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How do I move several objects at one time?

1. On the Draw toolbar, click the Select Objects button (the
little white arrow).

2. Draw a box enclosing all the objects you want to move.

3. Click on any of the boxed objects and drag it to the new loca-
tion. All the boxed objects move in unison.

To align any paragraph as you type, press one of the

following:
CtrlI+E  center
Ctrl+R right-align
Ctrl+L  left-align
Ctrl+d

justify (that is, create an even right edge)

How do I open an HTML page in Word?

There are three ways an HTML page can be opened in Word:

1. Go to File| Open and then click the Internet icon at the top of
the field (a globe with a magnifying glass) Type the uniform
resource locator (URL) in Address box of your browser.

On the Web toolbar, type the URL in the Address box.

Click a hyperlink in an HTML file that is open in Word for
editing.
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What is the quickest way to create a table?

To create a table quickly, type the first row like this:

(Word will automatically create a table. )

How can I type quickly and still get great formatting?
Use the asterisk / underscore characters to quickly format text.
To do this, use the following steps:

1. On the Tools menu, click AutoCorrect.

2. Click AutoFormat As You Type tab.
3. Click the *Bold* and _Underline_ with real formatting
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When you type this. It will be formatted like this.

Note: You can change the way text is formatted when you use
the asterisk and underscore characters by changing the Strong
(asterisk) and Emphasis (underscore) styles (on the Format
menu, click Style.

How do I create a new AutoText entry?
To add text and/or graphics to AutoText, try following these

steps:
1.
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AutoText entries belong to Wiord will create an AutoText entry
your current document and  Ffram the current selectian,

to the template. By default Please name your AutoTexk entry;
your AutoText entries are
associated with the NOR-

MAL.DOT (]9 I Cancel

template.
Once you have created an AutoText entry, it is easy to use in
your document. To insert an AutoText entry into your docu-
ment, follow these steps:

1.

2.

*Word* Word

~Word_ Word

Type the text, table and/or place the graphics you will use all
the time.

Select the text, graphics, table or combination of items.
Press ALT+F3 to create an AutoText entry.

The Create AutoText dialog box will appear.

In the Please name your AutoText entry box, type a name for
the selection.

Click the OK button.

Position the insertion point where you want the AutoText
entry to appear.

Type the name given for the AutoText entry into your docu-
ment

Press F3. This will enter the AutoText entry into your docu-
ment.
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How do I set up backup options?
You can protect your work by saving a temporary copy of a
document periodically as you work or by saving a backup ver-
sion of the document each time you save it. To be able to recover
work after a power failure or other problem has occurred, you
must have previously selected either Save AutoRecover Info
or Always Create Backup Copy, or both. The backup options
are listed on the Save Options window screen, which is dis-
played when you choose Tools | Options and click the Save tab.
Backup and/or AutoRecover files are usually saved in the
C:\Windows\Temp folder unless otherwise specified in
Tools | Options | File Locations tab.

Where are Preferences located?

User Preferences in Word are called Options. By choosing Tools
from the menu bar and then Options, you can display the Op-
tions dialog box to select your operating preferences and to mod-
ify your screen display.

21
Whel'e are the tabs? Track Changes | User InfFarmation I Compatibility I File Locations |
view | General | Edi | print Save | Speling & Grammar

Save options
™ Abways create backup copy

Tabs can be set by se- % alow Fost soves
1 1 ™ Prompt for document properties
leCtjlng the paragraph mn ™ Prompt ko save Normal template
which you want to set I™ Embed TrusType forts
: : I~ Embed characters in use only
tab stops. Click the icon I Save cta oy fo forms

located on the far leftcof = ¥ aowbackaround saves
. ¥ Save AutoRecover info every: |1EI E‘ minukes
the horizontal ruler
and click on the hori_ Save Word files as: IWnrd Document (*.doc) j
[ Disable Features not supported by Word 97
zontal ruler, where _ o )
File sharing options For "Documentl
you want to set a tab Password to open: Password bo modify:
stop. Tabs can also be
set by selecting Tab
from the Format o |

