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LESSON 1 -
GETTING STARTED

USING NEwW WORD FEATURES

X

Discussion

Word 2003 includes many enhancements to make working with documents easier and more professional looking. The
most obvious addition to Word are task panes, which appear on the right side of the window. These panes provide the
tools and links to perform common tasks in Word. For instance, the Office Clipboard and Help now appear in a task pane.

Microsoft Office 2003 includes several enhancements for getting help while you work, such as the Type a question for
help box at the far right of the menu bar. This feature provides a fast, always-visible method of getting help. Microsoft
Help now searches both online and offline sources to provide assistance and training, and answer your questions about
Office products.

Formatting and consistency are made easier through task panes. The Reveal Formatting task pane displays the
formatting applied to selected text as well as provides links to open formatting dialog boxes with a single click. You can
use the Styles and Formatting task pane to view, select, apply, and clear formatting from text. In addition, you can now
select multiple text blocks, which means that you can quickly apply the same format or style to multiple, non-contiguous
blocks of text.

Features such as the Thesaurus and Translation now appear in the Research task pane. With an Internet connection, the
Research task pane also functions as your personal research library, searching the Web for information as you work in
your document.

Several new onscreen reading features have been added to Word. The Reading Layout view makes it easier read web
documents or even long document by breaking the document into readable screen pages rather than actual print pages and
enlarging the screen font of the text. Furthermore, a new side-by-side feature allows you to compare two documents in
side-by-side windows and scroll them simultaneously.

New document protection features have been added to Word 2003. You can now protect a document for formatting and
content changes, but grant permissions to specific users who are allowed to freely edit all or parts of the document.

Smart tags help companies to link relevant data. From Word, you can use recognized smart tags in a document to find the
e-mail address of a person, find a profile or stock quote for a company, find a map for an address, or look up an invoice
number for a part.

Services such as SharePoint Team Services and Instant Messaging provide tools for collaboration and communication. In
addition, many of these services are available without ever leaving Microsoft Word.

USING THE INTERFACE

] Discussion

One of the first things you will notice when you open Word 2003, is its whole new appearance. If you are using Microsoft
Word 2003 with a Windows XP operating system, the most noticeable change is the look of the application window.
Word now uses the colorful Windows XP theme. Options and buttons that are enabled appear in easy to read contrasting
colors. However, if you are using the Windows Classic theme, Word will display using those settings.
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Word opens with the Getting Started task pane displayed on the right. The Open section at the bottom of the Getting
Started task pane displays links to documents you have recently opened and a Open button to open the Open dialog box.
If you wish to create a new document, you can use the Create a new document link to open the New Document task
pane. In addition, you can search for help information using the Search for box. This task pane also contains links to
connect to Microsoft Office Online, get the latest news about Word, and update the Getting Started links list.

) Once you open a file from the Open dialog box, the More link replaces the Open link in the Getting Started task
pane. The last four files opened appear on the Getting Started task pane.

CHANGING MENU AND TOOLBAR OPTIONS

] Discussion

On the Toolbars page of the Customize dialog box, there are several new toolbars you can display to make your work
easier. For example, the Diagram toolbar allows you to easily insert, format, and arrange diagrams or organization charts;
the Word Count toolbar keeps a running count of words, characters, lines, pages, or paragraphs in a document; and the
Mail Merge toolbar provides all the tools needed to create merged documents such as form letters, mailing labels, and
envelopes.

On the Commands page of the Customize dialog box, you can rearrange, add, delete, or modify commands on a menu or
buttons on a toolbar using the Rearrange Commands button.

You can make changes to menu and toolbar preferences on the Options page in the Customize dialog box. You can
display the Standard and Formatting toolbars on separate rows by deselecting the option that displays them both on one
row. If you prefer to see only full menus, you can select the option that displays full menus by default. You can also reset
any data usage changes that have occurred as a result of using the menus and toolbars.

M The Show Standard and Formatting toolbars on two rows and Reset menu and toolbar usage data options only
affect Word. All other options affect all Office applications.

) You can also display the Standard and Formatting toolbars on two rows by clicking the Toolbar Options button at
the end of a toolbar and selecting the Show Buttons on Two Rows command.

Procedures

Select the Tools menu.
Select the Customize command.

Select the Options tab.

A w0 poPE

To change the display of the Standard and Formatting toolbars, select or deselect the Show Standard and Formatting
toolbars on two rows option.

