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What This Guide Is

The Microsoft® User’s Guide is a quick reference guide.  It contains many of the more frequently performed functions within the Microsoft Office suite of software packages.  Although the guide can be used for self-study, individual training, it is designed to be a practical desk tool that will assist you with answering many of the questions you may have when formatting documents in Word, creating worksheets in Excel, running a slide show presentation in PowerPoint, or creating a report using Access.  

The User’s Guide is broken down into the following areas:

· Microsoft Word 2000

· Microsoft PowerPoint 2000

· Microsoft Excel 2000

· Microsoft Access 2000

In each area, you will find information about the main window, standard menus, and tools.  Mastering Microsoft programs can be done easily by building what you learn in one program and applying it in the others.  For instance, many of the functions required when word processing in Word will help you when formatting text and graphics in the other three programs.  For this reason and many others, if you are using this ready reference as a training aid, Microsoft Word is the best place to start.

Many of the functions within the Microsoft programs can be executed in several different ways.  The function steps outlined in this User Guide outline the quickest and easiest ways of doing a task.  However, as you master the programs, you may find different, quicker ways of automating your tasks.

Opening Microsoft Software Progams

The fastest way to open a program is to double-click the shortcut icon directly from your desktop.  These icons are represented below.
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Common Features Between Programs

There are many common features between the programs.  Some of these include:

· Toolbars

· Zoom In/Out

· Window Handles

· Saving Files

· Changing Text Appearance

· Editing Techniques

· Copying and Moving

· Spell Check

· Find and Replace

· Inserting and Formatting Graphics

· Printing
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