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Getting Started

Screen Layout

standard toolbar

menu bar
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Menus
When you begin to explore Word 2000, you will notice a significant change in the menu

structure if you are familiar with previous versions of Word. The menus in Word 2000 display
only the commands you have recently used. To view all options in each menu, you must

click the double arrows at the bottom of the menu. The images below show the Format menu
collapsed (left) and expanded (right) after the double arrows at the bottom of the menu were

clicked:
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Format Tools Table Window
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Follow the steps below to display menus similar to previous versions of Word with all the

choices listed initially:

1. Select View|Toolbars|Customize from the menu bar.

2. Click on the Options tab.

3. Uncheck the Menus show recently used commands first check box.

Costomize T

Toolbars I Commands

Personalized Menus and Toolbars

[ stand
v Menus show recently used commands firs

ars share one row

v show Full menus arter a shark delay

Reset my usage data |

Cther

I Large icons
[ List Fant names in their Font
¥ show ScreenTips on toolbars
I~ show shortcut kevs in ScreenTips

-

Menu animations: (Mone)

o)

kevboard. ., | Close I

Shortcut Menus

These features allow you to access various Word commands faster than using the options on
the menu bar. View shortcut menus by right-clicking with the mouse. The options on this
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menu will vary depending on the element that was right-clicked. For example, the shortcut
menu below is produced by right-clicking on a bulleted list.
dh Cut
Copy

E Paste

Decrease Indent

¥k

Increase Indent

Fank...
Paragraph. ..

e

*— Bullets and Mumbering. ..

% Hyperlink. ..
Actions such as "Decrease Indent" and "Increase Indent" are only applicable to lists and
therefore only appear on the list shortcut menu. The shortcut menus are helpful because they
only display the options that can be applied to the item that was right-clicked and, therefore,
prevent searching through the many menu options.
Toolbars
Many toolbars displaying shortcut buttons are also available to make editing and formatting
quicker and easier. Select View Toolbars from the menu bar to select the toolbars. The
toolbars that are already displayed on the screen are checked. Add a toolbar simply by

clicking on the name.
ent1 - Microzoft Word

D Wiew Insert Format Tools Table ‘Window Help

Il%ﬂu:urmal E@|ﬂvmv%
= Wieb Layout

B3 web Lay -wsB 7 uU=
=E Prink Layout
| outline 5 | Go~ | | Docurment:
! v Standard !

v Buler + Formatting

m Document Map AutoText

Clipboard

Header and Footer
Control Toolbos

Eaatiotes
Database
B SETTENES .
|7 Drawing
Full Screen Forms
Zoom. .. Frames
Pickture
Feviewing

Tables and Borders
Wisual Basic

|T Web
Web Tools
WordArt
POFMaker 4.0

Customize. ..
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Customizing Toolbars

There may be certain actions on a toolbar that you do not use and there may also be
commands that you execute often but that are not located on any toolbar. Word toolbars can
be customized so these commands can be added and deleted.

1. Select View|Toolbars|Customize and click the Commands tab.

Cusztomize EE3 |

Tl:":llh_ars ................... .\,| thll:lns |
Cateqgoties: Commands:

[ Mew... ﬂ
View D e
Insert .
Format L= Open
Tools

Close
Daka
window and Help & save
Drawing
futoshapes LI save As... ;I
Selected command:
Drescripkion | [adifee Selestian T |

7

2. By highlighting the command categories in the Categories box, the choices will change in the
Commands box to the right.

3. Select the command you would like to add to the toolbar by selecting it in the Commands box.

4. Drag the command with the mouse to the desired location on the toolbar and release the mouse button.

5. Remove a button from the toolbar by clicking and dragging the button off the toolbar.

Working with Files

There are several ways to create new documents, open existing documents, and save
documents in Word:

Create a New Document

1. Click the New Document button on the menu bar. [
2. Choose File]New from the menu bar.
3. Press CTRL+N (depress the CTRL key while pressing "N") on the keyboard.

Open an Existing Document

Click the Open File button on the menu bar. L=
Choose File|Open from the menu bar.
Press CTRL+O on the keyboard.

W=

Each method will show the Open dialog box. Choose the file and click the Open button.
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Look in: I@- My Documents j = | @ > ﬁ * Tools ~

N

o

ﬁ’

My Dacurments

My Pictures
My W'ebs
Mew Web

\Web Folders

File: namme: I j (= Open vI
Files of Evpe: IF'.II wWiord Docurnents (*,doc; *,dak; *,hkmg *,Beenl; *,0r; *j Cancel |

Save a Document

1.
2.
3.

Click the Save button on the menu bar. =
Select File|Save from the menu bar.
Press CTRL+S on the keyboard.

Renaming Documents
To rename a Word document while using the program, select File|Open and find the file you

want to rename. Right-click on the document name with the mouse and select Rename from
the shortcut menu. Type the new name for the file and press the ENTER key.
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Open |
Look in: I@- My Documents j = | @ > ﬁ * Tools =

My Pictures
e
My W'ebs
Open

[ 10l Exccel Open Bead-Orly

“ Open az Copy
Frint

My Dacurments

Scan for Yirnses
Add ta Zip
Add to rmyfile. zip

W 1

Send To r

Cut
Copy

Create Sharkcut
Delete

File: name: Rename j (& Open |7 I
Web Folders .
Files of Evpe: Properties doc; *,dot; *.htm; *.htel; *,url; *j Cancel |

Working on Multiple Documents

Several documents can be opened simultaneously if you are typing or editing multiple
documents at once. All open documents are listed under the Window menu as shown
below. The current document has a checkmark beside the file name. Select another name to

view another open document or click the button on the Windows taskbar at the bottom of the
screen.

Table | Window Help
B <t Blew Windo e
o B Arrange All é
— Splic -
' ' 1 ' e
-' 1 Documentl .
2 Documents
|7 3 Docurnenk3

Close a Document
Close the current document by selecting File|Close or click the Close icon if it's visible on the
Standard Toolbar. /&8

Working with Text
Typing and Inserting Text

To enter text, just start typing! The text will appear where the blinking cursor is located. Move
the cursor by using the arrow buttons on the keyboard or positioning the mouse and clicking
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the left button. The keyboard shortcuts listed below are also helpful when moving through the
text of a document:

Beginning of the line HOME

End of the line END

Top of the document CTRL+HOME
End of the document CTRL+END

Selecting Text

To change any attributes of text it must be highlighted first. Select the text by dragging the
mouse over the desired text while keeping the left mouse button depressed, or hold down the
SHIFT key on the keyboard while using the arrow buttons to highlight the text. The following
table contains shortcuts for selecting a portion of the text:

Soocton ——_[techmiaue |

Whole word double-click within the word

Whole paragraph triple-click within the paragraph
Several words or lines  drag the mouse over the words, or hold down SHIFT while using the arrow keys

Entire document choose Edit|Select All from the menu bar, or press CTRL+A

Deselect the text by clicking anywhere outside of the selection on the page or press an arrow
key on the keyboard.

