X Introduction to MS Word 6.0.1 for Mac

Course Description: This class introduces Microsoft Word, aword processor for Macintosh users. Participants learn to
use the ribbon, ruler, menu bar, toolbar, spell check, grammar help, navigate through a document, insert and delete text,
and insert footnotes and page numbers.

Prerequisites. Working knowledge of the Macintosh operating system.

This document has been prepared for you by W& MF staff so that you can familiarize yourself with the basics of MS Word
(version 6.0.1). This document is meant to serve as a future reference for you — covering from the basic to the fairly
detailed. Not all the information mentioned in this document will be covered Inttieedo MSWord 6.0.1 class.

WHAT ISMICROSOFT WORD 6.0.1?

Microsoft Word (version 6.0.1) is aword processing program that allows the user to create documents.
Some key features of the program that will be covered in this course include the ribbon, ruler, menu bar,
toolbar, spell check and grammar help.

Getting Started

Y ou start Microsoft Word on the Macintosh by double-clicking the

Word 6.0.1 icon. At home, thiswould most likely be on your hard drive. Inthe
word 6.0.1a8 Microcomputer Facilities, it isin the Word Processing folder once you open the

Programs icon.

Tip of the Day

@} Did you know__. Hext Tip I

You can start page numbers with any number. From the [ More Tips... |
Inzert menu, choose Page Mumbers, and then choose the [T]
Format buttan. In the Start 4t box, type the starting page il
number.

[ Show Tips at Startup

Once the program is opened, the "Tip of the Day" window will appear with information on various
useful features of Microsoft Word. To exit thiswindow, click OK.
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What you see on the screen
Once Word is open, a new blank document will appear on the computer screen. There should be the
following four items at the top of your screen:

* Menu bar

i File Edit UWiew Insert Format Tools Table Window

The Menu bar iswhere you will find pull-down menus that hold the necessary functions to manipulate
your document in Word.

e Toolbar

D= (SIRF] [&]E[E]d] [0 - ~H [2]F] [B[m8]=] ) (1] Fo=]E A

The Toolbar givesyou short cuts to the most commonly used functions such as cut, paste, print, etc.
Each function is represented by a button that you can point and click on.

» Formatting Ribbon

[Fermmal (=] [Times HE_H[=]z]o] [ E= i=[i=[=]=

The Formatting Ribbon allows you to quickly change the format of your text, such as the font type
and size, text alignment, etc. The ribbon also has short cut formatting buttons.

* Ruler
§:=nucumgnti 4
N e O O O D O e e - |

.

The Ruler alows you to modify the margins, margin indents, and tab locations of your document.
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MInsert Format

* MNormal
Outline
Page Layout

E
=30
e

Master Document

Full Screen

Toolbars...
+ Ruler

Footnotes
Annotations

Header and Footer

ZO0M...

Introduction to MS Word 6.0.1

*If the Ruler does not appear on the screen, go to/ilees
menu and sele®uler.

*If the Toolbar or Formatting Ribbon do not appear, go to
theView menu and seledtoolbars. The Toolbars window
will appear allowing you to select any number of different
toolbars.

Toolbars
Toolbars: [ oK I
e
(Farmatting -
|| Borders
[ Databsse
P
oo
Himerosef
[Jword for the Macintosh 5.1 Eustomize .
(] Power Book - el
[ Color Buttans [l Large Buttons B4 Show ToalTips

NOTE: Among the available toolbar options, thandard
andFormatting Ribbon are present by default and
are usually sufficient for creating a new document.
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FILE MANAGEMENT

New document
To begin anew document, go to the File menu and select New. Once a dialog box appears, click OK
for anormal blank document to appear.

Open To open afile that aready exists, whether it ison your hard
W Edit View Insert Formi drive at home or on adisk that you brought into the Facilities,
N go to the File menu and select Open.

