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Introduction

Introduction to Word 2003 is the first class in the new Word 2003 series. This new series
in Microsoft Word 2003 will explore most of the tools available to you by reviewing the
software by the menu options (File, Edit, View, Insert, Format, Tools, Table, and
Window). Each class will cover one or more menu by detailing what the menu options
are, applicable definitions, practical use suggestions, step-by-step instructions, and
alternative methods to doing the same task.

The first class in the series, Introduction to Word 2003 will provide a solid foundation for
which you will build in the remainder of the series. In this class you will learn:
o How to work with the menus
How to work with the toolbars
How to navigate efficiently in Word
What are Task Panes and how can you use them
How to specify settings for a variety of Microsoft Word features
Basic terms that are critical to your full understanding of Microsoft Word
How to use the various Help features in Word
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Using Word’s Menus

Definitions

The Menu Bar is located at the top of the Word Working Screen, just below the Title Bar.
The menu bar contains the names of Word’s menus and it is used to navigate through the
commands.

Word’s Menu Bar:

File Edit Miew Insert  Format  Tools  Table  Window  Help

Why would you use this?

You use the various menus in Word to accomplish a variety of tasks. When you click on
the menu, the specific commands are listed. You can adjust the settings to show you the
Full Menu which will list all menu commands or you can show a short list which shows a
list of the most commonly used commands.

Step by Step
Showing Short or Full Menus
What you do What happens
1. From the menu choose: The Customize box displays on the Options tab.
Tools, Customize CrTE— 2
Toolpars I Commands  Opkions |
If necessary, click on the Options Personalized Menus and Toalbars
tab. W ‘Show Standard and Formatting toolbars on bwo rows:

[ always show Full menus

v show Full menus after a short delay

Reset menu and toolbar usage data

Dther

[ Large icons
[w List Fonk names in their Fank
¥ show ScreenTips on toolbars
[ show shortout keys in ScreenTips

Menu animations: I(System default) VI

Kevboard, . | Close I

Ver. 2005.09.27 Learning Technologies/Software Training Page 3
©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Word 2003 The University of Akron

What you do What happens

2. If you want the full menu to
display when you click on the
menu bar, click in the checkbox for
the option, Always show full
menus.

3. Note: If you choose to use short A short menu:

menus, this checkbox should be Edit | Yiew Insert  Format
cleared. Short menu’s contains a #) | Undo Typing  ChrltZ
list of commonly used commands.
There are arrows at the bottom of a | & Bepeat Typing  Chrl+y
short menu (chevrons), and you L
can click on these arrows to
expand the menu to list all options.
You can also double-click with the

[h  Office Cliphoard. ..

mouse on the menu command to .
show the full menu. [ Paste Chrly
Clear 3
Select Al Chel+5
&4 Find... Chrl+F |
- Click here to
Rg:ulace(\A Ckrl+H I expand the
¥ ) It short menu.
N
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Using Word’s Toolbars

Definitions

A toolbar contains buttons, menus, or combinations of both, which can be used to
perform actions in Word. The most common toolbars are the Standard toolbar and the
Formatting toolbar. These toolbars are turned on by default. If you open a toolbar and
then close Word, the toolbar will still be open when you re-open Word the next time.

Standard Toolbar:
DEEHRS SR IvE B ¥9-c-alamEE A -0 e n ]

Formatting Toolbar:

d;{ Akron3 » Times New Foman - 13 - I o

I

I
-
|

==EEQ-v-A-l

Why would you use this?
You use the various toolbars in Word, as shortcuts, to accomplish a variety of tasks.
Most options you have available in the toolbars are also available via a menu option.

