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Getting Started in Microsoft Word 2003

Opening Word

Double click the Word icon on the desktop.

If there is no shortcut icon on the desktop:

e Click on the Start menu > All Programs > Microsoft Office and select
Microsoft Office Word 2003 from the list.
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The Word 2003 Window
When Word is started, a new blank page titled Document1l is opened automatically.

1. Title Bar - located at the top of the window and states the file name and the
program you currently have open.

2. Menu Bar - at the top of the window is a row of menus, including File, Edit and
View.

3. Toolbars - rows of buttons that perform various actions used in creating and
editing your document.

4. Ruler - Directly below the toolbars is a ruler. You can use the ruler to set tabs,
indents, and margins.

5. Scrollbars - are located on the right side and on the bottom of the screen. By
clicking on the arrows at the ends of the scrollbars, you can move up and down
or left and right through your document.
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The Task Pane

The Task Pane is a window that appears on the right side of the screen when Word
opens. It gives you a list of functions and commands to perform depending on what you
are doing at the moment. When you first launch a new presentation, the Task Pane will
be labeled Getting Started. The Getting Started task pane allows you to open recent
documents, search for documents and files, create new documents, and access
Microsoft Office Online.

 Getting Started v x Getting Started '[%X
: Getting Started e
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. Office Online | Search Results = arrow next to
Clip firk i
Connect ta Microsoft Office Getti ng Started
Online Research to change Task
ek the latest news about using : J
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from the web
Shared Workspace
Document Updates
Seatch For:
a Protect Docurment E
Example: "Prink more than one copy” Styles and Formatting "
Reveal Farmatting
Open
) L Mail Merge
Microsoft \Word Beaginning
word2003intermed #ML Structure
Jennifer's notes Jennifer's nokes
[ Mare.., [ More...
_] Create a new document... _] Create a new document...

You can also navigate the task pane using the Back and Forward buttons, and
return to the Getting Started task pane by choosing the Home ﬂbutton.

Other Task Panes Include:

e Help - allows you to search the Microsoft Office help feature

e Search Results - allows you to search different features of Office

e Clip Art - allows you to search the Clip Art Gallery using keywords and displays
the Clip Art in thumbnails for you to choose.

e Research - allows you to look up text strings in a variety of online resources

o Clipboard - contains a list of the items you have recently cut, pasted, or copied.

« New Document - gives options to create a new blank document

« Protect Document - places restrictions on the way the file is edited

o Styles and Formatting - opens the text formatting task pane
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Creating a New Blank Document
To create a new blank document:

From the File menu choose New.

@I Document? - Microsoft Word
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You can also click the New button . on the toolbar to create a new blank document.

Opening a Document
To open a document:

From the File menu, choose Open.

'@I Document1 - Microsoft Word
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You can also click the Open button < on the toolbar to open a document.
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Setting up the Page

From the File menu, choose Page Setup
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In the window that opens you can adjust the margins and page orientation.
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Margins | Paper | Layout margins, click
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Top: g Bottorn: (1" g arrows.
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Apply bo:
Whole docurnent w
Click OK to save
your changes.
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Saving a Document

To save a document for the first time:

Select the File menu > Save As.

@i Document1 - Microsoft Word
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Save and Save As

Use Save to save a document for
the first time or to save changes.

Use Save As to also save a
document for the first time or to
save a previously saved document
in a different location.

Word will display the following dialog box:

Save As E
Save in: ||E|| My Dacurments M @ " L!] | a X - Ij Tk
iy ) Adobe
I Ifilelin
My Recent | [C5)My eBoaks
Documents @M‘f Pictures
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Desktop
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Ih1l
9
My Corpuker
_‘} File name: | Jocz.doc v| [ =" ]
Pl Mebwork, _
Places Save as bype: |'u'u'u:uru:| Docurnent (*,doc) 4 | [L':E']
S —
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Saving a Document

In the field next to File name, type the name of your document.

Navigate in the top portion of the dialog box to the folder where you would like to save
the document.

To save the document to a disk, click the arrow on the right of the Save in box from the
pull-down menu, and choose the A: drive. Select the Save button.