Deleting text

Use the BACKSPACE and DELETE keys on the keyboard to delete text. Backspace will
delete text to the left of the cursor and Delete will erase text to the right. To delete a large
selection of text, highlight it using any of the methods outlined above and press the DELETE
key.

Formatting Text

The formatting toolbar is the easiest way to change many attributes of text. If the toolbar as
shown below isn't displayed on the screen, select View|Toolbars and choose Formatting.

justify across page

font menu rumberad and
bold, italics. underine bulleted lists  outside border font color
A s e R FRY e EE— l
[vomal wlaisl  Fn MBI OEE=ESEEEEOD-2 A,
| |  conter 1 o '
_ left center right increasel  highlight color
style menu font size justification decreass

indent
Style Menu - Styles are explained in detail later in this tutorial.
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Font Face - Click the arrowhead to the right of the font name box to view the list of fonts available. Scroll

I8 down to the font you want and select it by clicking on the name once with the mouse. A serif font (one with
"feet" circled in the illustration below) is recommended for paragraphs of text that will be printed on paper as
they are most readable. The following graphic demonstrates the difference between serif (Times New
Roman on the left) and sans-serif ("no feet", Arial on the right) fonts.

TT

Font Size - Click on the white part of the font size box to enter a value for the font size or click the arrowhead
=10 the right of the box to view a list of font sizes available. Select a size by clicking on it once. A font size of
10 or 12 is best for paragraphs of text.

Font Style - Use these buttons to bold, italicize, and underline text.

Alignment - Text can be aligned to the left, center, or right side of the page or it can be justified across the
1]
==page.

Numbered and Bulleted Lists - Lists are explained in detail later in this tutorial.

Increase/Decrease Indent - Change the indentation of a paragraph in relation to the side of the page.
1]

Outside Border - Add a border around a text selection.
1]

Highlight Color - Use this option to change the color behind a text selection. The color shown on the button
I8is the last color used. To select a different color, click the arrowhead next to the image on the button.

Text Color - This option changes the color of the text. The color shown on the button is the last color chosen.
I8 Click the arrowhead next to the button image to select another color.

The Font dialog box allows you to choose from a larger selection of formatting options. Select Format|Font
from the menu bar to access the box.
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Font |

Fonk | Character Spacing | Text Effects |
Fonk skwle:

IReguIar

Times Mew Forman

Font color: Underling skwle: IInderling color:

I Aukomatic j I{nu:-ne]l j I Aukomnatic j
Effects

[ Strikethrough [ shadow [ Small caps

[ Double strikethrough [ Sutline [ &l caps

[ Superscript [~ Emboss [ Hidden

[~ Subscript [ Engrave
Presiew

Tites Mew REomat

Thiz iz a TruaTwpe Font, This Font will be uzed on both printer and screen.,

Defaulk, ., | | Ik I Zancel |

Format Painter <

A handy feature for formatting text is the Format Painter located on the standard toolbar. For
example, if you have formatting a paragraph heading with a certain font face, size, and style
and you want to format another heading the same way, you do not need to manually add
each attribute to the new headline. Instead, use the Format Painter by following these steps:

1. Place the cursor within the text that contains the formatting you want to copy.

2. Click the Format Painter button in the standard toolbar. Notice that your pointer now has a paintbrush
beside it.

3. Highlight the text you want to add the same format to with the mouse and release the mouse button.

To add the formatting to multiple selections of text, double-click the Format Painter button
instead of clicking once. The format painter then stays active until you press the ESC key to
turn it off.

Undo ¥’ ~

Feel free to experiment with various text styles. You can always undo your last action by
clicking the Undo button on the standard toolbar or selecting Edit|Undo... from the menu bar.
Click the Redo button on the standard toolbar or select Edit|Redo... to erase the undo action.
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Formatting Paragraphs
Paragraph Attributes

Format a paragraph by placing the cursor within the paragraph and selecting
Format|Paragraph from the menu bar.

Paragraph |

Indents and Spacing | Line and Page Breaks |

horizontal text
alignment for Aligrment: m Outling level: IB.;..jw:,.- ket vI
the paragraph

distance h Indentation T select special
istance the , ;
m ry : . indents for first
text is indented Left: EER = i‘:ﬁec'al 3] Fi = lines and
from the left o I_ = {none} < handing indents
and right edges Right: f E 9
of the page
distance the ——-3P3CiNg I set the line
inclantid Before: Opt E Ling spacihg: ol spacing
text is from the - — s (A - for the text
text above and After: I':' pt ﬂ IS""E"E j I j
below the
paragraph
Presview
click to set tab Tabs... | K, I Cancel
stops for the
paragraph

Moving (Cutting) Text &

Highlight the text that will be moved and select Edit|Cut from the menu bar, click the Cut
button on the standard tool bar, or press CTRL+X at once. This will move the text to a
clipboard.

To move a small amount of text a short distance, the drag-and-drop method may be quicker.
Highlight the text you want to move, click the selection with the mouse, drag the selection to
the new location, and release the mouse button.

Copying Text
To copy text, choose Edit|Copy, click the Copy button on the standard toolbar, or press
CTRL+C to copy the text to the clipboard.

Paste Text &
To paste cut or copied text, move the cursor to the location you want to move the text to and
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select Edit|Paste from the menu bar, click the Paste button on the standard toolbar, or press
CTRL+V.

The Clipboard
The last 12 elements that were cut or copied are placed onto Word's clipboard. You can view
the elements on the clipboard by selecting View|Toolbars|Clipboard from the menu bar.

Clipboard iz of 12)

%Paste all a

=S

Place the mouse arrow over each element in the clipboard to view the contents of each item
and click on an element to add its contents to the document. Click Paste All to add all of the
items to the document at once. Click the Clear Clipboard button (the icon with an "X" over
the clipboard image) to clear the contents of the clipboard.

Columns £
To quickly place text in a column format, click the Columns button on the standard toolbar
and select the number of columns by dragging the mouse over the diagram.

- il
i
1 |
1
11
TG
-

-| 3 Columns

For more column options, select Format|Columns from the menu bar. The Columns dialog
box allows you to choose the properties of the columns. Select the number and width of the
columns from the dialog box.
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Columns |

remaove columns
-P'r%sets | oK I
select a — =
preset | = | =E Cancel |
column I
arangement one Two  Three check to place
. a vertical line
enter the Humber of calumns: IE 5‘ [ Line between hatwean
niumber of I columns
columns  —wWidth and spacing Prewiswn
ter the width Col #:  Width: Spacing —_ enter the
enter the wi - - . — amount of
of each column e |2.?5 j ID'S j space between
|z e o] = columns
check if all — | I j I j
columns are _r:? Equal column width
equal width
Apply bo: I'u'u'hu:ule document j I skart new columm
Drop Caps

A drop cap is a large letter that begins a paragraph and drops through several lines of text as

shown below.