Step by Step
Adjusting the Toolbars
What you do What happens
1. By default, the Standard and The Customize box displays on the Options tab.
Formatting toolbars appear on one 21X

row. Toolbars I Commands  Cptions |

Personalized Menus and Toolbars

When more than one toolbar shares

a row, they Ove”ap and therefore [ ‘Show Standard and Farmatting taolbars an bwo rows:
some of the toolbar buttons are LT s
h idden. ¥ Show Full menus after a shork delay
Reset menu and toolbar usage data
To adjust the Standard and Other
Formatting toolbars to have I~ Large icons
separate rows select from the ¥ List font names in their font
menu: ¥ show ScreenTips on toolbars
TOOIS, Customize [ show shorkouk keys in ScreenTips

Menu animations: I(System default) 'I

If necessary, click on the Options

tab- Keyboard.. . | Close I
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What you do

What happens

2. To split the toolbars to separate

rows, click in the checkbox for the
option, Show Standard and
Formatting toolbars on two
rows.

You can also adjust the placement
of a toolbar by using the Move
Handles. The Move Handles are
the four vertical dots at the
beginning of a toolbar.

To move the toolbar, click with the
left mouse button on the Move
Handles, and drag to the desired
location.

The Move Handles:

=" Q-

Note: There are two ways a
toolbar can be displayed in the
Word window- docked or floating.

Docked: A docked toolbar
means that the toolbar is attached
to the top, bottom, or sides of the
Word window.

Floating: A floating toolbar
means that the toolbar is
somewhere other than the edges
of the Word window. You can
make any toolbar a floating
toolbar by dragging it with its
move handles. Some toolbars,
such as the Picture toolbar,
default as a floating toolbar.
You can move a floating toolbar
by putting the cursor over the
title and drag and drop.

Bl B Wew [nset Fomet Took Table Window Helb  AdhePDF  Acobat Comments
SE=T- REE I e Y s i pananE A - @ v Jinm
4 porma Bu[EEIm;E-EEFFEO-Y-A-f

{EEIEED BeoccfecrFrragrerB I I

= TmeshewRoman « 12 =

Docked
Toolbars

T

Floating
Toolbar
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What you do

What happens

You can also adjust what buttons
are visible on a toolbar. To add or
remove buttons from a toolbar,
click on the Toolbar Options

button = at the end of the
respective toolbar and then select
the option for Add or Remove
Buttons, and finally select the
name of the toolbar.

Note: The options that are active
on the toolbar have a checkmark in
front such as:

m _1 Mew EBlank Document Chrl+M

Note: Some options that are
checked may not appear and this is
because the toolbar is sharing a
row with another toolbar and there
is not enough room.

All toolbar options for the toolbar are listed.

B
&=
]
]2
[+]
=
[]a
[~]¥
[
[] %
[~]=a
[
[v] 7
[~]=
[]™
.J
BE
B2

Mew Blank Document ChrHh
open... CErl40
Save Chrl+35
Permission {Unrestricted Access)
Mail Recipient

Print Chrl+P
Prink Preview

Speling and Grammar, .. F7
Research... Alk-+Click.
Cut Chrl+3
Copy Chrl+-C
Paste Chrl+y
Format Painter Crl4ShifE+C
Undo Typing

Can't Redo

Hyperlink. .. Chrl+k
Tables and Borders Toalbar

Inserk Table...

Insert Excel Spreadsheet

Colurmns...

Drawing

Document Map

Show All Chri+*
Zoanm:

Microsoft: Office Word Help Fi
Read

Find... Chrl+F
Print... Chrl+P
Close

Envelopes and Labels, .,

Reset Toolbar

To remove an option from the
toolbar, click on it to remove the
checkmark.

To add an option to the toolbar,
click on it to add a checkmark.

Note: To return the toolbar to the
original settings, click on the Reset
Toolbar option at the bottom. This
will return the toolbar to the
defaults.
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What you do What happens
7. To open additional toolbars or to A list of all toolbars displays.
close an existing toolbar select Standard
from the menu: Formatting

View, Toolbars

Note: You can also access the
toolbar list by placing the cursor

AutaText
Contral Toolbao:x

Database

anywhere in the toolbar area at the e
top of the working screen. You do E-mail
this by right-clicking with the Farms
mouse and the same list will o—
appear as when you use the menu Mai Merge
option. B
Cutlining
Ficture
Reviewing

Tables and Borders

Task Pane
Yisual Basic
‘web

‘Wwheb Tools
Whord Count
Wwhordark

POFMaker 7.0

Cuskarmize, .,

8. Toremove a toolbar, click on the
name to remove the checkmark.

To add a toolbar to the working
screen, click on the name to add a
checkmark.
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Task Pane

Definitions

A task pane is a side pane that appears on the right side of Word’s editing window that
allows you to choose from all options available to perform a task. When you first open
Word, the Getting Started task pane displays. From this task pane, you have many other
task panes available by clicking on the downward pointing arrow in the Header.

