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Objectives

Upon completion of this module, participants will know and be able to:
use the menu bar and various toolbars to create WWord documents;
open an existing document or new document;

use page set-up features including setting margins and paper;

save a new or existing document;

manipulate text including cut/paste and copy/paste;

use the Views featue to view an existing document in various formats;

format text including font type, size, color and effects;

© N o o s DN~

use other text features including zoom, spell check, grammar check,
thesaurus and word count;

9. use pring features including print preview.
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File Edit V“iew Insert Format Tools Table ‘Window Help

Menu Bar

The Menu Bar groups Word commands into related funtions.

File - From the File menu, you create new documents, open existing documents, save documents, print
documents, adjust page settings, and exit the program.

Edit - From the Edit menu, you cut/paste or copy/paste text, delete words, find words, and replace words.

View - From the View menu, you view the document in various formats including web page format, an
outline format, create headers, create footers, and select toolbars.

Insert - From the Insert menu, you create page breaks, create section breaks, add page numbers, add pictures
and graphics, create hyperlinks, add symbols, add comments, and add text boxes.

Format - From the Format menu, you change font, change paragraph styles, add bullets, add borders, add
backgrounds, and create columns.

Tools - From the Tools menu, you check spelling, check grammar, utilize word count, track changes, and
create mail merges.

Table - From the Table menu, you create custom tables.
Window - From the Window menu, you arrange and split windows.

Help - From the Help menu, you find answers to software questions.
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Standard Tool Bar

The Standard Tool Bar provides shortcuts to the most commonly used word processing
functions.

-

New Document - Opens a new Microsoft Word document.

Open Folder - Opens an existing folder

Save - Saves the current document (NOTE: click Save approximately every ten minutes).

ll

= Print - Prints the current document.
L]

Lo

Print Preview - Displays a preview of the full page prior to printing.

E Spelling/Grammar Check - Checks spelling and grammar throughout the document.

& | Cut - Removes text or images from a document.
EI Copy - Selected information can be copied to another place in the document.

EI Paste - Places cut or copied information into a new area of a document.

)

Undo - Allows you to undo the previous task.

E Hyperlink - Inserts a hyperlink into a document.

:é' Tables and Borders - Displays the Tables and Borders toolbar.

jl Insert Table - Inserts a new table into a document.

EI Insert Excel Spreadsheet - Inserts an Excel Spreadsheet into a document.

==| Columns - Formats a document into a specified number of columns.

'1} Drawing - Displays the Drawing toolbar.
7

Help - Access to Microsoft Word Help.




Microsoft Word 2003 - Module I

b= i— w—

Marmal + TimesMewRoman - 12 -« | B I U | =L EEEEIR-Y-A-

I
I
il
|
4

Formatting Tool Bar

The Formatting Tool Bar provides shortcuts to the most commonly used text formatting
functions.

Mormmal Style Box - Assigns pre-defined styles to text.

Times New Roman | p ont Type - Allows you to change font type by using the down arrow.

S Font Size - Allows you to change the font size by using the down arrow.

Bold - Allows you to bold selected text.

Italic - Allows you to italicize selected text.

IS |~ (B

Underline - Allows you to underline selected text.

Align Left - Allows you to align text to the left margin of the document (NOTE: This is the default
setting.).

Center - Allows you to center text within a document.

=
E Align Right - Allows you to align text to the right margin of the document.
=
* —

Line Spacing - Allows you to change line spacing of selected text by using the down arrow.

i— Numbering - Allows you to create a numbered list within a document.

*=| Bullets - Allows you to create a bulleted list within a document.

= | Decrease Indent - Allows you to decrease the indent of selected text (moves text to the left).

== | Increase Indent - Allows you to increase the indent of selected text (moves text to the right).

Borders - Allows you to apply borders around selected text.

Highlight - Allows you to highlight selected text using the mouse. Highlight color is selected using the
down arrow.