Drop Cap Ed |
Paosition
eleome to the L 1} r 1; T
at the Flonda
webste,  We
will increase your ke :
Offize 2000 progrars. tone Dropped In Margin
Options
Fonk:
Times Mew Rorman ;I
Lines ko drop! |3 5‘
Distance From bexk: 0" =
a4 I Cancel |

Add a drop cap to a paragraph by following these steps:

1. Place the cursor within the paragraph whose first letter will be dropped.

2. Select Format|Drop Cap from the menu bar.

3. The Drop Cap dialog box allows you to select the position of the drop cap, the font, the number of lines
to drop, and the distance from the body text.

4. Click OK when all selections have been made.

5. To modify a drop cap, select Format|Drop Cap again to change the attributes, or click on the letter and

use the handles to move and resize the letter.
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Styles

The use of styles in Word will allow you to quickly format a document with a consistent and
professional look. Paragraph and character styles can be saved for use in many documents.

ia§ Document4 - Microsoft Word
JEiIe Edit Wiew Insert Format Tools Table W

D &Ry | =B

J Jormal |_ TlmESNewRDman + 10 -
[ Diefault Paragraph Font =2 1
_ [
Heading 1 5
=1
Heading 2 14 pt
Heading 3 = o
_ Momnmal ;D o

Applying a Style

-_—

Place the cursor in the paragraph where the style will be applied.
2. Click the Style drop-down menu on the Formatting toolbar and select a style by clicking on it.

3. To apply the same style to multiple paragraphs, double click the Format Painter button < on the
standard toolbar and click in all the paragraphs that the style should be applied to. Press the ESC key to
disable the Format Painter.

Apply a Style from the Style Dialog Box
Choose from a larger selection of styles from the Style dialog box.
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Style |

Shyles: Paragraph previsw

1] Bl:ld':." TEXt (IR ey es e LTI ¥ | T
1l Body Text 2

1l Body Text 3

1] Body Texk Firsk Indent
1l Body Text First Indent 2
1] Body Text Indent

1l EBody Text Indent 2

1l Body Texk Indent 3

1 Caption

1 Closing

a Comment Reference

1l Comment Text

i1

haracter prewviemw

Times MNew Foman

I Date Description
¥ @ Defaulk Paragraph Fonk ﬂ Mormal + Indent: Left 1" Right 1", Space after & pt
Lisk:

all skyles |z|

Skvles in use |
|User-defined shyles Hew. .. Modify. . | Delete |

Apply | Cancel |

Click in the paragraph you want to add a style to.

Select Format|Style... from the menu bar.

From the List drop-down menu, choose All styles to view all the styles available.

The styles are displayed in the Styles list. Preview each style by clicking once on the name. Paragraph
styles are preceded by the paragraph symbol (1) and character styles are preceded by an "a" icon (a). A
pointer arrow is located next to the current style. Highlight the style you want to apply to the paragraph
and click Apply.

PN~

Create a New Style from a Model
To create a style from text that is already formatted in a document, follow these steps:

1. Place the cursor in the paragraph you would like to set as a new style.
2. Click the Style box on the formatting toolbar so the style name is highlighted.
i Documents - Microsoft Word

JEiIe Edit Wiew Inserk Format Tools Table ‘Window Help
IDEeE&ERY W =BT v-o @ HC
Blzu=
I

]

jTimesNewRDman * 12 =

I T DR

3. Delete the text in the field and type the name of the new style.
4. Press the ENTER key to save the new style.
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Create a Simple Style from the Style Dialog Box

1. Select Format|Style... from the menu bar and click the New button on the Style dialog box to access
the New Style dialog box.

Mew Style |

Skyle bype:
IF'aragraph j
Based on: Skyvle Far Fallawing paragraph:
11 Marmal j I 1 Stvlel j

Presview

Sople Te iomple TouSompl = Te iomple TeuSompl = Te omple TouSompl = Te Somple
TeuCiomple TewComple T ol = T Comple T ol = T Ciomple T ol = T il
TeCiomple TouSomple TeCiompl= TeComple T Ciompl = TeComple T iompl= T

Descripkion
Mormal +

[ Add to template [ automatically update

K I Cancel | Format = | Shortcut Ky, ..

2. Type the name for the new style in the Name field.

3. Select "Paragraph" or "Character" from the Style type drop-down menu.

4. Click the Format button at the bottom of the window and choose the paragraph element that will be
formatted for the style. Continue to make changes from the options from the Format button menu,
making changes to the dialog boxes for each element you choose.

5. Click OK to set the style and close the New Style dialog box.

6. Click Apply on the Style dialog box to apply the new style to the current paragraph.

Modify or Rename a Style
An existing style can be changed from the Style dialog box.

1. Select Format|Style... from the menu bar.
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2. Highlight the style from the Styles list that you want to modify and click the Modify button.

Modify Style |

Mame: Skyle tvpe:

Mormal IParagraph j
Based on: Skyle for Following paragraph:
I [no skyle) j I 11 Marrmal j
Prewiew

Eowmvmibos Eowmvmibos Eownvmibas Eowmvsibas Eowmvsibas Eom
v=bae Eown vmibas Eownvmibas Eowvosibas Eowvoibas Eowvosibas Eom

v=bhas Eow vmibas o vmibas Eo

Descripkion

Fant: Times New Roman, 10 pk, English (U.5.3, Flush left, Line spacing

single, Widow/orphan contral

[T Add to template [ automatically update

x|

Cancel | Format = |

Shortcut Eesw. ..

3. Use the same methods to modify the style from the Modify Style dialog box that were used for the New

Style box.

4. To only rename the style, type a new name in the Name field.

5. Click OK when you are finished making modifications.

6. Click Apply to update the style in the document.

Delete a Style

Preset styles created by Word cannot be deleted, but to delete a style you have made, follow

these steps:

1. Select Format|Style... from the menu bar
2. Highlight the style from the Styles list that you want to delete.
3. Click the Delete button.
4. You will be asked if you really want to delete the style. Click Yes.
5. Click Close on the dialog box.
Lists

To create a bulleted or numbered list, use the list features provided by Word.

Bulleted and Numbered Lists

N —

Click the Bulleted List button = or Numbered List button = on the formatting toolbar.
Type the first entry and press ENTER. This will create a new bullet or number on the next line. If you

want to start a new line without adding another bullet or number, hold down the SHIFT key while

pressing ENTER.