I™ Read-only recommended

menu.
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Using Track Changes

Track changes is an effective tool for editing documents that
allows you to mark your changes so they can be distinguished
— from the unedited
S s i o e regions. When you

changes feature tumed on deleted text shows up with a strikethrough end new text shows up in red. This

1aol can save a lot. of time if you are doing a Lot of editing because as you make your changes they are have the track

recorded by the tracking tool, and when you are finished you can aceept of reject the changes you have

made. To tutn on this feature got to Taols | Track Changes | Highlight Changes. Inthe pop-up mezm that
appears kg, sure the following is selected: track changes while editing, highlight changes on screen and Changes feature
highlight changes in ptinted document. Click OK. Now when you make changes Word will record them

forron turned on deleted
Example of Track Changes text shows up with a

strikethrough and new text shows up in red. This tool can
save a lot of time if you are doing a lot of editing because as
you make your changes they are recorded by the tracking
tool, and when you are finished you can accept or reject the
changes you have made. To turn on this feature got to Tools |
Track Changes | Highlight Changes. In the pop-up menu
that appears make sure the following is selected: track
changes while edit-
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ing, highlight Highlight Changes K E
ChangeS on screen [+ Track changes while editing |

and hlghhght [+ Highlight changes on screen

changes in printed [+ Highlight changes in printed document
document. Click

OK. Now when Ok, I Zancel Opkions. ..

you make changes
Word will record them for you.

When you are done editing your document you will need to
accept/reject changes. This option allows to complete your
finished draft. You can add in previously deleted text, con-
firm a deletion or addition or reject new text. To active the
accept or reject changes go to Tools | Track Changes | Ac-
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 original Cept
or
Re-
ject Changes. Use the Find button to go from one edited re-
gion to the next. When you get to a change in your document
you will select Accept or Reject. You can also accept or reject
all the changes at once if you are finished with your editing.

accept | reject | sccsptan | mejsctan | unds | close |
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Inserting Headers and Footers

Using Headers and Footers cuts back significantly on for-
matting time. Headers and Footers allow you to auto-
matically insert page numbers that update automatically.
You can also insert the date or customize you header/footer
to your specifications with your name, organization, etc. .
To format your Header or Footer go to View | Header and
Footer. The pop-up menu will appear and the header will
be opened by default at the top of your page (you will see a
select box open around the header area). Type directly into
the text box area if you would like to insert your name or
other information .
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If you would like to use some of the automated features
simply click the number icon for page numbers or the date
icon for the date. (to see what each icon’s functionality
mouse over and wait for the description to be displayed)
Once you have inserted an automated feature you can for-
mat it as you would any other text using the align, font
and style tools. To change specifications for your page
numbering click the icon of the 3 with the hand. This
will open a menu where you can change the positioning of
your page numbering. To switch between the header and
footer simply click the third icon from the right on the
menu bar. Editing in the footer is exactly the same. The
automated features can be used and formatted easily in the
footer. You can also edit the header/footer by double click-
ing on the text area designated for each area once you have
entered information into either.

o e

Page 5



What do the function keys represent in Word?
Below is a sampling of what the function keys represent I
in Word:

F1 Get Online Help
Shift+F1 Reveal Formatting

F2 Move text or graphics
Shift+F2 Copy text

Ctrl+F2 Print Preview

F3 Insert an AutoText entry
Shift+F3 Change the case of letters
F4 Repeat the last action
Ctrl+F4 Close the window

Alt+F4 Exit

Ctrl+F5 Restore the window size
Ctrl+Fé6 Go to next window

F7 Spelling command
Shift+F7 Thesaurus command

F8 Extend a selection
Shift+F8 Shrink a selection
Ctrl+Shift+F8 Extend a selection or block
Ctrl+F10 Maximize the document window
Ctrl+Shift+F10  Activate the ruler

F12 Save As

Shift+F12 Save the document
Ctrl+F12 Open a document
Ctrl+Shift+F12  Print the document
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