Font Color - Allows you to change the font color of selected text using the down arrow.
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Viewing Toolbars

Viewing Toolbars allows you to select
specified toolbars to use when creating your
Word document.

1. From the Microsoft Word Menu Bar, click
View>Toolbars.

2. Select the Toolbars you wish to use with your

Word document by clicking next to each toolbar.

A check mark will appear.

Wiew | Insert  Format

Tools

E Prink Layauk

b |

Table ‘Window  Help

Toolbars

| Header and Footer

Zoom, ..

L

i i
Skandard
Formakking
AutoText

Contral Toolbo:x
Database

Drawing

E-miail

Extended Formatting
Forms

Frames

Funckion Key Display
Japanese Greetings
Mail Merge

Cuklining

Picture

Reviewing

Tables and Borders
Task Pane

Wisual Basic

Web

Web Tools

Word Count

Wardart
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CustomiZing Toolbars ﬂ 4 styles and Formatting. ..
o Skyle:
Customizing Toolbars allows you to create
a toolbar that displays only your most Bl
commonly used functions. Fnit Size:
. B Eold Chri+8
1. Click the down arrow at the end of the toolbar. E I I
W Italic Ckrl+1
2. Click Add or Remove Buttons. U Underline R
3. Select the desired toolbar. = lion Left Chl4L
4.  Click the icons that you want the toolbar to = Center ChrHeE
display. —
pay = Align Right k4R,
5. Clicking Reset Toolbar will change the Toolbar = sty Chrl]
back to the default settings. N
IE Line spacing
= Mumbering e
‘= Bullets
§;§ Decrease Indent
i:i Increase Indent
Borders
B Highlight
ﬂ Font Calar
A Grow Font el
A Shrirk Fort Cel+<
®' Superscript Chl++
X, Subscript Chtl+=

Language
Reset Toolbar o

Customizing a Toolbar

Open a blank Microsoft Word 2003 document. Fol-
low the directions provided in this training module
to open a toolbar that is not already open. (Example:
Picture, Drawing, etc.) Then, follow the directions
above to customize the new toolbar by deleting and
adding icons.
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Open an Existing Document

Opening an Existing Document allows you
to search for previously created documents
and open them in Word.

1. From the Microsoft Word Menu Bar, click
File>Open.

2. Select the location (drive) of the existing
document. (Example: Desktop).

3. Select the folder in which the document is
stored, (Example: Word I).

4. Click the document title, (Example: word 1
document).

5. Click Open.

| Shortcut: Use the Open Folder icon on the
Standard Toolbar to locate and open an existing
document.

e
Loak i @' Deskkop
e lDM':.f Documents
_.-J j My Computer
My Recent | &My Metwork Places
Bz ET.; Free Games & Music
= & Rhapsody Play Music Free
L% | itemplates
Desktop | Training ModulesTemplate_
e
Look in: @' Deskkop
e lDM':.f Documents
_.-J j My Computer
My Recent | &My Metwork Places
Bz ET.; Free Games & Music
—— & Rhapsody Play Music Free

F

| itemplates
| Training ModulesTemplate

Wordl

ey

Loak in:

My Recent
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Page Set-up: Margin Tab Page Setup 2 [X]

Margins Paper Layauk

The Margin Tab allows you to select top, Margins
bottom, right, and left page margins; select Top: otbom: 1"
page orientation (portrait or landscape);

) Left: 125" Right: |1.25"
and apply the Changes to the entlr? Gukker: o Gutker position: | Left
document or only to a specific section of the
d Ocu me nt . Crienkation
1. From the Microsoft Word Menu Bar, click — e
File>Page Setup>Margins Tab. Pages B
. . i ; Marmal
2. To change page margins, click the up/down Hhkiple pages: o
arrows next to the margins that need to be
changed. Presvigw
Apply bo; —
3. To change page orientation, click Portrait or whole document a —
Landscape. —_—

4. To apply the margin changes to a specific
section of the document, click the down arrow
located in the Preview section.

