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CHAPTER ONE: GETTING STARTED

Microsoft Word 2003 is, at its most basic form, a program useful for typing documents that can be shared
with others. Once you become accustomed to the basic features of Word, however, you will be able to do
much more with the program, such as creating watermarks and adding borders to pages. This tutorial will
begin with the basic steps of using Microsoft Word for the first time, and proceed from there.

This Chapter Will Include:

Navigating Word

Using Toolbars

Running Word

Saving a Document

Opening a Document

Placing Toolbars on Two Rows
Adding and Removing Toolbars
Expanding Menus

Navigating Documents Using the Cursor
Using Scrollbars

Previewing and Printing Documents
Exiting Word
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Document body i area where text is entered. The document body holds all of the data in a Word
document.

Task pane i allows you to access useful links or data. The New Document task pane, for example,
contains links to open various kinds of documents, including web pages and e-mail messages.

Menu toolbar i when clicked on, these toolbars open a drop-down list of easily accessible commands
and windows.

Toolbars 1 provide shortcuts to commands that can also be opened through the Menu toolbar.

Horizontal and Vertical rulers i shows the space in which the document is held. These rulers can be
adjusted to allow more or less space for text or images.

Cursor i indicates where typing may begin or where items can be inserted into the document.
I-beam 1 the I-beam cursor is displayed when text is available to be selected.
View icons i shortcuts which change the way the document can be viewed.

Status toolbar i indicates information about the document such as the location of the cursor and the
total number of pages.
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‘ Using Toolbars
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New document i opens a blank document

Open document i opens an existing document

Save As | saves the current document

E-mail document i e-mails the current document

Print i prints the current document

Print Preview 1 opens a window that allows you to preview your document before printing
Spelling and Grammar i checks the spelling and grammar in the document

Research i opens the research menu in the task pane

Cut i removes a selected part of the document and storesthei nf or mati on in the compute
Copyistores a selected part of the document in the com
document

Paste i places where the cursor is a selection of the document that was previously cut or copied

Format Painter 1 copies the format of the text where the cursor is and replaces another selected
portion of the document with that same format

Insert hyperlink Insert Columns Document map Zoom Reading layout
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Undo T reverses an action
Redo i repeats an action

Insert hyperlink i adds a hyperlink to the Internet
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Tables and borders i opens the Tables and Borders toolbar for formatting tables in a document
Insert table i adds a table to the document

Insert Excel worksheet i adds an existing Microsoft Excel worksheet to the document
Columns i adds columns to the document

Document Map i opens the Document Map view pane

Show and Hide i1 shows hidden formatting marks

Zoom i displays how close to the actual size of the document your document window is
Microsoft Word help i opens the Help window

Reading layout i displays the document in the Reading Layout

Toolbar options i shows more icons that are hidden on the toolbar, as well as allowing the user to
display toolbars on one row or two
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Styles and Formatting i opens the Styles and Formatting task pane, where you can edit and apply
various font styles

Style i displays a list of styles, including the one currently being used

Font i determines what your text looks like. Times New Roman is the default font for Word documents.
Font size i determines the size of the font

Bold i increases the font weight by bolding it

Italicize T puts text in /talics

Underline i adds a line underneath text

Align Left 1 aligns all text with the left margin

Center i centers text in the document, with text extending left and right but not in alignment with either
side

Align Right 1 aligns all text with the right margin

Justify 1 aligns all text with both the left and right margins
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Line Spacing i allows you to change the amount of spacing between lines in a document or paragraph

Numbering Decrease QOutside border Font color
‘ | Indent | |
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Bullets ‘ Increase Indent Highlight

Numbering i puts selected text in a numbered list
Bullets i puts selected text in a bulleted list

Increase and Decrease Indent i adds or removes space between the text and the left or right
margins

Outside Border i adds a border to selected text
Highlight i adds a light background to text to give off the appearance of being highlighted

Font Color i determines the font color of text. The default font color is Automatic (Black)

Note: different icons and toolbars may appear depending on the programs installed on your computer.
The icons vary from computer to computer, but the ones here are those you will see most often. In
addition, icons on the toolbar that are gray indicate that they cannot be used at that particular moment.
For example, if the Redo icon is gray, it cannot be used because you have not undone an action yet.