3. Continue to typing entries and press ENTER twice when you are finished typing to end the list.

L

Use the Increase Indent and Decrease Indent

create lists of multiple Ievels
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NOTE: You can also type the text first, highlight the section, and press the Bulleted List or
Numbered List buttons to add the bullets or numbers.
Nested Lists

To create a nested list, such as a numbered list inside of a bulleted list, follow these steps:

1. Type the list and increase the indentation of the items that will make up the nested list by clicking the
Increase Indent button for each item.

e Lists s Lists
o Bulleted and Mumbered Lists IOE 1] 1eted and Mumnbered Lists
o Mested Lists 2.
o Formatting Lists KR orroatting Lists
s Tahles = Tahles
o Createa Tahle o Createa Table

2. Highlight the items and click the Numbered List button on the formatting toolbar.

Formatting Lists

The bullet image and numbering format can be changed by using the Bullets and
Numbering dialog box.

1. Highlight the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet.

2. Access the dialog box by selecting Format|Bullets and Numbering from the menu bar or by right-
clicking within the list and selecting Bullets and Numbering from the shortcut menu.

Bulletz and Mumbering |
Bulleted | mumbered I Cutline Mumbered |
- u} u
MNone . ° -
- u} u
a o 3 ¥
a L = ¥
a o 3 ¥
Picture. .. | Customize, .. |
Reset | (04 I Cancel I

3. Select the list style from one of the seven choices given, or click the Picture... button to choose a
different icon. Click the Numbered tab to choose a numbered list style.
4. Click OK when finished.

Tables
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Tables are used to display data and there are several ways to build them in Word. Begin by
placing the cursor where you want the table to appear in the document and choose one of the
following methods.

Insert a Table
There are two ways to add a table to the document using the Insert feature:

1. Click the Insert Table button on the standard toolbar. Drag the mouse along the grid, highlighting the
number of rows and columns for the table.

w  Help .

o @ EOREE S BT e
BNEE [ 1 [ Wik
—.... L

| Z % 4 Table

2. Or, select Table|insert|Table from the menu bar. Select the number of rows and columns for the table
and click OK.

Inzert Table EE3 |

Table size

Murmber of columns: IE E I
Mumber af rows: |2 5‘

AutoFit behavior

& Fixed column width: I.ﬁ.utu:u 5‘

" AutoFit ko contents
" AukoFit to window

Table formakt {none) AukoFormat. .. |

[ Set as defaulk For new kables

I I Cancel |

Draw the Table
A table can also be drawn onto the document:

1. Draw the table by selecting Table|Draw Table from the menu bar. The cursor is now the image of a
pencil and the Tables and Borders toolbar has appeared.

 Tables and Borders

—— A R
(B3t |4 3 =

Ele
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2. Draw the cells of the table with the mouse. If you make a mistake, click the Eraser button Ztand drag
the mouse over the area to be deleted.

3. To draw more cells, click on the Draw Table button j.

Inserting Rows and Columns

Once the table is drawn, insert additional rows by placing the cursor in the row you want to be
adjacent to. Select Table|Insert|Rows Above or Rows Below. Or, select an entire row and
right-click with the mouse. Choose Insert Rows from the shortcut menu.

Much like inserting a row, add a new column by placing the cursor in a cell adjacent to where
the new column will be added. Select Table|Insert|Columns to the Left or Columns to the
Right. Or, select the column, right-click with the mouse, and select Insert Columns.
Moving and Resizing a Table
A four-sided moving arrow and open box resizing handle will appear on the corners of the
table if the mouse is placed over the table. Click and drag the four-ended arrow to move the
table and release the mouse button when the table is positioned where you want it. Click and
drag the open box handle to resize the table. Change the column widths and row heights by
clicking the cell dividers and dragging them with the mouse.

move handle

1

resize handle
Tables and Borders Toolbar
The Tables and Borders toolbar allows you to add border styles, shading, text effects,
alignment, and more options to your table. Access the toolbar by clicking Table|Draw Table
or View|Toolbars|Tables and Borders.

* Tables and Borders

- ‘f‘zvi|*&*
B (E-3 Al g =

You will need to highlight the cells of the table you want to format. Click and drag the mouse
over the cells, or use the following shortcuts:

m Menu Method Mouse Method

One cell Table|Select|Cell Click the bottom, left corner of the cell when a black arrow appears
One row Table|Select|Row Click outside the table to the left of the row
One column Table[Select|Column Click outside the table above the column when a black arrow
appears
Click outside the table to the left of the row and drag the mouse
Several rows (none)
down
Several (none) Click outside the table above the column
columns
Entire table Table|Select|Table  Triple-click to the left of the table

Table Properties
Use the Table Properties dialog box to modify the alignment of the table with the body text
and the text within the table. Access the box by selecting Tables|Table Properties.
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Table Properties E |

Table I R ICDIgmnl Cell I

Size
[ Preferred width: IEI" 5‘ Measure in: IInches vI
Alignrent

Indent from left;

e

Y

I
i
I}

Q
[Im]
=

Left Cenker

Texk wrapping

3 ||||

o

=

[y ]

=

e

2 ||[EH
c

2 i

Positioning. ..

Borders and Shading. .. | Cpkions., ..

Cancel

Size - Check the Preferred width box and enter a value if the table should be an exact width.
1]

Alignment - Highlight the illustration that represents the alignment of the table in relation to the text of the
I8 document.

Text wrapping - Highlight "None" if the table should appear on a separate line from the text or choose
IE"Around" if the text should wrap around the table.

Borders and Shading - Select from a number of border styles, colors, and widths. Click the Shading tab to
I8 change the background color and pattern.
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Borders | Page Border | Shading |

Setking: Skyle:
s
Mone
B
al B |
Colar
Aukornakic j
B oo |
Width:
7 | e g
Cuskorn
| N |

Presview

Click an diagram below ar use
buttons ko apply borders

Apply bo:

Shree M. & N. Virani Science College
2[x]|

ITaI:uIe

El
Options. .. |

Shaw Toolbar

Cancel |

Options - Click the Options button on the Table Properties window. To change the spacing between the
I®document text and the table borders under Default cell margins. Check the Allow spacing between cells
box and enter a value to add space between the table cells.

Tahle Options |

Default cell margins

Top! |ﬂ 5‘ Lefk: o0.08"

Bokkarn: o =1 Right: |o.08" =
Defaulk cell spacing

[ allow spacing between cells o =

Options
v aukomatically resize ta fit conkents

Cancel

o« |

Adding Graphics

Adding Clip Art

To add a clip art image from the Microsoft library to a document, follow these steps:
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Select Insert|Picture|Clip Art from the menu bar.

El Inzert ClipArt

Shree M. & N. Virani Science College

J i Jlmpu:urt Clips I@Elips Online @ﬂelp

J Search for clips: IType oFiE oF rore words.

