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Basic Microsoft Word 2003

This handout is ssmply an outline to be used as a guide in class. Microsoft Word offers many ways to
accomplish different tasks. The steps below identify at least one way to accomplish atask in Microsoft Word.
We will explore as much of this program as time allows.

Microsoft Word provides powerful tools for creating and sharing professional documents such as reports,

cdendars, letters, form letters, and labels.

WHAT VERSION ARE YOU USING?

When seeking help from the help desk or purchasing a book, you need to know the correct version of the
software that you are using. To find the version that isinstalled on your computer, follow the steps below:

1.
2.

Click the Help menu.
Click About Microsoft
Office Word.
Theversionis
displayed in the dialog
box. In thisexample,
we are using
Microsoft® Office
Word 2003.

When finished click
OK.

About Microsoft Office Word %]

Microsoft@ Office Word 2003 (11.5604,5703)
Part of Microsoft Office Professional Edition 2003
Copyright © 1953-2003 Microsoft Corporation.  All rights reserved.

Pattions of Intemational CorrectSpell™ spelling carrection systern € 1993 by Lermout % Hauspie Speach
Praducts MM, All Hghts reserved, English thesaurs content develaped For Microsoft by Blaomsbury
Publizhing Plc, French spelling chacker, dictionaries, hyphenatar toal, thesaurus and application € 1994-2000
SYHAPSE Déweloppernent, Toulouse (France), All rights reserved, Spanish Spelling Engine, Hyphenation
Engine, and Thesaurus Engine & 1995-2002 by STEMUM Cia, Leda, Quita, Ecuadaor, &ll rights resarved,
French and Spanish bilingual dictionaries © Langenscheidt K3 Bedin and Munich 2000, Cettain ternplates
deweloped For Microsoft Corporation by Imprassa Systemns, Santa Rosa, Califomia, Compare Yersions
©1992-2000 Adwanced Software, Inc, All rghts reserved The American Haritage Dictionary of the English
Language, Third Edition Copyright 2 1992 Houghton Mifflin Company, Electronic wersion licensed fram
Letniout & Hauspie Speech Products M4, &ll rights resetved.,

This product is licensed to:

Shannon Yillwock,
Minnesoka State University, Mankato
Produck ID: 73931-640-2173543-57471

Wiew the End-User License Agresment

Warming: This computer program is protected by copyright law and inkernational
kreaties, Unauthorized reproduction or distribution of this program, or any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted to the i

maximum extent possible under the law, aystem Infa...
Tech Support. ..
Disabled Ikems. ..
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GETTING & USING HELP Help |
@ Microsoft OFfice Ward Help— F1

There are three different ways to open help: O

» Pressing F1 on the keyboard. Microsoft Office Online
» Clicking the Help menu on the menu bar and clicking Microsoft

Office Word Help. Cantact Us
» Clicking on the Help button on the Standard toolbar. @ wordPerfect Help. ..
Check For Updates

CONTACTING THE M SU HELPDESK o .
etect and Bepair. ..

> Call 389-6654 Activate Product, ..
» Online at http://hel pdesk.mnsu.edu Customer Feedback Options. ..
» E-mail hel pdesk@mnsu.edu Abouk Microsoft OFfice \Whard

> Visit uson the 3 floor of the Memorial Library
TOOLBARS

Many times when you open an Office program the toolbars are in one row. Also when using the menus some of
the items are hidden (see below) making it impossible to see all of the options available. To change these

settings, follow the steps below. Tooks | Table Window Help

Prokect Document. ..
Letkers and Mailings 3
Macro 3
Cuskomize, ..

Cpkions. ..

bt
W

1. Click the View menu then Toolbars, Customize...
2. Onthe Optionstab, click the first two check .

boxes to put checksin them. KB
3. Click Close. Toolpars ] Commands ~ Options l

Personalized Menus and Toolbars

[ Show Standard and Formatting toolbars on bao rows:

[ Always show full menus

[ Show Full rmenus after a shork delay

Reset menu and toalbar usage data

Other
[ Large icons
[¥ List Fonk names in their Fonk
[v Show ScreenTips on boolbars

[ Showe shorkcut keys in ScreenTips

Menu animakions: |Fade -

kevboard. .. | Close |
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TURNING TOOLBARS OFF AND ON

1. Click the View menu then Toolbars, Customize...

2. Click the Toolbars tab at the top of the box.

3. Put acheck in the box next to the toolbar name to turn it on.

Customize

Taolbars l Caommands ] Qptions ]

Toolbars:

[v Formatting

[ 3-D Settings

[ AuboText

[ Corkrol Toalbox

[ Database

[ Diagram

[ Drawing

[ Crawing Canvas

[ E-mail

[ Extended Formatting
[ Forms

[ Frames

[ Function Key Display
[ lapanese Greetings

[+ Mail Merge

21

=

dill;

Reset...

