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What’s the Word?
Microsoft Office Versions

· Office 2007

· Office 2003

· Office 2010 is coming
Microsoft Office Apps

· Microsoft Word 2007
· Microsoft Excel 2007
· Microsoft Access 2007 *

· Microsoft PowerPoint 2007
* Only in Office Professional

Possible Alternative

· OpenOffice.org 

· Similar to Microsoft Office 2003
· But FREE! – Go to:
www.openoffice.org
Word Vs. Works
· Use Microsoft Office

· Don’t Use Microsoft Works

Getting Started
Creating a Document

1. Plan
2. Type
3. Edit

4. Format

5. Print or Send

Why Plan a Document?

· Efficiency

· Usually faster if you plan first

· Easier to read - more organized

How to Plan

· Think of what you want to say

· Organize your material logically 

· State each point clearly

Organize Your Thoughts

· Organize before writing.

· Maybe use pencil & paper!
· Use many short paragraphs

Starting a Document

· Old similar document, or

· Template

· Several different kinds

· Letter, résumés, reports, etc.
· Or, Blank Document (last resort)

Setting Up Word
Views

· Print Layout – for formatting
· Normal – for typing
Zoom
· Zoom in for easy reading

· Use Zoom buttons, or

· Use Ctrl + scroll wheel

View the Ruler
· Click the View ribbon

· Click the Ruler check box

Show/Hide Button (¶)

· Shows/Hides certain characters

· Paragraph marks - ¶·

· Spaces - ·······

· Tabs - (
Smart Word Tricks
AutoCorrect

· Automatically corrects mistakes

· Also can expand an abbreviation


teh ( The

asap ( real fast
Easy Accents

· Hold down Ctrl

· Hit apostrophe key

· Release Ctrl

· Hit the “e” key

Proofreading

· Spelling checker

· Can add to Custom Dictionary

· Grammar checker

· Click Tools | Spelling & Grammar
· Always proofread with your eyes

Synonyms

· Right click word
· Choose Synonym in menu

· Choose desired synonym

You Can Look It Up
· Very useful research feature

· Select word
· Click Tools > Research
· In Research pane, choose:

· Dictionary & Thesaurus

· Encyclopedia

· Translation

Translate Entire Document
· Click Tools > Language > Translate
· In pane, choose language

· Click green button under “Send document for translation ...”

· Select and copy translated text
· Paste into new Word document

Use Spanish/French
· Select Spanish/French text
· Click Tools > Language > Set Language
· Choose Spanish or French
· Now use Spanish/French spelling and grammar checkers

Prints Charming
Prepare to Print
Before Printing:

· Save the document

· Check Spelling

· Click Print Preview

Printing
Two ways to print:
· Print button – simple

· File | Print – many options

Can print envelopes:

· Tools | Letters ... | Envelopes
· Insert envelopes in printer

I WANT YOU!

TO LEARN

MICROSOFT WORD!
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