Close I

Aeleci & Betument:
save 35 |=z Intro Word Hac ] & sxtalr
save As F12 Infin Waird 6.0 Mac FRIRIZE avallabls
A intio Word 6.0 Mac-gray Dpen [t )
Save Al @ Clieni fugiine infro Word & l_;l
A Insteet Outling Infia Woid 6 | Cemtel || Deskbep |
Find File... [FtFile_| || Hep |
Summary Info... 0
Templates... Lisl Filis of o Eorpegl iy
p | B Filos =] 1 Comlim Codadasiang

Document Layout...

Page Setup... . . . .
prigm preu'ileu. P Thg dialog box abov_e will appear allowing you to select which
Print... %P file you want to bring up on the screen.

1 Intro Word 6.0 Mac-gray «If the file is in your hard drive, double click on the hard drive
2 Netscape/Gopher - Mac to open, or select it and clikpen.

3 Netscape - PC

4 Netscape/Gopher - Mac - . . .
P P «If the file is on your disk, click on thBesktop, select the icon

Quit #0 of your disk and cliclOpen. Then find the file you want to
bring up on the screen and double click on it.
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Saving Your Document
To save a document, go to the File menu and select the Save option. If you are saving the document for
the first time, the following dialog box will appear.

B Desktop « — Macintosh HD

= Macintosh HD 652 76K available

£l PROGRAMS(TMF) = [[_save ]

o sstaff
] i [ Cancel ] [ ]
| = [ Options ] [ Help ]
Save Current Document as:
|I]ucumentl |
Save File as Type:
[Word Document | |

There are afew steps you need to take to save your document properly:

1. Select whereto save: to save a document to your disk, click on Desktop, find and select the
icon of your disk, and open it by double-clicking. If you are at home and would like to save it
elsewhere, for example on your hard drive, click the Desktop button, then choose your hard
drive.

2. Titleyour document: to name your document, click the mouse in the field labeled Save
Current Document as and input atitle for your document. Thistitle will appear with the
document icon.

3. Check File Type: check to make sure you will be saving your document as the appropriate file
type. Always verify that it says Word Document in the Save File as Typefield. If itisnot
there, use the pull-down arrow to find and select the appropriate type.

4. Saveyour document: after you have checked all of the above, click on save to save your
document.

NOTE: You may not save your documents onto facility computers. Y ou must save to your own disk.

Subsequent Save commands will not open thisdialog box. After apaper is saved once, it will
automatically save to the same place (i.e. your disk or hard drive). Y ou can save a second, or back-up,
copy of your document by selecting the option Save as (versus the option to Save). The Save as dialog
box will appear, however, be sure to give the second copy of your file a different name or else it will
copy over the original first copy.

Copying files
The Save asfeature is away to make copies of files, but if you want to be extra safe with your
documents, you should keep a copy on different media, such as on the hard drive and/or separate disks.

To copy...

| from disk to hard drive: | from disk to disk: | from hard driveto disk:
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drag and drop the filefrom | copy file from disk 1 to hard drag and drop the file from the
your disk to the hard drive | drive, gect disk, insert disk 2 | hard drive to the disk icon and it
and it will automatically and drag and drop file from will automatically copy

make a copy hard drive to disk
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Printing

Y ou may want to check how the document will look beforeit is actually printed. Y ou can do this by
going to the File menu and selecting Print Preview. A small version of your document will appear,
allowing you to check the margins and overall spacing of the document. If you would like to make
changes, close the print preview window and you will return to your document to make changes.

To print your document, go to the File menu and select Print. The Print dialog box will appear.

5.4.3
Printer: [ DWMF_QUEUE & WEMF v | Destination:
General v |
Copies: 1
Pages: & Al
@ From: To:
Paper Source: & All pages from: | Cassette - |
@ First page from: | v |
| >

Save Settings m

There are afew things you want to check before you click Print in this window.

1. How many copies. If you would like to print more than one copy of your document, input the
appropriate number in top left-hand corner of the dialog box in the Copiesfield.

2. Which pagesto print: If you only want to print specific pages of your document (not the whole
document), input the appropriate page numbersin the appropriate Pages From To fields.

