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Font Style — Choosing
different font styles can
allow you to automatically
generate a table of contents,
index, etc.

Choose Font — This box will
show you samples of the
fonts available and allow you
to select the font you would
like to use/apply.

Font Size —
Select the size
you would like
the font to be. If
none of the
choices are
appropriate you
can click in this
box, type the size
you would like
and hit enter.
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If you are using a Citrix machine you must open Citrix first, then Word. Citrix users cannot double
click on a document file and have it automatically open in Word.

Now click File and Open to choose the file you would like to open and edit. If you wish to start a
new document click File and New. A task pane will open on the right hand side and ask what type of

new document would you like >> choose Blank Document.

At this point you could also start from one of the many Office provided templates and customize

menu or you can

Getting started

Open Microsoft Word® by clicking on its icon or from the i} 5tart| =
double click on any word document.

Changing Toolbars

If a toolbar doesn’t appear on your screen,
use the menu, View >>Toolbars and check
the ones you’d like to see.

If only part of a toolbar appears, seperate
the toolbars so they don’t share one line. To
do this find the symbol highlighted in red
above, click(hold) and drag the toolbar to a
new location. Toolbars can be docked on any
side of the screen and will stack one below
the other along the top.

The default is that the Formatting and
Standard toolbars share a line; consider
moving one of them to its own line.




Adding and Working with Tables

To insert a table, click and hold the left mouse button on the table icon on
the toolbar (see front). Drag the mouse down and away to add the number
of columns and rows as desired.

Once you have a table, you can add rows or columns to it by clicking in a
cell in the table where you would like to add a row or column. Then click
on the Table pull down menu and choose insert row or column. It will
appear next to where the cursor currently is.

You can change the properties of the table by right clicking anywhere in
the table and choosing properties. You can control line thickness and
color, as well as many other attributes.

You can also join adjacent cells in a table together. Select the cells you
would like to merge by clicking and dragging the mouse across those
cells. Now right click on the selected cells and choose merge.

Setting Margins and Page Properties

Click on File and Page Setup (note this option is disabled if you currently
have an object selected.)

There are 3 tabs in the Page Setup dialog box: Margins, Paper and
Layout.

Margins — From this tab you can control whether you want the
document to be in Portrait mode or Landscape mode (this
document).You can also set the top, bottom and side margins.
Remember that anything less than .6 will not be printable on most
printers.

Paper - This allows you to choose the size of the paper you would like to
print on and the tray from which the printer will provide this.

Layout — This page will control where and how your headers/footers will
appear. The default is that headers will be identical on every page in the
document. Vertical alignment is also available as an option here (if you
want to center something on a page you can.)

Apply to — At the bottom of each of the tabs is the “apply to” section.
You can choose to make changes to the whole document or from this
point forward. For instance, you may want to occasionally mix in a
landscape page with portrait pages. After starting in portrait mode you
would go into page setup, choose landscape and select from this point
forward. When you got to the end of the landscape page (Section) you
would go back in, choose portrait and select from this point forward.

Adding Clipart

All clipart that Microsoft installs for use in
its office suite of programs is indexed by
keywords. Try a variety of different
synonyms here to get different lists of
clipart.
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Other Search Options

The All media types drop down box allows
you to limit what kinds of resources your
search will find. Leave only the type of
media you want to find checked. Un-

process. Remember to check them the next
time as it uses the previous configuration
before executing a new search.

checking some will also speed up the search
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Clips online allows you to access the
Microsoft Design Gallery via an Internet
connection. You can then download lots of

additional clipart and add it to the organizer.

To insert clip art go to Insert >> Picture

>> Clipart.
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Objects, - Manipulating and Formatting

Anything you place onto a Word document is
called an object. You can control how these
objects appear and what they look like.

Most objects (other than clipart) are available
through the drawing toolbar. To add this
toolbar go to View>>Toolbars>>Drawing

By default, any inserted object has text
wrapping set to none and left justification.

To change these, right click on the object (or
it’s frame) and choose format object (where
object is replaced by the type of object your
working with)

Click on the layout tab to choose how you
would like to wrap text around that object.

Color and lines is another tab in the format
screen you might want to experiment with,
especially when using text boxes.




