tasks mentioned earlier. We will look at those programs now.
Creating individual files for each of the contes
If you hover the cursor over the icon showing a folder, the first of the four icons, a tool tip says “Texte.NewMacros.SéparezLesContes.” With this button and the remaining three Maupassantiana buttons, ignore the first part of that tip, “Texte.NewMacros.” What is different here from the other three buttons is what follows “Texte.NewMacros”: “SéparezLesContes” (Separate the tales). Click on that button now. If for any reason you were not able to activate the macros, perhaps because you did not set the security to medium above or because you accidentally clicked “Disable Macros” in the dialog box above, you would then see this message:

[image: ]

If you see that, close the document and try again to activate the macros. Normally, however you will see the following dialog box:
[image: ]Translation: This software works with the version of Les Contes de Maupassant for MS Word that one can download from the Maupassantiana site. It copies each tale from the edition and puts it into different folders according to the formats that you will choose. The whole will be put in a single folder that the software will create named “305 Contes de Maupassant”.
Do you want to get these files now?
To create them now click on ‘Oui’ (Yes)
Otherwise, click on ‘Non’ (No).

Click on Yes (or Oui), and you will then see the following dialog box:

[image: ]

Translation: To create files of contes in different formats — Word, RTF, or PDF — click on the files you want, then click on OK. Note: the PDF format requires you to have Word 2007 and an add-in, SaveAsPDFandXPS.exe, downloadable from Microsoft. If you do not have Word 2007, the Word 2007 and PDF buttons are disabled.
In order to activate the OK button to begin the process, you must select at least one format and at least one sorting order. The format choices are Word 2003, Word 2007, RTF, or PDF, but if you have not downloaded and run the program “SaveAsPDF.exe” described earlier (see above, page 1, note 1), then you must not click on PDF.
[image: ]If you are the only person working with these files, you will probably want to get them in the Word 2007 format as those are smaller and more stable than Word 2003 files. If you plan to distribute files to others who have Word 2003 but not Word 2007, you will want to specify 2003 too. If you intend at some point to analyze the text with other computer programs, or if you want to distribute files to persons who may not have any version of Word, you should also click on the RTF format. Almost all word processors can read these files, including word processors for the Mac. A slight disadvantage of RTF is that its files are larger than even Word 2003 files, so they load a bit more slowly. Finally, the PDF format is excellent if you want to distribute files to the maximum number of persons or if you want to prevent others from modifying the files, but you may not yet have downloaded the file that lets you create PDF files.
The other choice you have to make in order to enable the OK button is the sorting order: chronological, alphabetic, or both. When you first open this dialog box, both orders are selected. They govern the names of files in separate directories. A directory with alphabetically sorted files will give each file a standard index name to so that the files will appear in that directory in the same order they appear in the index. Definite articles are placed in parentheses after the name, so, for example “La Main d’écorché” will be in a file named “Main d’écorché (La)”. The picture to the left shows a directory of files listed alphabetically.
[image: ]A folder that lists files in chronological order (see image to the right) will keep the name as it originally appears but will also put a three-digit number in front of the name. Since that number controls the sorting order, there is no need to move initial definite articles in a name to the end. The files sort in the same order they appear in the edition, from “001 La Main d’écorché” to “305 Le Colporteur.”
You will probably want to keep both sorting orders checked, for once the computer has created a document, put in the correct running heads, and saved it in one sorting order, it is a trivial task for the computer to save the very same document under a different name in a different directory.
When you have made your format and sorting choices, press the Enter key or click on OK. If you want to stop the entire process, click on the “Annuler” (i.e., cancel) button.
If you did not put the Maupassantiana.dot document template in your current directory as described above, the message below appears.