3. Paper Source: If you want to print directly onto special paper (e.g. resume paper), select
Manual Feed and insert the paper in your printer appropriately.

When these three fields have been checked, you are ready to select Print. The program will take afew
moments to send the print job to the printer. 1f you realize that you have made a mistake and would like
to stop the process, hold down the open apple/command key (+) and the period (.) simultaneoudly.

NOTE: When you are printing in the Microcomputer Facilities, we ask that you limit your printing to a

single copy of your document to save resources. Manual feeding is not alowed in the
Microcomputer Facilities.
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BASIC FORMATTING

Fonts
ra— | = = Before you begin typing a document, one of the first
- things you should decide which font to use. The most
svant Garde commonly used fonts are Times, Courier, Palatino, and
Bookman Geneva. The characters on each font differ dightly in
Chicago shape. If you pull down the font menu found in the
CornicsCarToon Formatting Ribbon, you can select any number of fonts.
Courier Y ou can aso find this function in the pull-down menu bar
DeltaSymbol going to Format menu and selecting Font.
Enya
Espy Sans
Ezpy Sans Bald
Ezpy Serif
Ezpy Serif Bold
w
Point Size
12 | [=]
5 To the right of the Font Menu is the pull down menu that determines the point size of
9 your characters. The most common sizes are 10 and 12.
10
v,}‘l_ If your vision isimpaired, you can type in alarger point size so that you can read the
14 characters on the screen with more ease. If vision isthe only factor, you may also
16 choose to simply enlarge the screen rather than the font. Go to the View menu, and
;._ﬁ select Zoom, and click on 200%, or fill in what percentage you'd like to enlarge the
22 view to by typing it into théer cent field.
24
26
- Zoom
el Zoom To—— [Preview
P :
T2 ® 200% 12 pt Palatino
I 100%
S 75% AaBbCcDdE
Page Width
{7 W hole Page EXXYYZZ
{0 Many Pages: AaBbCCDdE
Percent:
2

NOTE: Some fonts, such as Geneva, are quite large to begin with. You may want to
select a smaller point size, such as 10, so it does not look too large once you
print your paper.
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Italics, and Underline

=]

7 Y ou can make your text bold, italicized, or underlined by using these three buttons
- found in the Formatting Ribbon. Before you start typing the word(s) that you want

in bold, click once on the B button. When the button darkens, start typing and your
text will appear in bold until you "un-click" or "de-select” the B button. The same
holds true for italicizing and underlining.

Y ou may also apply these text attributes to portions of your paper that have already been typed. Simply
highlight or select the text that you want to change and then click either B, I, or U.

NOTE: To "highlight" or "select" a portion of text, place the mouse at the start of the line of
text you want to apply the formatting to, hold the mouse button down and drag the
mouse across the entire area that you want to "select”. Y ou will notice a highlight
appear on the screen. When text is selected this way, the next command you input will
be applied to the whole area. For example, the alphabet below is highlighted:

abcdefghmikimnopgrstuvwxyz

If you click on B, the whole highlighted area will become bold:

abcdefghijkimnopqgrstuvwxyz

Warning: If you start typing while the areais selected like this, the whole area of
selected text will be replaced by whatever you type. To "de-select” the area, Ssmply
click the mouse once and your cursor will appear wherever the mouse pointer was.
Then you can begin typing. If you should happen to delete text by accident, pull down
the Edit menu and select Undo Typing. You can also use the shortcut to undo the last
command by holding down the open apple/command key (+) and the letter “z”%)

simultaneously.

Uiew Insert Format Too

Can't Undo ®2
Repeat Font Formatting ®EY

Cut HH
Copy L
Paste |
Paste Special...

Clear Clear

Select All

Text Alignment
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NOTE: If you would like some formatting to be
applied to your entire document, go to the
Edit menu and chooseelect All.
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%%% Another formatting feature that you can find in the For matting Ribbon istext
alignment. The four buttons to the left represent (from left to right) left
justification, centering, right justification and full-justification. Left justification
isthe default selection because it is most common. If you would like to center a
title for example, highlight that particular section of text, and click once on the
centering button.
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Line Spacing

Line spacing refers to the amount of vertical (blank) space between each
line of text in your document. Thisiscommonly referred to as single-
spacing, double-spacing, etc. To change from the single space default
to spacing of your choice, go to the Format menu and select

Paragraph.