Getting Started

@ | =2 )

Microsoft Office

Online

Connect to Microsoft OFfice

Orling

Get the latest news sbout

using Wword

Automatically update this

list From the web

Mare,..

Search For

| - |

Example: "Print maore than one

copy”

Open

WordIntra2003,.doc
toolbartemplate, dot

Docl.doc
~RA17IE asd
[ Mare...

] Create a new documert. ..

Getting Started
task pane

Why would you use this?
You would use a task pane for a specific task. For example, if you just opened Word and
the Getting Started task pane displays you can use this pane to open an existing file to
work on or you can create a new document. You would also use a task pane for a
specific task, such as Mail Merge.

|Getting Started

Getting Started
Help

Search Results
Clip Art

Research
Clipboard

Mew Dacunent
Shared \Woarkspace
Documnent Updates
Pratect Document
Stwles and Formatking
Reveal Formatting
Mail Merge

FML Struckure

—

Other task panes
available by using
downward arrow

Ver. 2005.09.27
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Step by Step

What you do

What happens

1. If you do not want the task pane in
view, you can remove it. To
remove the task pane (when you
are not working with a task that
requires it) select from the menu:
View, and then uncheck the option
for Task Pane.

Note: This will only remove the
task pane for this document and
not documents that you create after
this point.

2. You can also remove the task pane
by clicking on the close button in
the top right corner of any task
pane.

3. If you do not want the task pane to
display upon entering Word, you
can turn this option off.

Choose from the menu:
Tools, Options

The Options box displays on the View tab
options

Security | spelling & Grammar I Track Changes
User Information I Compatibility I File Locations
Wiew General I Edit | Print I Save

21x

i [+ Smart tags

¥ Windows in Taskbar

If necessary, click on the View tab.

[¥ ScreenTips I Picture placeholdsrs

IV Highlight V¥ Animated besxt I Field codes
I™ Bookmarks [+ Horizontal scroll bar Field shading:
IV Status bar [V Mertical scroll bar Always -

Formatting marks
[V Tab characters
[ Spaces
[V Paragraph matks

¥ Hidden besxt
™ optional hyphens
I all

Print and Web Layout options

v Drawings
[~ Object anchors
[~ Text boundaries

Cutline and Mormal options

¥ white sparce between pages (Prink view only)
I Background colors and images {Print view only)
[V Wertical ruler (Prink view only)

™ Wrap to window Style area width: IU" E‘
™ Draft Font: Mame:  |Courier Mew LI Size: Ill] LI
Cancel_|

4. Uncheck the first option under
Show, Startup Task Pane.

Click on the OK button.

Ver. 2005.09.27
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Tools, Options

There are many options that you can turn on and off to better help you work in the Word
environment. Many options can be found by selecting Tools, Options from the menu
bar.

The Options box:

options 2|

Security I Spelling 8 Grammar I Track Changes I
User Information I Compatibility I File Locations I
Wi | General | Edit | Prink I Save
Shiows
i W Smart tags W wWindows in Taskbar
Iv Highlight W animated text [ Eield codes
[~ Bookmarks v Horizontal scroll bar Field shading;
[v Status bar Iv “ertical scroll bar IF'JWEWS j
|v ScreenTips [ Picture placeholders
Formatting marks
v Tab characters v Hidden bext
[ Spaces [~ optional hyphens

| Paragraph marks [ al

Print and ‘Weh Layout options
Iv Drawings v white space between pages (Prink view oy}
[~ object anchors [ Background colors and images (Prink views only)
[~ Text boundaries v Wertical ruler (Print view only)

Cutline and Mormal options

[ wrap to window Style area width: IU" E

[~ Draft font: Mame:  |[Courier Mew ;I Size: |1D ;I

(0] I Cancel |

Why would you use this?

