Microsoft Word 2003
The Standard Toolbar


The Standard Toolbar is probably the most important toolbar in any program. It contains many common file functions (save, open), editing commands (cut, copy, paste), and miscellaneous commands (spell checking, printing).

If you don’t see the Standard Toolbar, you can get it by choosing View (from the menu-bar) then Toolbars, then choose Standard
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· New Doc. – This button creates a new (blank) document.

· Open – This button will allow you to “open” a file that is on disk.

· Save – This button will let you save the document on screen to a disk.

· E-Mail – With this button, you can e-mail your document to someone.

· Print – Pressing this button will print all pages in your document.

· Print Prev. – This is the Print Preview button. It lets you see exactly how a document will appear on paper. Largely unnecessary if you are viewing documents in Print Layout view.

· Spell Check – This button will start the Word Spelling & Grammar Checker. 

· Cut – The cut button will copy the current selection onto the clipboard, and erase it from the screen.

· Copy – The copy button will copy the current selection onto the clipboard.

· Paste – The paste button will copy what is on the clipboard and place it on your document at the insertion point.

· Format Painter – When pressed, the format painter will copy whatever format you have selected (or whatever format is at the insertion point). After the button is pressed, the user can select another word (or words), and they will take the same formatting as what you copied.

· Undo – This button will reverse any formatting, typing, or deleting you have done. You may press it many times to reverse multiple actions.

· Redo – This button will reverse any undo that you have performed.

· Ins. Hyperlink – The Insert Hyperlink button is used for documents viewed on computer, and creating web pages. It will allow the user to create a hyperlink to a web page or another document.

· Tables & Borders Toolbar – This button will cause the Tables and Borders Toolbar to appear on your screen.

· Insert Table – The Insert Table button will allow you to insert a table with multiple columns and rows by dragging your mouse down and to the right clicking the button.

· Ins. Excel – The Insert Excel Worksheet button will insert a table (worksheet) that acts much like an Excel worksheet. You can perform calculations and type formulas.

· Columns – This button will divide your selected text (in a section) into two or more newspaper-style columns. You can press it again to join two or more columns into one again.

· Drawing Toolbar – This button will cause the Drawing Toolbar to appear on your screen.

· Document Map – This button will cause the Document Map window to appear on your screen.

· Show/Hide – The show/hide button will show all normally “invisible” characters like spaces, enters, and tabs that have been entered into a document. It can be pressed again to hide these characters.

· Zoom – The zoom window allows you to select any level of zoom (making text appear larger or smaller on the screen only – having no effect on the printed size of text) from 10% to 500%.

· Help – This button will bring up the Microsoft Word Assistant. This is a cartoon which can answer questions you type.

The Formatting Toolbar


The Formatting Toolbar is the second most important toolbar in Microsoft Word. It allows you to control the look of text. You can increase size, change color, and do some paragraph formatting with this toolbar

If you don’t see the Formatting Toolbar, you can get it by choosing View (from the menu-bar) then Toolbars, then choose Formatting.












· Style – Text will change to the style selected here (ie. headings). A style is a pre-defined combination of text size, font, color or other formatting.

· Font Name – Text will change to the font type selected here. To select a different font, click on the down-pointing triangle next to the font name and choose a different one.

· Font Size – This control determines the height of letters. Normal correspondence is size-12. To select a different size, click on the down-pointing triangle next to the size and choose another size.

· Bold – Pressing this button turns “boldfacing” on. Letters will be heavier in style. Pressing it again turns boldfacing off.

· Italic – Pressing this button turns “italics” on. Letters will appear slanted to the right. Pressing it again turns italics off.

· Underline – Pressing this button turns “underlining” on. Letters will be underlined. Pressing it again turns underlining off.

· Left Align – Pressing this will force paragraphs to be aligned to the left side (to the left indent markers). 

· Align Center – The Align Center button forces paragraphs to the center of the page (actually the center between the indent markers).

· Align Right – The Align Right button forces paragraphs to the right side (to the right indent marker).

· Justify – The paragraph lettering will be aligned on the right and left sides of the page (to the indent markers) if possible. This is done by adding mini-spaces between words to make lines fill the entire space from left to right.
· Line Spacing – This button will set double-spacing,  single-spacing, or other types of line spacing for a paragraph.
· Numbering – Paragraphs will automatically format to have a “hanging indent” with sequential numbering before the first line. To remove the numbering, press the Numbering button again.

