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Changes that Occur While You Work

New Automatic Paste Icon Options

When you select and copy information from one 1. E
application to another, as off the Internet, this
Paste icon will always appear. Since text on the P ————

Internet is formatted differently than in a Word
document, this will help to immediately allow you
to match your existing Word text. Click on it and
you will usually want to choose Keep Text Only.
The icon will disappear as soon as you continue

Match Destination Formatking
Keep Text Only

apply Skyle or Formatting. ..

O O

working.

Toolbars Pop Up As Needed

Toolbars make word processing easier — to display a toolbar, chose View > Toolbars and
make a selection (a display shortcut is to right click to the right of the toolbars).
Mastering the Table Toolbar will improve both word processing and web design.

Compress and
Rotate Images with
the Picture Toolbar

um T O ot ol 4= =Y g

Rotate Left Compress

. Compress pictures to change
picture resolution within Office.

Save room on your hard disk and reduce download time
Use Compress to:

e Reduce resolution (to 96 dots per inch (dpi) for Web and 200 dpi for print), and
unnecessary information is discarded.

e Discard extra information. Otherwise, when a picture has been cropped or resized,
the “hidden” parts of the picture are stored in the file.

Rotate Pictures within Word

Rotate pictures freely or precisely

Use either the Rotate Left icon on the Picture toolbar to rotate 90 degrees left or right, or
the green Free Rotate button that appears when you click on a picture to rotate freely by
any degree.



Capture Multiple Copies to the Clipboard

e Allows you to make up to 24 copies at one time to the clipboard and then paste them
into Word in any order you choose.

Display the clipboard: Edit > Office Clipboard. A new task bar opens in the right
section of the Word window.
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Hyperlinks that Link Only at your Command

Hyperlinks that are typed into Word have a nice safety feature to prevent you from
accidentally opening the web browser (Internet Explorer). To go to a link, hold down the

Ctrl key while you click on the link.

hikkps ) v, skeds, org)f
CTRL + click to follow link
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New Numbering Icon Options

A new icon appears as you work to allow a choice for how automatic numbering should
work.

? Z +4. Choose Insert > Diagram

Restart Numbering

= Bullets and Mumbering. ..

Better Control When Numbering Lists

For an existing numbered list, by simply clicking on the numbers the list becomes

highlighted and provides an easy choice of options when you right-click on top of the
numbers.

In this example the list has started Right-clicking over the numbers reveals
numbering on 2, not 1. options for indenting and numbering
2. Europe
2. Europe B i
3. Asia H A samtesl

4. Australia

@ Paste

| Restart Mumbering

Continue Mumbering

Cecrease Indent
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Increase Indent



New Features to Increase Productivity

Clipboard Available All the Time in All Applications

Make the Clipboard available all the time rather than in the random fashion it natively
opens in. At the bottom of the new Clipboard Task Bar, choose Change Options.

Select Collect without Showing Office Clipboard to continuously collect items to the
clipboard

Show Office Clipboard Autormatically
Collect without Showing Office Clipboard
Show Office Clipboard lcon on T askbar
. Show Status Mear Tazkbar when Copring

To display the contents of the clipboard, right-click on the Clipboard icon in the System
Tray located near the Time, in the lower right-hand corner of the screen.

« B T:384M

Remove “Misbehaving” Formatting

When you get in a formatting jam, highlight the section of your document that is
misbehaving and start fresh. Click the small down-pointing arrow next to Normal on the
toolbar > Choose Clear Formatting.
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Create Cycle, Radial, Pyramid, Target, and Venn Diagrams

e The Diagram Gallery is completely new, d
powerful, and available in Word, Excel, or Select a diagram type:
PowerPoint.

e Learn how to make illustrations clarify the % e o ,0
important points in your lessons ol 'Cf}?z{f

Choose Insert > Diagram and make a choice ‘ C% O

Crganization Chark
Used to show hierarchical relationships

Here is a basic Venn Diagram. [ ox | concel

Use the Diagram Toolbar that automatically pops
up to see how you can modify colors, number of
circles, or select other designer looks.

Criagran -
& Insert Sshape | %0 o Y5 Lavoub - :é:: Change to -

Create flexible, varied Organization Charts
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“New” Reviewing Toolbar Features

To “Accept and Reject Revisions” use the Reviewing Toolbar

e This feature has had a major overhaul. Consult the Help menu for greater details.

Reviewing

Final Showing Markup — « Show = | 4=y Bp P » 5 v (g v 3]

The new Reviewing toolbar replaces the Accept or Reject dialog.

Force Revisions Made by Others

You can force Word to record revisions made by anyone who edits your file. Simply
click Tools > Protect Document, select Tracked Changes, and enter a password.

Insert Comments to Summarize and Annotate

e Use this as a summarizing exercise. Have students explain the main points in a
document in a comment balloon. Then Click the Reviewing Panel (the rightmost
button on the toolbar) to have a summary of their notes shown at the bottom of the
document. This summary of comments can be printed separately from the document.