You would use the Options box to make many different kinds of changes to Word. You
can make adjustments such as turning on/off the Start Up Task Pane, turning on/off
Smart Tags, turning the Drawing Canvas off, changing how a hyperlink is opened,
password protecting a file, and turning on/off spelling and grammar check. There are
many more options available by using the eleven tabs in the Options box.

Ver. 2005.09.27 Learning Technologies/Software Training Page 11
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Step by Step
What you do What happens
1. Select from the menu: The Options box displays.
Tools, Options. 2l x]
Security | Speling & Grarmar | Track Changes
User Information Compatibility | File Lacations

Wigt General

| et | et | save

[ EBookmarks
[V Status bar
1= ScreenTips

¥ Smart tags ¥ windows in Taskhar
IV Animated ket [ Field codes
W Horizonkal scroll bar Field shading:
¥ ertical scroll bar Always -

I PFicture placeholders

Formatking marks
[V Tab characters
I_ Spaces
v Paragraph marks

Print and Web Layout options

7 Dirawings
' Object anchars
™ Text boundaries

Outline and Mormal options
™ wrap to window

¥ Hidden text
I optional hyphens
[ al

[V white space between pages (Print wiew only)
I Background colors and images (Prink view anky)
¥ wertical ruler (Print view only)

Style area width: ID" 5‘

™ Draft fant: Mame: |Courier Mew LI Size: IID LI
Ok I Cancel I
2. Make changes to the various tabs
and then click on the OK button.
3. Note: The following will list the
changes noted on the previous
page with the tab name to make the
change.
= Turning on/off the Start Up
Task Pane (View)
»  Turning on/off Smart Tags
(View)
=  Turning the Drawing Canvas
off (General)
= Changing how a hyperlink is
opened (Edit)
= Password protecting a file
(Security)
= Turning on/off spelling and
grammar check (Spelling &
Grammar)
Ver. 2005.09.27 Learning Technologies/Software Training Page 12
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Essential Word Terms

Term

Definition

AutoCorrect Options

button

(Per Microsoft Help) The AutoCorrect Options button first appears as a
small blue box when you rest the mouse pointer near text that was
automatically corrected, and changes to a button icon when you point to it.

If you find on occasion that you do not want text to be corrected, you can
undo a correction or turn AutoCorrect options on or off by clicking the
button and making a selection.

Drag

When you read the instruction “drag” this means that you hold down the
left mouse button and “drag” the cursor over the text, graphics, or pictures,
that you want selected or to drag the already selected items to another
location.

Drawing Canvas

(Per Microsoft Help) An area upon which you can draw multiple shapes.
Because the shapes are contained within the drawing canvas, they can be
moved and resized as a unit.

Font

A font is a set of all the characters available in one typeface and size,
including uppercase and lowercase letters, punctuation, and numerals. The
default font is Times New Roman.

Hard Return (Enter)

A hard return is when you press the Enter key to move to the next line.
When you press the Enter key you are forcing Word to start a new
paragraph.

A hard return’s hidden code appears as { and can be seen in the typed
example below.

This-is-an-example-of-staﬂing-a-new-paragrapl'qj<—

ol

-
1L

Insertion Point

The insertion point is the small flashing vertical bar that indicates where
you can begin entering or editing data.

Paragraph

A paragraph is a group of text that belongs together and is ended when you
use the Enter key to move to the next line to start over.

Ver. 2005.09.27
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Term

Definition

Paste Options
button

(Per Microsoft Help) The Paste Options button appears just below your
pasted selection after you paste text. When you click the button, a list
appears that lets you determine how the information is pasted into your
document.

The available options depend on the type of content you are pasting, the
program you are pasting from, and the format of the text where you are
pasting.