Pictures

Cateqaries 1 - 51

{Eﬁ Soundz | b otion Clipz

L%

=

2 Eategura

Borders & Frames

* | @
L{e
Farvarites Academic Animalz Backorounds
Buildingz Business Buttons & lcons Cartoons

v

To find an image, click in the white box following Search for clips. Delete the words "Type one or more
words. . ." and enter keywords describing the image you want to use.

-OR -

Click one of the category icons.

Click once on the image you want to add to the document and the following popup menu will appear:

insert clip

() preview clip

-: 3 add clip to favorites

28 » | find similar clips

Insert Clip to add the image to the document.

Preview Clip to view the image full-size before adding it to the document. Drag the bottom, right corner of the
!%preview window to resize the image and click the "x" close button to end the preview.
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&

Add Clip to Favorites will add the selected image to your favorites directory that can be chosen from the
f=Insert ClipArt dialog box.

Find Similar Clips will retrieve images similar to the one you have chosen.

4. Continue selecting images to add to the document and click the Close button in the top, right corner of
the Insert ClipArt window to stop adding clip art to the document.

Add An Image from a File
Follow these steps to add a photo or graphic from an existing file:

1. Select Insert|Picture|From File on the menu bar.
2. Click the down arrow button on the right of the Look in: window to find the image on your computer.
3. Highlight the file name from the list and click the Insert button.

Inzert Picture 2| x| |

Laok in: II:l word j = |@ vl B ~ Tools =

Y open.gif -]
ey = .

4 pagesetup. gif

e Y pagesetupZ. gif
. paragrap hbie, gil‘
g paste. gif e ST p—

a (P = - Im

MMy Docurnenks ﬁ panumbo:. gif -»T::':EE =i “FJ-:_J‘_{ W
4 save.qif R R et
s ‘%ﬁ g |

g spellcheck, gif """':E:,“:, U e ) !
4 spelingbox.gif ==
Y switchheaderfooter, gif T
4 tabletoolbar, gif el =

g kexctborder. gif

g kexckcolor., gif
ﬁ toolbaroptions. gif

E’ undo, gif

File nane: I j ﬂu
Web Folders :
] Files of type: I.ﬁ.ll Pictures j L':Ell

Editing A Graphic
Activate the image you wish to edit by clicking on it once with the mouse. Nine handles will

[«

“Yogidham”, Kalawad Road, Rajkot - 5 Ph : 2576681 25



Shree M. & N. Virani Science College

appear around the graphic. Click and drag these handles to resize the image. The handles on
the corners will resize proportionally while the handles on the straight lines will stretch the
image. More picture effects can be changed using the Picture toolbar. The Picture toolbar
should appear when you click on the image. Otherwise, select View|Toolbars|Picture from
the menu bar to activate it.

More/Less Lime Format
Image Contro Brightness Style Ficture

iﬁimt3§1:¢zr-:¢:-¢i#f%f§*@1

I — I | |
Insert More/Less Crop Text Reset
Picture Contrast Wrapping Picture

Insert Picture will display the image selection window and allows you to change the image.

Image Control allows to to make the image grayscale, black and white, or a watermark.
]

More/Less Contrast modifies the contrast between the colors of the image.
More/Less Brightness will darken or brighten the image.

Click Crop and drag the handles on the activated image to delete outer portions of the image.

Line Style will add a variety of borders to the graphic.
]

Text Wrapping will modify the way the document text wraps around the graphic.
[ |

Format Picture displays all the image properties in a separate window.

Reset Picture will delete all the modifications made to the image.
i

Auto Shapes

The AutoShapes toolbar will allow you to draw many different geometrical shapes, arrows,
flow chart symbols, stars, and banners on the document. Activate the AutoShapes toolbar by
selecting Insert|Picture|AutoShapes or View|Toolbars|AutoShapes from the menu bar, or
clicking the AutoShapes button on the Drawing toolbar. Click each button on the toolbar to
view the options for drawing the shape.
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Block Stars and
Lines Arows Banners More

20D 25D/ 0
1

Basic Flow Call
Shapes Chart Outs

__Lines - After clicking the Lines button on the AutoShapes toolbar, draw a straight line, arrow, or double-

I8 ended arrow from the first row of options by clicking the respective button. Click in the document where you
would like the line to begin and click again where it should end. To draw a curved line or freeform shape,
select curved lines from the menu (first and second buttons of second row), click in the document where the
line should appear, and click the mouse every time a curve should begin. End creating the graphic by clicking
on the starting end or pressing the ESC key. To scribble, click the last button in the second row, click the
mouse in the document and hold down the left button while you draw the design. Let go of the mouse button
to stop drawing.

Basic Shapes - Click the Basic Shapes button on the AutoShapes toolbar to select from many two- and

I8 three-dimensional shapes, icons, braces, and brackets. Use the drag-and-drop method to draw the shape
in the document. When the shape has been made, it can be resized using the open box handles and other
adjustments specific to each shape can be modified using the yellow diamond handles.

Block Arrows - Select Block Arrows to choose from many types of two- and three-dimensional arrows.
I8 Drag-and-drop the arrow in the document and use the open box and yellow diamond handles to adjust the
arrowheads. Each AutoShape can also be rotated by first clicking the Free Rotate button on the drawing
toolbar G; Click and drag the green handles around the image to rotate it. The tree image below was

created from an arrow rotated 90 degrees.

o o

Flow Chart - Choose from the flow chart menu to add flow chart elements to the document and use the line
I8 menu to draw connections between the elements.

Stars and Banners - Click the button to select stars, bursts, banners, and scrolls.
]|
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Call Outs - Select from the speech and thought bubbles, and line call outs. Enter the call out text in the
I¥text box that is made.

More AutoShapes - Click this button to choose from a list of clip art categories.
[ |

Each of the submenus on the AutoShapes toolbar can become a separate toolbar. Just click
and drag the gray bar across the top of the submenus off of the toolbar and it will become a

separate floating toolbar.

Autoshapes Autoshapes
E@%&%%|@ o EF%SE%:%|@
N w My
5 5 9

Autocorrect and Spelling and Grammar

AutoCorrect
Word automatically corrects many commonly misspelled words and punctuation marks with

the AutoCorrect feature. To view the list of words that are automatically corrected, select
Tools|AutoCorrect. This may be a hidden feature so click the double arrows at the bottom of
the Tools menu listing if the AutoCorrect choice is not listed.
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AutoCorrect: English [U.5_] EE

SukboiZorreck | AukbaFormat As Yaou Type | SukoText I AukoFormak |

V¥ Correct Twio INitial Capitals Exceptions. .. |

¥ apitalize First letter of sentences

¥ Capitalize names of days

¥ Correct accidental usage of caPs LOCK key

—Fﬂeplace kext as you bype
Replace: wiith: % Plain ket " Formatted text

] ~
() ] :’
I:tITI:I ™™

El

&dd Delete |

¥ automatically use suggestions From the speling checker

Ik Cancel

Many options including the accidental capitalization of the first two letters of a word and
capitalization of the first word of the sentence can be automatically corrected from this page.
If there are words you often misspell, enter the wrong and correct spellings in the Replace
and With fields.