[

Close |

kevboard. ..

4. Click Close.

SETTING USER PREFERENCES

User information is used in labels,
envelopes, author information and other
places throughout Word.

1. Click the Tools menu, Options, and the
User Information tab.

2. Enter your information in the
corresponding boxes.

3. Click OK when finished.

Wi l

Edt |
Security ]

spelling & Grammar l

General l Save

print |
Track Changes

IUser Information

Zompatibility l File Locations

IJser information

Marne:

|'ﬁhannu:un Willwaock,

Initials:
=l

Mailing address:

Shannon Vilwock

Minnesota Skate University, Mankato
3010 Mermorial Library

Mankato, MR 56001

o]

Zancel
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VIEWS

Click the View menu or use the buttons at the bottom left corner of the screen to select Normal, Web Layout,
Print Layout, Outline, Reading Layout, Document Map, or Thumbnails.

B2z 6|

Work in Normal View for typing, editing, and formatting text. Normal vilew shows text formatting but
simplifies the layout of the page so that you can type and edit quickly. In normal view, page boundaries,
headers and footers, backgrounds, drawing objects, and some pictures do not appear.

Work in Web Layout View when you are creating a Web page. The document appears as one long page
without page breaks and text and tables wrap to fit in the window. In Web layout view, backgrounds are visible
and graphics are positioned just asthey are in aWeb browser. Use Web Page Preview in the File menu to view
the web page in abrowser.

Work in Print Layout View to see how text, graphics, and other elements will be positioned on the printed
page. Thisview isuseful for editing headers and footers, adjusting margins, and working with columns and
drawing objects. Items such as headers, footnotes, columns, and text boxes appear in their actual positions.

Work in Outline View to look at the structure of a document and to move, copy, and reorganize text by
dragging headings. In outline view, you can collapse a document to see only the main headings or you can
expand it to see all headings and even body text.

VIEWING M ODES

New to Word 2003, you can use viewing modes when you want to read or move around in a document.

Reading L ayout toolbar
e =4 S loocument Map ] Thumbnails | 34 Find... 4., Research... (), = [ Close

Reading Layout View

To read adocument with a minimum of eye strain and with tools optimized for reading, use Reading L ayout
View. The document isresized to fit the screen and most toolbars are removed, but commands are available for
navigating, commenting, and looking up words. Word also uses your computer's screen resolution settings to

size the document for optimum readability. x|
Reading layout view doesn’t display the y et o Feeelng Lok,
document the way the document is formatted This wiew has been designed ko make it easier bo read documents on wour

screen without needing to print thern out,

for printing. Text may appear larger than eadi Loyt

. eading Layout:
expected and the page breaks do_not necessarily « Lots vou flip pages, ke reading a book,
COI'I'ESpOﬂd to breaks between pri nted pages. + |ses large kexk with ClearType® For easy reading.

. . + Is anideal place to review and comment on & document,
TO use Reqdl ng LayOUt VIG'N, pressALT+R, + Shows only the tools vou need Far reading.
click the View menu and click Readi ng LayOUt’ The pages of vour document have been adjusted ko fit vour screen.

or click on the Read button on the Standard There may appear ko be more pages when reading on screen than actual
printed pages, Click the Actual Page butkon to display the document as ik
toolbar. - Read | would be printed or click Close to exit Reading Layout.

To turn off readi ng |ay0ut view, press ALT+C More information about Reading Lasout
or on the Reading L ayout toolbar click the B il b e s e e
Close button.