5. The Preview window allows you to view the
changes prior to making the changes.

6. Click OK.
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Page Set-up: Paper Tab

The Paper Tab allows you to select the size
of the paper that you are going to use to
create and print your document; select
the source of the paper, which may be
different for the cover page and content
pages; and apply the paper sources to the
entire document or to only a portion of the
document.

1. From the Microsoft Word Menu Bar, click
File>Page Setup>Paper Tab.

2. To change the paper size, click the down arrow
to select the paper, (Example: Letter, Legal,
etc.).

3. To change the paper source for the front/cover
page, click the desired source located under
First page.

4. To change the paper source for the remaining
pages, click the desired source located under
Other pages.

5. Click OK.

10

Faigda Jaiy

Margins | i

Paper size:
Letter
Width: 8.5"
Height: 11"

Paper source

First page:

At Select
Manual Feed

Tray 1
Tray 2

Preview
Apply to:
Whole document

Other pages:

Auto Select

Tray 1
Tray 2

Manual Feed 9
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Saving a New Document

Saving a New Document allows you to

select the location where the document
will be saved; select the file where the

document will be saved; and name the
document.

1. From the Microsoft Word Menu Bar, click
File>Save As.

2. Select the location in which you wish to save
the document, (Example: My Documents).

3. Select the folder in which you wish to save the
document, (Example: My Captivate Projects).

4. Name the file.
5. Click Save.

d Shortcut: Use the Save icon on the Standard
Toolbar to save a new document.

My Recent
Documnents

?_.%
Deskkop
My Documents
o
My Computer
y
My Metwark,
Flaces

urJ My Docurments a

| )My Captivate Projects
| )My eBooks

uf_'| My Music

.ﬂ My Pictures

uﬁ My Videos

My Webs

|)Updater

File: ﬂﬂmaname_the_dncument

2ave a5 YPe! | yword Document
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Cut/Paste Text

Cut/Paste Text allows you to remove text
from one location in a document and place it
in a new location.

1.

Highlight the text you wish to cut by positioning
the mouse at the beginning of the text. Then
click and drag the mouse until all of the desired
text is highlighted. Then release the mouse,
(Example: This letter will confirm . . .).

From the Microsoft Word Menu Bar, click
Edit>Cut.

Select the new location for the text by
positioning the mouse at the beginning of the
new location. Then click the mouse.

From the Microsoft Word Menu Bar, click
Edit>Paste.

The text now appears in the new location.

= ]

=1 Shortcut: Use the Cut/Paste icons on the

12

Standard Toolbar to cut and paste text.

Instructional Tn._~..|._.t|r|u._.|||.:.u.:_1 /. in Janua

his letter will ¢

anfirm your comple

Course Description - This b-wes
and provides basic keyboarding 2
introduction to integrating technol
praficiency in basic camputer utili
presentation software. Topics in
educataors, integrating multimedia
netwarks, graphics, animation, an

5

Course Description - This B-wie
and provides basic keyboarding
intraduction to integrating techn
proficiency in basic computer ut
presentation software. Topics ir
educators, integrating multimedi
netwarks, graphics, animation, 3

This letter will confirm your compl
Instructional Technology, in Janu
Eequested:
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Copy/Paste Text

his letter will confirm your comple
Copy/Paste Text allows you to duplicate text Y, 1h Janua
in a document without re-typing and place ‘ar] |astar

the text in a new location within the same

document.