Spelling and Grammar Check

Word will automatically check for spelling and grammar errors as you type unless you turn
this feature off. Spelling errors are noted in the document with a red underline. Grammar
errors are indicated by a green underline. To disable this feature, select Tools|Options from
the menu bar and click the Spelling and Grammar tab on the dialog box. Uncheck "Check
spelling as you type" and "Check grammar as you type", and click OK.

To use the spelling and grammar checker, follow these steps:

1. Select Tools|Spelling and Grammar from the menu bar.
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2. The Spelling and Grammar dialog box will notify you of the first mistake in the document and
misspelled words will be highlighted in red.

Spelling and Grammar: Englizh [U_5_] |

Mot in Dickionary

The dog i over the hil. - | Igniore I

Ignore All |

Suggestions:

Change
hilt = |
E:i: Change Al |
hiills
hiilly ;l AutoCorreck |

¥ check grammar

@l options. .. IIndo | Zancel |

3. If the word is spelled correctly, click the Ignore button or click the Ignore All button if the word appears
more than once in the document.

4. If the word is spelled incorrectly, choose one of the suggested spellings in the Suggestions box and
click the Change button or Change All button to correct all occurrences of the word in the document. If
the correct spelling is not suggested, enter the correct spelling in the Not In Dictionary box and click
the Change button.

5. If the word is spelled correctly and will appear in many documents you type (such as your name), click
the Add button to add the word to the dictionary so it will no longer appear as a misspelled word.

As long as the Check Grammar box is checked in the Spelling and Grammar dialog box, Word will check the
grammar of the document in addition to the spelling. If you do not want the grammar checked, remove the
checkmark from this box. Otherwise, follow these steps for correcting grammar:

1. If Word finds a grammar mistake, it will be shown in the box as the spelling errors. The mistake is
highlighted in green text.

Spelling and Grammar: Englizh [U_.5_] |

Subject-Yerb Agreement;
The dog run over the hill. ﬂ | Ignore I

Ignore Rule |

LI MNext Sentence |

Suggeskions:

Change |

daas run

V¥ Check grammar
@l Cpkions., .. | LInda | Close |

2. Several suggestions may be given in the Suggestions box. Select the correction that best applies and
click Change.
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3. If no correction is needed (Word is often wrong more than it is right), click the Ignore button.

Synonyms
Word 2000 has a new feature for finding synonyms. Simply right-click on the word and select
Synonyms from the shortcut menu. From the list of suggested words, highlight the word you
would like to use or click Thesaurus... for more options.
The dog runs cwver the W
ot (e
oy,

E Paste

A Fonk...
=N Paragraph...

i= Bullets and Murbering. ..

Define
% Hywperlink...
Sy MM TS maunk
kmoll
rnound
prominence

rise
Lar

walley (Ankonwm)

Thesaurus. ..

Thesaurus

To use the thesaurus, select Tools|Language|Thesaurus from the menu bar or select it
from the Synonyms shortcut menu as detailed above.

Thezaurus: Englizh [U.5_] |
Looked Lip: Replace with Synonym:

IhiII j Imu:uunt

Meanings: W_Zl

mount in, ) round
prominence

rise

Lar

valley (Ankonym)

| - |-
Replace | Loak Up I Previous | Zancel |

A list of meanings and synonyms are given on the windows. Double-click on the words in the
Meanings box or click the Look Up button to view similar words. Double-click words in the

Replace with Synonym box to view synonyms of those words. Highlight the word you would
like to add and click the Replace button.
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Macros

Macros are advanced features that can speed up editing or formatting you may perform often in a Word
document. They record sequences of menu selections that you choose so that a series of actions can be
completed in one step.

Recording A Macro
To record a macro, follow these steps:

1.

Click Tools|Macro|Record New Macro on the menu bar.

Record Macro |

Macro marmne:

Macrol

Cancel |

Assign macro ko

Ty

s

Toolbars Kevboard

Skare macro in:

I.ﬁ.ll Diocuments (Mormal, daok)

L]

Descripkion:

Macro recaorded 52900 by Instructional Technology

Name the macro in the Macro name field. This name cannot contain spaces and or begin with a
number.

From the Store macro in drop-down box, select the document you would like the macro to be
associated with or choose "All Documents" be able to use the macro in any document.

Enter a description of the macro in the Description field. This is for your reference only so you
remember what the macro does.

Click OK to begin recording.

Select options from the drop-down menus and Word will record the options you choose from the dialog
boxes, such as changing the margins on the Page Setup window. Select only options that modify the
document. Word will not record toggle actions such as View|Toolbars that have no effect on the
document itself.

The recording toolbar will allow you to stop, pause, and resume recording.

8. Click the Stop button the recording toolbar. The macro is now saved.

Running A Macro
To run an existing macro, follow these steps.

1.

Select Tools|Macro|Macros from the menu bar.
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2. From the Macros window, highlight the Macro name in the list and click Run.

[ 1|

3.

Macro name:

DoPrefsForm
DoPrintwWithLinks
GetstoredSettings
Macrol

test

Fun

Cancel

Step Inka

Edit

Create

Delete I

|-

Macros in: I.ﬁ.ll active bemplates and documents j

Descripkion:

organizet. .. I

Macro created 8/31/00 by Instructional Technology

If the macro is long and you want to stop it while it is running, press BREAK (hold CTRL and press

PAUSE).

Table of Contents

Word will automatically create a Table of Contents page if a document is designed using
Heading and Paragraph styles (see the Styles section). Follow the steps on this page to
create a Table of Contents.

Mark Table of Contents Entries

—_—

Noos~®

Highlight a heading that you would like to appear in the Table of Contents (TOC).
Press ALT+SHIFT+O and the Mark Table of Contents Entry box will appear.

Mark Table of Contentz Entry K |

Entry: ITutu:urial 3 Word Tahkles

IC - I
Lewvel: I 1 5‘

[ark. I

Table identifier:

Cancel

Entry - Rename the entry if you would like a different heading to appear in the TOC.

Table identifier - Select "C".

Level - Choose "1" for first-level heading, "2" for second-level heading, etc.

Click the Mark button.

The document will be toggled to "reveal codes" view and notice the TOC field code. To hide all codes

click the Show/Hide codes button ¥on the standard toolbar.
Select another heading to add to the TOC, or click the Close button on the Mark Table of Contents

Entry dialog box.