To restore toolbars and menus to the default, select Reset my usage data.
Select Yes.

To change the menu display, select or deselect the Always show full menus option.

© N o O

Change additional options as desired.
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9. Select the Toolbars tab.

10. To hide or display a toolbar, select or deselect the desired toolbar option.

11. Select Close.

USING TASK PANES

X

Discussion

Task panes open on the right side in the application window and provide links to many common tasks in Word. For
example, you can use the task pane to create a new, blank document or to reopen a recently modified one. Some task
panes are context sensitive, with the available options changing depending upon the selected text or current environment.
Task panes provide an excellent alternative to dialog boxes. Unlike dialog boxes, which usually have to be closed before
an action takes effect, task panes can be left open and available while you continue to work.

Task panes may appear automatically, such as when you select a command or open certain types of documents. For
example, selecting the File Search command from the File menu opens the Basic File Search task pane. You can also
manually display the task pane from the View menu.

The name of the current task pane appears at the top of the pane, in the task pane title bar. Clicking the title bar displays
the Other Task Panes menu. You can use this menu to switch to another task pane. You can use other task panes to find
and insert clip art, search for files, and create and apply styles. After switching panes, you can use the Back and Forward
buttons in the task pane to navigate to previously viewed panes. The Home button restores the Getting Started task pane
and the Close button at the end of the title bar closes the task pane. Blue text in the task pane indicates a link to an action
or dialog box.

You can hide or display the task pane according to your needs. Although the features in the task pane are useful, you may
want to hide it to display a larger document area. By default, the task pane appears each time you start Word.

) You can disable the task pane from appearing at startup by selecting the Options command on the Tools menu and
deselecting the Startup Task Pane option under Show.

M Each task pane can be opened with a separate menu command. The Task Pane command on the View menu opens the
most recently used task pane.

) You can change the size of the task pane by dragging the splitter bar (the border between the vertical scroll bar and the

task pane) as needed or you can move the task pane by dragging the move handle (four vertical dots to the left of the
task pane title bar). Holding [Ctrl] while you drag allows you to maintain greater control over placement.

Procedures

> w0 npoE

If necessary, display the task pane by selecting the View menu and the Task Pane command.
Point to the title bar of the current task pane.
To view a different task pane, click the task pane title bar.

Select the desired task pane.

5. Click the Back @ or Forward @ buttons in the task pane below the title bar to return to a previous task pane.

University Information Technologies Page 3




Lesson 1 - Getting Started Upgrading to Office 2003 - Word

© © N o

Click the Home button fa} in the task pane below the title bar to display the Getting Started task pane.
To close the task pane, click the Close button in the upper right corner of the task pane.
To open the task pane, select the View menu.

Select the Task Pane command.

USING NEW WORD 2003 OPTIONS

] Discussion

There are some new customization options in the Options dialog box in Word 2003. The View tab now contains a
Background colors and images option that you can enable for Print Layout view. This option automatically becomes
enabled when you open or create a document with an applied background. Backgrounds appear when you apply a theme,
background color, or fill effect, such as a gradient, texture, pattern or picture. If you find the background distracting while
you are working with the text, you can deselect this option and work with a white background instead.

Smart cursoring is a new feature in Word 2003. Since scrolling a document does not actually move the insertion point, it
is easy to become confused between the location of the insertion point (cursor) and the page at which you are actually
looking. In previous versions of Word, if you scrolled to another page and then pressed an arrow key on the keyboard to
move the insertion point, you were immediately brought back to the page where the insertion point was located. Smart
cursoring now assumes that when you scroll to another page and use an arrow key, you want to relocate the insertion
point to the page you are viewing. The Use smart cursoring option is located on the Edit page and is enabled by default.

If markups like revisions, comments, and annotations are hidden, you may not realize they are there when you open a
document. You may have forgotten that you hid the markups in your document, or you may be using a document sent to
you by another person. When the Make hidden markup visible when opening or saving option on the Security page is
enabled, hidden markups automatically appear when you open a document.

If you work with reviewing tools and markups, the Track Changes page now contains an option to format Deletions
separately from other markups. In addition, you can use the Comments color option to set a separate color for comments.

The Service Options button appears on the General page in most Office 2003 applications, such as Word, Excel,
PowerPoint, and Access. You can use the options in the Service Options dialog box to participate in the Customer
Experience Improvement Program, which allows Microsoft to anonymously collect information about your hardware and
software usage to identify existing and potential software errors. Other service options include controlling access to
Microsoft Office Online and update settings for documents stored in the shared workspace.