[image: ]




Translation: This software works best with the file ‘Maupassantiana.dot’ in the same folder as the edition. That template controls the format of the files that we will create, to make them follow the format of the edition.
Maupassantiana.dot is not in your current folder.
Do you want to continue by basing your copies of the tales on your normal style?
To continue without using ‘Maupassantiana.dot,’ click on ‘Yes’ (Oui).
If ‘Maupassantiana.dot’ is elsewhere on your hard disk, or if you want to download it from the Maupassantiana site, click on ‘No’ (Non). You will then be able to look for the template, put it in this folder, and begin again to create the tales in the format of the edition.
[image: ]Make your decision and eventually you will come to the last message before the program starts its work.
Translation: When you click on ‘OK’ the screen will no longer show the edition. You will still be able to follow your progress by looking in the bottom left corner of the screen where the computer will show the current page being processed. The edition has around 1,490 pages. The page numbers jump from the start of one tale to the start of the following tale, and so forth to the end of the edition. The computer will also show briefly in the bottom right corner of the screen the tale it is saving. There are 305 tales in the edition. If the computer is too busy, it will stop showing that information.
In the event of any problems with the software, contact its author, Prof. John Robin Allen at this address: allen@cc.umanitoba.ca.
[bookmark: DoneToHere]If no other program is running, the time the computer needs to complete its work will vary between two and ten minutes, depending on the speed of your computer and how many different formats you specified. When the work is done, the computer will display the time it took to do the work.

[image: ]

Translation: The work was done in 2 minutes 43.27 seconds. Bye!
That message was generated after the computer had made one directory of 305 documents:

[image: ]

If you ask the computer to generate all files possible, the program will make eight directories under the main directory “305 Contes de Maupassant”:
[image: ]That makes a total of 2,440 files (8 times 305 tales) in eight directories, which, on the author’s computer, took 9 minutes, 20 seconds, an average of a bit faster than four files per second.
It would be very hard to work that quickly by hand.




Changing the format of the edition:
The copy of Les Contes de Maupassant downloaded from the Maupassantiana site is formatted for European A4 paper (210 x 297 mm., or 8.27 by 11.69 inches). The margins on all four sides are (2.54 cm. or one inch). The font used for the tales is eleven point Times New Roman.
 (
Format to A4 paper
)Since this is an editable Word document, you can easily modify those specifications to fit your own needs. At a minimum, if you live in North America and intend to print any of the contes, you will probably want to specify they be formatted to letter-sized paper (8 by 11 inches). You might also prefer a different font size, either something smaller to reduce the number of pages or something larger, to make the text easier to read. Any of those suggestions are possible, but for simplicity, you should keep in mind certain things when making such changes.
Changing the page size or margins.
[image: ][image: ]If you need to change the page size from A4 to letter size or vice-versa, the middle two Maupassantiana buttons with solid colours control that. The blue button changes the format to A4, the yellow button changes the edition to letter size paper.
 (
Format to letter paper
)The edition is originally in A4 size, so if you click on the blue button, all you will see is the message The format of the edition is already A4:

[image: ]

If the edition is in A4 size and you click on the yellow button, a different message appears:
[image: ]

Translation: This will take about thirty seconds to change the size of all the pages in the document to letter size, used in North America (8 ½ by 11 inches). The change will also recalculate the page numbers displayed in the Table of Contents and the Index.
Click ‘OK’ to make these changes.

When you click on OK, the screen will turn black for a few seconds as the program changes the size of the edition, and if the template Maupassantiana.dot is in the same directory, the program will reformat that too. Then the screen will turn white as the program recalculates the 610 Table of Contents and Index page references. When all the work is done, the computer will display something like this message:

[image: ]

Translation: The work took 32.2 seconds. All the pages are now in letter format and we have also reset the page numbers affected by the change in the Table of Contents and the Index. 
Moreover, we put the Maupassantiana.dot template into letter format too.

