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Introduction

This manual will detail most of the menu options found in the Word 2003 menu File.
The File menu options discussed in this manual are:

New

Save As
Search
Versions
Page Setup
Send To
Properties

Each menu item will be defined and will provide reasons to use that particular menu
option. Following the background information, there will be a Step-by-Step that will
provide instruction on how to use the tools and commands. Some processes that you
perform from the menu, can also be done other ways. If there is an Alternative method,
this would be the last part of each lesson.
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New

Definitions

Word Definition

Template (Per Microsoft Help) A file that contains the structure and tools for
shaping such elements as the style and page layout of the finished
files.

Why would you use this?
o To open a new blank document.
a To open an existing file with a “Document X name so you can start from a
new document without overwriting the existing file.
o To open atemplate.

o
Step by Step
What you do What happens
1. From the menu choose: The New Document task pane displays.
Flle' New New Document ¥ X
@ |2 G
Mew

_] Elank dacument

@ #ML docurment:

@ web page

1 E-mail message

,ﬂj From existing document. ..

Templates
Search online For:

E— Y
01) Templates on &Ffice Online
|EI___J On oy computer. .,
[l Onomy Weh sites. .

Recently used templates

Mormal . dok
toolbartemplate, dok

2. To open a blank document, click
on the Blank document link.
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What you do

What happens

3. To open an existing file and use
this file as a starting point for a
new file, click on the From
existing document link.

This gives you the file you asked for, but with a
“Document” name like a template.

4. To open a Microsoft Word
template or a template that you
created click on the On my
computer link under the
Templates heading.

The Templates box displays.

Templates x|

General |Legal Pleadings | Letters & Faxes | Mail Mergel Mernos | Other Documents | Pub\icationsl Reports |

e &5 4 [l =

Preview
WML Document  Web Page

% @ =

FormExamp... PSWerstemp... toobartemp...

E-mail
Message

Preview not available,

Creats New
 Document Templats
=N

Templates on Office Cnling

5. To go directly to Microsoft’s
Template web site, click on the

Templates on Office Online link.

Some ideas of what templates are
available:

= Brochures

= Business Cards

= Calendars

= Certificates

= Newsletters

= Post Cards

= Letters- Letter Heads

The Office Online Templates page displays.

[ 3
_ a0ffice Onling
Sacecht | Tesmplotes =1
Home Templates Help
Assistann
Training Presentations made easy Presentation templotes o of the Day
Templates = e merssage, 5 Ehen pressrraton
T h seamirasr presenkatic
o Art and Medka Y ;w?'mnm% Training seminar presentakion
Conenioacs : O Message: We can Franaal performance presentation
Cffice: Maeketplace A Freko vkt Uk, beso, Parest Ell of R
Toak for Your Job
Micrarsoft Cificn System BUILT 0 R GUEST AT HOT Taming Templates
column
Dieploymet Certer
B HELP For templates
L i » fonad past eoliamers
Things Tu Du . -
5 smplsly Lo = Template tips and tricks
Gt srerens from ctler e T Drowsiog our streamined
Office sers calegories is a bresze
Gt our nowsinties
Commert; on this Web page TUS Feafirer Faper dols (g, s8¢ 1) #h tear-off tabs
Contact Us e
Hae & sugge: Vel Tell us! e
woeldwide . ]
Officn Wordwids W BROWSE TEMELATES [ cnpess
Related Web Sites usness and Legal Microsoft Uffice Programs ey
AT Lusiness Finance | Legal L espafiol: word | Lucel | PowsrFore | More. . Try Onehiots for Free
Officn Community Homranlentas e planeacién financiera e
Cffice Developer Center 1P olidays and Uccasions
¥ - Uffice 2003 Lditions
Caberidars, | abels, Planners, and fréeting Cards | Mobdays | Docasions it & sl
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Alternative Methods

What you do What happens

1. You can use the New Blank
Document icon .

Note: If you use this method, you
do not get the New Document task
pane. You are just returned a new
blank document.
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Save As

Definitions

Word Definition

Save As Save As allows you to save a file with a new name, extension, or

location.

