HANDS ON PRACTICE
MS WORD 2003


FORMATTING DOCUMENTS

1. Open a new document.

2. Set the page margins – each margin should be set at .5”.

3. Set the page orientation to Landscape.

4. Create a header for the document.  

5. Create a footer for the document.  
6. Save the file.  

FORMATTING PARAGRAPHS

1. Type the text below into the file created earlier.  
2. After you have typed the paragraph, 
3. Highlight the text and 
4. Toggle between each of the text alignment buttons from the toolbar.  
5. Take note of the various alignments as you click from one to the other.  

6. Still using the same file type in the following text:

7. Use bullets to offset your text.  You can use any type of bullet or symbol you want.

8. Space the text with 1.5 line spacing.

USING COLUMNS AND TABLES

1. Still using the same file type in the following text:


2. After the text is typed, select the entire paragraph and format it using newspaper columns.  

3. Set 3 columns with a 3.25 width and separate each with a line.

4. Use the following information to create a table in your document.

5. Create a table with six columns and five rows.
6. In the first row, type in the headers.

Last Name

–
City

First Name

–
State

Address

–
Zip Code
7. Type information for four fictional (or real) people.

8. After you have filled in the table, set formatting options as you would like using font and text attributes you have learned.
INSERTING TEXT BOXES AND GRAPHICS

1. Still using the same file, practice inserting text boxes and graphics.

2. Use pre-installed clip art, WordArt, auto shapes, and text boxes.  


Practice formatting the objects with different looks
USING MAIL MERGE AND ENVELOPES/LABELS

1. Open ( Participant file:  Mail Merge Exercise.doc.

2. Create a mail merge using this file as your form letter.

3. Use ( Participant file:  Mail Merge Exercise.xls as the data source.

4. Send the mail merge to a new document.

5. Save the file.

USING TOOLS

1. Use the new file you just created with the mail merge practice.

2. Take a couple minutes to work with some of the tools you just learned about, including:

3. Spell check:  The last step before finalizing a document is always to run a spell check.  In fact, it would be wise to run a spell check on the letters you just created.

4. You realized that the training cannot be held on February 14 as outlined in your letters, you will need to change the date to February 15.  Use search and replace to quickly change all of the letters.

Welcome to MS Word 2003 training.  We will cover many essential features you will be using with your work using Word 2003.  It is important that you are familiar with the basics of Word 2003.








You should already have a thorough understanding of the following areas:





Creating a New Document


Setting Up the New Document


Navigating Around a Document


Printing a Document


Saving and Closing a Document








Working With Columns





Text in newspaper columns flows continuously from the bottom of one column to the top of the next column.  You can format your Word document by setting all or part of it in newspaper-style columns.  If you have not divided the document into sections, the entire document will automatically be formatted as a single section, and column formatting affects the entire document. You can also select text and have Word create a new section to which column formatting will apply. When you select text, Word inserts a section break at the beginning and end of the selected text, and formats only the text in that new section into columns.  It is best to work in page layout view or print preview, this way you can see the columns, as they will appear on the printed page.
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