M You can use the Theme command or the Background submenu on the Format menu to add a background to a
document.

) Markups can be hidden using the Show list on the Reviewing toolbar. The Make hidden markup visible when
opening or saving option on the Security page does not affect text that is formatted as hidden.

M Deselecting the Background colors and images option on the View page is temporary and only applies while you

work with the current document. The option cannot be saved with the document or applied as a global setting.

Page 4
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Procedures

1. Select the Tools menu.

2. Select the Options command.

3. Select or deselect the desired options.
4. Select OK.

EXERCISE

GETTING STARTED

© © N o g ~ w bd -

[y
o

11.

12.

Getting started with Word.

Start Word, if necessary.

Customize the toolbar and menu options to display the Standard and Formatting toolbars on one row and to show short menus.
Display the Forms toolbar, then hide the Forms toolbar.

Close the Customize dialog box.

Display the Styles and Formatting task pane.

Use the Back button on the task pane title bar to go back to the Getting Started task pane again. Then, close the task pane.
Change Word 2003 view options to hide the horizontal and vertical scroll bars.

Change Word 2003 general options to use a blue background with white text and close the Options dialog box.

Reset your toolbar and menu options to display the Standard and Formatting toolbars on two rows and to always show full
menus.

. Reset your usage data and then close the Customize dialog box.

Change your view options to display the horizontal and vertical scroll bars and your general options to return to the standard
white background. Close the Options dialog box.

Display the Getting Started task pane.
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GETTING HELP

USING THE WORD HELP TASK PANE

] Discussion

The Help feature has changed in Microsoft Office 2003. Microsoft Help now searches both online and offline sources to
provide assistance and training, and answer your questions about Office products. There are several ways in which you
can get help: the Office Assistant, Type a question for help, and the Microsoft Word Help task pane.

When you access help from either the Help menu or the Help button on the Standard toolbar, Microsoft opens the Help
task pane. To get help, you can type your keywords into the Search for box and select the Start searching button.

After entering your help text, Microsoft searches for the suggested answers. If you are connected to the Internet,
Microsoft searches Office Online, which includes all Office sites at Microsoft.com, and your locally installed Microsoft
Help program. If you are not connected to the Internet, only topics from your offline Microsoft Help program appear. The
results of your search appear in the Search Results task pane. Selecting a topic opens the corresponding help in a separate
Microsoft Help window.

If the results of a search are not satisfactory, you can use the Search section at the bottom of the Search Results task
pane to limit the search to a single location, such as Offline Help or Training, and modify your search keywords.

If you prefer, you can use the Table of Contents link under the Search for box to display the traditional hierarchy of
topic headings. You can expand and drill down through the topics in the hierarchy to find your information.

After finding help, you can use the Auto Tile button in the Microsoft Help window to tile the application and Help
windows or the Untile button to hide the task pane and only show the document window and the Microsoft Office
Word Help window.

o > w0 N PF

Procedures

Select the Help menu.

Select the Microsoft Office Word Help command.
Type your keywords into the Search for box.
Select the Start searching button.

Select the desired search result.
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USING TYPE A QUESTION FOR HELP

] Discussion

The Type a question for help box at the far right of the menu bar provides a fast, accessible method for getting help.
Like the Office Assistant, it is better to enter a full question or sentence rather than just a word or phrase. After typing the
question and pressing the [Enter] key, Word suggests possible help topics in the Search Results task pane. Clicking any
suggestion opens the Microsoft Word Help dialog box to the corresponding topic. Once the Microsoft Word Help dialog
box is open, you can navigate to other relevant help topics.

When you first open Word, the Type a question for help box displays the default prompt Type a question for help.
Your question text replaces the prompt. The Type a question for help list displays your previous questions. You can use
the list to select or review recently asked questions. Questions entered into the Office Assistant also appear in the list.

The Type a question for help list only displays the questions asked during the current editing session. Closing Word
clears the list.

o M W NP

Procedures

Click in the Type a question for help box on the menu bar.
Type the question you want to ask.

Press [Enter].

Select the desired help topic.

Click the Close button on the help window title bar.

CONTROLLING ONLINE CONTENT SETTINGS

] Discussion

There are many services that are available to enhance your Microsoft Office products. These services are managed in the
Service Options dialog box. Online content from Microsoft Office Online is one of these services. When you are
connected to the Internet, this service uses the content and links from the Office Online web site when you are searching
for a Help topic, using a template, or searching for a media clip.