Why would you use this?
a To save a new document.

B To change the file extension of a document.
a To change the location of the file.
o To create a template from a Word document.
o
Step by Step
What you do What happens
1. From the menu choose: The Save As box displays.
Flle, Save AS savein:  [[L] My Documents Tl @-3 @ X [y i - Tooks~
| S ecels ) wryszynek vimlet
2 |C3)HelpFiles [ apitalized_Equipment_Entering_Req.dac
g”;[:rfnl:i JHOLDAI?PSIZER [M]test.doc
| )My Captivate Projects
= My Data Sources
[C53My efiooks
Desktop jMYMUS\E
B
J Office:
My Documents | |5 PeopleSoft
n | ) PeopleSoftYersions
:g,l‘j j;l:zdamu}tuff
My Computer 7= sara viswlets
Mv:‘t%l;rk Fleaens: E \_iave
Places Save as typet [word Dacument (*doc) =l Cancel
2. To change the location of the file,
use the down arrow in the Save in
field to find the new location.
In the File name field, enter a
name for the file.
Leave the Save as type field as
Word Document (.doc) unless you
are creating a template. To create
a template, use the drop down and
select Document Template (.dot).
Ver. 2005.09.27 Learning Technologies/Software Training Page 6
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What you do

3. To use a template, you would use
the New Document task pane.

What happens
The New Document task pane.
Mew Document il 4
@
New

_] Blank document

I!E =ML document

Ii‘i] Wweb page

- E-mail message

@J From existing document. .,

Templates
Search online for:

o
033 Templates on Office Online
Iﬂ_l:J N my computer, ..
&1 On my Web sites,
Recently used templates
toolbartemplate. daok
Marmal

4. Click on the link for On my
computer... under the Templates
section.

A template you created can be
found on the General tab.

The Tem= lates box dis:laxs.
Templates ﬂ

General |Lega| Pleadings | Letters & Faxes | Mail Merge | Memos I Other Documents I Publications | Reparts I

§ © 5/ 4 29

Preview
ML Document  Web Page E-mail

nent Message

5 @ &

FormExamp... PS¥erdtemp... toolbartemp... Preview not available.

Create New
G'Ducumst € Template

Templates on OFfice Online Cancel
5. Select the template and click on the
OK button.
Alternative Methods
What you do What happens

1. You can also use the Save =
button on the Standard toolbar.

Note: You only get the Save As box if that is the first
time you save the file.

Ver. 2005.09.27 Learning Technologies/Software Training Page 7
©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: File Menu Option The University of Akron

Search

Why would you use this?
a To search for a document.

o
Step by Step
What you do What happens
1. From the menu choose: The Basic Search task pane displays.
Flle, Search Basic Search v X
Search for:
Basic searching returns files s
containing these words, whether
they are in the body of the file, in :
keywords or in other file ) search Tos...
propertl es. l:ll;her it.aalrch Options:
Selecked locations -
Results should be:
Selecked file bypes -
Fast searching is enabled
Search options. ..
See also
B Advanced Search
@& Find in this document. ..
2. Inthe Search text field, enter part | A list of files that met the criteria will be listed in the
of the file name. Search Results task pane.
Click on the Search button.
3. If you put the mouse over the file,
an arrow will appear on the right
side. Click on the arrow for a list
of choices.
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Versions

Definitions

Word Definition

Versions (Per Microsoft Help) If you want a record of changes made to a

document, you can save multiple versions of a document within the
same document.

You can then view these versions and select the one you would like
to use. You can imagine each version as a snapshot or picture in
time.

Why would you use this?

o To record changes to a document over time and conserve disk space.
o To review what information an older version contained.
o To save an older version as a separate file so that you can compare documents.
a
Step by Step
What you do What happens
1. From the menu choose: The Versions box displays.
File, Versions x|
Mew versions
I~ automaticaly save a version on close
Existing versions
Date and time Saved by Comments
=l
[
Open Delete iEW COMMERES, . . Close |
Ver. 2005.09.27 Learning Technologies/Software Training Page 9
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What you do What happens

The Save Version box displays.