L Close

In reading Iayourvi'ew:]you can use the

Document Map or thumbnails to jump to different sections of the document.
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STANDARD TOOLBAR
NETHRS PR VE A SR ERES T e - @ FHred i

CREATING A NEW DOCUMENT B

1. Click the New button on the Standard tool bar.
2. Enter the information.

Keyboard Shortcut: Press CTRL+N to create a new document.
Keyboard Shortcut: Press CTRL+ENTER to insert a page break.
DOCUMENT PROPERTIES

To check the properties of your Word document:

1. Click the File menu.

2. Click Properties.
3. Click the General tab.

Mew.doc Properties |

Iﬂ—j Mew, doc

Type: Microsoft Word 97-2003 Document:
Location:  C:\Documents and Settings) villws . CAMPUSYMyY Docunm
Size: 23.5KE (24,064 bvtes)

M5-0i0S name:  Mew.doc

Created; Thursday, December 04, 2003 2:55:53 PM
Modified: Thursday, December 04, 2003 2:55:53 PM
Accessed: Thursday, December 04, 2003 2:55:53 PM

attributes: [T Readonly T Hidden
| archive T Swstemn

I I Cancel
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NAVIGATING

There are many ways to move the insertion point (cursor) on aWord document. Listed below are keyboard

methods.

Press Tomove
Left Arrow One character to the | eft
Right Arrow One character to the right
Up Arrow Uponeline
Down Arrow Down oneline
Ctrl+Left Arrow One word to the left

Ctrl+Right Arrow

One word to the right

Ctrl+Up Arrow

One paragraph up

Ctrl+Down Arrow

One paragraph down

Shift+Tab Onecell to theleft (in atable)
Tab Onecdll to theright (in atable)
End Totheend of aline

Home To the beginning of aline
Ctrl+End To the end of a document
Ctrl+Home To the beginning of a document
Page Up Up one screen (scrolling)

Page Down Down one screen (scrolling)
Ctrl+Page Down To the top of the next page
Ctrl+Page Up To the top of the previous page
Alt+Ctrl+Page Up To the top of the window

Alt+Ctrl+Page Down

To the end of the window
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AUTOCOMPLETE

AutoComplete is afeature in Microsoft Word that will suggest a complete word or phrase when you type the
first four letters. Examples: Day of the week and month of the year.

1. Start typing the current date.
2. Watch for the AutoComplete box. When you see the date, press enter.
SELECTING TEXT

Before you can move, copy or format text, you must select it. There are many different waysto select text in

Microsoft Word.

To sdlect

Do this

Any amount of text

Drag over the text.

A word Double-click the word.
A graphic Click the graphic.
A line of text Move the pointer to the left of the line until it changes to a right-pointing

arrow, and then click.

Multiple lines of text

Move the pointer to the left of the lines until it changes to a right-pointing
arrow, and then drag up or down.

A sentence Hold down CTRL, and then click anywhere in the sentence.

A paragraph Move the pointer to the left of the paragraph until it changes to aright-
pointing arrow, and then double-click. Or triple-click anywherein the
paragraph.

Multiple paragraphs Move the pointer to the left of the paragraphs until it changesto aright-

pointing arrow, and then double-click and drag up or down.

A large block of text

Click at the start of the selection, scroll to the end of the selection, and
then hold down SHIFT and click.

An entire document

Move the pointer to the left of any document text until it changesto a
right-pointing arrow, and then triple-click OR Ctrl+A.

SAVING

1
2.
3.
4. Click the Save button.

. Click the Save button on the Standard toolbar. =

In the Save As box, select the destination.
In the File name box, type afile name.

TIP: To save al open documents, press SHIFT, and then click Save All on the File menu.
TIP: To closeal open documents, press SHIFT, and then click Close All on the File menu.
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INSERTING THE DATE AND/OR TIME

1. Click the insertion point where you want the date
placed in the document.

Click the Insert menu.

Click Dateand Time...

In the dialog box, choose a date or time format.

If you want this date (or time) to be updated
automatically each time this document is opened,
click the Update automatically checkbox.

6. Click OK.

agbrwbd

EDITING

Backspace will delete charactersto the left of the
insertion point.

Date and Time

Available Formats;

Q203002003

Tuesday, December 30, 2003
December 30, 2003
12130003

2003-12-30

30-Dec-03

12,30,2003

Dec, 30, 03

30 December 2003
Decemnber 03

Dec-03

1213002003 2:34 PM
1213002003 2:34:17 PM

Language:
English {11.5.) v

2134117 PM
14:34
14:34:17
Update automatically
Default. .. [ (0] 4 ] [ Zancel

Delete will delete characters to the right of the insertion point.
Insert Mode is the default mode. When characters are typed, the text moves to the right.

Overtype Mode will type over existing characters.

CUTTING, COPYING AND PASTING

There are four basic steps to cutting or copying and pasting.

