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	Getting Started
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To remove the Getting Started area use:

· Tools

· Options

· View

· Uncheck the ‘Startup Task Pane’

· Click on X next to Getting Started Heading

Remember to go into User Information Tab or Properties and add your name and information.
	(
	After Removing Getting Started Section
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This is your Print Layout


	Tool Bars
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Menu Bar (Top)         Standard Tool Bar Selected - Research  (New)       Formatting Tool Bar Selected (Bottom)


	New Menu Options

	What’s New under File
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New File Topics

· Save as Web Page

· File Search

· Web Page Preview


	What’s New Under Edit
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New Edit Topic

· Office Clipboard ( old Paste)
	What’s New Under View
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New View Topics

· Web Layout

· Reading Layout

· Task Pane

· Thumbnails

· Markup



	Remember to check each area, to familiarize yourself with the new functionality.

	

	New Menu Options Continued

	What’s New Under Insert
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· Web Component

· References

· Diagram
	What’s New Under Format
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· Theme

· Frames

· Table of Contents in Frame

· New Frames Page

· Style and Formatting

· Reveal Formatting
	What’s New Under Tools

[image: image9.png]



· Research-Dictionary

· Opens same window as the Research icon on the Standard Tool Bar

· Speech – need sound card

· Shared Workspace

· Track Changes - modified

· Compare and Merge Documents

· Online Collaboration

· Meet Now

· Schedule Meeting

· Web Discussions
· Letters and Mailings (pg 6)

· Mail Merge 

· Show Mail Merge           Toolbar

· Envelopes and Labels         

· Auto Correct Options

	New Menu Options Continued

	What’s New Under Table
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· Insert

· Delete

· Select

Check out the changes in each

· AutoFit

· Convert
	What’s New Under Window
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· Compare Side by Side 
	What’s New Under Help
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· Show Office Assistant

· Microsoft Office Online

· Contact Us

· Check for Updates

· Detect and Repair

· Activate Product

· Customer Feedback Options

These 6 are not available to all.

-most need Internet connectivity.
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Auto Text

Auto Text is a storage location for text or graphics you want to use again, such as a standard contract clause or a long distribution list.  Each selection of text or graphics is recorded as an Auto Text entry and is assigned a unique name.  Entries are divided into categories such as Closing or Salutation.  Check the Normal category for entries you’ve created unless you know they are stored under another category.


	What Happened to the Office Shortcut Bar?

The Office Shortcut Bar is not available in Microsoft Office 2003.
	Track Changes

· New Look

[image: image13]
· More Options

· Reviewing Tool Bar
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	Compare Side by Side

· Compare documents or versions

· Open the documents you want to compare side by side. 

· On the Window menu, click Compare Side by Side with. 

· On the Compare Side by Side, do any of the following: 

· If you want to scroll through the documents at the same time, click Synchronous Scrolling. 

· If you want to reset the document windows to the positions they were in when you first started comparing documents, click Reset Window Position.

· Click Close Side by Side to stop comparing documents.
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Letters and Mailings

	Mail Merge

Use Mail Merge to create individual letters, e-mail messages, flyers, or to produce envelopes and labels for mass mailings.
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3 Elements of Mail Merge

· The main document that you start with

· Information, such as names and addresses, that you want to merge into the main document to create a set of unique documents

· The finished set of documents

Click Tools, Letters and Mailings, Mail Merge.  Follow the steps. [image: image17.png] Mail Merge v x
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	Mail Merge Using Data Files
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Data files, such as Excel spreadsheets and Outlook Contacts files, along with fields, such as «Name» and «Street Address», are the heart and soul of mail merge. 

· Connect, or link, to the data file that contains the unique information. 

· Add placeholders, called fields, to the main document for each category (column) of unique information that you want to include. 

· Complete the merge to create a set of unique documents. 

Don't worry if you don't have a data file yet. The mail-merge process includes a step where you can create a data file from scratch. The new file is saved as a mailing database (.mdb) file in the My Data Sources folder, which is located in your My Documents folder.


	Labels for Mass Mailings

On the Tools menu, point to Letters and Mailings, and then click Mail Merge.  Under Select document type, click Labels. 
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The active document becomes the main document (main document: In a mail-merge operation in Word, the document that contains the text and graphics that are the same for each version of the merged document, for example, the return address or salutation in a form letter.).

Click Next: Starting document.

If you're familiar with the mail merge feature or prefer to work outside the Mail Merge task pane, you can use the Mail Merge toolbar. The buttons are arranged in sequence from left to right.
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The task pane guides you through the rest of the mail merge process



	Auto Recovery

The Document Recovery task pane lists all the files that were recovered when the program stopped responding.

Error! Unknown switch argument.
Following the name of the file will be a status indicator, which shows what was done to the file during recovery.

Status Indicator

Description

[Original]
Original file based on last manual save

[Recovered]
File recovered during recovery process or file saved during a AutoRecover save process

The Document Recovery task pane allows you to open the files, view what repairs were made, and compare the recovered versions. You can then save the best version and delete the other versions, or save all of the open files to review later.

You can Specify a location for automatically recovered files
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Look what’s new or different from WORD 2003:


( Getting Started	          ( Changes in Standard Tool Bar	         ( New Menu Options


(  Auto Text          ( Auto Recovery          ( Research           ( Compare Side By Side


( Track Changes                    ( Letters and Mailings                 ( Office Shortcut Bar      





  		











� EMBED Word.Picture.8  ���








	CWS/CMS Statewide Training
	Page 1 of 7
	5/11/07



[image: image24.png]


[image: image25.png]| Ce: Laveri Gaffhe, General Saes
F: Yearly Salss
Date: Jannary 15, 2009

|(Welgeceived the (Comment [j1]: We received thas
onthat the . [port a morih ag, s | k't 527
Holp e the o (9"

Deleted: just




_1240381985.doc
[image: image1.png]i Backup of New Quick Guide Format - Microsoft Word,
Ele Edt Vew Inset Fomet Iook Tabe Wndow Workste

sshow BN G- QAY D
DEHRISRITE| s D@

Normal

Help
Finsl Showing Markup

~ TimesNewRoman + & | B U \.

{E|X] i #13944v1<cWSDOCS> - Word 2003 Quick Reference Guide - Mi

fEle Edt Vew Inet Fomst Took Table Window WorSte

DEHSSRIFE 4895
©®) 4 (2|08 Q Favories- | G0 | F

Help

[53], Hgea

P B s d0EE) s Bin.a:
L] f f

2 .

- o

Look what's new or diffe
¥ Getting Started

¥ Track Changes
v Auto Text

v Changes in S
v Research
¥ What Happer

Getting Started

7] 43 | close ste

Word 2003 - Quich Guide for CW

Look what's new or diffel
¥ Getting Started

¥ Track Changes
v Auto Text

v Changes in &
v Research
¥ What Happer

pare Side by Si

Getting Started
by side

aw - | | Autoshepes~ N\ N (1O (5] ol &2 (8] (& & - -

aw - | | Autoshepes~ N\ N (1O 5] ol &2 (8] & & - -







_1240382019.doc
[image: image1.png]aiaia.a. .W.Ei
Ve @








_1240381957.doc
[image: image1.png]| Ce: Lavwri Gaffhe, General Saes
Fe: Yearly Salss
Date: Jannary 15, 2009

|(Welgeceived the (Comment [j1]: We raceived thas
onthat the . [port a morih ag, s | k't 527
Holp e the o (9]

Deleted: just