(Xilgul:1M Tools Table Wind:

Paragraph...
Tabs...
Borders and $hading...

When you have selected the Par agr aph, the Paragraph window will appear.

Paragraph
Indents and Spacing T Text Flow ]
Indentation Spacing
Left: oo 1§ || Before: [opt B
_Cancel |
Right: [ 1f& || ater: [0 pt g (_cancer )
Tabs_.. l
Special: Buy: Line Spacing: At
: [ Help |
|{n|:|ne} TI I |% |S1ng]e YI I |% _
Preview

T A udepboa

Fh A g beam ey 12H Porm [dukd 4, bt i 720 wuredirrhedd b o ek horerd oo 1 raprasnd,
ol ek ber owssbdl 1114 B P 2reram ot e m om0t 12 Hiees e reding vhiah 7 il Ared ot ek 2ner o

T

Alignment:
Left

4

At the center of the Paragraph window is Line Spacing. Word will automatically set line spacing to
single-space with each new document. If you need to double-space your paper, pull down the line
spacing menu and choose Double. Thiswill make all the text you type hereafter double-spaced.

Margins

To change the size of your document’s margins, go t&illeenenu and sele@ocument L ayout.
The following Document Layout window will appear.

Document Layout
Margins T Layaut ]
Top: [075 (ot Least w|  Lef:  [o7s |4
Bottorn: ||:|._|"5" |%|ﬁt Least VI Right: %
Preview
Header: El j— [ Mirror
Footer: % —_ FETEITe
&pply Ta: —
whole Document | Page Setup_.. I
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The default marginsare 1" at top and bottom, and 1.25" on the left and right sSides. Use the arrows, at

the right of each measurement, to change the settings. Click OK when you are finished. The Preview
field will show you what your document will ook like with the current margin settings. Thisfield will
readjust itself as you play around with the settings while you are till in the Document Layout window.

Introduction to MS Word 6.0.1 Page 12 of 15 Revision Printed: February 19, 1999



MORE ADVANCED FORMATTING

Tabs

To set tab stops in your document, select the paragraphsin which you want to set or change the tab
locations. Select All can be used to set tabs for the entire document. Go to the left of the horizontal
ruler and click on the tab selector =] until you find the tab you would like to insert. A chart of different
selections appears below:

Click the Tab
Alignment button to
To select display

Left-aligned tab stops E'

Centered tab stops

Right-aligned tab
stops El

Decimal tab stops

NOTE: Going to the Format menu and selecting Tabswill give you extra tab customizing options.

Once an appropriate tab stop is selected, drag and drop the tab anywhere along the horizontal ruler and
the selected text will be re-arranged accordingly. To remove tabs, move the cursor over the tab, hold
down the mouse button, drag the tab anywhere off the ruler, then let go of the mouse button.

NOTE: Tabbing vs. Space bar -- to ensure that your text is aligned correctly when it is printed,
we strongly suggest that you use tabs, not spaces, when typing your document.
Although the text may look aligned on your screen, the spaces do not align the text as
accurately astabswill. If you print out the paper using spaces for alignment, your text
may look jagged.

Headers and Footers

To add text above the top margin or below the bottom margin of your document you will need to go to

the View menu and select Header and Footer. A new window will appear showing you exactly where
your text will appear. Use the scroll bar at the right to switch between the top and bottom of each page.

The Header and Footer toolbar that appears will help you format this portion of your document. Once

again, to find out what each button on the toolbar represents, hold the mouse above each button on the

screen, and a balloon will appear explaining the button’s function. For example, the button with the
number/pound sign will give you automatic page numbering wherever you have positioned the cursor.
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Footnotes

m Format Tools

Break...