1. Select the text to be copied or cut.

2. Cut or Copy: Usethe Edit menu or the keyboard shortcut (Ctrl+X=cut or Ctrl+C=copy) or the button on the

Standard toolbar. Cut=| & Copy= Bz

3. Destination: Place the insertion point where the text should appear.
4. Paste: Use the Edit menu or the keyboard shortcut (Ctrl+V) or the button on the Standard toolbar. g

AUTOCORRECT

AutoCorrect is afeature that will automatically
correct text as you type. AutoCorrect also has other
options available, such as correcting two initial caps
and capitalizing days of the week.

1. Click on the Tools menu.
2. Click AutoCorrect Options.

EXAMPLE OF USING AUTOCORRECT:

1. Inthe AutoCorrect dialog box, type MSUM in
the Replace box.

2. Inthe With box, type Minnesota State
University, Mankato.

3. Click the Add button.

4. Click OK.

5. Type MSUM in the document and press the
Spacebar.

~

AulnCurrect: English {U.5.]
AuktoText AukoFormat Smark Tags
AutoCarrect AukoFarmat As You Type

Show dutoCorrect Qptions butkons

Correct TWo IMitial CApitals
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Carrect accidental usage of cAPS LOCK key

Replace text as wou bype

Replace: ‘With:

fc) e
g ]

(tl’l’l:l TH

W
Automatically use suggestions From the spelling checker

[a]'4 l [ Cancel
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UNDO

Undo is a command used to reverse changes made to a document.

Use one of the options below to use Undo:

Click the Edit menu and click Undo or

Click on the Undo button on the Standard toolbar ! = or

Use the keyboard shortcut: Ctrl+Z

REDO

Redo reverses the action of an Undo command. It is an undo for the Undo.

Use one of the options below to use Redo:

Click the Edit menu and click Redo or

Click on the Redo button on the Standard toolbar © ~ or

Use the keyboard shortcut: Ctrl+Y

FORMATTING

Formatting is changing the appearance of text in the document.

FORMATTING TOOLBAR

A4 Mormal 4+ Cente + TimesMewRoman - 12 -~ | A" A B 7 U %E

O-%-A-

The Formatting Toolbar is used to apply many different formats and styles. One type of formatting is character
formatting. Apply formatting using the Formatting toolbar or the Font menu.

DEFAULT FONT

The default font for Microsoft Word is Times
New Roman, size 12, black. From this dialog
box, the Default font can be set using the
Default...button.

To set the default font:

1
2.

Click the Format menu then Font.
Adjust the settings to reflect the settings to
be used as default for all new documents

Click the Default...button on the dialog box.

Click Yesto change the default settings.

Font 21|

Font l Character Spacing ] Text Effects ]

Font: Font style: Size:

|Times Mew Roman |Regular |12
Times Mew Roman | [Reqdlar BE i‘
Trebuchet M3 Tkalic ]
Tw Cen MT Bold 10
Tw Cen MT Condensed —1 |Bold Italic 11 j
Tw Cen MT Condensed Extra Bold ﬂ 1z
Font color: Underline skyle:
| I - | [incre) ~| |

Effects
[ Striketbrough [ Shadow [ small caps
[ Double strikethraugh [ Cutline [ all caps
[ Superscript [ Emboss [~ Hidden
[ Subscripk [ Engrave

Preview

Tines Mew Eoman

This iz a TrueType font, This fant will be used on bath printer and screen.

Default, .. (0] 4 |
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FORMAT PAINTER

The Format Painter isatool used to quickly copy character formatting from selected text to other text you
select.

1. Select the text containing the formats you want to copy.

2. Click onthe Format Painter button on the Formatting toolbar. # | The mouse changes to a paintbrush with
an I-beam. -

3. Select the text you want to format.

The previous method allows you to use the Format Painter once. By double-clicking on the Format Painter
button, you can apply the formatting continuously until you turn it off.

To turn off the Format Painter:

e Click on the Format Painter button on the Formatting toolbar OR
e Pressthe Escape button on the keyboard.

PARAGRAPH FORMATTING

Click Format, Paragraph to adjust the Indents .. .
and Spacing settings for paragraph formatting. | Paragraph @
Y ou can specify paragraph settings, such as
indentation and alignment, by selecting Indents and Spacing | Line and Page Breaks
optionsin the Paragraph dialog box. General

Alignrment: Left w Cutling level: Body kext | w

INDENTSAND SPACING TAB

Indentation

General
Left:

=

Special: By

4| (|4
4

Alignment — Sets the position of paragraphs Right: 0" (noney | v
relative to any indentation formatting. To

align paragraphs relative to the left and right Spacing

][nargl nsin adocument, clear any indentation Before: ko - P
ormatting. After: Auka & Single " =
Outlinelevel — Select an outline level to
apply to the selected paragraphs.
Presview
Direction — Specifies the direction of a
paragraph.
¥ou oo apmiy poogiogh aawnpa, audh @ iod omd d b ad=ung opuona
10 th= Foogiogh didog boa. The oralohiluy of a0me opuona degmda oo the lmguops o
Right-to-left — Sets the alignment and e enlle i ekl o e
reading order for a paragraph to right-to-
left.

x ) ==

L eft-to-right — Sets the alignment and
reading order for a paragraph to left-to-right.
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| ndentation

L eft or Before text — Enter the amount you want to indent a paragraph from the left margin. If you want text to
appear in the left margin, enter a negative number.

Right or After text — Enter the amount you want to indent a paragraph from the right margin. If you want text
to appear in the right margin, enter a negative number.

Special — Specifies the type of indentation. Click First line to indent only thefirst line of a paragraph. Click
Hanging to indent all but the first line of a paragraph. Click none to remove special indentation formatting.

By — Enter the amount of indentationfora | 1
S o i Paragraph 2 4
first line or hanging indent. Microsoft Word s .
clears this box when you click none on the Indents and Spacing | Line and Page Breaks
Special list zEneral

Alignment; Left W outline level: Body kext |

Automatically adjust right indent when
document grid isdefined — Automatically

adjusts the right indent when you use the Indentation
document grid. Left: 0" > Special: Biy:
' Right: 0" 2 {rione) w v
Spacing
Spacing
Befor e — Sets the amount of space above s ot — _ _
each selected paragraph. = ' i Line spacing: Ab:
After: Auko 2 Single » =
After — Sets the amount of space after each
selected paragraph.
Prewiem
Line spacing — Sets the amount of vertical
space between lines of text. If you click At
least, Exactly, or Multiple, enter avaluein Vo e apefy pacgigh auags, auch m indemais wd o by acbemng aquams
the At box . :‘:‘:,213‘:: :::&:F; ;I::“:nldnlu-r ol 30m= opuona dependi oo the looguog= tha

At — Enter the amount of vertical space you

want between lines of text. Thisoptionis ok | [ Cancel

unavailable until you click At least,
Exactly, or Multipleinthe Line spacing list.

Don't add space between par agraphs of the same style — Automatically adjusts vertical space between
paragraphs that have the same style applied.

Snap to grid when document grid is defined — Aligns text with the document grid.
Preview
The Preview box shows how your document will look with the selected options applied.

Tabs— Click to open the Tabs dialog box. Use this dialog box to set or change the tab stop settings for a
paragraph.
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LINE AND PAGE BREAKS

Pagination

Widow/Or phan contr ol — Prevents Microsoft
Word from printing the last line of a paragraph
by itself at the top of a page (awidow) or the
first line of a paragraph by itself at the bottom
of apage (an orphan).

Keep linestogether — Prevents a page break
within a paragraph.

Keep with next — Prevents a page break
between the selected paragraph and the
following paragraph.

Page break before — Inserts a page break
before the selected paragraph.

Suppressline numbers— Prevents line
numbers from appearing next to selected
paragraphs. This option does not affect
documents or sections with no line numbers.

Don't hyphenate — Excludes a paragraph from
automatic hyphenation.

BULLETED AND NUMBERED LISTS

Bullets or numbering can be easily applied
toalist.

To apply bulletsto alist:

1. Sdectthelist.
2. Click the Bullets button on the
Formatting toolbar. :=

To apply numbersto alist:

1. Selectthelist.
2. Click the Numbering button on the
Formatting toolbar.| :=

33—
F—

Paragraph

Pagination
Widow'Orphan control
[ keep lines together

[] suppress line numbers

[ ] Don't hyphenate

Preview

Indents and Spacing | Line and Page Breaks

[ keep with next
[] Page break before

md

b !

You e apealy poogiogh imungs, uch miod

10 th= Faogiogh didog box The malohiliy o anme opunna depeda

N p opuons
oo the lmpuog= o

(0] 4 ] [ Cancel

Bullets and Numbering

Bulleted | Numbered | Cutline Numbered

O

MNone O

O

- ol
- i
- ol

Lisk Skvles

Cuskomize. ..

l

Ik ] [ Zancel

]
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COLUMNS

Columns can be used to give your document a newspaper column |ook.

