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Office Tutorial Sites

http://communityclips.officelabs.com
http://inpics.net

Reference Guides

. http://mww.customguide.com/pdf/office-quick-reference-
2007.pdf

. http://mww.customguide.com/pdf/word-quick-reference-
2007.pdf

. http://mww.customguide.com/pdf/excel-quick-reference-
2007.pdf

. http://www.customqguide.com/pdf/powerpoint-quick-reference-
2007.pdf

Setup Office 2003 Menu
, http://www.ubit.ch/software/ubitmenu-languages
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Word Options -

Popular

, Clickthe
"Word i
Options" | -
buttonon |
th e Add-Ins

Trust Center

bottom of
the
"Office
Button"
dialog
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Resources

iy
_3 Change the most popular options in Word.

Top options for working with Word

V| Show Mini Toolbar on selection (¢
V| Enable Live Preview
iShow Developer tab in the Ribbon'"
[7] Open e-mail attachments in Full Screen Reading view

Color scheme: | Black Z|

ScreenTip style: | Show feature descriptions in ScreenTips

]

Personalize your copy of Microsoft Office

User name:  hverne

Initials: hv

Choose the languages you want to use with Microsoft Office: | Language Settings...




Word Options - Proofing

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options

When in Office

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

Enforce accented uppercase in French
Suggest from main dictionary only

dEEE

French modes: | Traditional and new spellings El

When anda in Word

Check spelling as you type
Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

[] Show readability statistics

Writing Styl Grammar Only E] [ settin
Recheck Document

Exceptions for: 9] 2007screenshots.doc El

JREE

Hide spelling errors in this document only
Hide grammar errors in this document only
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Word Options — Save

H Customize how documents are saved.

Save documents

Save files in this format: Word 97-2003 Document (*.doc) D
V| Save AutoRecover information every |10 2 minutes
AutoRecover file location:  C\Users\hverne\AppData\Roaming\Microsoft\Word\

Default file location: C\Users\hverne\Documents\,

Offline editing options for document management server files

Save checked-out files to:
@ The server drafts location on this computer
The weh server
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Ribbon Tabs — Home

. The ribbon bar replaces the old menu line.

It contains many more options and is better
organized (but, confusing at first)
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" JE
Clicking

, Single Click Positions Insertion Point

, Double Click Selects Word\
the time to ¢

, Triple Click Selects Paragraph

Up to “Enter” Now:-is-the-time-to-quit.-Now
\rhem\e-t;juit.-Now-is-the-
time-to-quits|

This-is-a-new-paragraph{
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View Formatting Marks

, On the Home Bar, in the Paragraph‘yctioﬂ
= v 4= - e |[EE AL

A= / o ot
*_.vl \” v - v

11
4

-

, AIIows you to see “hidden” formatting symbols

Enter

time-
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Formatting Bar

, Font (lett er sha pe) LTtter Size

Calibri *11 "~ |A A ||# l

B Z U ~abe X, X* Aa~||¥~ A ~

N

Bold Italic Underline  Highlight Color
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Live Preview

, Click on The Font Selection @ AL LR
A

Slide the cursor up and down Home
and watch the selected Text | _1 4 [[calior Gocy Ju -]
. Click on The Font Size AT 1B U e x, X Ar
Selection

Slide the cursor up and down
and watch the selected Text
change
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Ribbon Tabs - Insert

, Commonly used items:
Word Art
Header/Footer
Clip Art/Picture

gy -
—j Home Insert Page Layout ferences Mailings Review View Developer

i) DWB0Pe @ 4 3 Tah A48

"]
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference  Header Footer Page Tet  Quick WordArt [ ’i
Page~ Page Break v At % v Number~ | Box> Pasv ~ ¢ ]
Pages Tables Hlustrations Links Header & Footer Text
=1 =
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Insert Header Footer
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”
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&Time Parts ~ At || Header Footer ¥ Link | show
Insert MNavigation
Date and Time 7
Avaiable formats: Language:

T ] - | [Engish (Urited States)
[Saturday, December 11, 2010 kil :
December 11, 2010
12/11/2010
2010-12-11
11-Dec-10
12,1110
Dec. 11, 10
\11 December 2010
10

12/11/10 01:54
12/11/10 01:54:30
:54PM

12/11/10-01:48 - page1ofi| - [Type-text]q
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Insert Header Footer
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Insert Header Footer

, Insert File Name

ste [ Quick | Picture Clip Go to
ime | Parts - At || Header

=] Field...

Q uilding Elocks Organizer..,
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Insert Clip Art

, Word comes with
built in /
(searchable) clip
art library

You can go to the
web and expand
it
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Clip Art Layout

, You can control how the text flows around
your clip art.

Right click on picture
Select Format Picture
Select Layout Tab
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Word Art

, From The Insert View

e
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Right Click Menu

. This menu contains
frequently used
commands

, At the bottom are
frequently used

formatting tools \
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Quick Setting Bar

, Thisis a new
item and
contains the
most frequently
used commands.

It is always
visible
You may

customize this
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Templates

, File/New
, Cards/

Holiday \

Cards /
, Make

Sure
is selected

12/15/10 22

11



Christmas Cards

. Select the card
you want

Fill in the body of
the card
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