Word XP will display comments in colored balloons in the right margin and
automatically chooses a different color for each reviewer. You can also format text in the
balloon with Word’s standard formatting tools, like Ctrl-B for bold.

Comments can be hidden to display a clean document, or also printed separately.

Fighting Pirates are we
standing tall fraternally

Bt. Ed’s will fight | .- { Comment: The maintheme is that 5t.

e L T T - Ed’s will fight

Eejoice in revelry

Compare Two Documents

Remember to always give each version of a document a descriptive name to facilitate
easy reference back to earlier versions. Occasionally two copies of a document can
inadvertently get stored in two different folders with the same name and that’s when
problems can arise if they have both been accessed and changed.

Microsoft can help when two documents appear to be the same. Merge the two
documents by selecting Tools > Compare and Merge Documents and then viewing the
differences. You can merge them into the original document or into a new file.



Toolbar Tips

Think of your screen as a collection of window panes and toolbars. We would all be
happier if the toolbars “stayed were they should be” and “appeared when we needed
them.” Since Windows does not always cooperate, here are tips for handling toolbars:

1. To move toolbars that appear
within the document space, click
on their title bar.

I TR TR N

2. If the toolbar appears to be
missing, it may be above
the document window in

with the other toolbars, as NDNeEdasyg &S Y L BB - -4a@ §

Eile Edit ‘Wwiew Insert Format Tools  Table  Window Help  Acrobat

shown to the right. Y MNumbered, Lefl » TimesNewPRoman - 12 ~ B F U — = 55
To drag it back to the OO erel | F LS HEY S B\,
document window, click [L]

the shaded bar at the front

of the toolbar and drag.

3. To either display a new toolbar or to verify which toolbars are currently open, select
View > Toolbars. (A shortcut is to right-click at the far right end in the toolbar area).
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4. Standard and Formatting should always be open. The Display toolbar, at the
bottom of the window, is the third toolbar that are set on for all lab machines.



Noteworthy Outlook Features

Resend a Previously Undeliverable Message

&Z (T System Administrator Undeliverable:

Click Send Again

You will have the opportunity to enter
the correct email address

& Undeliverable: Floundering - Report

File Edit Wiew Insert Tools Actions Help

Btan] 0 & 5 X | +-v- 0.

£ You resent 1 3end Again | on Monday, August 05, 2002 1:25 PM

Frorm: Syskem Administrator
T Karalyne Lucero
Subject:  Undeliverable: Floundering

Your message did not reach some or all of the intended recipients.

Subject: Floundering
Senk: g/5/2002 11:42 AM

Recall a message after you have sent it
Go to the Send Folder and select the message you want to call back.

Chose Actions > Recall this Message

You will have the option to Delete or Modify and Resend

Note: If the receiver has their Outlook mailbox open all day, you will not be able to

retrieve it.

™ Grading and IDs - Message (HTML)

File Edit Miew Insert  Format  Tools

CeReply  HiReplyto &l W& Forward S

Frarm: Karalyne Lucero
To: Quen Yovles (Quen Yoyles)
[

Subject: Grading and IDs

_'fj
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"

Eatie, Joanie and T met yesterday. 3
more active role in the first wreek act

Did you have any luck seeingwheth

Farolyne

v
20
42
Y&

Actions | Help

Mew Mail Message  Chel+M g
Follow Up...  Ckrl+Shift+3
Create Rule...

Find Al 3
Junk. E-mail [
Reply ChrlHR

Reply ko Al Cerl4+Shift+R
Post Reply to Folder
Forward Ckrl+F
Recall This Message. ..

Resend This Message, ..




Recommended Changes to Enhance System Operations

Insert images More Easily

To insert and paste graphics, here are some changes that you should make to your system
to make working with graphics easier:

Click Tools > Options to open the Options window. Then click on the View tab.
Make a choice by selecting one of the dog pictures below. In earlier versions of Word,
pictures were automatically inserted as inline, so that they move with text.

Security l
=ser Information

Wigw l aeneral

Editing opkions
[v Tyvping replaces selection
[v [Drag-and-drop text editing
[ Use the INS key For paste
[ Owvertype mode
Picture editar;
|Miu:ru:usu:uFt Word j

Insert/paste pictures as:
|1 line with ext -

In line with text

cl

Square

X X

Tight

Behind bexk

In Fromk of bexk

Through

b Giih Gl ¢

Top and boktom

Spelling & Grammar l 1
Compatibilcy |

Edit Print

[ Allow accented uppe
[v Use smart paragrap
[v Use CTRL + Click ko

[v ‘When selecting, aut
enkire ward

[ Prompt to update st
v Keep track of Forma
[ Mark Farmatting ince

[+ Smark cuk and paste

Marrnal

[«

Now you have a choice. Most
of the time it is easier to have
images floating, either:

square with the text (as shown
in the illustration to the left—
note that white space is visible
in front of the dog’s chest
tight so that text wraps in
really close to the image
behind the text, as in a
watermark

in front of text

through the text

or situated so that all the text
breaks across the width of the
page and no writing appears
on either side of the dog.