Course Description - This b-weg

1. Highlight the text you wish to copy by and provides basic keyboarding 2
positioning the mouse at the beginning of the introduction to integrating technol
text. Then click and drag the mouse until all of praficiency in basic camputer utili
the desired text is highlighted. Then release the presentation software. Topics in
mouse, (Example: This letter will confirm . . .). educators, integrating multimedia

2. From the Microsoft Word Menu Bar, click hetworks, graphics, animation, an
Edit>Copy.

3. Select the new location for the text by This letter will confirm WOLr CD[TImEt
positioning the mouse at the beginning of the Instructional Techno |DQ"_'."'. in Januar

new location. then click the mouse.

requested:
4.  From the Microsoft Word Menu Bar, click

Edit>Paste. Course Description - This G-wes
5. The text now appears in the new location as and provides basic keyboarding an
well as remaining in the previous location. introduction to integrating technalg

proficiency in basic computer utiliz

presentation software. Topics incl

educators, integrating multimedia

—Jl e Shortcut: Use the Copy/Paste icons on the e netwarks, graphics, animation, an
Standard Toolbar to copy and paste text.

This letter will confirm your complet
Instructional Technology, in Januar
requested:

13
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View

View allows you to see a document as it will
appear in webpage format, print format, and
outline format.

From the Word Menu Bar, click View>Select
desired view.

1. Use Normal View for typing, editing, and
formatting document text.

2. Use Web Layout View when creating a Web
page or a document that will be published on a
Web page.

3. Use Print Layout View to see how text,
graphics, and other document elements will
appear on the printed page. (NOTE: This is
typically the Default View.)

4. Use Outline View to see the structure of a
documednt and to move, copy, and reorganize
text by dragging headings.

14
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Insert  Formak

Mormal

Web Lavout
Print Lavout
Reading Lavout

outline
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Formatting Text

Formatting Text allows you to change the
font type, font size, font color, and font style
as well as to add special effects to the font
such as shadows and embossing.

Highlight the text in the document that you wish
to change.

From the Microsoft Word Menu Bar, click
Format>Font.

To change the font type, use the up/down
arrows to access the available font types. Click
the desired font type.

To change the font color, use the down arrow to
access the available colors. Click the desired
font color.

To add a special effect to the font, click the box
of the desired effect.

To change the font style, click the desired style.

To change the font size, use the up/down arrows
to access the available sizes. Click the desired
size.

When all font changes have been made, click
OK.

Times Mew Raman

Shortcut: Use the Font Type

icon on the Formatting Tool Bar to change font
type.

Shortcut: Use the Font Color icon on the

Formatting Tool Bar to change font color.

B

ZL)U Shortcut: Use the Bold, Italic and

12

Underline icons on the Formatting Tool Bar to
change font style.

Shortcut: Use the Font Size icon on the
Formatting Tool Bar to change font size.

Fugir

A

Fonk iZharacter Spacing

Fonk:

Trebuchet M5

Tunga

Tw Cen MT

Tw Cen MT Condensed

s J

Text Effec

Fio
=y

Font color: Underline skyle:
Autanatic
Effects
[ ] strikethrough [ ] shado
[ ] Double strikethrough % iongtlirm
[ | superscript Ernbos
[ ] subscript [ ] Engra
Prewview
jiing
Fonk style: Size:
Feqular 12
a
Italic |
Bold 10
Eiold Italic 11

15
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Zoom

Zoom allows you to magnify text or de-
magnify text for easier viewing.

1. From the Microsoft Word Menu Bar, click
View>Zoom.

2. Click the desired percentage.
3. The preview window displays the new size.

4. Click OK.

Word Count

Word Count allows you to obtain the total
number of words in the document, the total
number of characters with and without
spaces, and the total number of pages,
paragraphs, and lines.

1. From the Microsoft Word Menu Bar, click
Tools>Word Count.

2. When finished viewing the statistical
information, click Close.

16

oo,

Zoorm ka
Oizo0%: (") Page width () Many pages:
) 100% (7 Text width -
) 75% ") whale page l;_ =

Percent: 88%

Preview

12 pt Times New Raoman
AabbCeDdEerxYyiz
AaPbhCeDdEeXnYyriz
AaBhCeDdEesxYyiz
AaPbCcDdFessYvrs

—
[ 0K, ] [ Cancel

O SO ﬂ

Skatistics:
Pages 25
YWiards 5,027
Characters (no spaces) 35,462
Characters {with spaces) 41,633
Paragraphs 354
Lines 1,022
Mon-Asian words 5,927
fsian characters, Korean words 0

[ ] Include footnotes and endnotes

[ Show Toolbar
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Check Spelling

Check Spelling allows you to correct
spelling errors throughout the document. A
misspelled word usually has a wavy red line
underneath the word.