The Online Content Settings link opens the Service Options dialog box to the Online Content category. You can use
this category to enable or disable the various options that include web pages and links from Microsoft Office Online in
your searches.

M You can completely disable Office Online by deselecting the Show content and links from Office Online option.
However, you must restart Microsoft Word before this change takes effect.
) You can also open the Service Options dialog box by selecting the Tools menu, the Options command, the General

tab, and the Service Options button or by selecting the Help menu and the Customer Feedback Options command.
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Procedures

Open the Word Help task pane.
Select the Online Content Settings link under See also.
Select or deselect the desired settings.

Select OK.

WORKING WITH ONLINE HELP

X

Discussion

The Word Help task pane includes a list of Office Online links to connect to the Microsoft web site and get the latest
news about Microsoft Office products and download new templates, clip art and media files. Links at the bottom of the
task pane connect directly to services offered for Office 2003 products. The Assistance link provides a list of how-to
articles, topics, and tips. The Training link accesses self-paced courses that teach you how to use Office features. The
Communities link provides access to newsgroups of other Office users. You can use the Downloads link to check for
and download new updates for your Office products.

The See Also section of the Word Help task pane also provides several valuable links. The What’s New link opens the
Microsoft Office Help window to the What’s new page where upgraders can explore the new features added to the 2003
version of their application. If the traditional search topics do not solve your problems, you can select Contact Us to
display support links for searching self-help articles and the Microsoft Knowledge Base, contacting paid support from a
Microsoft support professional, downloading updates, and sending your comments.

For those with disabilities, or visual or dexterity problems, Microsoft Office provides a number of ways you can change
an application to make it more accessible. The Accessibility Help link opens the help topics for those features.

M The Office Marketplace at Office Online provides information about products that work with Office 2003 from other
companies.

) You can also check for and download new updates for your Office products using the Check for Updates command
on the Help menu.

M The Customer Feedback Options command on the Help menu allows you to join the Customer Experience

Improvement Program in order to provide anonymous information that can help Microsoft improve the reliability and
performance of its products and services.

Procedures

1. Open the Word Help task pane.

2. Select the desired Office Online link in the Word Help task pane.

3. When you are finished locating the desired information, close your browser.

Page 8
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EXERCISE

GETTING HELP

Get Help using the Help features.
Use Type a question for help to find out how to check grammar. Select the pertinent help topic and then close the help window.
Use the task pane to learn how to print a document.

Untile the Help window and the task pane and then tile them again.

> w npoe

Control online content settings to hide content and links from Microsoft Office Online. Notice that you need to restart your
computer for this setting to take effect.

Restore the setting to show content and links from Microsoft Office Online and close the dialog box.
Use online help to search using the keyword security.

Select the Help protect yourself: Security in Office link.

© N o O

Close Microsoft Office Online and the help window.
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LESSON 3 -
USING NEW FILE FEATURES

USING THE OPEN DIALOG BOX

X

Discussion

The most significant change in the Open dialog box is that it is now a resizable window. Other changes include the ability
to add folders to the Places Bar, which appears on the left side of the dialog box. In addition to the usual shortcuts to
various folders containing commonly used files, the Places Bar now includes a My Documents button so that you can
access your personal files.

The Views button at the top of the Open dialog box allows you to select one of eight views: Thumbnails, Tiles, Icons,
List, Details, Properties, Preview, or WebView. The Thumbnails view displays a miniature image of supported graphic
and HTML files. You can change views using the Views list or by repeatedly clicking the Views button to cycle through
the available views.

The Open button now provides a list of options that allow you to open a document as read-only, open a copy of a
document, open an HTML file in your browser, open and repair a damaged file, or open as an XML data file in an
appropriate format or view so that you can view the data.

The Back button to the right of the Look in list now includes a drop-down arrow so you can return to a previously-
opened folder.

) You can also access the Open dialog box by selecting the Open link in the Getting Started task pane or, if documents
have already been opened, you can select the More link in the Getting Started task pane.

M You can add the current folder in the Open dialog box to the Places Bar by selecting the Tools menu and the Add to
“My Places” command.

) Word displays the names of the four most recently opened documents at the bottom of the File menu and in the Open

list at the bottom of the Getting Started task pane. You can use the General page in the Options dialog box to change
the number of documents that appear in the list.