Once you have saved your document for the first time you can save further revisions by
selecting the File menu and choosing Save, or clicking on the Save button on the

toolbar il :
Save As @
Save in: |D My Docurnents V| @ -0 '{1 A L £ v Todls
—1Adobe
) (afilelib .
My Recent My eBooks Click here to
Documents (Z My Pictures change where you
@ C)Fictures will save your file.
Desktop
o
,,.) Click Save to
My Documents save your
document.
gﬂ Type your file
My Compuker name here.
‘] Filz narne: | acZ, doc W | [ Save

—
My Metwork,
Places

Jave as bype: |'u'u'n:nru:| Daocument (*,doc)

L | Cancel

NOTE: Remember to always save your documents before closing Word!
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Delete, Backspace, and Insert Keys
To Delete:

Move the cursor to the left of the text. Each time you press the Delete key
one character to the right of the cursor is erased.

Akron —pkron

To Backspace:
Move the cursor to the right of the text. Each time your press the Backspace key one
character to the left of the cursor is erased.

Akror] Akrd

Using the Insert key:
Move the cursor to the left of the text you would like to replace.

Press the Insert key to switch to Overtype mode. Overtype mode means you will type
over any existing text.

Press the Insert key again to turn off Overtype mode.

Akron Saon
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Copying, Cutting, and Pasting Text
Copying Text:

To copy text, use the mouse to select and highlight the words you want to copy.

Here is igfsReEkgof my documsnt.

From the Edit menu, and choose Copy. Move the cursor to the place you want the

copied text to be inserted. Or use the Copy button on the toolbar. -

Edit | Wiew Insert  Format

¥ Undo Typing  Chrl+2

g Cut Chrl4-:

| =3 Copy Chrl4-C

T

=)

|Zee Office Clipboard...

[ Paste Chrl+y
Select Al Chrl+8
g4 | Find... Chrl+F

£

Cutting Text:
To cut text, select and highlight the section you want to move.

From the Edit menu, choose Cut. Or use the Cut button on the toolbar. E

Edit | ¥Wiew Inserk  Formak

=) Undo Typing  Chrl+2

4 cu Chrl+d |
=3 Copy Chl-C g

=)

|Zek Office Clipboard...

[ Paste Chrl+Yy
Select All Chel+A
44 Find... Chrl+F

£

Here is|of my document.
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Copying, Cutting, and Pasting Text

Pasting Text:

From the Edit menu, and choose Paste. Or use the Paste button on the toolbar. e

Edit | Wew Insert Format Tc

£} Undo AukoFormat Cerl+Z

Zuk Chrl+%

Copy Chrl+iC

:f?g Office Clipboard. ..

|2 paste cerly |
Select & Chrl+A &
&4 Find... Chrl+F

£

Here is the text the text of my document.

NOTE: The cut, copy, and paste commands will also appear by right-clicking with the
mouse on the highlighted selection.

highlighted text

Fonk. ..
Paragraph...

Bullets and Mumbering. ..

Hyperlink. ..

B @ i) p[

Look Up. ..
Sy MIONYTS k
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ph

Select Texk with Similar Formatting
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Checking Spelling and Grammar
Word has built-in spelling and grammar checking functions.

When you misspell a word you will see a squiggly red line appear under that word. If
you make a grammatical error you will see a green squiggly line instead.

Arkon We was happy to see him.

To correct the spelling or the grammar, right-click on the underlined word with the
mouse and pick the appropriate option from the list Word suggests.

Arkon _
[ akron % We wias happy to see him.
Archon wWere [\
Arson g
Ignore Once
Ark on
Bﬁ GEramrmar. ..
Ignore All
Add ko Dictionary
SutoCorrect » &\i, Look Up...
Language 3
A.ff" Spelling. ..
Bl LookUp... [, Paste
|34 Paste

To spell check and grammar check an entire document, click Tools on the Menu Bar,
and select Spelling and Grammar. Word will review your entire document for spelling
and grammar errors. Or, you can click the Spelling and Grammar button on the toolbar.

v
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Shortcuts

Word provides you with shortcut key strokes which are a combination of letters and
symbols that act as codes that allow you to accomplish frequently executed tasks.
CTRL stands for the control key in the bottom left corner of the keyboard. Push and hold
the CTRL key and then tap the letter after the + sign to perform the action.