The time your computer takes to do those tasks may be slightly different, and if you do not have the Maupassantiana.dot template in your current directory, the last paragraph above will not be displayed.
To change the format back to A4, click on the blue button and the same process will take place but with different results. Indeed, both the blue and the yellow buttons run the same code, but each specifies the code should produce a different format.
If neither A4 nor letter size is appropriate for your needs, you can always change the paper size through MS Word, but you should keep in mind that the edition is composed of several sections called “divisions” in which we have specified such things as page size, margins, number of columns, and running heads. The divisions are required to make the running heads change with each new conte and to specify that the first page of any conte should have no running head. The page size and margins do not change between divisions, but each division defines its own page size and margins.
If you specify a different page size or different margins, the changes will apply only to what you have selected. The preceding and following section will still have the original specifications.
Therefore, when changing either page size or margins or both, to make what you specify apply to the entire document, first select the entire document: hold down the Ctrl key and press the letter “a” (for “all”). Then specify the size and margins you want.
Such changes will probably require that you also change the page numbers displayed in the Table of Contents and the Index to reflect the new formatting. To update those references, see Updating the Table of Contents and the Index on page 5 below.
Changing the font size.
Throughout the document, font and paragraph information are contained in “styles.” With most documents created by Word, normal paragraph and font information are defined by the “Normal” style. To make a global change, for example to change all the normal text of a document, one usually redefines the specifications of the Normal style. That will then change the format of normal paragraphs while retaining, for example, other differing styles such as titles.
[image: ][image: ]In this edition, however, we have created new styles with names that begin with the letters “Maup” for each part of the document. If we want to change the font size of something in the edition and have that size apply to all occurrences of similar passages such as the text, titles, dedication paragraphs, and so forth, then we must first determine the name of the style that defines the sections we want to change. For example, let us assume that we want to change the size of the text of the contes. We first put the cursor in some text that we want to see changed and then press Ctrl + Shift + “s” (for Style), which opens the “Apply Styles” window you see above. The window may dock to the entire right side of the screen, but you can drag it off to some other spot and it will become the size of the image above. This window shows the name of the style where we clicked, in this case the text of each conte. To change some aspect of that style, click on “Modify.”
That displays the “Modify Style” Dialog box you see to the left. The “Maup normal” name it displays refers to all the text of the contes. Changes we make here then affect all occurrences of text with that style throughout the document.
Some simple changes are choices displayed within that box, while we can do more complicated changes by clicking on “Format,” which displays the names of eight dialog boxes where we can make more detailed changes (see image to the right). When we have specified the changes we want, we click on “OK” to close each dialog box. The changes specified will appear throughout the document. 
Note: If one changes the point size of a font, one usually also changes the leading or line spacing. The term “leading” comes from the lead metal strips that typesetters used to place between lines of type to separate them, and it is usually at least twenty percent larger than the point size. A ten-point font size usually requires at least twelve points of leading. The contes initially were initially set in eleven point Times New Roman with fourteen points of leading. Leading specifications are stored in the paragraph format window that one can open by right clicking in any paragraph and choosing “Paragraph.”
[image: ]Some styles are based on other styles, with a few changes where necessary. That means that anything not specifically changed in a given style will use the specifications of the underlying style.
[image: ]An example is the dedication line that appears at the start of some contes and that you see in the words À Georges Legrand in the picture to the left. The style assigned to all dedication lines, “Maup dedicace,” is based on the “Maup normal” style but also specifies that in a dedication line Word should italicize and right justify the line and put a half space above and a full space below the line. In everything else, the dedication style follows the “Maup normal” style.
If we then change something in the “Maup normal” style such as the font size, for example to reduce it from eleven points to ten points, then that change will not only affect all “Maup normal” passages but also all other styles based on “Maup normal.” The dedication lines will keep their italics and the different spacing above and below the paragraph, but the font size will be reduced to ten points because the “Maup normal” style now specifies a ten point font.
Note also that if we manually change the format of the document instead of using the Maupassantiana buttons, the page numbers in the Table of Contents and the Index may no longer be valid. We will then need to update those 610 references (305 references in the Table of Contents; 305 more in the Index). We can do that with the last of the Maupassantiana button choices, and it takes only about half a minute.
[bookmark: ChangerPageRefs]Updating the Table of Contents and the Index.
[image: ]To update page references, click on the last Maupassantiana button, the one that looks like a pencil or a pen writing something. The following message box appears:
[bookmark: a][image: ]