A w0 npoPE

o

Procedures

=
Click the Open button on the Standard toolbar.

Select the Look in list.

Select the drive where the document you want to open is located.

Open the folder in which the document you want to open is located.

Click the arrow on the Views button .

Select the desired view.

Select the file name of the document you want to open.
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8. Select the Open list.

9. Select the desired option.

USING THE NEW DOCUMENT TASK PANE

] Discussion
When you open Word 2003, a new, blank document and the Getting Started task pane appear in the application window.

If you want to create another new, blank document, an XML document, a web page, or a document from an existing
document, you can use the New Document task pane. You can also create documents from templates using this task
pane.

The New Document task pane contains two sections; New and Templates. Links in each section allow you to create the
type of document you need.

M When you choose the Blank document or Web page links in the New Document task pane, the document appears
and the task pane is hidden. The From existing document link opens the New from Existing Document dialog box.

) Clicking the New Blank Document button on the Standard toolbar opens a new document and bypasses the New
Document task pane. You can also create a new, blank document by clicking the Blank Document link in the New
Document task pane.

M You can also display the New Document task pane by selecting the Other Task Panes list and selecting New
Document.

Procedures

1. Select the File menu.
2. Select the New command.

3. Select the desired link.

USING A TEMPLATE

] Discussion

The New Document task pane allows you to access any of Word’s preformatted templates (including templates for
memos, reports, letters, and brochures) or any template you may have created. The New Document task pane includes
links to templates available in the Templates dialog box, previously used templates, and templates stored on a web site,
such as those available on the Microsoft Office Online web site.

) If Word was installed on your computer using the typical installation procedures, you may have to install the templates.
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) Links to recently used templates appear in the New Document task pane under the Recently used templates section.
M To delete a template, click the On my computer link in the New Document task pane. Then, in the Templates dialog

box, right-click the template you want to delete and select the Delete command.

Procedures

Select the File menu.

Select the New command.

Select the desired template link in the Templates section of the New Document task pane.
Select the tab or links as necessary, to locate the template you want to use.

Select the desired template.

o o~ 0w N

Select OK.

ASSIGNING A PASSWORD

] Discussion

You can assign a password to a file using the Tools menu in the Save As dialog box. Passwords can contain any
combination of letters, numbers, symbols, and spaces. Passwords can be up to 15 characters long and are case-sensitive.

After a password has been assigned, you will be prompted for the password each time you open the document.

M You can use the Advanced button in the Security dialog box to select an encryption type that allows longer passwords.
M You can also assign a password to a file by selecting the Tools menu, the Options command, and the Security tab.
“ If you forget an assigned password, you cannot open the file.

Procedures

Open the file you want to protect with a password.
Select the File menu.
Select the Save As command.

Select Tools.

o > w0 N F

Select the Security Options command.
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10.

Type the desired password in the Password to open box.

Select OK.

Type the password again.

Select OK.

Select Save.

REMOVING A PASSWORD

] Discussion

If a password is no longer necessary, you can remove it from the file. You can then open the file at any time without
typing the password.

Before you can remove a password from a file, you must use the password to open it. The Password dialog box opens
whenever you try to open a file that has been password-protected.

After you have removed a password, you must resave the file to replace the password-protected version.

If your files are displayed in Preview view in the Open dialog box, you will be prompted to provide the password
before you can preview the document.

If you forget an assigned password, you cannot open the file.

© N o g~ w NP
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11.
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Procedures
Click the Open button .

Select the Look in list.

Select the drive where the password-protected file is stored.
Open the folder where the password-protected file is stored.
Select the password-protected file.

Select Open.

Type the assigned password.

Select OK.

To remove the password, select the File menu.

Select the Save As command.

Select the Tools menu in the Open dialog box.

Select the Security Options command.
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13. Select the asterisks in the Password to open box, if necessary.
14. Press [Delete].

15. Select OK.

16. Select Save.

USING THE BASIC FILE SEARCH TASK PANE

] Discussion

Word includes a Basic File Search task pane that you can use to locate files. The Basic File Search task pane actually
involves three separate sections; the Search for section, the Other Search Options section, and the See Also section.

If you are unsure of the file name of a document or do not know where the document is located, you can use the Search
text box to locate it. When you enter text into the Search text box, Word searches for those characters in file names,
document text, and text fields in Properties dialog boxes.