Section Break

Sections can be used to vary the layout of a document within a page or
between pages. A section break is used to show the end of one section. A
section break stores the section formatting such as columns,
headers/footers, page layout (portrait and landscape), and margins.

When sections are created you can format each section the way you want,
regardless of how different the two sections are.

When you have your hidden codes turned on, section breaks appear as
follows:

Section Break {Mext Page)

Show/Hide Tool

The Show/Hide button is found on the Standard Toolbar. It appears as
follows:

This is a toggle button. To show hidden formatting marks, click on the
Show/Hide button. The button will become highlighted. To turn this
option off, click on the button again.

When you turn this option on, you will be able to see markings for spaces,
hard returns, soft returns, tabs, section breaks, manual page breaks, and
more.

Smart Tags

(Per Microsoft Help) Smart tags can save you time in performing actions
in Word that you would normally open other programs to do. For
example, a person name or the name of a recent Outlook e-mail message
recipient is a type of data that can be recognized and labeled with a smart
tag.

The purple dotted lines beneath text in your document indicate the smart
tags.

Ver. 2005.09.27
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Term Definition

Soft Return (Manual A manual line break ends the current line and continues the text on the

Line Break) next line and does not create a new paragraph like a Hard Return. Using
this will carry any formatting to the new line. You create a Soft Return by
clicking Shift + Enter.
A soft return’s hidden code appears as follows:
Thiz-iz-an-exzample-of-a-softreturn-or-a-manuval-line-br
Iwnll-thenkeep-typing-so-that-I-can-enter-another-break) .

Status Bar The Status Bar provides information about the open document, and the

current settings and operations in progress.

Page 12 Sec 1 12{13 At 4.8"  Ln 18 Col 1 REC TRK ExT owr 1%

Styles

A style is a collection of character and paragraph formatting that can be
saved. Instead of applying each format individually, you can apply all of
them at one time by using a style. The default style in Word is the Normal
style which is Times New Roman, point size 12, left aligned, and single
spaced. There are many other styles available for use or you can create
your own custom styles.

Tab

Tab stops are locations across the page that help you to align text. When
you use the Tab key, the tab stops are set every half-ingh=You can also
create manual tab spacing by using the Tab Selector ‘@ |
button to the left of the horizontal ruler or by using the menu option

Format, Tabs.

A tab’s hidden code appear as follows in the body of the document:

—+ -+ —+ -+ -+ -+ -+ -+ -+ -+ -+

Custom tab marks appear on the horizontal ruler as follows:
(RN FRRCECE SN SRR SR T B B SRR IR SR -

f f f

Taskbar

The taskbar is used to open and switch between applications. It contains
the Start button, the quick start buttons, task buttons, and the system tray.

Ver. 2005.09.27
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Term Definition
View Buttons The View buttons allow you to quickly switch between the most common
Word views. The buttons are located in the bottom left corner of the Word
window.

|= 5]z &
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Navigating and Selecting in Word

Name

Description

Alt
(To open menus)

You can use the Alt key to open menus without the assistance of the
mouse. Hold down the Alt key and then the letter that is underlined in the
menu you want to open. For example, if you want to open the Format
menu hold down the Alt key and press O. This will open the Format menu
as follows:

Farmat

Font...

Paragraph. ..

iii & »=

Bullets and Mumbering. ..

Borders and Shading...

Calurins. .

Tabs...

Hﬁ Tewxt Direction. ..

Change Case...

Backaground 3
L% Theme...
Frames 3

AukaFarmat, ..

Styles and Formatting...

& i

Reveal Farmatting...  Shift+F1

"
Continue to hold down the Alt key and press the letter that corresponds to
the next menu choice.

Arrow Keys

Use the arrow keys on the keyboard to move the insert point up and down
line by line and right and left character by character.

Click and Drag

To cut a word out of a paragraph and paste it to a new location first select
the text. After the text is selected, point to it with the mouse and hold the
mouse button down. Then, drag the text to a new location and release the
mouse button.