Translation: When you change the format of the document, the page numbers in the Table of Contents and the Index may be incorrect. We will need about forty seconds to correct them. Do you want to update them now?
To update them, click on ‘OK’.
[image: ]
If you decide not to update them now, the message to the right appears: OK. We won’t change anything.
If you choose to update the entries, after around thirty seconds you will see message like the one below: Done. The references are updated. The work took 26 seconds.
[image: ]


The two images below show the effect on the Table of Contents when we change the size of the text from its initial setting of eleven points on fourteen points of leading:

[image: ]
The following is the pagination with a font size of ten points on thirteen points of leading. Note how the pagination is initially the same but rapidly the numbers become quite different:

[image: ]



Concluding Remarks
Les Contes de Maupassant is a work-in-progress that we are continually revising not only to correct errors but also to include more features for working with the document.
The editors hope that these notes will help you to make a better use of the edition. If you are interested in doing any computational analysis of these or other literary or linguistic texts, you might want to try the soon to be available free program Mots passants that will also be downloadable from the Maupassantiana web site.
Some further information about how the program works appears in the following Appendix.
If you have any suggestions as to how the work could be improved, please contact Professor Allen at allen@cc.umanitoba.ca.


Appendix
This section covers more advanced topics that, while not particularly complicated, most persons do not need to know. One can use this section more as a reference for solutions to certain problems that may arise, rather than as something that must be read before one can work with the edition.
How to run macros without using the Maupassantiana menu choice:
[image: ]If you are running Word 2007 and do not see the Maupassantiana buttons on the menu, you may be looking at a version of the edition meant for Word 2003. Such files have the “.doc” extension after the name rather than the “.docm” extension. If you do not have access to the Internet to download the proper version for your computer, you can still run the macros.
Press Alt + F-8 (which is equivalent to clicking on Tools  Macro  Macros). That opens the Macros dialog box, which displays all the macros in all the files you have loaded. They are in an alphabetical rather than a logical order. You probably do not have any other macros so you can simply click on the name of the macro you want to run and then press the Enter key to run that macro. If the particular macro you need is lost in a sea of other macros, click the down-arrow in the “Macros in” window and choose the edition, as you see in the image above. (Your version of the edition will display a different date than the one in the picture.) Of course the same rules apply: you cannot run macros if you have not enabled them.
How Word creates Tables of Contents:
[image: ]Any Table of Contents generated by Microsoft Word depends on certain paragraphs having specific outline levels in a text. To see an example, right click on the title of any conte in the edition. That opens a small menu (see picture to the right). In that menu, click on Paragraph….

You will then see the options for this paragraph. The cursor arrow in the image to the left shows that the outline level for the title is level one. The “Maup titre” style defines the outline level of all titles in the edition, and level one paragraphs become first-level entries in tables of contents that Word generates.
[image: ]Press the Escape key a few times to close the window without making any changes.
[image: ] If you right click on almost any text in a conte and choose Paragraph, you will see that the Outline level is “Body Text,” which means it plays no part in the Table of Contents.
 Most subtitles in Les Contes de Maupassant are nothing more than Roman numerals that divide certain contes into chapters. There would be little point in listing such subtitles in the Table of Contents, so the default outline level of the “Maup soutitre” style that defines the formatting of subtitles is “body text.”
The Dimanches d’un bourgeois de Paris subtitles are different.
[image: ]
[image: ]These are a collection of ten separate stories about the same central character, Monsieur Patissot. Since each tale has a title and is complete and unrelated to events in any of the other tales, the editors have listed them separately as subentries of the entry for Les Dimanches. To make the name of each tale appear in the Table of Contents, as shown in the excerpt to the left below, we have manually set those titles to Level 2.
If you would like to make certain other subtitles appear as subentries in the Table of Contents, you simply do as we did with the subtitles of the Dimanches stories: for each subtitle you want to appear you set its outline level to two.
That is easier to do than one might expect. Here is how we can make the thirty subtitles under the story Le Docteur Héraclius Gloss appear in the Table of Contents.
First, for safety, we should save the edition under a throw-away name such as “Delete me,” so that if we make any mistake, it will not harm the edition itself. If you subsequently like the change, you can then save the file under a more appropriate name.
[bookmark: FindStyles][image: ]Press Ctrl + Home to go to the top of the edition, then press Ctrl + “f” to open the “Find” dialog box.
 If the box is not already expanded, click on “More.” At the bottom of the dialog box, click on “Format” and then on “Style.” If the box is near the bottom of the screen, the submenu opens upward and conceal part of the dialog box (see picture to the left). If the box is high enough on the screen, the seven choices open downward from the Format button.
[image: ]Clicking on “Style” opens the Find Style dialog box (pictured right). Press the letter “m” repeatedly until you have selected the “Maup Soutitre” style, then press Enter or click on OK.
That brings us back to the Find and Replace box. It should look like the image below. The “Find what” box should be totally empty, so if you see any text in it, delete that text. Just beneath, it should say “Format: Style: Maup Soutitre.