You can expand or limit a search using the location and file type options under Other Search Options. You can search
every available folder by selecting the Everywhere option from the Search in list and the Anything option from the
Results should be list. Conversely, you can limit a search to specific folders or file types using the corresponding
options. If you choose to search all locations or for files on the Internet, you must be connected.

When a search is performed, Word displays the found files on the Search Results task pane. You can click the Stop
button at the bottom of the task pane at any time to stop the current search. The search is complete when the Stop button
changes to Modify. If the file for which you are looking is not found, you can use the Modify button to modify the search
or to create a new one.

Pointing to a file name in the Search Results list displays a ScreenTip, which lists the file properties. Clicking the file
name opens it in Word. A list of options appears when you right-click a file name in the Search Results task pane or
click its drop-down arrow. These options include opening the file, opening a copy of the file with a new name, copying a
file link to the Clipboard, or opening the file’s Properties dialog box.

Your search text is saved in the Basic File Search task pane for the entire Word session; but it is cleared when you exit
Word. However, your selections under Other Search Options are permanently saved until you manually change them.

Search criteria is saved in the Basic File Search task pane until you manually change the selections. In order to search all
locations for all file types, you must reselect all the search options, and then click the Go button.

M You can add the File Search button to the Standard toolbar by opening the Customize dialog box and selecting the
Commands tab. Select File under Categories and then scroll the Commands list to find the File Search button. Drag
the button to the desired toolbar and close the Customize dialog box.

) You can perform a basic search from the Open dialog box by selecting the Tools menu, the Search command, and the
Basic tab.
M If you find that your searches are taking a long time, you can enable fast searching by selecting the Search options

link and then selecting the Yes, enable Indexing Service and run when my computer is idle. option.
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Procedures

Select the File menu.
Select the File Search command.
Select the Basic Search link at the bottom of the task pane, if necessary.
Select the Search text box.
Type the text you want to find.
To modify where to search, click the Search in arrow.
Click the plus sign next to each location you want to expand.
Select and deselect the check boxes to the left of each folder you want to include or exclude from the search.
Press [Esc].
. To modify what to search, click the Results should be arrow.
. Select or deselect the check box to the left of each file type you want to include or exclude from the search.
. Press [Esc].
. Select Go.

USING THE ADVANCED FILE SEARCH TASK PANE

X

Discussion

You can use the Advanced File Search task pane to create more complex queries for locating files. A query is a clause or
statement describing the criteria you want to use to search for files. Queries are created using the Property and
Condition lists and the Value box.

Properties include items such as author, contents, creation date, company, file name, date information, size, and title. The
Text or property property searches both the contents of a file and its Summary properties.

The conditions establish limits and vary according to the property selected. Limits on text properties include is (exactly)
and includes, and limits on numerical properties include more than and equals. After selecting a property and a
condition, you can type specific text into the Value box, depending on the type of search. For example, to search for files
created on or before a date, select the Creation Date property and the on or before condition, and then type the cut-off
date into the Value box. Some conditions do not require a value.

Once each query clause has been created, you must add it to the list of clauses. Additional query clauses can be added
using the And or Or operator. Query clauses can also be removed from the list.

You can select the folders to be searched from the Search in list, as well as designate the desired file types from the
Results should be list. Once the search has been completed, all files that match the search queries appear in the Search
Results task pane.

All query clauses and search selections on the Advanced Search page are permanently saved until you remove or reselect
them.

LL]

By default, all queries are added with an And condition, which means that files must meet all the listed queries. You
can, however, use an Or condition to find files that meet at least one of two or more search queries.

University Information Technologies Page 15




Lesson 3 - Using New File Features Upgrading to Office 2003 - Word

M You can also perform an advanced search from the Open dialog box by selecting the Tools menu, the Search
command, and the Advanced tab.
) You can return to the Basic File Search task pane by clicking the Basic File Search link at the bottom of the

Advanced File Search task pane.
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Procedures

Open the Basic File Search task pane.
Select the Advanced File Search link at the bottom of the task pane, if necessary.
Select the Property arrow.
Select the desired property.
Select the Condition arrow.
Select the desired condition.
Select the Value box, if applicable.
Type the value for which you want to search.
Select Add.
. Add additional query clauses as needed.
. To limit where to search, select the Search in arrow.
. Click the plus sign next to each location you want to expand.
. Select or deselect the check box to the left of each folder you want to include or exclude from the search.
. Press [Esc].
. To modify what to search, click the Results should be arrow.
. Select or deselect the check box of each file type you want to include or exclude from the search.
. Press [Esc].
. Select Go.