“Yogidham”, Kalawad Road, Rajkot - 5 Ph : 2576681 33



Shree M. & N. Virani Science College

Generate a Table of Contents
After you have marked all the headings for your TOC, follow these steps to generate the
Table of Contents.

1. Place the cursor where you would like the TOC to appear in the document.
2. Select Insert|Index and Tables from the menu bar.

Index and Tables

2|

Index  Table of Contents | Table af Figures | Table of guthorities I

Print Prewvigw Wi'eh Preview
Heading 1 ... Heading 1 ﬂ
Heading 2.......................... Heading 2
Ha o Hz
Heading 3. Heading 3
¥ show page numbers
¥ Right align page numbers
Tab leader: I ....... - I

General

Farriats: IFrl:-m termplate j Showvs levels: |3 5‘

Qptions., ., | Modify. .. |

(a4 I Zancel |

3. Customize the appearance of the TOC from the Table of Contents tab. You may choose a preset
design from the Formats drop-down menu. A preview of each design will be shown in the Print
Preview window.

4. Check the Show page numbers box if you would like page numbers to show on the TOC. Check the
Right align page numbers box if the page numbers should appear on the right side, then select the
Tab leader between the heading and the page number. Uncheck the box if the page numbers should
appear right next to the heading.

5. Click OK.

Web Page Wizard

Word's Web Page Wizard will help you quickly create web pages for the Internet with preset
layouts and graphics. Follow these steps to create a web page using the wizard.

1. Select File|[New... from the menu bar.
2. Click the Web Pages tab on the New dialog box.
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General I Direct Mail Manager I Leqal Pleadings I Letters & Faxes I Memos I Cther Documents I Publications I
Reporks  ‘Web Pages |

Calurmn

Colurmn with  Frequently  Lefk-aligned  Personal ‘Web
Conkents Asked Q... Colurmn Page

e e

Right-aligned Simple Layout Table of

6 &

Conkents

—Preview
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Office 97 Templates I Business Planner Templates I Business Planner Template ...

e e e e

Preview not available,

—Create New
& Document  © Template
Ik Zancel

3. Highlight the Web Page Wizard icon and click OK.

4. Click the Next button on the first Web Page Wizard box.
5. Title and Location - Enter a title for your web site and select the location on your computer where the
files will be saved. Click Next when finished.

Web Page Wizard

Skart

Title and Location Wieh site kitle:

YWhat is the title of your Web site?

]|

MNavigation

&dd Pages

Organize Pages

Wisual Theme Web site [ocation:

Finish

Where do you want to save your Web site?

@ Cancel

||::'|,m':.f documentsifew Web)

< Back

Mext =

Browse. .. |

Einish
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6. Navigation - Select a navigation type for the web page. Separate page is usually the best choice as it
is the easiest to use.

Wweb Page Wizard

Skart What type of navigation do you want for your Web site?

Title and Location IJse a Frame For navigation so people can see the links and the

content ak the same time, Choose the Separate page option for

Navigation brovesers that do not support Frames,

, . " Wertical frame " Harizonkal frame

Add Pages

Qrganize Pages - =

‘Wisual Theme L S —
Finish

1=t Description

Hypetlinks appear on their own Web page, Clicking a link on
this page makes another page open in its place. Forward and
back nawvigation is included an each page.

Cancel < Back Mext = Einish

7. Add Pages - The next screen will list the pages currently in the web site. Click the Add New Blank
Page button to add a new page, and highlight a page in the list and click Remove Page to delete pages
from the web site. To add a page that you have already created to the site, click the Add Existing File...
button and select the page you want to add.

Wweb Page Wizard
Skart Add pages to your Web site
Title and Location ¥ou can add new blank pages, pages based on special kemplates,
ar existing documents, Add as many pages as you need in your
Mavigation Wieh site.
Add Pages Current pages in Web site:
organize Pages Add Mew Blank, Page Personal 'Web Page

Blank Page 1

‘Wisual Theme

add Template Page...

Finish
Add Existing File. ..

Rermove Page

Cancel < Back Mext = Einish

Click the Add Template Page... to insert a page with a layout. Highlight the choices in the Web Page
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Templates window to preview the template in the main window. Click OK to select a template.

Main Heading Goes Here

{ HYPERLIHK "=l Section 1 Heading Goes Here
"_Section_1_Headi | elect tet o weould Like to replace and type omer it Uke styles suchas

ng} Headitg 1-3 and Hormal v the Style cordrol orthe Formatting taoToar.
Part 1
Part 2 The quick bromm foe: pmmps omer the laey doz. The quick oo foe: pmps
o e vt Page Templaes |
o2 it e omerthe Iz doz. Th Web Page Templates
dog.
{ HYPERLIHK ™ ) ) What template would you like to use?
" Gection_2_Headi >oction 2Heading Goes Hel
ng"} Thie quuick: browe fooe jumps orer the lns dColumn Wikh Conkents
Pt 1 crer the lumyr dogg. The quick hrome fo: Frequently Asked Questions
Pat 2 Lo fon g over the lazy dog. Th Left-aligned Column
Dat 3 dog. Personal Web Page
Right-aligned Calurn

- The quick: bromm foor fomps omer the las
{ HYPERLIHK "™l owerthe lazy dog, The quick bromm fo
"_Section_3_Headi  vrommfor impe omerthe lamy dog, Th

Simple Layouk
Table of Contents

ng"} dog.
Part 1 _ .
Tart 2 Section 3 Heading Goes Hel
Part 2 The quick browt o fomps ower the la oK Cancel
Part 4 ol the lamy dog. The quick bromm foe
brommfon pmps ower the lazy dog. Th
dog.

8. Organize Pages - Reorder the pages of the web site. Highlight the name of the page that will be moved
and click the Move Up and Move Down buttons. Click Rename to rename a page.

Web Page Wizard |
Skart Organize the navigation links to your Web pages
Title and Location You can change the names ar relative positions of the Web pages
in wour \Web site.
MNavigation
Add Pages These hypetlinks will appear as navigation:
Organize Pages Move Up Personal Web Page
I Blank Page 2
Visua Eme
= THEne Maove Dawn
Finish
Renarne
I
@ | Cancel < Back Mext = Einish

9. Visual Theme - Select No visual theme for a blank page or select check Add a visual theme and click
Browse Themes... to select a graphical theme.
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Web Page Wizard Ed |

Skart Which visual theme do you want for your Web site?

Title: and Locakion & Add a visual theme

I Adding a theme gives vour site a new look by changing its
Mavigation Fonk, bullets, and background.

fdd Pages friral (" Browse Themes. ..

Organize Pages ™ Noivisual ty
o wisual Ehermne

¥isual Theme A plain white background will be added ko your YWeb site,

Finish

| Cancel | < Back | Mext = | Einish |

From the Themes window, highlight the themes in the list to preview them. Check the Vivid Colors and
Active Graphics boxes to apply those options. Uncheck the Background Image box to remove the
graphic from the background of the page. Click OK when finished.

