Word 2003

	Getting Started

The Word Window
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	( Menu Bar – contains all tools for use with PowerPoint 2003.

(  Standard Toolbar – contains shortcuts for standard PowerPoint actions and tools.

· Formatting Toolbar – contains shortcuts for applying formatting features to your presentation.

· Document Pane – displays your document 
(  Task Pane – displays tasks according to the selected category

(  Status Bar - provides information about the current state of what you are viewing in the window and any other contextual information.
Note: To hide or display a toolbar; View menu ( Toolbar ( and select the toolbar from the resulting menu.

	To create a new document 
Click the New Blank Document button on the Standard Toolbar:
	To save a new, unnamed document:

To save a new Word document, click the save button on the Standard Toolbar. Complete the Save As dialog box.



	Opening an Existing Document

Click Open on the Standard Toolbar or you can open a document you've recently used by choosing the file name at the bottom of the File Menu.
	To save a document with a new name or to a new location:

1. From the File Menu, Choose Save.

2. The Save As dialogue box will appear.

3. Choose the folder in which you want to save the document (ensure the folder name is in the “Save in:” box).

4. In the File Name box, type a name for the document.

5. In the “Save as type:” box, you may select a type for your document (this will normally be “Word Document (*.doc)”).

6. Click Save. 



	Saving and Closing a Document

To save an existing document click the Save button from the Standard Toolbar.
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	Document Formatting
Setting Page Margins and Orientation

To specify exact margin measurements:

1. On the File Menu, click Page Setup or double-click the top grey area of the ruler.

2. Click the Margins tab.

3. Set the page margins.

4. Click OK. 

To set the page orientation:

1. Open the File Menu, click Page Setup or double-click the top grey area of the ruler.

2. Choose the Margins tab.

3. Under Orientation, choose Portrait or Landscape. 

4. Click OK.
	To edit or delete a header or footer:

1. Double-click the Header or Footer or from the View Menu, choose Header and Footer.

2. Select the text and graphics you want to edit or remove.

3. Make any changes or deletions.

When you are finished, click the Close button on the Header and Footer toolbar.

	
	Text
Creating bulleted and numbered lists

To add bullets or numbering:

1. Select the items to which you want to add bullets or numbering.

2. To add bullets, from the Formatting Toolbar, click Bullets.. 

3. To add numbering, from the Formatting Toolbar, click Numbering..

	To insert page numbers:

1. From the Insert Menu, choose Page Numbers.

2. In the Position box, specify whether to print page numbers in the header at the top of the page or in the footer at the bottom of the page.

3. Choose the Alignment, “Show number on first page” and Format options, and then press OK. 

Note: You can select not to have the number show on the first page and indicate which number you want to start with.
	

	
	Creating tables
To quickly create a simple table:

1. Click where you want to create a table.

2. Click Insert Table on the Standard Toolbar.

3. Drag to select the number of rows and columns you want.
Or

1. Click where you want to create a table.

2. On the Table menu, point to Insert, and then click Table.

3. Under Table size, select the number of columns and rows


	Creating Headers and Footers
To create a header or footer:

1. From the View Menu, choose Header and Footer.

2. The header area will become accessible, and the Header and Footer toolbar will appear.

3. To create a header, enter text or graphics in the header area.

4. To create a footer, use the “Switch Between Header and Footer” button on the Header and Footer toolbar to toggle to the footer.  Then enter text or graphics in the footer area.

5. When you have created the header/footer, click the Close button on the Header and Footer toolbar.
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	To create a complex table:

 For example, one that contains cells of different heights or a varying number of columns per row.

1. Click where you want to create the table. 

2. On the Table menu, click Draw Table. 

The Tables and Borders toolbar appears, and the pointer changes to a pencil.

3. To define the outer table boundaries, draw a rectangle. Then draw the column and row lines inside the rectangle. 

[image: image2.png]



4. To erase a line or block of lines, click Eraser [image: image3.png]


on the Tables and Borders toolbar, and then click the line you want to erase. 

When you finish creating the table, click a cell and start typing or insert a graphic.
	Copying and Moving Text 

· To move text or graphics:

1. Select the text you want to remove.

2. Right-click the selected text and click Cut or click the Cut button from the Standard Toolbar.

· To copy text or graphics:

1. Select the text you want to copy.

2. Right-click the selected text and click Copy or click the Copy button from the Standard Toolbar.

· To paste the cut or copied text or graphic to another part of the document or a new document: 

1. Click where you want to paste the text or graphic.

2. Right-click the selected text and click Paste or click the Paste button from the Standard Toolbar.

	
	Use Format Painter to copy text formatting.