Click and Hold

Click and hold is the action of clicking the left mouse button and holding it
down.

Ctrl + Click and Drag

To copy a word out of a paragraph and paste it to a new location first
select the text. After the text is selected, point to it with the mouse and as
you drag the text hold down the Ctrl key. Then, release the mouse button
when you want to drop the copied text.

Ver. 2005.09.27
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Name Description
Ctrl + Home Moves to the top of the document quickly.
Ctrl + End Moves to the end of the document quickly.
Drag Select To select text you can place the mouse cursor over the first part of what

you want selected and then with the mouse, drag the cursor over the
remainder of what needs to be selected.

End Repositions the insertion point at the end of a line of text.

Home Repositions the insertion point at the beginning of a line of text.
Overtype mode If you are in Overtype mode then when you type each character will
(Insert Key) replace an existing character. If you are not sure you are in Overtype

mode, look in the status bar. If the letters OVR are highlighted in black,
then you are in Overtype mode. To turn this off, click on the Insert key or
double-click on the letters, OVR in the status bar.

Page Down Moves the insertion point and the visible area of the document forward one
screen at a time.

Page Up Moves the insertion point and the visible area of the document backwards
one screen at a time.
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Name Description
Scroll Boxes Scroll boxes are used to navigate windows in very large increments by
clicking and dragging them along the scroll bar.
O ————
4
Scrolling Scrolling is the process of navigating through the document. You can use

the Scroll Arrows found on both the horizontal and vertical scroll bars to
navigate is small increments.

AN Y

You can use the Previous and Next page icons to go back or forward a

e

Select a Paragraph
Triple Click

To select an entire paragraph, triple click with the mouse.

Select a Sentence

To select one sentence hold the Ctrl key and click anywhere in the
sentence.

Select a Word
(Double Click)

To select a word, double click with the mouse to quickly select it.

Select All

You can select the entire document quickly by holding the Ctrl key and
pressing A. You can also use the menu option of Edit, Select All.

Selection Bar
(Selection Area)

The white space in the left margin can be used to select lines in a Word
document by dragging up or down in the selection bar area. You can also
double click in the selection bar to select a paragraph.

Shift + Click

To select a group of text first put the insertion point before the first
character. Then, hold down the Shift key and go to the end of the area you
want to select and click with the mouse after the last character you want
selected.
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Using Help

Option 1: Using Help Box

What you do

What happens

1. At the top of the Word window,
you will see the Help box. It
appears as follows:

Tvpe a question for help + 3

2. You can enter a word or phrase for

the question that you have.

3. For example, if information on
templates is needed:
template - X

After you enter the word or phrase,

press the Enter key.

The Search Results task pane displays.

Search Results

@ =)

v X

30 results From Office Online 03)

Download templates for
resumes, and maore

4=t word Templates: Get
professionally designed
twiord templates

Templates
it ActiveDocs Automated

Templates: Create

templates

Templates

Lof PowerPointed Templates:

Microsoft PoverPoink

Office Marketplace =
PowerPaint Templates

iof stockLayouts Templates:
(Create with professional
graphic design templates
Office Marketplace =
Templates and Themes

&) Copy AutoText entries ko

('33 Wicrogaft Office Templates: =

calendars, business plans,

(CFfice Marketplace = Ward

documents easily with free

Office Marketplace = Waord

PowerPoinked Templates for

-

Search

|Microsnft Office Online

54

template

(@) Can't find ity

4. Notice that there are different types

of help files. Some are actual

templates, there are tutorials, there

are step by step instructions, etc.
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Option 2: Using Word Help Task Pane

What you do

1. From any task pane, use the down
arrow at the task pane title bar and
select Help from the drop down
list.

What happens
The Help task pane displays.
YWord Help v X
@2
Assistance
Search faor:

(N -

&3 Table of Contents

Microsoft Office
Online

Select page orientation
Turn off reading layout view

Create newsletber-style
columns

Mare...

Q] Assistance
g@ Training

g)m Communities
‘,zj Downloads

See also

What's Mew

Contact Us

Accessibility Help

Online Content Settings. ..