1. From the Microsoft Word Menu Bar, click
Tools>Spelling and Grammar.

2. The misspelled word is located in Not in
Dictionary, (Example: Faucalty).

3. The Suggestions window displays all words that
closely resemble the misspelled word. Click the
correct suggestion.

4. Change will change the misspelled word to the
suggested word.

5. Change All will change the misspelled word to
the suggested word throughout the document.

6. Ignore Once will ignore the misspelled word
one time.

7. Ignore All will ignore the misspelled word
throughout the document.

8. Add to Dictionary allows you to add the
misspelled word to the dictionary so that it will
be recognized in future documents.

9.  When Check Spelling is complete, a message
will appear stating that it is complete. Click
OK.

@ Shortcut: Use the Spelling/Grammar icon on
the Standard Toolbar to check spelling.

Suz g G Euglisi (U2

Mak in Dictionary:

Fauelty g

X

J Ignare Al
0 {Add to Dictionary

Suggestions:
Faulty
Change &l
fukoCorrect
Dictionary language: English {LJ.5.)
Check grammar
Qptions. .. Cancel
Sualig i G Bag o (0] \3

Mot in Dickionary
Fa uelr}‘i

Suggestions:

Faulty

Dictionary language: English {1.5.)

Check grammar
Cpkians., ..

e Ignore All
{Add to Dictionary

Change Al
fukoCorrect

Cancel

17
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Check Grammar

Check Grammar allows you to correct
grammar errors. A grammar error usually
has a wavy green line underneath the word
or phrase.

1. From the Microsoft Word Menu Bar, click
Tools>Spelling and Grammar. Once Spelling
is complete, the Check Grammar will display.

2. The Negation Use window will display the
grammar error.

3. The Suggestions window will display the
recommended change.

4. Change will make the suggested change.

5. Ignore Once will ignore the suggested
grammar rule for that specific sentence.

6. Ignore Rule will ignore the suggested
grammar rule throughout the document.

7. Next Sentence will skip the current grammar
error and search the document for other
grammar errors.

8. Explain will provide an explanation of the
incorrect grammar rule.

9. When all grammar errors have been corrected,
a box will appear stating that Grammar check
is complete. Click OK.

@ Shortcut: Use the Spelling/Grammar icon on
the Standard Toolbar to check grammar.

Formatting Text

Open the Microsoft Word document provided. Use
the directions provided in this training module to
change page margins, font type, font size, font color,
and line spacing. Then use the cut/paste and copy/
paste features to re-arrange text. When finished, use
spell check and grammar check to correct errors.

18

Jusliidngd G Endlizi (U250

Megation Use;

This grammar 1sn't 11[4 good.

Ignore Rule

Next Sentence

@ Ianore Once

Suggestions:
Change
Explain...
Dickionary language: English (L.5.) D
Check grammar
’ Options,.. ] [ UUndo ] [ Close ]
Juslig g Geay i Endiiaig () ﬂ
Meqgation Use;
This grammar isn't no| good. 4]
Ignaore Rule
MNext Senkence
Suggestions:
(8]
Dickionary language: English {L1.5.) D
Check grammar
[ Qptions. .. l [ UUndo ] [ Close
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Thesaurus

Thesaurus provides you with a list of
synonyms for a specific word.