· Bullets – Paragraphs will automatically format to have a “hanging indent” with a symbol before the first line. To remove bullets, press the Bullets button again.

· Dec. Indent – The Decrease indent button will take a paragraph which has been left-indented and move it leftwards ½” each time it is pressed.

· Inc. Indent – The Increase indent button will take a paragraph and increase the left-indent by ½” each time it is pressed.

· Borders – This button will draw the selected borders around selected text or paragraphs. To determine which sides the border will be drawn on, press the small down-pointing triangle next to the button

· Highlighter – The highlighter button, when pressed, will turn the mouse into a “highlighter”. It can be used to “highlight” text by dragging the mouse across a selection.

· Text Color – This button will change the color of selected (or future) text. The button color indicates the color that text will become. To select a different color, press the down-pointing triangle next to the button and choose another color.

The Drawing Toolbar


The Drawing toolbar is the main bar you will use when inserting graphics into a document. It allows you to draw shapes, lines, WordArt, ClipArt, change colors of objects, and many other things. If you don’t see it on your screen, you can get it by pressing the draw button located on your standard toolbar: 









· Draw Menu – This button brings up a menu with many options such as reversing the direction of a graphic, grouping graphics together as one, and more. 

· Select Objects – This button allows you to use your mouse to draw a “box” around several graphics objects all at once, and select them all at once.

· AutoShape Menu – This menu gives you many choices for drawing lines, squares, circles, triangles, arrows, callout boxes, etc.

· Draw Line – This button allows you to only draw a line. To draw one click the button once, then move your mouse to the point on the page where one end of the line would start. Hold your mouse down, and move it to where you would have the other end of the line to be. If you want to make it easier to draw a perfect horizontal or vertical line, hold down the Shift key while you drag your mouse-line.

· Draw Arrow – Same as the Draw Line button, except that the endpoint has an arrow head on it.

· Draw Rectangle – This tool allows you to draw a rectangle by clicking on it once, then moving your mouse to the page where one corner of the rectangle would be. Hold the mouse down, and drag it over to where the opposite corner of the rectangle would be. Then let go of the mouse. If you want to draw a perfect square, then hold the Shift key down while you are drawing the rectangle.

· Draw Oval – You can draw an oval much the same way you would draw a rectangle. If you want a perfect circle, hold the Shift key down while you are drawing the oval.

· Draw Textbox – This tool allows you to create a textbox. This is basically a rectangle that you can type text inside of. These are VERY useful for placing text exactly where you want it on publishing projects.

· Insert Clipart – This button is a quick way to insert Microsoft Clipart. Once you press it, you will be taken to the ClipArt window to choose a graphic.

· Insert WordArt – This button is a quick way to insert WordArt. Once you press it, you will be taken to the WordArt window to choose a style.

· Insert Picture – This button is a quick way to insert a saved picture or other graphic file. Once you press it, you will be prompted to choose an image file from your computer to insert into the document.

· Fill Color – If you have any object selected, this button will fill that object’s background in with the selected color (the color you see on the button). If you want to change the color displayed on the button, press the little triangle on the right side of the button, and select a different color.

· Border (Line) Color – If you have any object selected, this button will change the color of the border (if it is a box, circle, or shape), or it will change the color of the line (if it is a line or arrow). You can select the color the same way you do with the Fill Color button

· Text Color – If you have any text selected, this button will change the color of it to the selected color (the color that appears on the button). If you want to change the color displayed on the button, press the little triangle on the right side of the button, and select a different color.

· Border (Line) Thickness – If you have an object selected, this button will change the thickness of the borders or lines in the object.

· Border (Line) Style – If you have an object selected, this button will change the line style of the object to dashed, dotted, or solid (you make the selection after pressing the button.

· Arrow Style – This button allows you to make double-headed arrows and arrows with different looks.

· Shadow – If you have an object selected, this button will have that object appear to “cast a shadow” on the page.

· 3-D Effect – If you have an object selected, this button will have that object appear to become a 3-dimensional object.
The Tables and Borders Toolbar


The Tables and Borders toolbar is an important item to have when dealing with tables. It includes many helpful tools that will speed your creation of professional looking tables.