[image: ]

[bookmark: _Toc156551724][bookmark: _Toc156601721][bookmark: _Toc197309607][bookmark: _Toc201551604]If everything is set as it should be, click on “Find Next” (or press the Enter key since that button is the default). The cursor should then highlight the first subtitle under the story Le Docteur Héraclius Gloss: “I. Ce qu’était, au moral, le docteur Héraclius Gloss.”
Right click on the selected subtitle and choose Paragraph. 
[image: ]



Specify the paragraph should have an outline level of two, click on OK, and you return to the text. Since we have updated that first subtitle, it will appear as a subentry beneath Le Docteur Héraclius Gloss. Now we should also make all the twenty-nine remaining subtitles in this story also have an outline level of two. To repeat the same search for the next “Maup soutitre,” press Shift + the F4 key. 
(Alternatively, we could have pressed the Ctrl + PageDown to make the same search or Ctrl + PageUp to search for the same thing upwards. We can keep those keys in mind if we make a mistake with the Ctrl + F4 method, but for our purposes, as we will soon see, the latter method is the best.)
The search brings us to the second subtitle. Press F4 alone to repeat the last editing change, the one that specified the paragraph should have an outline level of two. Of course if you made some other change in the meantime, pressing F4 will repeat that change instead. You can correct any errors with the Ctrl + “z” shortcut and then specify that the paragraph should have an outline level of two.
[image: ]Keep repeating this very simple sequence: Shift + F4 to repeat the last search, then F4 to repeat the last edit. Stop doing that when you reach the thirtieth subtitle. Then make a new Table of Contents by clicking on the fourth Maupassantiana button (a pencil making new entries in a red index), and you will see that the entries under Le Docteur Héraclius Gloss are greatly expanded.
[image: ]

Since the subsections are so short (the first three appear on the same page), the editors did not list them in the Table of Contents in the downloadable version of the edition. If you prefer to see them listed, then save the “Delete me” document under a more appropriate name as your revised copy of the edition.
If you need special formatting for the Table of Contents, you can also create the table manually, as described by any manual for running Word.
How Word makes an Index:
The titles displayed in a Table of Contents come directly from the titles at the top of each conte. Titles in an index are another matter, since these, with definite articles placed at the end, may be quite different from what one sees in the text. To handle that problem, Microsoft has created hidden index fields to hold such titles.
Before doing the following steps that will show you how Word handles index references, save the edition under a different, throw-away name such as “Delete Me.” Then we can make all the changes we want without affecting the actual edition.
[image: ][image: ]Since index fields are hidden, you can see them only by either clicking on the Show/Hide button at the top of the screen (see picture to the right) or by pressing Shift + Ctrl + “*” (shift-8), which also depresses that button. With the button depressed, do the steps described above on page 5 to find certain styles. In other words, press Ctrl + “f” to open the “Find and Replace” dialog box. If the box is not already expanded, click on “More.” At the bottom of the dialog box, click on “Format” and then on “Style” to open the Find Style dialog. Here you need to press the letter “m” about nine times until you see “Maup Index” selected (see picture to the left). Then press the Enter key twice, which is equivalent to clicking on “OK” twice.
[image: ]The cursor will highlight the first occurrence of a “Maup Index” style, but it will appear to be highlighting only a blank area in the document. If you right click on the highlighted area and then select “Font,” that dialog box opens and you can see the reason why our selection is so hard to see.
In the Font dialog box not only is the word “Hidden” checked but the size is set to the smallest possible size, one point (1/72 of an inch or 0.03528 of a millimetre), and the font color appears to be empty because we have set it to “transparent.”
To see the index reference, we do not have to change the “Hidden” checkmark since we are already “seeing” all hidden text. Change the size to something like ten or twelve, and set the font color to a bright red. The index information will then become visible, as you can see below.

