
Click File, Properties to access the document properties dialog.    
This has the following tabs:

· General - gives details about the location and size of the 
document and when it was created and last modified.

· Summary - allows you to add specific information such as the 
title, subject, author, category and keywords.        This 
information can be used when searching for documents.

· Statistics - provides statistics about the numbers of pages, 
paragraphs, lines, words and characters (including and 
excluding spaces).

· Contents -  lists the document title and headings.
· Custom - this tab enables additional information to be added to 

the document to assist with searching.

Accessing Alternatives: 

Menu: File, Properties. 
Keyboard: <Alt + F,I>