CLEARING QUERY CLAUSES

X

Discussion

By default, any previous query clauses appear in the query list when you open the Advanced File Search task pane. To
create a new query, you can remove or edit one or all of the existing query clauses.

You can use the Remove button to edit a query clause. Selecting Remove moves the currently selected query clause from
the query list back into the Property, Condition or Value boxes, as applicable. You can edit the query, if desired, and
then add the revised query back to the query list.

If you inadvertently remove a query clause from the query list, you can use the Restore button to reverse the action,
thereby restoring the previous query list.

Page 16
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Procedures

Open the Advanced File Search task pane.
Select the query clause you want to remove from the query list.

Select Remove.

A w0 Do

Select Remove All to remove all query clauses.

USING THE DOCUMENT RECOVERY PANE

] Discussion

Office 2003 provides a file recovery feature to recover data lost when an error prevents the normal saving and closing of a
file, such as when your computer suddenly crashes or loses power. The next time you start Word after a system halt, the
Document Recovery pane appears on the left side of the application window with a list of all documents that were open
when the error occurred. For each document, the task pane shows the file name and when you last saved the document. If
the document is marked as recovered, then it is probably a more recent version of the original document than the last
saved version.

Pointing to a document in the Document Recovery pane displays a drop-down arrow, from which you can choose a
recovery option. The Open option opens the recovered file. The Save As option allows you to save the recovered file
with a new name. If you save the file with the same name, the original file is overwritten. If the document is marked as
recovered, you can select the Delete option to delete the recovered file or the Show Repairs option to view the repairs
that were made to the file.

) You can also open a file by clicking it in the Document Recovery pane.

Procedures

Start your computer, if necessary.
Open Microsoft Word.
Point to the document you want to recover in the Document Recovery pane.

Click the document drop-down arrow to view the available recovery options.

o M w0 NP

Select the desired recovery option.
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EXERCISE

USING NEW FILE FEATURES

N
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10.

11.
13.
14,

Use new file features.

Use the Basic File Search task pane to search the student data folder for the word Life-Fit 805. Search only for Word documents.

Use the Advanced File Search task pane to search for files in the student data folder containing the word specialty and with a
creation date on or after 01/01/2003.

Clear all query clauses.

Display the New Document task pane.

Use the On my computer link, the Letters & Faxes page, and the Professional Letter template to create a letter.
Type ABC Sports as the company name. Then, type your address into the corresponding placeholder.

Save the document as MyL etter.

Open the Open dialog box to the student data folder. Switch to Properties view and select MyLetter. Then, switch to List view
and open Protect2.

Switch to the MyL etter document.

Point to your address; click the Smart Tag Actions button and select the Display Map command. Then, close both the browser
and the MyLetter document. (Note: You will need an Internet connection to complete this step.)

Assign the password class to the Protect2 document. Then, close Protect?.
Use the Getting Started task pane to open Protect2, typing the assigned password.

Use the Options dialog box to remove the password. Save and close Protect2.
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EXPLORING THE RESEARCH TASK PANE

OPENING THE RESEARCH TASK PANE

] Discussion

The Research task pane, a new feature available to most applications in Office 2003, uses offline and online services to
find information. You can search for information about a company in the news or information about a person, find the
definition or synonym for a word, find the meaning of a foreign-language word, or translate a word into another language.

There are several ways to open the Research task pane. One method is to use the Research button on the Standard
toolbar. If the task pane is already open, you can switch panes by selecting Research from the Other Tasks Panes menu.
The Research task pane also opens when you select the commands to use the Thesaurus or Translation features.

You search for information by entering your search text or keywords into the Search for box in the Research task pane
and selecting the service you want to search. If your insertion point is in a word when you open the Research task pane,
that word automatically appears in the Search for box. You can choose to search a specific site or search all the sites in a
service group, such as all research sites.

M You can have the Research task pane open in several Microsoft Office applications, each performing a separate
research task.
) You can also use the Research command on the Tools menu to open the Research task pane.

Procedures

1. Select the Research button on the Standard toolbar.

ADDING RESEARCH SERVICES

] Discussion

The reference list in the Research task pane displays the installed services that the task pane can use to search. The
Thesaurus and Translation services are references books that are locally installed. You can use them even if you are not
connected to the Internet. You can also install a thesaurus for other languages.