Running Word

To run Microsoft Word, follow these directions:

1. Click on the Start button.

2. Depending on your version of Windows XP, move your mouse to either Programs or All
Programs.

3. Move your mouse to the Microsoft Office folder.

4. Under the menu that opens up, click on Microsoft Office Word 2003.

If Microsoft Word does not appear in the Start menu, you can use an alternative method to find it:

1. Click on the Start button.
2. For Windows XP Professional users:
a. Move your mouse to Search and click on For Files and Folders to open the Search
window.
b. In the window that opens, click on All Files and Folders on the left side of the screen.
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3. For Windows XP Home users:
a. Click on Search and select All Files and Folders on the left side of the new window
that opens.
4. Type Microsoft Office Word under All or Part of the File Name and click the search button.
5. Wait until the search is completed before clicking on the Microsoft Office Word 2003 icon.

Saving a Document

To save a new document, follow these steps:

1. Click the Save As icon on the toolbar.
a. Alternatively, you can click on File in the menu toolbar and then choose the Save As
option from the drop-down list.

2. In the Save As Dialog Box that appears, type a file name for the document in the File Name
bar and click the Save button on the right side of the window.

3. To save the document in a folder other than My Documents, use the Places toolbar or the
Save In drop-down menu at the top of the window.

4. To replace a previously existing document with the document currently open, single-click on a
Word document listed in the Save As window, click Save, and then click OK on the new window
that pops up.
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Opening a Document

To open a previously saved document, follow these steps:

1. Click on the Open icon on the toolbar.
a. Alternatively, click on File in the menu toolbar and then click the Open command.
2. The Open Publication Dialog Box appears, displaying any folders and Word documents in the
My Documents folder.
3. Double-click on a Word document to open it.
a. Alternatively, you can single-click on a document and then click the Open button on the
right side of the window.
4. If the document you are looking for is not saved in the My Documents folder, you can use either
the Places toolbar on the left side of the window or the Look In drop-down menu at the top to
find your document.
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Placing Toolbars on Two Rows

When you begin using Microsoft Word for the first time, the program displays the Standard and
Formatting toolbars on one row:

|— Standard toolbar -]
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Formatting toolbar

This can be confining, however, since there is not room for all the shortcut icons to be displayed. By
spreading the toolbar out amongst two rows, all the icons can be seen.

Follow these steps to place the toolbars on two rows:

1. On either toolbar, look for the Toolbar Options arrow:
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2. When you click on this arrow, a drop-down window should appear.
3. Click Show Buttons on Two Rows to move the second toolbar to a different row.

Note: when the Toolbar Options arrow is clicked on, any icons that are hidden appear. These can be used
from this menu; you do not need to move the toolbars to two rows in order to use them.

Adding and Removing Toolbars

The two toolbars that appear most commonly are the Standard and Formatting toolbars. There are,
however, many other toolbars that can be added to increase the functions available. Toolbars can also be
removed from visibility at any time.

To add a toolbar:

1. Right-click anywhere on either the Standard or Formatting toolbars.
2. A menu should appear:
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Standard
Formatting
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3. The menu names with check marks besides them are the ones that are currently visible. To add a
toolbar, click on any name without a check mark.

4. To remove a toolbar, open the menu once again by right-clicking on a toolbar and click on a
toolbar with a check beside it. This will remove the toolbar from visibility.

Note: when you perform certain functions in Word, such as adding a picture, the corresponding toolbar
will automatically open. These toolbars can be removed using this same method.

Expanding Menus

A menu that is unexpanded is one that does not show all the available options unless you hold the
mouse over that menu for several seconds. An unexpanded menu will display an arrow at the bottom of
the menu to indicate that there are more hidden options:

Tools |

’f? Speling and Grammar...  F7

j&) Research... Alk+Click,
Language 3
Shared Workspace. .,

Letters and Mailings 3

=#  AuboCorrect Opkions, .,
Cuskamize, .,

Cpkions. ..

£
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To allow all menus to fully display every possible task, follow these steps:

Hwn =

Toolbars | Commands ~ Cpkions |

Click on the Tools menu and select Customize.

In the Customize Dialog Box, make sure the Options tab is selected.

Under Personalized Menus and Toolbars, check the box next to Always show full menus.
Click Close to close the Customize Dialog Box.