Here are some other commonly used shortcuts:

e Copy:CTRL+C

e Cut: CTRL +X

e Paste: CTRL +V

e Undo:CTRL +Z

e Redo: CTRL +Y

e« Bold: CTRL +B

e ltalics: CTRL + 1

e Underline: CTRL + U

e« New document: CTRL + N
e Open document: CTRL + O
e Print document: CTRL + P

e Save document: CTRL + S
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Getting Help

Word offers excellent and extensive online help which can be accessed by selecting the
Help menu > Microsoft Office Word Help.

Help | Adobe PDF  Acrobat Comments
|g.y Microsoft Office Word Help FL |

Microsoft Office Online l"f

Contack Us

@ Avery Wizard Help, .,

Customer Feedback Options. ..

about Microsaoft Office Word

¥

Word Help will appear in the task pane. Type your question in the white box and click
the green arrow to search for your topic.

Word Help v X

Assistance

Search For:

change font

2

5 Table of Conkents

Choose the option that best answers your question from the list of results. Click on the
blue words to get instructions.

Search Results v

30 results from Office Online Dﬁ

g Set the defaulk font
g Apply a different Font to et
@) Change the size of kext

g Change the size of a toolbar
butkon or drop-down list bos

g Show or hide actual fonts in
the Font lisk
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Formatting Your Document

Below is a picture of the Word 2003 Menu Bar and Standard and Formatting Toolbars.

IMenu Bar I Standard Tool Bar I
P Ele Edit View Insert Format Tooks Anduw Help /
0GRS E S B S8 L ORE P Q)T 100% - @) Jiged B
A4 mermal » TimesMewRoman = 12 - | B I U Elgggé’l p= . | IS s 3= i Dvikfvi.!

Formatting Toolbar I

The Menu Bar has the words File, Edit, View, Insert, Format, Tools, Table, Window and
Help across the top. All of these expand when you click on them to show you further
options.

The Standard Toolbar is the toolbar just below the list of menus. It includes icons for
creating new documents, saving, opening, and printing your documents, as well as
cutting, pasting, copying, and many other options.

The Formatting Toolbar is the bar below that. It allows you to change fonts and font
size, to bold, underline, italicize and center text, as well as change the alignment of your
text and other useful options. The quickest and easiest way to apply fonts, font sizes,
bold, italic, and underlining is to use the toolbar buttons.

If you leave the mouse pointer on a button for a few seconds, the function of that button
will appear in a small box below the pointer.

! File Edit Miew Insert

=" NERE =]

1
Mew Blank Du:u:ument| |
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Formatting Text

Microsoft Word allows you to change the way your text looks. You can change the size,
shape, and style of the letters. Formatting changes can be made from either the
Formatting Toolbar or the Format menu and the Font Dialog Box.

If you change the formatting before you begin typing any words the formatting changes
will apply to the entire document.

If you change the formatting after you have typed some text the formatting changes will
apply to text you have highlighted, or any subsequent text you type.

Formatting Toolbar

The Formatting Toolbar has a set of buttons you can use to apply formatting changes.

Font name )
I Font size I Font color
A4 Mormal 4 Times New Roman [ =]12 F |B £ U g == Ig - | = i & 35 _ abz | A - _

Bold, italics, underline I

Highlighting Tips
e To highlight a word click on the word twice.
e To highlight a sentence or paragraph click in the middle of it three times.
e To highlight the entire document press CTRL + A.
OR

e Hold the left mouse button down and drag across selection to highlight.
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Change Font

To change the font or typeface of your text, highlight the selected text then pick a font
from the drop down menu.

Here is the original text.

Example

Highlight the text with the mouse.

Example

Click in the small arrow next to the current font name.

|Times Mewy Rornan | vJ\ 12 -
]

kg

A list of available fonts will open. Select the font you want from the list.

imes Mew Rorman - B 7

=

T Times New Roman
T Arial
H Arial Rounded MT Bold

LI

H COPPERPLATE GOTHIC B To see more available fonts,
T Arial Marrow click the down arrow to scroll

T Agency BB through the list.
ﬁL'EERIﬁH

Arial g The fonts are listed

% Arial Black alphabetically, but the ones

T Arial N you used most recently will
flal TNalTow appear at the top of the list.
Tr Arial Rounded MT Bold

T Arial Unicode MS ( -

Your highlighted text will change to match the new font.