To insert columns:;

1. Onthe View menu, click Print Layout.
2. Sdlect the text intended for columns. -
3. Click the Columns button on the Standard toolbar. =

4. Click and drag over the number of columns desired and release the mouse.

To insert a column break:

1. Place the insertion point where you want the column to break.
2. Click the Insert menu and click Break.

3. Inthe Break dialog box, click Column break and click OK.
To revert back to one column:

1. Select the columns.

2. Click the Columns button on the Standard toolbar. = ==

3. Click the first column. —

FIND AND REPLACE

-

Break

Break bypes

() Page break,

(%) Colurn break

() Text wrapping break
Section brealk bypes

O Mext page

{:!' Conkinuaus

{:} Even page

(O 0dd page

ok | cancel |

. Find and Replace
Find e

1. Onthe Edit menu, click Find. Find | Relace

2. Inthe Find what box, enter the text that you
want to search for.

3. Select any other options that you want.

4. Click Find Next or Find All.

To cancel asearch in progress, press ESC.

Find what:

[] Highlight all items Found in:

More ¥ Cancel

Replace

On the Edit menu, click Replace. Find and Replace

In the Find what box, enter the text that you wg | Find | Reglace
In the Replace with box, enter the replacement
Select any other options that you want.

Click Find Next, Replace, or Replace All.

Find what:

agrwbdPE

Replace with:

GoTo

1. On the Edit menu, click Go To.

2. Inthe Go to what box, click the type of
item. Find and Replace

3. Do one of thefollowing: Find | Replace
* To go to aspecific item, type the name PR,
or number of the item in the Enter box, Page

Section

and then click Go To. Line
= To go to the next or previousitem of the || Eomen

Foaotnaoke

same type, leave the Enter box empty, Endnate
and then click Next or Previous.

Enter page number:

Enker + and — to move relative ta the current
location. Examplz: +4 will rmove Forward Four
items.

w

Prewious ][ lext ][ Close
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INSERTING OBJECTS € & Insert Clip Art - x

Search For
Many types of objects can be inserted into a Microsoft Word document. Search bast:
Some examples of objects are documents, clipart, photos, Excel
worksheets, and text files. —
Toinsert a Microsoft Word file uthergseanchiptions
Searchin:

1. Placetheinsertion point where you want the file to appear. All collections M
2. Click the Insert menu. Results should be:
3. Click File... all media file tvpes -
4. Findthefiletoinsert, click onit to select it and click Insert.
The following isalink where you can download free clipart and media
from Microsoft http://office.microsoft.com/clipart/default.aspx.
Toinsert clip art
1. Placetheinsertion point where you want the clip art to appear.
2. Click the Insert menu.
3. Click Picture.
4. Click Clip Art...
5. A task pane will be displayed at the right side of the screen. Withinin

this task pane you search for the clip art and insert it by clicking once

onit. Theclip art will beinserted in your document where your

insertion point is located.

See also
Todeleteclip art from a document [ clip Organizer...
@ Clips Online

1. Click onthe object to select it.

2. Pressthe delete button on the keyboard. (@) Tios for Fincing Clips

Drawing toolbar
Draw~ i |Autoshapes~ ™ 2 (O Al Al G @ d- Z-A-==5 4 "jﬁ_

Drawing shapes and AutoShapes

1. Click on ashape, line, arrow, or AutoShape on the Drawing toolbar.
2. Click and drag the mouse to form the shape.
3. Release the mouse when the shape is the desired size.

TIPSFOR USING GRAPHICS

To use a button on the Drawing toolbar multiple times, double-click the button.

To restore an imported graphic to its original size, press CTRL and double-click the graphic.

To resize an imported graphic and keep its original proportions, drag a corner handle.

When you resize a graphic, you can see the percentage of the graphic's origina height and width by clicking
Picture on the For mat menu and then clicking the Size tab.

e Towrap text around a graphic, click the graphic, and then click Text Wrapping on the Pictur e toolbar.
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PAGE SETUP

Page Setup is used to make changes to the printed
output of a document.

To open Page Setup:

1
2.

Click on the File menu.
Click on Page Setup...

On the M ar ginstab, you can change the
margins, page orientation, options for multiple
page printing, choose to apply your settings to
part or al of adocument, and watch as the
preview picture displays the effects of the
selected settings.

Default...Click to store the current settings as
the default settings for the active
document and for all new documents
based on the current template.

On the Paper tab, choose a standard or
customized paper size, select a paper source
for the first page and other pages of the
document, and watch as the preview picture
displays the effects of the selected settings.