The toolbar also includes several tools for drawing borders around paragraphs.

If you don’t see the Tables and Borders Toolbar, you can get it by pressing the Tables and Borders button on your standard toolbar: 

 





· Draw Table – When this button has been pressed, the mouse changes into a pencil shape. When you press the left mouse button down and drag the mouse across the page, you can draw tables, columns, and rows. 

· To return to normal editing mode, you must press the button again to turn the pencil “off”.

· Eraser – This allows you to erase column and row lines in a table. It is the same thing as merging cells.

· Line Style – This tool allows you to choose double, triple, or dotted lines to add as borders around paragraphs or tables.

· Line Weight – This controls the thickness of your borders that you can place around paragraphs or tables.

· Border Color – This controls the color of borders that you place around paragraphs or tables.

· Shading Color – This button adds shading to a paragraph or cell (in a table).

· Merge Cell – This button allows you to take two (or more) separate cells and combine them into one single cell.

· Split Cell – This button allows you to take one (or more) cells and split them into several cells (rows and columns).

· Alignment– When this button is pressed, you will see nine different alignment options: top-right, top-center, top-left, center-right, center-center, center-left, bottom-right, bottom-center, and bottom-left. The contents of the cell will be aligned to whichever edge of the cell you wish.
· Distribute Rows Evenly – This button lets you take several selected rows of different heights and make them all have the same height.

· Distribute Columns Evenly – This button lets you take several selected columns of different widths and make them all have the same width.

· Table Auto-format – This button brings up a window where you can select different pre-defined shading and border combinations.

· Text Direction – This button allows you to change the direction in one (or more) selected cells. You can make the text flip sideways, or upright (normal).

· Sort Ascending – This button will sort a table in alphabetical-order by the selected column in a table.

· Sort Descending – This button will sort a table in reverse-order by the selected column in a table.

· AutoSum – This button will automatically add up all numbers above a selected cell and display the results in the selected cell.

The Picture Toolbar


The Picture toolbar is designed to assist you when working with pictures that are in your document. You can control many things such as brightness and contrast of the picture, how text wraps around the picture, and other changes to the image.

If you do not see the picture toolbar, select View from the menu-bar, then Toolbars, then choose Picture.







· Insert Picture – Pressing this button takes you to the Insert Picture window where you can choose a picture or clipart to insert into your document at the insertion point. 

· Image Control – After you have selected an image or picture in your document, you can change to one of four things: Automatic (normally set to this), Grayscale (changes the image to black, white & greys), Black & White (strictly black/white image – no greys), and Watermark (very faint/bright – used for background images – can be in color or black & white)

· More Contrast – After an image is selected, this button will increase the contrast of the image by 3%.

· Less Contrast – After an image is selected, this button will decrease the contrast of the image by 3%.

· More Brightness – After an image is selected, this button will increase the brightness of the image by 3%.

· Less Brightness – After an image is selected, this button will decrease the brightness of the image by 3%.

· Crop – After an image is selected, the crop button can be used to “cut away” edges of the picture. The sizing handles turn into cropping handles. When you drag them towards the center of the picture, the edges are “cut off” leaving only what you want. Once proficient, anyone can cut away any part of a picture they don’t want.
· Rotate – Each time this button is pressed, the selected image will rotate counter-clockwise by 90-degrees.
· Line Style – Once an image is selected, this button can be used to put a “border” of any thickness around the graphic.
· Compress Pic. – This button “compresses” the selected picture so that it will not take up as much “space” in the file. The image is not actually re-sized, but the quality of the picture may be slightly reduced to create a smaller file when it is saved to disk (or to the web).
· Text Wrapping – Once an image is selected, this button can be used to set how text “wraps” around an object. You can have text closely follow the shape of the object, or surround the object in a square-shape, or even set wrapping so the graphic is directly behind or in front of text.

· Format Pic. – Pressing this button will bring up a format dialog box for the object you have just selected.

· Set Transparent Color – When clicked, your mouse will change shape. When you click on a color in a picture (say green for example), that exact color will disappear from the picture, becoming “transparent”. The effect is the same as if you had “cut” out any part of that picture made of that color.

· Reset Picture – Once you have selected an image, the Reset Picture button will reset all changes you have made to it (color changes, cropping, resizing, brightness, etc.)
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