2. Inthe Search for field, enter the
word or phrase that you would like
to research.

Click on the Start searching a
button.

The Search Results task pane displays.
Search Results ¥ X
@ =)

30 results From Office Online Pl)

03 Wicrosoft COffice Templates: =
Dawnload templates For
calendars, business plans,
resumes, and more

Lof word Templates: Get
professionally designed 1
twtord templates
Office Marketplace = Waord
Templates

Lof ActiveDocs Automated
Templates: Create
documents easily with free
templates
(CFfice Marketplace = Ward
Templates

1=t PowerPointed Templates:
PowerPainted Templates For
Microsoft PowerPoint
Qffice Marketplace =
PowerPoint Templates

1=t stockLayouts Templates:
Create with professional
graphic design templates
Qffice Marketplace =
Templates and Themes

@) Copy AutoText entries ko -

Search

|Microsnft Office Online ‘ "

template a

@ Can't Find it?
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Option 3: Using Microsoft Web Sites

What you do What happens

1. There are a lot of very useful web
sites that can provide great
information for helping you use
Word.

This lesson will provide some of
the locations that you may find
useful.

2. In Internet Explorer, enter the following url in the Address Bar:
http://support.microsoft.com/newsgroups/

This will take you to the following page:

United States

Help and Support

Select a Product

Microsoft Product Support Newsgroups Page Tools
(2 Brint this page

2[5 E-mnail this page

Help and Support Home Search (KB)

Community Newsgroups
Iscussion Groups Home
rahic

ulgarian Microsoft Public Newsgroups
hinese - Mainland China . D Micrasoft waorldwide
hi - Ol e B AR -~ click on any of the Microsoft Public Newsgroups listed on the left side of this

EsE = (e (HEng Sk =4 page, to discuss issues with others who use Microsoft Products, including adwice P Goto My Sugport
hinese - Taiwan from Microsoft Most Yaluable Professionals (MUPs), Read interesting posts, Eavorites
zech search for specific topics, answer a guestion, or post your own quastions to the (@ signin]
anish el

utch
nalish 1 N

o To help avoid recsiving unwantsd messages (spam) in your reqular s-mail account, you may not want to include

innis . [% | your regular e-mail address when you post a question or reply to a post in a discussion group.
rench - Belgium |
rench WM, use a modified email address

Use a different versian of your e-mail address that others will understand, but that spam toals can't autematically
- pick up and add to their mailing list

ebrew For example, if your actual e-mail address is "emailname@account.com”, use "emailname(removethis)
ungarian @account.com” as your modified e-mail address. In this case, the spam tools will send mail to an invalid e-mail
talian address, and others will know to exclude the "{removethis)” when they send you e-mail.
apanese When you post a question or reply to a discussion group, just enter your modified e-mail address in the appropriate  —
orean 0%,
ordic « Use a secondary e-mail account
orwegian Set up or use an e-mail account, such as a Hotmail account, that is separate fram your primary account for posting
B Dolich =l tr diccartsinn orauns. When wan DAt & auRstion or raniy 4 dissision aran. se wanr Hetmail st s s e. 2|

Manange Your Profile | Contact Us

©2005 Microsoft Corporation, All rights reserved. Terms of Use | Trademarks | Privacy Statement

In the left frame locate the following:
English, Office, Word and then locate the topic area you desire
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What you do

What happens

3. In Internet Explorer, enter the following url in the Address Bar:
http://office.microsoft.com/en-us/training/default.aspx

This will take you to the following page:

United States

Ol wemr .
L:i10ffice Online

Homeg

Assistance

Training

Templates

Clip &rt and Media
Dowrloads

Office Marketplace
Work Essentials
Picrosoft OFfice System
Deployment Center

Things To Da
Suggest a course

Get answers from other
Office usars

Get o newsltter
Comment: on this Web page
Contact Us

Worldwide
Office Worldwide: &

Related Web Sites
Froduck Support

Training

JPEG or GIF?