Page Setup

Margins Paper Layauk

Margins
Top: 0.5"

Left: n.5"

(¢l [ele ] [lel¥

Gutker: o

Orienkation

A)

Portrait Landscape

Pages
Mulkiple pages:

Presview
Apply bo:

Whale document W

Default. ..

Gukter position: | Left

Bottom: (0.5"

[¢lb] el

Right: |0.5"

[ <

Mormal w

Ok ][ Cancel ]

=

Page Setup

B[]

MMarqgins Paper Lawauk

Paper size:
Letter
width: g.5"
Height: 11"

FPaper source
Firsk page:

Default kray (Automatically 5
Automatically Select ol
First fvailable Tray

Tray 1

Tray 2

Manual Paper Feed ]

Pressiew
Apply bo:
Whole document W

Print Options. ..
Default, ..

«

[

Other pages:

Default kray (Automatically 5~
Automatically Select (|
First fvwailable Traw

Trav 1

Tray 2

Manual Paper Feed ]

[ ()" ] [ Cancel
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Page Setup

» OntheLayout tab, change and view the Margins | Paper | Layout :
|ocations where Microsoft Word starts new cection
document sections, prevent endnotes from et ,
. . . eckion stark: Mew page w
printing in the current section, set the text
direction as left-to-right or right-to-left, create
different headers and footers for odd and even
numbered pages as well asthe first page, Headers and footers
change the header and footer margins, adjust [ ifferent gdd and even
the vertical a|ignment, ] Cifferent firsk page
From edge: Header: [0.5" =
) . Foater: |0.5" =
Line Numbers... —add or remove line numbers Page
in the portion of the document selected in the vertical a t .
Apply to list. Wertical alignment: ap w
. Presview
Borders... —set options for borders around the apply to:
pagesina document. Whale document v —
[ Line Mumbetrs, ., ] [ Borders. ., ] —
o) [cnee
PRINTING Print
There are many options for Printer
printing adocument. The Barne: 2 HP LaserJet 2100 PCLG v
printer, number of pages, Status: Idls
and page range can be Type: HF Laserlet 2100 PCLE
changed, as well as other Where: LFT1: [] Print to file
options Comrment: [ ] Manual duplex
Page range Copies
To open the Print dialog @ al Murnber of copies: 1 =
box: ) Current page
() Pages: Collate
1. cC !Ck on th_e File menu. Enter page numbers and/or page ranges
2. Click on Print. separated by commas. For example, 1,3,5-12
Another option for printing Prink what: | Document v | [Z0OM
i i P heet:
a c_jocument isto click the Print: all pages in range ages per shee 1 page w
Print button on the e nles s e [RRE —
Standard toolbar. By - el
clicking this button, the
open document will be Options. . ok || cancel

printed with the default
settings.
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CREATING TABLES

A tableis made up of rows and columns of cells that you can fill with text and graphics. Tables are often used to
organize and present information, but they have a variety of other uses aswell. Y ou can use tablesto align
numbers in columns, and then sort and perform calculations on them. Y ou can also use tables to arrange text
and graphics, such as side-by-side paragraphsin a résumé.

Creating a Table

1. Placetheinsertion point where you want the table.
2. Click Insert Table on the Standard toolbar. 1
3. Drag the mouse to select the number of rows and columns you want and rel ease the mouse.

To add arow at the end of atable, click the last cell, and then press TAB.
To display the toolbar, click Tables and Borders on the Standard toolbar.
To change atable, use the table tools on the Tables and Borders toolbar.

Tables and Borders

A | | |_,-*-||:|- -

g = - 4F Uil 2l &1 =

Tables can also be created using existing text and a table can be converted to tabbed text.

To create atable with existing tabbed text:

1. Select thetext.

2. Click on the Table menu and go to Convert.

3. Click Textto Table.

USING CALCULATIONSIN TABLES

Numerical data can be calculated within atable. Use the following steps to sum numbersin atable.
1. Click inthe cell where you want the cal culation to appear.

2. Click the Table menu and click Formula.
3

. Word automatically inserts the Sum function. Y ou can aso apply number formatting. Make any
adjustments within this box and click OK.

- -

Formula

Formula:
=SUM{LEFT)

murmber Format:

Paste Function: Paste bookmark:

| (0] 4 ] [ Cancel
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WORDART

Special text effects can be created using the WordArt Gallery that is part of Microsoft Office. To insert a
WordArt drawing object:

1. Click the Insert menu, go to Picture and click WordArt.
2. Click the style of WordArt drawing object you want and then click OK.

