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Section 5

Word Processing with
Word 2003

Microsoft Word is a software application designed specifically for
one function —word processing. Twenty-five years ago, a
typewriter was used to type letters and envelopes. When changes
were required, the entire document had to be retyped. Today, word
processing applications alow you to use the computer to type,
save, revise and reprint documents quickly and efficiently.

What's New in 2003

Microsoft Office 2003 includes Microsoft Word 2003 as the word
processing application program. The difference in the office suite
name and the application names is confusing, but you will see the
indicators on the screen each time you open the application.

@OT E: To verify the version of Word on your computer,
click on Help in the menu, then select About Microsoft Word. A
dialog box will display the version of the software along with any
service releases.
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Task Pane

The “new look” of the Office 2003 application windows can be
attributed to the Task Pane which appears on the right side of the
document window. This Task Pane allows you to circumvent the
menu and toolbar to accomplish basic tasks such as opening a new
document, saving a document, or creating a new document from a
template.

Ask a Question
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Task Pane

@OT E: Toopen or close the Task Pane, use the View menu
and select Task Pane. You can close the Task Pane by clicking
the [X] on the Task Panetitle bar. Y ou can also press <Ctrl>
<F1> on the keyboard to open and close the Task Pane.
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Office Assistant

The Office Assistant was introduced with Office 97 and has been
updated in Office 2003. When working in an Office 2003
application, you may obtain help by clicking the Office Assistant.
In your own words, type the problem, and the Office Assistant will
look up an answer. Y ou can also change the Office Assistant to
appear in many different forms. The endearing paper clip, Clippit,
isonly one of the animated characters who can provide help with
Office 2003 applications.

Ask a Question

A help box was added to the title bar with Microsoft Office XP and
isstill available with Office 2003. Thisbox iscalled the Ask a
Question box. Instead of clicking on the Office Assistant for
assistance, you may click in the Ask a Question box, type in your
topic, and press the <Enter > key to access Help topics.
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® Check spelling

® Turn on or off

automatic spelling
Open| and grammar
checking

® Specify spelling
options for
right-to-left languages

® Troubleshoot smart
tags

W See more...

Ask a Question with Topic Entered

Context Menus

Context (or shortcut) menus were introduced with Office 95.
When you click once with the right mouse button (right-click) on
different portions of the application window (or ontext in a
document), context menus will display alist of options on the
screen.
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Context Menu for Office Assistant
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AutoComplete

AutoFormat

The AutoCompl ete feature will complete common phrases or
words for you as you type. When you type the current month and
press the space bar on the keyboard, a ScreenTip will appear with
the current date. If you press the <Enter> key, the date will be
inserted into the document. Y ou can use AutoComplete to type
days of the week and months of the year automatically.

Augusk 7, 2002 (Press ENTER to Insert)l
August|

AutoComplete for current date

Word 2003 will automatically create borders and apply styles as
you type. It will also automatically create bulleted and numbered
listsif you type an asterisk or anumeral in front of text. In Word
2003, use the lightning bolt icon to quickly “undo” an automatic
format.

NEED NEW CLIP
AutoFormat prompt

Microsoft Office 2002 introduced icons for AutoFormat features
which make it easy for you to select the format that you prefer.
Once an automatic format has been added to your document, you
may click on the icon and revert to the original text.
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August 8, 2002

. Jane Doe is the name of
- 1418 Any Street
Charlotte, MG, 282054

Dear It Lamb:

r-\. It appears that we will have to cancel our appointment for tomormow since we a
- your project as requested.

. Z= +[e  firstitem is the agenda

72 Undao Autoratic Bullets

Stop Automatically Creating Bulleted Lists

2= Control AutoCorreck Options, ..

AutoFormat Icon with Options
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Smart Tags

Microsoft Office 2002 introduced icons for AutoFormat features
which make it easy for you to select the format that you prefer.
Once an automatic format has been added to your document, you
may click on the icon and revert to the original text.

August 8, 2002

Jane Doe is the name of
1415 Any Street
Charlotte, ]G 222054

Dear It Lamb:

r-\. It appears that we will have to cancel our appointment for tomormow since we a
- your project as requested.

_ Z= - e firstitem is the agenda
. 7 Undo Automatic Bullsts

r:ﬁ Stop Automatically Creating Bulleted Lisks

ZE  Contral AutaCarrect Options, ..

AutoFormat Icon with Options

Microsoft Word 2002 added a new feature called Smart Tagsin
the AutoCorrect options. Smart Tags allow you to access
information that is stored in other applications, such as Outlook.
The small icon with the letter “i” inacircleisaso visiblein Word
2003. When you type a name and address, you may see thisicon
appear automatically in the document window.

m . .
. d item
3 -

_ Persan: Jane Ireland peaker.

i Send Mail
L = Remowve this Smart Tag
=a@se | °

Page 1 Sec | Smart Tag Options... n 4 Col 13 REC TRE ExT OWVR

Smart Tags lcon
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Menu Settings
In Office 2003 application windows, you may choose to have full
or partial menus displayed when you click on amenu option. You
can customize menus to display the full menu after a short delay,
or to automatically display all of the menu options at once. These
settings are accessed through the Tools Customize... command
from the menu bar.

-
Customize

Toolpars | Commands — Options

Personalized Menus and Toolbars
Toolbar Settings [v iShow Standard and Formatting koalbars on bwo rows!
[v &lways show Full menus

-

Reset my usage data

Menu Settings

COther
[ Large icons
[v List font names in their Font
[v Show ScreenTips on toolbars
[ Show shorkout keys in ScreenTips

Menu anirmations: |{System default) ﬂ

@ kevboard. .. | Close |

Tools Customize Options tab

Toolbar Settings
In Office 2003 application windows, the Standard and Formatting
Toolbars have been combined into one row at the top of the
application window. If you prefer to view these toolbars
separately, use the Tools Customize... Options tab to change their
appearance.
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