EXAMFPLE
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Change Font Size

Font size refers to the size of the type, how big or how small. To change the size of
your text, highlight the text and then select a larger or smaller size from the Formatting
Toolbar.

Here is the original text.

Example
Highlight it with the mouse.

Example

Click in the small arrow next to the current font size.

Tirmes MNew Roman v B 7

Font Size

Select a different size from the drop down list. The larger the number the larger the
letters will be.

Times Mew Roman -

Your highlighted text will change to reflect the new size.

Example
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Bold, Italics, and Underline

To apply boldface, italics, or underline text, highlight the text with the mouse and click
the appropriate button on the Formatting Toolbar.

You can apply any combination of bold, italics, and underline to the selected text.

Bold

Here is the original text.

Example
Highlight it with the mouse.

Click the bold button on the toolbar.
B]: u
3
e

The font and font size will not change except that the letters will be slightly larger and
bolder.

Example

You can also use the keyboard to apply boldface. After highlighting the text, hit CTRL +
B to bold the word.
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ltalics

Here is the original text.

Example

Highlight it with the mouse.

Click the italic button on the toolbar.

B|Z|U
3

Ttalic |-

The font and font size will not change except that the letters will be slanted to the right.

Example

You can also use the keyboard to apply italics. After highlighting the text, hit CTRL + |
to italicize the word.
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Underline

Here is the original text.

Example
Highlight it with the mouse.

Example

Click the underline button on the toolbar.

B I
)
—Underline'—

The font and font size will not change except that the letters will be underlined.

Example

You can also use the keyboard to underline text. After highlighting the text, hit CTRL +
U to underline the word.
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Change Font Color
You can change the color of your text easily from the Formatting Toolbar.

Here is the original text.

Example

Highlight it with the mouse.

Example

Click the small down arrow next to the current font color button.

Font Color {Auko)

A color palette will open. Click on the color of your choice to change the text to that
color.

ﬁv
I|. Automatic ||
EEEEEEER
AEEEEEEER
%Q‘D.D..D
ONEERNE
red oo E®EO
Mare Colors, .

Your highlighted text will change to reflect the new color.

Example
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Font Dialog Box

You can make several changes at once using the Font Dialog Box.

Here is the original text.
Example

Highlight it with the mouse.

Example

On the Standard Toolbar, click Format, Font.

Format | Tools Table Window Help
[A Font.. |
3 Earagrapwlh“u...

2

Bullets and Numbering...
Borders and Shading...

The Font Dialog Box will open.

Font [ X

Fonk } Character Spacing ] Text Effects l

Fonk style: Size:
|Regular 12
B -
9
10
11
Tw Cen MT Condensed =
Fonk color; Underline stwle:
| Bukomatic j |(nu:une]l j | J
Effects
[ strikethrough [ shadow [ Small caps
[ Double strikethrough [ Sutline [ &l caps
[ Superscript [ Emboss I Hidden
[ Subscript [ Engrave
Preview
Ezample

This iz a TrueType Font, This Font will be used on both printer and screen,

Default. .. QK | Cancel
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Change the Font and Font size from the Font Dialog Box

Scroll through the list of fonts and click on one you would like. You can also change the
size of the font from this dialog box. The Preview pane at the bottom of the dialog box

shows you how the changes will look.

Font

Fonk l Characker Spacing ] Text EFfects ]

Fonfk: Fonk skyle:

|0ld Enalish Text MT
2ld English Text MT

|Regular

Palatino Linobype
Papyrus

Font colar; LInderlirtweTyle:
| Autamatic ﬂ ||{nn:|ne]|

Effects
[ strikethrough [ Shadow [ Small caps
[ Double strikethrough [ outline [ &ll caps
[ Superscript [ Emboss [ Hidden
[ Subscript | Engrave

Prewview

E xample

This is a TrueType Font, This font will be used on both prin

Default. ..

Cancel

To apply any changes click OK.
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Add Effects from the Font Dialog Box.

Strikethrough draws a line through the word.

Effects
Vs h:
[ Double strikethrough
[ Superscripk
[ Subscripk

Preview

[ Shadow
[ Cutline
[~ Emboss
[ Engrave

I Small caps
[ &l caps
[ Hidden

& xample

This is a TrueType Font, This font will be used on bath printer and screen,

Double Strikethrough draws two lines.