Customize

2%

Personalized Menus and Toalbars

I¥ show Standard and Farmatting toolbars on bwo rows

IV always show Full menus:

¥ show Full menus after a shork delay

Reset menu and toolbar usage data

Other
[ Large icons
I List Font names in their font
¥ show SereenTips on toolbars

™ Show shortout keys in ScreenTips

Menu animations: I{System def ault) j

Kevboard. ., | Close I

Navigating Documents Using the Cursor

You can use a combination of buttons on the keyboard to navigate through a Word document efficiently.
Here is a list of keyboard combinations and their results:

Keyboard Buttons

Resulting Action

Press the Left Arrow or Right Arrow key

Moves the cursor left or right one character

Press the Up Arrow or Down Arrow key

Moves the cursor up or down one line

Press CTRL+Left Arrow or CTRL+Right Arrow

Moves the cursor left or right one word

Press CTRL+Up Arrow or CTRL+Down Arrow

Moves the cursor up or down one paragraph

Press Home

Moves the cursor to the beginning of a line

Press End

Moves the cursor to the end of a line

Press Page Up or Page Down

Moves the cursor up or down one screen

Press CTRL+Page Up or CTRL+Page Down

Moves the cursor up or down one page

Press CTRL+Home

Moves the cursor to the beginning of the document

Press CTRL+End

Moves the cursor to the end of the document

10
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Scrollbars, like cursors, can help you navigate through a document. Here is a list of ways to move the
scrollbar and the resulting actions:

Movement Resulting Action
Click the scroll up or scroll down button once Scrolls up or down one line
Click the scroll left or scroll right button once Scrolls left or right approximately 0.5 inch

Click the vertical scroll bar above or below the | Scrolls up or down one full screen
scroll box
Click the horizontal scroll bar to the left or right | Scrolls left or right one full screen
of the scroll box

Drag the vertical scroll box Scrolls up or down a relative distance
Drag the horizontal scroll box Scrolls left or right a relative distance
Click the Previous Page or Next Page buttons Scrolls up or down one page

11
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The Print Preview feature allows you to view a document as it would be seen when printed.

To use Print Preview, follow these steps:

1. Select the Print Preview button from the Standard toolbar.
a. Alternatively, you can click on File in the Menu toolbar and select Print Preview.
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2. Your document will now be displayed in a view that shrinks each page. To see multiple pages at
once, click the Multiple Pages button on the Print Preview toolbar.

1x 2 Pages

3. To return to viewing one page at a time, click the One Page button.

12
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4. To exit the Print Preview view, click Close on the Print Preview toolbar.

To print a Word document, follow these steps:

1. Go to File in the Menu toolbar and select Print.
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2. In the Print Dialog Box, there are a number of things you can do to manipulate the document
being printed.

a.

Name: selects the printer your document prints from. The default printer on your
computer appears under Name, but you can change this by clicking on the down
arrow and selecting another printer from the list.

Page Range: chooses which pages from the document are to be printed. All prints
every page in the document. Current Page prints only the page you are currently
viewing. The Pages box allows you to type in a range of pages.

Number of Copies: changes the amount of copies of the document to be printed.
Properties: by clicking on this button, another window opens where you can change the
dimensions of the printed pages. You can also choose whether you want the document
to be printed horizontally or vertically.

Options: in this window, you can select which attributes in a document are to be
printed. By default, Microsoft Word will not print hidden text or background images;
however, this can be changed in the Options window.

Zoom: changes how many document pages are printed on a single page of printer
paper.

13



© Hannah Stoltz

print 21|
Printer
Mame: | ®  Microsaft Ofice Document Image Witer - Properties |
Skatus: 1'2!|E _ _ _ Find Prinker. .. |
Twpe: Microsaft Cffice Docurment Image 'Wiker Driver
where: Microsoft Document Irnaging riker Port: [ Prink to File:
Comment: ™ Manual duplex
—Page range —Copies
&+ al Murmber of copies: =
™ Current page " Selection
" Pages: I v collate
Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12
Print what; ID::u:ument j I
: Pages per sheet: 1 page -
Print: I.ﬁ.ll pages in range j 9es pEr SR I pag J
Scale bo paper size: IN.;. Scaling j
Options. .. (4 I Cancel |

Exiting Word

To exit Microsoft Word, follow these steps:

1. Click File in the menu toolbar.

2. Click Exit.
a. Alternatively, you can exit Word by clicking the Close button in the upper-right corner of

the document.
3. Save the document if Word prompts you to do so; unsaved documents cannot be recovered!
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