If you have an Internet connection, you can add online news and research services that you can use when performing a
search. Some of these services provide free subscriptions, while others are paid services, either by subscription or per
article. These sites include eLibrary, Factiva News Search, and Gale Company Profiles. If the Microsoft Office Online
Services is installed, you have access to free sites such as Encarta Dictionary and Encyclopedia, bilingual dictionaries,
MSN Search, and the MSN Money Stock Quotes.
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The Research options link opens the Research Options dialog box. You can use this dialog box to select the research
services to be searched. If a service you want to use is not listed, you can use the Add Services button to select a listed
service or enter the URL of a service you are registered to use. The Update/Remove button allows you to update or
remove the currently installed services. The services selected in the Research Options dialog box appear in the research
list under the Search for box in the Research task pane.

) If you are an administrator of your computer, you can use the Parental Control button in the Research Options dialog
box to use a service’s content filtering to block offensive content. You can also limit a user’s searches to those services
that block offensive content.

M The Get services on Office Marketplace link in the Research task pane provides links to research services from

third-party companies. A Get updates to your services link may appear when you add a service that needs to be
updated.
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Procedures

Click the Research button on the Standard toolbar.
Select the Research options link at the bottom of the Research task pane.
Select the Update/Remove button to manage the installed services.
Select the service you want to update or remove.
Select Update or Remove.
Follow the prompts to add or remove the service accordingly.
Select Close.
To add a new service, select Add Services.
Select a service from the Advertised services list or type the address in the Address box.
. Select Add.
. Follow the installation process and select OK when prompted.
. In the Research Options dialog box, select the services you want to activate.

. Select OK.

USING THE THESAURUS

E-

Discussion

As you create the text in a document, message, spreadsheet, or slide show, you can use the Thesaurus to find a synonym
for a word. The Thesaurus is a service of the Research task pane.

If the Research task pane is already open, you can find a synonym for a word by selecting the Thesaurus from the services
list and entering the word you want to look up in the Search for box. The easiest way to look up a word that appears in
your text is to hold down the [Alt] key and click the word. This inserts the word in the Search for box. Furthermore, if
the Research task pane is not open, holding the [Alt] key and clicking a word or phrase opens the task pane with the
search text inserted.

Page 20
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Synonyms are displayed in the Thesaurus list box in the Research task pane. Selecting a synonym in the task pane
displays additional synonyms. You can use the Back or Forward buttons in the task pane to return to previous search
results. When you find the right synonym, you can use the drop-down menu for the word to insert the word into your
application or copy the word to the Clipboard.

) You can also right-click a word in the Thesaurus list box to display the drop-down menu for a word.
) You can look up a synonym for a word in another language by adding the thesaurus for that language.
) Selecting Thesaurus from the Language submenu on the Tools menu opens the Research task pane with the

Thesaurus service selected.

o N o g ~ w N P

Procedures

Select the Research button on the Standard toolbar.

Hold the [Alt] key and click the word you want to look up in the application window or type the word in the Search for box.
Select the services list.

Select the desired Thesaurus under All Reference Books.

If necessary, click the Start searching button next to the Search for box.

Select a word to see additional related words.

Use the Back or Forward buttons in the Research task pane to view previous search results.

Point to the synonym you want to use.

Select the list arrow for the word.

10. Select Insert.

TRANSLATING TEXT

] Discussion

The Translation service allows you to translate single words and phrases from other languages using bilingual
dictionaries. The Research task pane uses the dictionaries installed locally on your computer to translate words, and if
you have an Internet connection, includes online bilingual dictionaries in the search.

The Translation service is available from Office 2003 applications such as Word, Excel, Outlook, and PowerPoint, as well
as other less commonly used applications.

You enter the word or phrase you want to translate in the Search for box by typing the text or by holding down the [Alt]
key and clicking the text if it appears onscreen. If you are translating multiple words, you should select all the text before
[Alt] clicking it. While you can use the bilingual dictionaries to translate words and phrases, you can also use online
services for a machine translation of larger amounts of text, including an entire document. However, you should check a
machine translation with a human translator before using it.

You can select the resources you want to use for translations using the Translation options link in the Translation list
box in the task pane.
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M The Translation service is also available in Publisher 2003, Visio 2003, OneNote 2003, and Internet Explorer.

M If you have not installed the translation dictionaries, you will be prompted to do s