Can’t decide?
Use “In front of text”
or “Square”
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Deactivate the New Drawing Canvas Feature

Here’s another automatic system option to deactivate. Choose Tools > Options and

click on the General tab.

e Word now automatically creates a drawing canvas when you insert a graphic.
While there are times it can help to arrange and move multiple graphics, most of

the time it is unneeded.

e Clear the check box next to “Automatically create drawing canvas when inserting

AutoShapes.”

Display More “Recently Used Files”

While you have this window open,
increase the number of files from 4 to 9
and whenever you click File in Word, nine
of your previous files will be at your
fingertips.

Saving Documents

Something to consider. ..

Security l Spelling & Grammar l Track Chan

ser Informa

View | General ] Edt | Pt |

General options

=
[ Blue background, white text

[ Provide Feedback with sound

v Provide Feedback with animation

[ Confirm conversion at Cpen

I+ Update automatic links at Open

[v Mail as atkachment

v Recently used File lisk: |'§J 3: entries -

[ Help For WordPerfect users

| Mavigakion keys For WordPerfeck users

[ Allow background open of web pages

[ Automatically create drawing canvas when inserting AutoShapes

The changes in recent versions of WindowsXP reflect the importance of the Internet in
communications. In the past we recommended to students that they always save their
documents as Rich Text Format (rtf) when transporting them from home to school to
accommodate changes between their home systems and the schools. Today, HTML, the
language of the Internet, is available for students using any of the most recent versions of
Office, most competitive products, and either Mac’s or PC’s. Students can save their
work as HTML and post it to their webs or save it to their “untrusty floppies.” This
year’s goal should be to learn to create Word documents that are Internet “friendly.”

11
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Customize Your Toolbars by Adding Buttons

¢ Any item that you repeatedly use from the dropdown Menu Bar on the top of the
Office windows can be made into an icon on the toolbar.
o Display buttons for single and double spacing |== | =

o Display envelope

Click Tools > Customize and select the Commands tab. Each item on the Menu bar at
the top of the screen in every Office application, has many corresponding choices that
you usually select from on the dropdown menu.

« I this example, clck on

Tools in the left pane

Toolbars  Commmands lgptinnsl ( ber th
rememocr these are

To add a cornmand to a toolbar: select a category and drag the Windows!)

command aut of this dialog box to a toolbar, Th 1 th hth

Caktegories: Comrmands: ° h e'n SCI:O I: rqu}% the
7 choices 1n the right pane

File - Protect Docurment j . ghtp

Edit until you see Envelopes

Wigt ||E| Envelopes and Labels. .. | and Labels and click on

Insert - . .

Farmat Letter Wizard. .. 1 it to select it.

y Macros.., e To move the envelope

Weh Record Macro [ Stop Recorder j %COH to the‘tOOI.bare drag

Window and Help it out of this window.

Drawing ﬂ

Decide where you want it
to go. Just put you
Description | | mouse firmly on the icon
in the window and do not
lift it until it is on one of
the toolbars between two

@ Save in: |Marmal j kevboard. .. | Close | existing icons.

Selected command:

Rearrange toolbar buttons

If you drop it in the wrong place, just drag it again. They can only be dragged while this
Customize window is open. When you close it, they are locked down.

Remove toolbar buttons

Click Tools > Options to unlock the toolbars. Now simply drag the icon off the toolbar.
It is not necessary to worry about putting it back in any special place. Just drag it off!

12



Add the Equation Editor
button

Customize

Toolpars — Commands l options l

To enter equations as text, rather
q ’ To add a command ko a toolbar; select a cakegory and drag the

than ff)r calcplations, use the command out of this dislog box to a boolbar,
Equation Editor. Make this a key Categories: Commands:
on your Standard Toolbar. File: ] [l chart o]
Edit l
. . Wig Whardart, .
Click Tools > Customize Treert 4
Farmak 4  Equation Editor
. Tools ' |
Shortcut Tip Table [E Woice Comment
Ctl + H for superscripts ireb "\ Pen Comment hd

) Window and Help
Ctl + L for subscripts Drawing |

@ Save in: [Mormal j Kevboard. .. | Close |

Need More Help With XP?

Check Microsoft’s Help Menu available in all the Office applications (Word, Excel,
PowerPoint, FrontPage) and for Windows itself.

Type, “What’s New” into the Help menu of any Office applications. (The F1 key is a
shortcut for opening Help)

For help with Windows, click the Start button, choose Help and Support, and then
select the topic: “What’s New in Windows XP.”

Prefer reading manuals?
The four labs each have manuals for those who are interested in the “bigger picture.”

Prepared by Karolyne Lucero on August 12, 2002.
Submit questions or comments to klucero@steds.org.
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