1. Highlight the word you wish to replace with a
synonym.

2. From the Microsoft Word Menu Bar, click
Tools>Language>Thesaurus.

3. The Thesaurus dialog box will display a list of
suggested words. Click the word you wish to
use.

4. Click Replace.

- Research

Search For:

Faculky
Thesaurus: English (U.5.)
2 5
-] Thesaurus: English {U.5.)
= sense (n.)
SEMSE
pOAEr
ability
Facility
qift e
talent
knack.
= staff {n.)
skaff
wiotkers

teaching skaff

personnel

19
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Print Preview

Print Preview allows you to view a document
prior to printing. This provides you with the
opportunity to view formatting, spacing, and
graphics placement.

20

1. From the Microsoft Word Menu Bar, click
File>Print Preview.

2. The full page appears in reduced size allowing
you to verify format, spacing, and graphics
placement.

3. When you are finished viewing the page, click
Close.

== Shortcut: Use the Print Preview icon on the

Standard Toolbar to preview your document
prior to printing.

File Edt ‘iew Insert Format Tools Table  Window Help
=] |lJ L.‘EII % M || Cj | = | Close H
g RNy CERR RTE SRR PRS- FERRRETE FERTRRRY TP

OHLIMET ROFESSIONAL DEVELOPMENT FORE- 12: EEMEFIT FOR S CHOCL

Z DISTRICTS AMD APPLICATIONE FOR COMMUMITY COLLESE FACULTY
DEVELOPHENT
Therapid gmmwh of tecdwalogicaltook e meated a vearmoddorce modelthat & inowledze

: hased, avd de expansion & callergged by lack oftradtuing for teachers | Smerica Camdlon
" Edncatior, 1902 Drande & Erace; 2000, Eledmar, 3004; Htival Caerfor Ehucation
Statistice, 2000; FLAHD Report, 1995, 1. 5, Department of Education, 2003 ). Repanding to
thiese rueeck, the Hilkbomagh Commamity College (HOC)IT3 {bformatinn Techrology +
Rutmtional Techvobigy + bnaraire Teachig ) pmgmm coudacted ayccessl tedeobay

of Hillsdhomagh
v imrmets, The

- kg pogrms b 00203, wd D04-03forteadur duthe
Conity (SDHC o effectiraby leam avduce tedmolgy i e
progrme e fimded by a Covgressiol Jmmrd (2002) wd the T2, Departmert of Edacation
(DOE) Rord for the Inproremert of Educet i (FIE) gt (2004 md 2005). Thdrstandivg the
":“ kg tabure of educationnl e iments wd the epawtil ke btedeobey

z wdracement | TT3% i rpkibeophy wd azedas coptiuesto arolee as daf erahuste wd
leam from each s cessire tridng mode]. Sitangh the pmfesdaal darebpment g
modelsbre diffred from ear-to-year, they all dhare the cmemiding IT3 miscieto faciate

professiotial davebpmert for fuothy ad saff, resu ki i mprored sndat leaming, muito
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Print

Print allows you to print documents,
including all pages or selected pages as well

Mylair

Frinker

as to print multiple copies of a document or Mame: £F Wdmntl\DLRC304-4100
multiple pages per sheet of paper. Shabus: Idle
Twpe: HF LaserJet 4100 PCL &
1. From the Microsoft Word Menu Bar, click where: DLRC 304

File>Print. Comment: 10,41.3.70-4100 - IT3

2. Select the pages you wish to print, (Example:

All pages, only the Current page, or specified Page range
multiple pages). OF:1
3. To print multiple copies of the document, use () Current page e
the up/down arrows to select the number of () Pages:
copies.
Enter page numbers andfor page ranges
4. To print more than one page per sheet of paper, separated by commas, For example, 1,3,5-12
use the down arrow to select the number of
pages.

5. When all selections have been made, click OK. C_opies

Murmber of copies: e
=

Shortcut: Use the Print icon on the Standard
Toolbar to print your document. | | 3| | | 3| Collate
2| g
1 1

SO

Pages per sheet: 1 page a

Scale to paper size: o Scaling

Create a New Document

Open a new Microsoft Word 2003 document. Use the
activity description and checklist provided to create a
letter or course syllabus. Please make sure to use all
of the Word functions as outlined in the description.

21