CETTEE— x

5/10/2005 1:15:00 PM
Wsara

2. Click on the Save Now button.

Date and time:
Saved byt

© COmments an wversion:

| Save 1|

Ok Cancel

3. Enter a description for this version
of the document and click on the
OK button.

4. The document returns. In the
Status bar, you should see the

Version icon @

5. Each time you want to save a

The Version box displays again.

version of the document, you can ]

either choose from the menu File, tew versens

VerSlOnS or you can double Cllck Lo gave Now,., I~ Automatically save a version on closs

on the Versions icon & in the Existing versicns

Status bar. Click on the Save Now | /=== Sovedly e |

button and enter a description.

Note: If you want to automatically

save a version when you close a

file, select the Automatically save =

a. Ve I"Slon On C|OSE ChECkbOX Qpen Delete WiEw COMMENts, ., Close
Ver. 2005.09.27 Learning Technologies/Software Training Page 10

©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: File Menu Option The University of Akron

What you do What happens

6. To open aversion you can either The Versions box displays.
choose from the menu File, S

Versions or you can double click New versons
on the Versions icon @ in the

I automatically save a version on close

Status bar . Existing versions
Date and Hime Saved by mments
5/10/2005 1:25:00 PM save 2
5/10/2005 1:16:00 PM WSArE Save 1
|
Cpen I Delete I Views Comments. .. I Close |

7. Select the version you want to open and click on the Open button.

Once you select an older version, the Word window automatically splits the screen, on the
bottom is the version you selected to open, with the original document on the top half of the

@ versions.doc - Microsoft Word — ol x]
© Ele Edt Wew Insert Formab  Iools Table Window Help  Adobe PDF Acrobat Comments Type aquestion for help » X

NSHRISRIPH S RBS I - M= -@ sesalimnnsl

P A Mormal - TimesMewRoman v 12~ | B

[x]

1
This-is-a test]]

T} versions, 5-10-2005 1-16-00 PM version - Microsoft Word _[o] x|

Type a quest] rhelp - X

&aadﬁliﬁﬁW

oraw- L |Admshepes N\ W (O A 3 @ E | M- L-ASm= @ d
Page 1 Sec 1 11 At 11" tn2 Cal 15 REC TRK EXT OWR m L] >

‘ Fle Edt View [nset Format Tools Table Window Help  AdobePDF  Acrobat Comments

DEHRSERITH S RAIS I -0 83
P A Mormal - TimesMewRoman - 12 ~| B 7 O
[] | TR

iDraw~ g | Autoshapes~ N\ w [0 O A Al & @] & &'%'A'zfa j!

Page 1 Sec 1 11 At 1" lnt o1 REC TRK EXT OW] (:d) Y

If you want to view the version document, you can maximize that window by using the sizing
buttons for that document window. This will allow you to view this version of the document in
the full window. When you are done reviewing the version or after you have Saved As you can
close the version. The version still exists, unless you select it in the Versions box and push the
Delete pushbutton.
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What you do What happens

8. Note: You cannot modify earlier
versions unless you open that

version and use File, Save As and
create a new and separate file.
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Page Setup

Definitions

Word Definition

Margin The distance between text and the edge of the paper on the top,
bottom, left, and right.

Gutter The amount of space added to the margin for binding purposes.

Why would you use this?
o To change the margins.

Step by Step

To change the orientation of the page (Portrait or Landscape).
To change the headers and footers for odd and even pages.
To change the header and footer for just the first page, such as a title page.