-,

WordArt Gallery
Select a Worddrk skyle:
T W
Weralrt \'ml‘lwt wordar, WordAr Wordar!| :
Moyt WordArt | WordAet| o742+ Woniet| 2 ™

_ . I ¥
w wordar |- WordArt| WordA ]|

WordAst w _— ; -
[ Ok l [ Cancel ]

3. Inthe Edit WordArt Text dialog box, type the text you want to format. The font and font size can be
changed and bold and/or italics can be applied. Click OK to insert the WordArt into the document.

f 1

Edit WordArt Text
Fonk: Size:

T Arial Black, W | 30 |

Texk:

Your Text Here

[ (]9 ][ Cancel ]

To edit the WordArt, click on the WordArt and use the WordArt toolbar (shown below) to adjust the settings.

Al | Edit Text. | L Y A BE| A4 (B = AV
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| MPORTING AND CONVERTING
A fileformat isthe way in which information is stored in afile so that a program can open and save thefile. A

file'sformat isindicated by athree-letter or four-letter extension after the file name. For example, when you
save a new document in Microsoft Word, Word by default storesit in Word format with a.doc file extension.

To convert afile:

1. Click the File menu.
2. Click Open.
3. Click on the Files of type down arrow at the bottom of the Open dialog box to list the available formats.
4. Click ontherequired file type.
5. Select the desired file and click Open.
B
Look in; L} My Documents v @ -0 Q X Cu Ed - Tods~
- | Mame Size | Type Date Modified
Lﬁ ] My Data Sources File Folder 4192003 10:13 AM
My Recent . )
T I_JMy eBooks File Folder 10/14/2003 12:15 PM
jMy Music File Folder FI7I2003 207 A
= ﬂM';.-' Pictures File Folder 11/7/2003 3:22 PM
My Received Files File Folder 62002003 10:55 AM
Deskiop EMy Videos File Folder 11/21)2003 3:38 PM
My Docurnents
:-'!!'I
My Computer
@« -
. File: narne: v
My Metwark, _
Places Files of type: | all waord Documents (*.dac; *.dat; *.htm; *.heml; *.orl; *.rtF; * mht; *,

CONVERTING FILESTO AND FROM OTHER FORMATS

Listed are the file formats available in Microsoft Word for converting files. If these formats are not available, a
converter may have to be downloaded from the Internet.

If you want to open or save in aformat that's not installed by default, you may need to install additional
converters.

Word can open and save filesin many formats apart from its default format (.doc), without the use of a
converter. The converters that come with Office Word 2003 alow you to do one or all of the following:

v Open afilethat was created in another program.

v' Save afile so that it can be opened in another program.

v Open an Office Word 2003 document in another program.

v" Opening and saving files in various formats without a converter
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FORMATSWORD CAN OPEN DIRECTLY

.doc — The default Word document format.

.dot —Word template format.

htm, .html —Web page in HTML format. HTML: The standard markup language used for documents on the
World Wide Web. HTML uses tags to indicate how Web browsers should display page elements such as text
and graphics and how to respond to user actions.

.mht, .mhtml —Web page in single file Web page format (also known as Web archive).

xml — Extensible Markup Language; A condensed form of Standard Generalized Markup Language (SGML)
that enables developers to create customized tags that offer flexibility in organizing and presenting information.

Itf — Rich Text Format; A file type used to transfer formatted text documents between applications, even those
that run on different platforms, such as IBM and Macintosh; contains formatting instructions that other
programs, including compatible Microsoft programs, can read and interpret.

xt — Plain text format: contains no text formatting.

FORMATSWORD CAN SAVE DIRECTLY
.doc — The default Word document format.

.dot —Word template format. Word applies all formatting and other attributes in the template to any new
document based on the template.

tm, .html —Web pagein HTML format. Preserves Word document properties so that HTML documents retain
Word-specific featuresif they are later saved back to Word document format.

Note: You can also save adocument in afiltered HTML format that removes the Word-specific HTML
encoding (Web Page, Filtered).

.mht, .mhtml — Web page in single file Web page format (also known as Web archive).
xml — Extensible Markup Language file.

Itf — Rich Text Format; converts formatting to instructions that other programs, including compatible Microsoft
programs, can read and interpret.

txt — Plain text format; contains no text formatting. Converts all section breaks, page breaks, and new line
charactersto paragraph marks. Allows you to select the ANSI character set or to use the encoding standard that
you choose. Use an encoded format when you share documents with people who use system software in another
language.
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