Page Mumbers...
Annotation =2
Date and Time...
Field...

symbol...

Form Field...

Caption...
Crass-reference...
Indexd and Tahles...

File...
Frame
Picture...
Object...
Database...

Page Numbering

To insert footnotes into your document, begin by placing your
cursor where you want the footnote symbol to appear in the text
and click once to select that position. Then go to the Insert menu
and select the Footnote... option. The Footnote and Endnote
window will appear.

Footnote and Endnote

e
{® Footnote Eottarn of Fage

{1 Endnate End of Docurment

Options___ I
-Humbering
@ AutoMumber 1,2, 3, ...

{1 Custarn Mark: I [T]

Select Footnote or Endnote and click OK. The appropriate
symbol will appear and you can begin typing your citation.
Clicking on the Options... button will let you adjust the default
footnote or endnote formatting.

To insert page numbers in your document, go to the Insert menu and select Page Numbers. The Page

Numbers window will appear.

Page Numbers

Paszition: Preview -

Eottom of Page {Footer) b —_— [—]
Alignment: — [ Cancel I
Right - —— [ Format... ]
[<] Show Mumber an First Page . [ Help |

NOTE: If you do not want the page number to appear on the first printed page, click on the little checkbox
in the bottom left corner of the Page Numbers window.

Introduction to MS Word 6.0.1
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Editing
The following functions under the Edit menu will help you edit your document.

m Uiew Insert For

: Undo Typing: Thisfeature will undo the very last previous
Undo Typing #e action that you performed. For example, if you delete a section in
your document by accident, go to the Edit menu and select Undo
Typing to make it reappear. Thiswill only work if you did not

Hepeat Typing Y

Cut #H | typeanything else after you made the mistake.

Copy #C

Faste = |

Paste Special NOTE: Word usually gives you the option to Undo your

last action. Thiswill be the first option under the
Edit menu, and there will be the second option,
select Al #R to Repeat your last action as well.

Clear Clear

Once you have highlighted a piece of text, you can apply the following editing functions:

Cut -- removes text from file and savesit in atemporary clipboard file. The clipboard fileisan invisible
file that stores the latest information you have cut from the document.

Copy -- places copy of text in clipboard file

Paste -- copies contents from clipboard file into current document at cursor position

Clear -- erases text permanently. Can only be reversed by an immediate Undo command.

Show Invisibles

A useful editing tool, found on the Standard Toolbar. When you click on this button, it will
show screen formatting that is otherwise invisible: spaces, paragraph returns, tabs, etc.
Knowing where these things are may help you in fine tuning your document. For example, if
you accidentally cut a paragraph return, you may change the whole format of a portion of your
text. To make Invisibles disappear, click the button again.
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Spell Check
AL To have MS Word automatically check your spelling for you, click the Spell Check button

that appears in the Standard toolbar. The Spell Check feature can also be found by going to
the Tools menu and selecting Spelling. The Spelling window will appear.

sS[I=—————— Spelling: English (US] = |

Mot in Dictionary: |missspelling |

Change To:
Suggestions: ni53 pe m
misspellings
I [ Change ] [Ehnnge all ]
s [ Add ] [ Suggest ]

add wWards To: | |

[Autu[:nrrect ] [ Options__. ] [ Undo Last ] [ Cancel ] [ Help ]

MS Word will check its dictionary and find all the words in your document that appear abnormal. It
will prompt you when it comes across an unknown word and offer some suggestions on its appropriate
spelling. You can choose to ignore the suggestion by clicking Ignore, or you can accept the suggestion
and click Change. Spell Check will not recognize many proper nouns (e.g. names). If you have many
such words in your document, you can tell MS Word to Ignore All of the occurrences of that word
when it comes up in Spell Check.

NOTE: When you are in the computer facilities on campus, sometimes MS Word won't be able to find
itsdictionary. A window will appear and prompt you to find the dictionary. The English (US)
dictionary can be found on the desktop, in Programs: Word Processing : Word 6.0.1:
__Setup Admin___: English Dictionary. When you have found it, Spell Check will run
normally.