What you do What happens

1. From the menu choose: The Page Setup box displays.

File, Page Setup

| Paper I Layout I

Margins

Top! |1" E‘ Bottomm: |1" E
Left: |1.25" 5‘ Right: |1.25“ E
Gutter: ID" E‘ Gutter position: ILeFt I

*

3

4

Orientation

IEIRES

Portrait Landscape
Pages
Mulkiple pages: Tar -

Preview
Apply to;
Whole document j

Default. .. | ok I Cancel
Ver. 2005.09.27 Learning Technologies/Software Training Page 13
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What you do

What happens

2. On the Margins tab you can adjust
the Margins or Gutter
measurements.

You can also adjust the
Orientation to Portrait or
Landscape.

In the Pages area, you can set the
pages to mirror each other, print
two pages on a sheet, of as a book
fold.

You can also choose to apply the
changes to the Whole document or
This point forward by using the
Apply to field.

3. Advance to the Layout tab.

The Layout tab displays.

Page Setup

Margins I Paper

2|

Section

Section skark: INew page j
r Suppress endnokes
Headers and Footers
[ Different odd and even
[ Different First page
From edge: Header: ID.S" 5‘
Footer: ID.S" 5‘
Page
Wertical alignment: Top A
Presvies
Apply bo: _
Whole document j e
Line Mumbers. .. | Borders. .. | —_
Default... | oK I Cancel
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What you do What happens

4. To create different headers and footers for odd and even pages, click on the checkbox for
Different odd and even.

DU Pag Il Tty of Adnen Tle Thawysity of Alwen FwuPap

Tl werll be anewupage. Tl werll be anewupage.

Tk Fag Tap Tk

5. To have a different (or no) header
or footer on the first page of your
document, click on the checkbox
for Different first page. This is
typically used for title pages.

6. Under the Page section, you can
set the Vertical Alignment of the
document.

This allows you to specify the text
vertically between the top and
bottom margins of a page.

Ver. 2005.09.27 Learning Technologies/Software Training Page 15
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Alternative Methods

What you do

What happens

1. You can adjust the margins by
using the horizontal and vertical
rulers in the Print Layout view.

If you place the cursor between the
gray and white areas at the
beginning and end of the rulers the
cursor will change to a double
pointing arrow. With the left
mouse button pressed down, you
can drag and drop any of the
margins.

The Rulers:

3

Ver. 2005.09.27 Learning Technologies/Software Training Page 16
©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: File Menu Option

The University of Akron

Send To

Definitions

Word Definition

PDF Portable Document Format. A file format that represents a

document in a manner that is independent from the original
application used to create the original document.

Why would you use this?

o To send the file to a person via Outlook Mail as an attachment
o To send the document as the e-mail itself.

Step by Step

What you do

What happens

1. From the menu choose:
File, Mail Recipient.

This will allow you to use the text
in the document as the body of
your e-mail message.

The Word window adjust to allow for the e-mail message:
[l [k pew  oat Fgrmat  focks  Tgble  Wndow Wsb  Adope FOF  Acrchat Comimnts send
DEEdBD @R 8 ¢ = @ax i ..!.,_.,_.lBI

m ru

gandacony | @ - W R 2 ! B 5] 2 cotens.. -

Wre.. [
W,
e
Subiect: [SeraiTandox
Indroduction:

2. Enter information into the To field,
adjust the Subject (default subject
is the name of the file) and click on
the Send a Copy button.

Ver. 2005.09.27 Learning Technologies/Software Training Page 17
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What you do

What happens

From the menu choose:
File, Mail Recipient (for review)

This will allow you to send the file
as an attachment and the subject
will be, “Please review” and then
the file name.

An Outlook window appears for the e-mail message:

E® Please review "WordFileMenuz003' - Message (HTML)

File Edt View Insert Formak Tools Actions Help

\ s sy EEEEEFEEE]
Sgend |l &) 4 Ha B & 0 T Attachasadoberpr | 8. (54 7 8 | ¥ | (& | [ options... A L@;H
| Revisw
To... |
o [
Bcc... [
Subject: [Please revisw WwordFisMenu2003
attach... | [ o doc (512 KE)
Please review the attached dacument. 1

Enter information into the To field,
and click on the Send button.