Effects

[ Superscript
[ subscript

Prewview

[ shadow
[ Cutline
[ Emboss
[ Engrave

[ sSmall caps
[ Al caps
| Hidden

Example

This is a TrueType Font, This font will be used on both printer and screen,

Superscript places the text above the line. (i.e. E=MC?)

[ Shadow [ Small caps
[ Outline [ &l caps
v Superscripk [ Emboss [ Hidden
[ Subscript [ Engrave
Prewview
Example

Thiz iz a TrueType fant. This Fant will be used an both printer and screen,

Subscript places the text below the line. (i.e. H,0)

Effects
[ Strikethrough [ Shadow [ Small caps
[ Double strikethrough [ Sutline [ &l caps
[ Superscript [ Emboss [ Hidden
~ S [ Engrave
Preview
Ex ample

Thiz iz a TrueType Fant, This font will be used on both printer and screen,

Copyright © 2005 ASCPL All Rights Reserved
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Shadow adds a shadow effect.

Effects

[ Skrikethrough ™ Shadow [ Small caps
[ Double strikethrough [ E [ allcaps
[ Superscripk [ Emboss [ Hidden
[ Subscript [ Engrave

Preview

E xample

This iz a TrueType Font, This Font will be used on bath printer and screen,

Outline outlines the letters only.

Effects

[ Strikethrough [ shadow [ Small caps
[ Double strikethrough v i E [ &l caps
[ Superscripk [ Emboss [ Hidden
[ Subscripk [ Engrave

Preview

Esexmple

This iz a TrueType Font, This Font will be used on both printer and screen,

Emboss makes the text look raised.

Effects

[ striketbrough [ Shadow [ Small caps
[ Double strikethraugh [ o [ &l caps
[ Superscript v Emboss: [ Hidden
[ Subscript [ Ergrawe

Preview

This is a TrueType fant, This font will be used on both printer and screen,

Engraved makes the text look pressed into the paper.

Effects

[ Strikethrough [ Shadow [ Small caps
[ Double strikethrough [ outline [ &l caps
[ Superscripk [ Emboss [ Hidden
[ Subscript I Engrave:

Preview

This is a TrueType fant, This fant will be used on both printer and screen,
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Small caps changes lower case into upper case, but keeps the initial capital letter

larger.
Effects

[ Strikethrough

[ Double strikethrough

[ Superscript
[ Subscript

Previgw

[ shadow ™ psi
[ Qutline [ all caps
[ Embuoss [ Hidden

[ Engrave

ExXaMPIE

This iz a TrueTypa Font, This font will be used on both printer and screen,

All caps chang
Effects
[ Strikethrough

[ Double strikethrough

[ Superscript
[ Subscripk

Preview

es all letters into upper case.

[ sShadow
[ Qutline

[ Emboss
[ Engrave

EXAMPLE

This iz a TrueType Fant, This font will be used on both printer and screen,

Hidden makes the text invisible. It is still there on the page but
cannot be seen or printed. To see hidden text Click Tools, Options, View,
check the Hidden Text box and click OK.

Options E
Security ] Speling & Grammar l Track Changes ]
User Information l Compatibility l File Locations ]
Wiena General ] Edit l Prink ] Save ]
Show

[+ Startup TaskPane ¥ Smart tags v wWindaws in Taskbar

[+ Highlight ¥ Animated bext I Field codes

[ Bookmarks [V Horizantal scroll bar Field shading;

[V status bar
v sScreenTips

Formatting marks
[ Tab charactg
[ Spaces
I Paragraph marks

Print and Web Lavout optio
¥ Drawings
I object anchors
I Text boundaries

Outling and Marmal options
I Wrap to window
I Draft Font:

Wwhen selected A

¥ wertical scroll bar
[ Picture placeholders

Mns

¥ White space between pages (Print view only)
I Background colors and images (Print visw only)
¥ Wertical rulsr (Prink sigws only)

r

0"

I s |

Style area width:

x

Il

o]

Cancel
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Change Font Color, Underline Style and Underline Color from the Font Dialog Box

To change Font color, click in the drop down arrow next to the current font color
(Automatic) and click the one you want from the palette.