1. Select the text that has the formatting that you want to copy. 

2. Click Format Painter. The pointer changes to a paintbrush icon. 

To apply formatting to more than one block of text, double-click Format Painter on want to format.

	Text Formatting
Selecting Text

· Any amount of text: Drag over the text. 

· A word: Double-click the word. 

· A line of text: Move the pointer to the left of the line until it changes to a right-pointing arrow, and then click. 

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

· A paragraph: Triple-click anywhere in the paragraph. 

· 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: Hold down CTRL + A

	3. 

	
	Paragraph Formatting

Text Alignment

You can change the paragraph alignment in relation to the page.

To align text with the left margin:

1. Select the text you want to align.

2. From the Formatting Toolbar, choose Align Left. 

To center text:

1. Select the text you want to center.

2. From the Formatting Toolbar, choose Center. 

To align text with the right margin:

1. Select the text you want to align 

2. From the Formatting Toolbar, choose Align Right. 

To justify text:

1. Select the text you want to justify.

2. From the Formatting Toolbar, choose Justify. 



	

	1. 


	Indenting Paragraphs

The first line of a paragraph can be indented by pressing the Tab key on the keyboard. 

Using the Indent Marker

The Indent marker serves several purposes. The top part of the marker controls the first line of a paragraph. The bottom part of the marker controls the rest of the paragraph. The box at the bottom of the marker moves the two parts at the same time. 

To change the indentation of text, do one of the following:

Create a first-line indent

1. Select the paragraph you want to indent. 

2. On the horizontal ruler, drag the First Line Indent marker [image: image4.png]


 to the position where you want the text to start. 

Note: For more precision in setting a first-line indent, you can select options on the Indents and Spacing tab (Format menu, Paragraph command). In the Special list under Indentation, click First line, and then set the other options you want. 

Increase or decrease the left indent of an entire paragraph

1. Select the paragraph you want to change. 

2. On the Formatting toolbar click Increase Indent [image: image5.png]


or Decrease Indent [image: image6.png]


. 

3. Microsoft Word increases the indent by one tab stop. If you want to change the position of the indent, you can first set a different tab stop.

Change the right indent of an entire paragraph

1. Select the paragraph you want to change.  

2. On the horizontal ruler, drag the Right Indent marker [image: image7.png]


 to the position where you want the text to end. 

Create a hanging indent

1. Select the paragraph in which you want to create a hanging indent. 

2. On the horizontal ruler, drag the Hanging Indent marker [image: image8.png]


 to the position at which you want the indent to start. 

Create a negative indent

1. Select the paragraph you want to extend into the left margin. 

On the horizontal ruler, drag the Left Indent marker [image: image9.png]


 to the position where you want the paragraph to start


	Working with Tabs

To set tab stops:

2. The Tab alignment button is at the far left end of the ruler. As you click on the button you will see the available tabs

3. Select the paragraph(s) in which you want to set a tab stop.

4. Click [image: image10.bmp] at the far left of the horizontal ruler until it changes to the type of tab you want.

5. Click the horizontal ruler where you want to set a tab stop.

[image: image11.bmp] Left align tab       [image: image12.bmp] Centering tab
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To clear or move tab stops:

Select the paragraph where you want to clear or move a tab stop.
To move the tab stop, carefully drag it along the ruler to the new location.
To clear a tab stop, click and hold down on the tab marker, and then drag the tab marker down from the horizontal ruler

	
	Editing
To check spelling while typing:

1. Right-click a word you want to correct. 
2. Make the change to the text by clicking the spelling or grammatical correction you want.

To check spelling and grammar all at once:

1. On the Standard toolbar click Spelling and Grammar. 

2. When Word finds a possible spelling or grammatical problem, make your changes in the Spelling and Grammar dialog box
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	Viewing

About reading layout view

If you are opening a document primarily to read it, reading layout view optimizes the reading experience. Reading layout view hides all toolbars except for the Reading Layout and Reviewing toolbars.

Note:  When you open a Microsoft Word document that you have received as an e-mail attachment, Word automatically switches to reading layout view. If you don't want to use reading layout view for e-mail attachments, clear the Allow starting in Reading Layout check box on the General tab of the Options dialog box (Tools menu).
	Compare documents side by side 

1. Open the documents you want to compare side by side. 

2. On the Window menu, click Compare Side by Side with. 

3. On the Compare Side by Side toolbar do any of the following: 

· If you want to scroll through the documents at the same time, click Synchronous Scrolling. 

· If you want to reset the document windows to the positions they were in when you first started comparing documents, click Reset Window Position.

4. Click Close Side by Side to stop comparing documents.


	Viewing Multiple Documents

1. Open all the documents you wish to view.

2. Windows menu → Arrange All
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