Theme |

Choose a Theme: Sample of theme Spiral;

Piechart :l

Poetic
Pastrmadern

e e Heading 1 style

Safari E Bullet
Sandstone E Eullet

Saturdai T% Toons

Straight Edge Horizontal Line:
Surmi Painking
Sunflover
Sweeks

Tabs and Folders 2
Tedhnobay Heading 2 style
idepan
Tilk Regular Text Sample
Topo
Travel ,
Waves Followed Hyperlink
Wil -
Zero »

[~ Wivid Colors
[ Active Graphics
¥ Background Image

oF I Cancel I

10. Click Finish to create the web site.
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Mail Merge

How do | start a mail merge?

You can use the Mail Merge Helper to create form letters, mailing labels, envelopes, or catalogs. The Mail Merge
Helper guides you through organizing the address data, merging it into a generic document, and printing the
resulting personalized documents.

Open or create a main document, which contains the generic information that you want to repeat in each form
letter, mailing label, envelope, or catalog.

Open or create a data source, which contains the data that varies in the merged documents — for example, the
name and address of each recipient of a form letter. The data source can be an existing spreadsheet, database,
or text file, or a Word table that you create by using the Mail Merge Helper.

In the main document, insert merge fields, which are placeholders that tell Microsoft Word where to insert data
from the data source.

Merge data from the data source into the main document. Each row (or record) in the data source produces an
individual form letter, mailing label, envelope, or catalog item. You can send the merged documents directly to a
printer, or to e-mail addresses or fax numbers. Or you can collect the merged documents into a new document
S0 you can review and print them later.

What types of data sources can | use?

You can use just about any type of data source that you want, including a Word table, Microsoft Outlook contact
list, Excel worksheet, Microsoft Access database, or ASCII text file. If you haven't already stored information in a
data source, Word guides you step by step through setting up a Word table that contains your names,
addresses, and other data. Learn about mail-merge data sources.

Create form letters

Step 1: Open or create the main document

1. Do one of the following:
o Open an existing letter.

o Create a new letter.
2. Onthe Tools menu, click Mail Merge.

3. Under Main document, click Create, and then click Form Letters.

4. Click Active Window.

The active document becomes the main document.

Step 2: Open or create the data source

1. In the Mail Merge Helper dialog box, do one of the following:
o Create a new data source. Use this method if you haven't already stored the names, addresses,
and other data in a data source, and want to store the data in a Word table.

o Use data in an existing data source. Under Data source, click Get Data, and then click Open
Data Source. Select a Microsoft Word document, or a worksheet, database, or other list, and
then click Open. Click Edit Main Document.
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o Use addresses from an electronic address book. Under Data source, click Get Data, and then
click Use Address Book. Select an address book, and then click OK. Click Edit Main Document.

Step 3: Edit the main document and insert merge fields

1. In the main document, type the text that you want to appear in every form letter.

2. Insert merge fields where you want to merge names, addresses, and other data from the data source.
To insert a merge field, click in the main document, click Insert Merge Field on the Mail Merge toolbar,
and then click the field name you want.

3. After you complete the main document and insert all of the merge fields, click Save As on the File menu.
Name the document, and then click Save.

Step 4: Merge the data into the main document

1. On the Tools menu, click Mail Merge.

2. If you want to specify the order in which data is merged, or to merge only part of the data, then you can
sort and select data records to merge.

3. If you want to see how the merged data will appear, then you can preview the merged documents.

4. In the Mail Merge Helper dialog box, click Merge under Merge the data with the document.

5. If you want to check the data source for errors before you merge, click Check Errors. Choose an option,
and then click OK.

6. Do one of the following:
o Send the merged letters directly to a printer. In the Merge to box, click Printer, and then click
Merge.

o Store the merged letters in a new document, so you can review, edit, and print them later.

o Distribute the merged letters to e-mail addresses or fax numbers.

Use a Microsoft Access database as a mail-merge data source

You can select as a data source any table or query defined in a Microsoft Access database.
If you select a table

Word retrieves the table each time you use the data source. Unless the table has been changed in Microsoft
Access, it contains the same data fields and data records it contained the last time you used the data source.

If you select a query

To always use the data records retrieved by the original query instructions, clear the Link to query check box.
This option is available only with Microsoft Access version 1.1 or later.

If you expect the query instructions to change and you want to use information selected by the latest query,
select the Link to query check box. Each time you use the data source, Word carries out the current instructions
of the query. If the original instructions in a linked query have been modified — for example, if the query specifies
different data fields or tables — the data selected by the query can change. The data records selected by the
current query are used as the data source.
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For example, suppose a query selects data records that identify the top products sold each month. You are
preparing a report that analyzes holiday buying trends in December. To "freeze" the data source so that it always
reflects December sales, clear the Link to query check box. Conversely, if you use the data source to track the
leading sellers in your monthly sales reports, make sure that you select this check box.

Note Whether you select a table or select or link a query, Word always retrieves the latest information in the
data records.

Create a new Word data source

Make sure you've already set up the main document.
If you don't see the Mail Merge Helper dialog box, click in the main document, and then click Mail Merge
on the Tools menu.

Under Data source, click Get Data, and then click Create Data Source.
In the Field names in header row box, specify the data fields that you want to include in the data source:
o To delete a data field, click the field name in the Field names in header row box, and then click

Remove Field Name.

o To add a data field, type a new field name in the Field name box, and then click Add Field
Name.

o To change the order of the data fields, click a field name in the Field names in header row box,
and then click one of the arrow buttons.
When you finish specifying the data fields, click OK.

Locate the folder that you want to save the data source in, type a file name, and then click Save.

Click Edit Data Source.

In the Data Form dialog box, fill in the information for each data record:
o Tofill'in a record, type information for a data field, and then press ENTER to move to the next
field. If you don't want to include information for a particular field, press ENTER to skip the field.
Don't type spaces in the box.

o To start a new data record, click Add New.
When you finish entering data records, save the data source by clicking View Source, and then clicking
Save on the Standard toolbar.

10. To return to the main document, click Mail Merge Main Document on the Database toolbar.

Preview merged documents

1.

2.

3.

Make sure you’ve already set up the main document, selected a data source, and inserted merge fields
in the main document.
If you see the Mail Merge Helper dialog box, click Close.

Click anywhere in the main document, and then click View Merged Data on the Mail Merge toolbar.

Microsoft Word displays information from the first data record in place of the merge fields.

4,

To view information from other data records, click the arrow buttons on the Mail Merge toolbar, or type a

record number in the Go to Record box and press ENTER.
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Tip To print the main document with the currently merged data, click Print on the

Standard toolbar.
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