[image: ]The field is within the braces (squiggly brackets) and the letters “xe” designate the field as an index entry. The words that go into the index are inside the quotation marks. The program that makes individual documents out of all the contes also uses this information to name documents for an alphabetical sort.
To return this field to its prior state, either press the “undo” shortcut keys: Ctrl + “z” or, better, close the document without saving it and return to the original edition of the tales. The index fields are the only hidden fields within the document, and they should remain hidden.
The reason we peeked at these fields now was to let you be aware of certain ramifications that we discuss next.

[image: ]Making an index with Word: While working with the edition, one normally makes an index by clicking on the fourth Maupassantiana button. If you wish to control more of the formatting of the index, you can do so by letting Word make the index. For that to work with the edition, however, you must first click on the Show/Hide command button to enable the computer to see the index fields. The computer has no trouble reading index fields set in one point type with a transparent colour, but it cannot read hidden text unless you first click on the button that displays hidden text. If that button [image: ]appears depressed, then you can click on References to display that toolbar, and inside the Index group you can click on Insert Index.
That will display the Index dialog box pictured to the right, which lets you decide whether or not to right align page numbers, how many columns the index should have, and, with the “Modify” button, what the formatting of the different levels of the index should be.
The important thing to remember is that if you do not use the Show/Hide button (or Ctrl + Shift + “*”), Word will not see the index and will, instead, replace the current index with this terse message in boldface type: No index entries found.
If you see that message, you have to recreate the index with the Show/Hide button depressed.

A possible problem in creating individual documents from the edition: The program that extracts individual files from the edition and puts them into separate documents determines the start and end of a conte by the index fields. If the index fields are kept hidden and as small as possible when “visible,” then there will be no problem. However, if for any reason one of the index fields no longer exists or has been accidentally assigned a style other than “Maup Index,” then two (or more) contes will be included under one title. 
If you specified the program should make a directory of contes in chronological order, then the number of the last document should be 305. If it is a smaller number, then your file has become corrupted. We try to keep the index fields hidden and as small as possible so that you will not accidentally alter the field. If there is any problem, the safest procedure is to download a new copy of the edition from Maupassantiana.

[image: ]To create an index to a subset of the contes: If for any reason you need to create a subset collection of contes and you assemble them from the individual conte files, these will not contain any index references nor will they have any of the Maupassantiana buttons. Therefore, if you need to put an index in a small collection of these tales, the easiest way is use Word to mark the index entries (see in the Reference toolbar, in the Index section, the button “Mark Entry”). With the entries marked, you can click on the “Insert Index” button to create the index.
[image: ]An alternative method is to start with the full edition, save it under a different name, and then delete the contes that you do not want in the subset. To do that, in the View toolbar, in the “Document View” section, click on the “Draft” button. 
[image: ]In the Draft view you can see the Section Break lines. The hidden index code is always located between the Section Break lines and the title, so you should be sure that you include the Section Break at the start of any conte you want in the subset you are making. 
This concludes the Appendix and the guide to using Word 2007 with Les Contes de Maupassant. If you have any suggestions on either the guide or on the edition, we would like to hear from you. Contact Professor Allen at allen@cc.umanitoba.ca. 
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