Grammar Check

To use the Grammar Check feature, go to the Tools menu and select Grammar. Similar to the Spell
Check feature, you can choose to I gnor e the suggestion or Change your text. To close the window,
click the box in the upper-left corner of the window

Thesaurus
To use the Thesaurus feature, go to the Tools menu and select Thesaur us. The Thesaurus window will
appear. To exit the window, click Cancdl.
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QUICK REFERENCE

_|
o
o}
o
2

New -- will automatically open a new document so that you can work on a blank workspace
Open -- will open afilefor you

Save -- will save the active document

Print -- will call up the Printing dialog box

Print Preview -- will give you the Print Preview window

Spell Check -- will start spell check

Cut -- will cut selected text and place in clipboard

Copy -- will copy selected text and place in clipboard

Paste -- will paste text from clipboard at current insertion point

SN IR S S = ERCE TR =)

Show Invisibles -- will make invisibles, such as spaces and paragraph returns, appear on screen

Introduction to MS Word 6.0.1 Page 17 of 15 Revision Printed: February 19, 1999



TIPS & COMMON PROBLEMS

TIPS

* You can access certain commands through various “keyboard shortcuts.” For example, you can open 8
document by simultaneously holding down the open apple/command)kayd(the letter “0” @)
instead of going to the open command under the File menu.

* When you are unsure of the function of a particular button, move the arrow over the button in
question, and a yellow box will appear, telling you its function.

* It's a good idea to update your back-up documents whenever you have made changes to the original.
There is nothing more frustrating than numerous versions of the same document and not knowing
which one was the final draft.

* Deleting a file
To delete a file from your disk or hard drive, simply drag its icon to the trash can and drop

it (i.e. release the mouse button). It is not actually deleted until you go $petial menu
when you are on the desktop and sefeupty Trash.

* If you type a paper with a font size larger than 12 (e.g. 14+), chances are your professor will be able to
tell. Sizes 8 and 9 are good for subscripts and sizes 18+ are good for title pages.

COMMON PROBLEMS:

* “I know | saved my document, but | can’t find it now!”

- Did you make sure to save it in the appropriate place? For instance, you may have saved the document
onto the hard drive rather than your disk. *Remember that you may not save any documents onto the
hard drive of any computer in the general access facilities. Y our document will not be there when you
come back.
- Did you change the document’s name? If you kept the same name, with each sulsaegugni are
writing over any previous copies of the document. For example, if you have more than one document
with the title of “Homework”, the latest version of “Homework” will have taken the place of the
original document labeled “Homework”.

* “| can’t get my text aligned right!”

- Did you choose the appropriate justification for your document?

- Did you view your document with Invisibles showing?

- Try clicking on various lines of text throughout your document, and keep an eye on the formatting and
ruler bars to see whether anything changes. 'Y ou might have changed the margin or tab settings or the
font type or size between lines.

- Did you check to seeif there are extra spaces typed in?
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MORE HELP

= On-Line Help

m 5:20PM W To access Word's on-line help, go to thelp menu and
About Balloon Help... selectMicrosoft Word Help. The following dialog box will
appear to help you along.

Show Balloons

~icrosoft Word Help
S5earch for Help on...
Index

S[I=——— Word Help =P
[Cnntents ][ Search ][ Back ][ History ][ I ndex ][ On Top ]

word Help Contents

To learn how to use Help, press the HELP key or 38+/.

Quick Preview
Examples and Demos
Tip of the Day...

Technical Sllﬂﬂﬂl'r - E Examples and Demos

% ¥izual examples and
demonstrations 1o help you

Tearn ward

{#rvailable only with

Complete/Custom Setup)

LR

Using Word

Step-by-step instructions to
help you cornplete your tasks

Reference Information

Answers to common questions;

= Web Site:
Useful tips and tricks:
http://www-isu.indstate.edu/acns/userserv/software_support/msword.html

= Manuals!
We have Word 6.0.1 User manuals available for your more in-depth questions.
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