Fank calar: Underling skyle: Underling calar:
.............. futomatic I [(none) =1 [ Auomate -]
E | . Aukomatic |
HENENENNNMNhhadow [ small caps
BN NN N putine [ all caps
NN NN I Hidden

Maore Colors,

ONEEED e
P EOO0OO0O0OEmEO

Example

This is a TrueType Font, This Font will be used on baoth prnter and scrzen,

To change the Underline style click in the drop down arrow next to the current style
(none) and click the one you want from the list of styles.

Font colar: Underling skyle: Underline calar:

I_j {nione) - I Automatic j
Effects ——————————{ e . —

[T Strikethrough | e [ Small caps

[ Double strikethrough | === - [ allcaps

I_ SuEE.-rscnpt ------------------ - I— uldden

[ subscript

Presview

Example

Thiz is a TrueType Font, This Font will ba used an both printer and screen.
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To change the Underline color click in the drop down arrow next to the current color
(Automatic) and click the one you want from the palette.

Font color: Underling stvle: Underline colar:

| I ~ | [ eeeenneeee | [ RGOSt | |

Effacts | [ | Aukomatic ‘
[ Strikethrough [ shadow EEEEEEEDR
™ Double strikethrough ™" outline EEEEEERN
[ Superscript I Emboss HE N EEENR
™ Subscript ™ Engrave EEO EEE

oo EOOOCEED

More Colars.,.,.

Example H

This iz a TrueType Fant, This font will be used on both printer and screen,

Click OK apply your changes to the selected text.

Fank calar: ndetline skyle: Undetling calar:

| I - | | =1 | - |
Effects

[ strikethrough [ shadow [ Small caps

[ Double skrikethrough [ outline [ all caps

[ Superscript [~ Emboss [~ Hidden

[~ subscript [T Engrave

Preview

This is a TruaType Font, This font will be used on both printer and screen,

Default. .. | (04 Cancel

|
7

Example
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Undo and Redo

To Undo:

If you make a mistake Word will let you undo your action. On the File Menu click Edit
and select Undo. Or click the Undo button on the toolbar. .

Edit | YWiew Insert  Formal

|.:;| UndoBold  Chri+z

=)

b | Office Clipboard. ..
[ Paste CErl+y
Select Al Chrl+5

g4 Find... Chrl+F

££

To Redo:

If you used Undo and want to change your mind, you can use Redo. On the file Menu
click Edit and select Redo. Or click the Redo button on the toolbar. -

Edit | Wiew Insert  Formakt

£} | Undo Typing  Chrl+2
| (% RedoFont  Chrly |_
& Cut Chrl+y Lx'?
=8| Copw Chrl4iC
&b Office Cliphoard. .
[ Paste Chrl+y
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Printing Your Document

To print, choose the File menu > Print.

Document1 - Microsoft Word

il Fle | Edit  Wiew Insert Format  Tools  Table

— -
BB L. L

=

(=L

B .. Chrl4+0

[‘(:D‘I I

Close

Save Chrl45
Save As...
Save as Web Page...

File Search. ..

Permission

eh Page Preview

Page Setup...

Print Prewiew

| e

Print... Chrl4+P

A print dialog box will appear.

Send To

'

Printer
Marmne; ;;3‘33 VWFILESERYER1YES1300 w | Properties
Stakus: Ih':"E Find Printet ... .
Type: ] Laser.Jet 13F|IZ| PCL & Click the up or
where: Electronic Services [ Prirk ko File down arrows
Comment: [ ] Manual duplex here to Change
Page range Cepies the number of
= al Mumnber of copies: | = COpieS you
() Current page want
) Pages: | | Collate :
Enter page nurbers andjor page ranges
separated by commas. For example, 1,3,5-12
Prink what: ‘Du:u:ument w | ZBar
) Pages pet sheet: 1 w
Print: ‘F'.II pages in range w | BBl | page |
Scale bo paper size: |Nc: Scaling b |
Qptions. .. K ] [ Cancel ]

Choose the number of copies and pages you want to print. Click OK to print.
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How to Quit
Save your document before you quit!

To close Word 2003 completely, choose the File menu > Exit.

Or, click the red X in the upper right corner. EE'
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