From the menu choose:
File, Mail Recipient as Adobe
PDF

This will allow you to send the file
as an attachment in PDF format. If
you choose this method, you will
be prompted to save the file as an
Adobe file, click on Yes.

Note: You must have the full
version of Abode in order to have
this option available to you.

An Outlook window appears for the e-mail message:

Fie Edit Yew Insert Fomat  Tooks  Achions  Help

\ B LI =SS
idgend | S| % B @B 20 w8 K Y 8| v [S]|[H odtos. A ga

|| This message has not been sent.,

To... I

ce... [

BEc... |

Subject: |

Attach. ., | Iq,:-WurdFl\aMenuZDDS‘ off (490 KE;

Enter information into the To field,
and the Subject and click on the
Send button.

From the menu choose:
File, Mail Recipient as
Attachment

This will allow you to send the file
as an attachment and the subject
will be the file name.

An Outlook window appears for the e-mail message:

% wordr llemenuziir.doc - Message (HIML)

Ele ER Yew [ewl Fomst Tk fdies  Hep
A=l AR £ U1 x g =

=tgend | 1d (30 W 40 8@ Do A @ J

Subject:  [WordRdeMenuo00s doc

metach.. | [Blwerdetemeenszons.dos (478 181

—
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What you do What happens

8. Enter information into the To field,
adjust the Subject (default subject
is the name of the file) and click on
the Send button.

Alternative Methods

What you do What happens

1. The alternative method would be
to use Outlook to draft your e-mail
message and to manually attach the
file as a Word document or PDF
file.
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Properties

Why would you use this?

o Allow you to add details to a file such as a title, author name, subject, and

keywords.
a
Step by Step
What you do What happens

1. From the menu choose: The Properties box displays.
File, Properties

General |Summary | Statistics | Contents | Custam |

@ j WWordFileMenu2003.doc

Type: Microsoft Word 97-2003 Document

Size: S75KE (589,312 bytes)

Location:  C:\Documents and SettingsiwsaralMy Documentsyof]

M3-DO05 name:  WORDFI~1,D0C

Created: Friday, May 06, 2005 3:05:42 PM
IModified: Tuesday, May 10, 2005 4:14:20 PM
Accessed: Tuesday, May 10, 2005 4:14:20 PM

Attributes: [ Read only [T Hidden
¥ &rchive [~ system

o1

Cancel
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Word 2003: File Menu Option
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What you do

What happens

2. On the General tab there is general

The Summary tab displays.
WordFileMenu2003.doc Properties

information such as the date you x|
Creat_eq the flle_’ the IaSt time yOU General  Summary |Statistics I Contents I Cuskom I
modified the file, and the last time
you accessed the file. Title: |¥ard 2003 File Option
. Subject: |
Click on the Summary tab.
Aukhor: ISara A Wiyszvnski
Manager: |
Compary: IThe University of Akron
Cakegory: I
Keywords: |
Comments:
Hyperlink I
base:
Template:  UA manual template2.dot
[~ save preview pickure
ol 4 I Cancel |
I
3. Onthe Summary tab you can enter | The Statistics tab displays.
a Title, Subject, Author, Manager, zl
Company’ Category’ KeyWOde, or Generall Summary  Statistics |C0ntents I Customl
Comments.
Created:  Friday, May 06, 2005 3:05:00 PM
- s Modified:  Tuesday, May 10, 2005 4:14:20 PM
CIICk on the Statistics tab' Accessed:  Tuesday, May 10, 2005 4:14:20 PM
Printed: Tuesday, December 23, 2003 9:13:00 AM
Last saved by Wsara
Revision number: 25
Total editing kime: 252 Minutes
Statiskics: | value
17
163
460
1639
Characters: 7240
Characters (with spaces): 8835
| | ]
oK I Cancel |
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Word 2003: File Menu Option The University of Akron

What you do What happens

4. On the Statistics tab you can find a
lot of valuable information about
the file such as the number of
pages, paragraphs, lines, words,
and characters.

Click on the OK button to remove
the Properties box.
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