In a FrontPage 2003 web

pags, a well placed picturs

5| canmake a big dference.
Learn some image basics
| and use pictures better,

BUILT B REQUEST

WHAT'S HOT

Training =l

Up front with FrontPage

= Your first FrontPage Web site
= HTML table basics

= Four great FrantPage Features
= Brush up your hyperlink skils

FEATURED COURSE

Signatures For your e-mail  Create your Firsk workbook,

InfoRath forms and XML

EROWSE TRAINING COURSES

= Access = Excel = FrontPage = InfoPath
= Onehoke = Qutlook = PowerPoint = Project
= Publisher = Wisio = Wiord

» Mare Office programs

Clip of the Day

£

Extend yourself

» Quiz: FrontPage design

» Office 2003 onling learning
by Element K: Onling
seminars, tukorials, and
virtual labs

Office 2003 Editions

» Downloadjorder a trial

» Reasons o upgrade

» About Office 2003 Editions

> Buy Office 2003 Standard

EXPLORE today's
Microsoft Office.
o

Office: Community
Office: Devveloper Center
Windovs Messenger
[ S S——

TRAINING HIGHLIGHTS

Reader's choice: Last month's favorite courses o "
Quick links

Select Word from the list below the Browse Training Courses heading.

A list of available tutorials will display.

In Internet Explorer, enter the following url in the Address Bar:
http://word.mvps.org/index.html

This will take you to the following page:

il Home Page - Microsoft Word MVP FAQ Site

Home What's Hew Word Macintosh FAOs Tutorials

Find Help

Welcome to the Word MVP Site

New:

Book Reviews:
Word 2003 Personal Trainer - A book for the rest of us!

Microsoft Office 2003 — The Complete Reference
Programming Office

Articles

Jay Freedman tells How to modify a recorded macro
Jonathan tells us how to X the damned X

Margaret tells us how to tame List Numbering

Useful Links About MVPs Search

snjosusa] @

® Jowepsiy @ @

This website collects the best of our
knowledge on Microsoft Word. Most of the
content on this site has been supplied by
Microsoft Word MVPs. Howewer, some

“Aord rarely misses an
opportunity to perplex”
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Option 4: Using the Question button

What you do What happens
1. When you select certain options The Options box.
from the menus, boxes will _
display. These boxes require you | EEta—— ik
to make se I eCtl ons about the Security I Spelling & Grammar | Track Char
User Information I Compatibility I File Locations
com mand that you Want to use. T | General | Edit | Print I Save
Shaw
Some of these boxes have a fE ¥ Smarttacs ¥ Windows n Taskber
H H H H ¥ Highlight ¥ Animated bext ™ Field codes
Question mark icon in the top right e I e
corner. |V Status bar [v Wertical scrall bar Iﬁ\lways -
¥ ScreenTips [ Picture placeholders
Formatting marks
¥ Tah characters [V Hidden text
I Spaces ™ Optional hyphens
¥ Paragraph marks v al
Print and Web Layvout options
¥ Drawings ¥ Wihite space between pages (Print view only)
™ Ohject anchors ™ Background colors and images (Print view only)
™ Text boundaries [v Wertical ruler (Print view only)
Cutline and Marmal options
™ “Wrap to window Style area width: 0" 5‘
™ Draft Font: Mame: |Courier Mew LI Sizes IID LI
Cancel
2. Ifyou click on the icon, a The Help pane:
Microsoft Word Help pane will @ icre =loix|
display. M =&
= Showe All ;I
Options
You can specify settings For &
wariety of Microsoft word features
by selecting options in the Dptions
dialog box. The avaiability of some
options depends on the languages
that are installed and enabled For
editing,
P iew tab
I General tab
b Edit tab
I Print tab
I Save tab
I Security tab
I Asian Typography tab
I File Locations tab
I Japanese Find tab
I Complex Scripts tab
I speling & Grammar tab
P Track Changes tab
I User Information tab
I Compatibilicy tab
3. You can click on the links to get
additional information about the
choices available with the
command you selected.
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