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Before you start using Word 2000, become familiar with its features. The following illustration shows a new blank document in Print Layout view:


Creating a Document

This section describes how to create a document and how to use some of the standard Word formatting tools. You will prepare a title page and customize it using the Word formatting palette and the new Click-N-Type feature.

To create a document

1. Open Word and choose New from the File menu.

2. Click OK to select a new blank document.

3. Double-click in the upper right portion of the document, about 4.5 inches from the left, and then type today’s date.

4. Click the left margin, on the same line as the date, to highlight the entire line.

5. Select Arial from the Font drop down list.

6. Double-click the center of the page, about one third of the way down from the top, to create a title and type World Markets Research Report.

7. Double-click the center of the page, about an inch lower than the title, and type Stock markets and their role in macroeconomics.

8. Click the left margin, on the same line as the title in step 6, to highlight the entire line.

9. Select 22 from the Font Size drop down list to change the title font to a much larger size. 

10. Place your cursor after the word “macroeconomics.” Click Break from the Insert menu, and then click OK to insert a page break after the subtitle. 

11. Press Enter to start a new line and place your cursor at the right margin. Select Heading 1 from the Style drop down list, and click Apply.

12. Type Introduction.

13. Press Enter to open a new line, select Heading 2 from the Style drop down list, and click Apply.

14. Type Topic Sentence and then press Enter.

15. Select Heading 1 from the Style drop down list and click Apply. Type The Major Markets.

16. Press Enter to open a new line, select Heading 2 from the Style drop down list, and click Apply.

17. Type United States and then press Enter.

18. Type Germany and then press Enter.

19. Type Japan and then press Enter.

20. Select Heading 1 from the Style drop down list, and click Apply. Type Conclusion.

21. Click Save from the File menu and save the document under your desired title.

Using Views

Word has several views including Normal, Web Layout, Print Layout, and Outline that are customized to focus on a particular set of formatting characteristics. Within any of these views, you can activate the document map, which allows quick navigation of your entire document by clicking on the appropriate heading in the map. Word also supports implementation of the Document Map as a navigation control in HTML format, allowing you to save your document as a frameset with navigation along the left side.

To change to Outline View

22. Click Outline from the View menu.
-or-
Click Outline View in the lower left corner of the document window.

23. Your document will be shown as if it were an outline. The outline can be expanded or collapsed by double-clicking on the plus symbols next to the major headings. The outline is based on the styles and indents that have been used in your document.

To display the Document Map

24. Click Document Map from the View menu. Clear the selection to hide the map.

25. Once the map is displayed you can click anywhere on the map to move to that location in the document.

Using Revision Control

Revision is an activity that takes place throughout the writing process. Most authors are continually reviewing what they have just written and making large or small changes all along. Revision also takes place in formal stages as we publish a version of a composition, receive feedback, and then return to the document to do further work. Word contains two features that help writers manage this more formal aspect of the revision process, Versions and Track Changes.

Think of Versions as “snapshots” of a composition taken at various stages of the writing process. Saving Versions of your composition as you write enables you to retrieve information that you subsequently may have revised out of a document and to manage multiple drafts of a document for different audiences and purposes. The writer can also compare saved versions of the document.

The Word Track Changes feature allows multiple users to revise a document while retaining the original integrity of the document. When Track Changes is enabled, a reviewer’s proposed changes are highlighted in a particular color (each reviewer is identified in a different highlight color). You can see the reviewer’s name by pointing to the change. The originator of the document can accept or reject any proposed changes.

To use Versions

26. Click Versions from the File menu.

27. Click Save Now to save a version of your document. The Save Version dialog box opens.

28. You can add comments for the version you are saving. When you are finished, click OK.

29. Once you have at least one version saved, you can also double-click Versions on the status bar.

30. When you want to work with one of the versions, click Versions from the File menu.
-or-
Double-click Versions on the status bar.

31. Open, Delete, or View Comments by selecting the appropriate version and then click the desired button.

To track changes

32. Double-click TRK on the status bar to turn on Track Changes. You will see TRK in black on the status bar when the Track Changes feature is enabled.

33. Now that this feature is enabled, make a few changes to your document. Also, have a few users who are logged onto the machine under their own names make some changes. You will notice that the revisions of each editor are labeled with their initials and are indexed by color.

34. Right-click one of the changed items and the short cut menu will allow you to Accept Change, Reject Change, or Accept or Reject Changes. The latter of the three brings up a dialog that will take you cyclically through the entire document, enabling you to review and accept or reject all proposed changes from all reviewers.

This is an extremely useful feature for any process-oriented writing activity. You will find that it helps writers organize and manage the review process with great flexibility. It also eliminates the need for paper-based editing. Circulation of documents by e-mail or through Public Folders (described below) is the best way to collect revision suggestions from a group.

Using Comments

One other powerful Word feature you will use as an instructor or student is comments. Comments allow annotations to the text of a document that can be reviewed by anyone accessing it. For example, you can use comments to suggest some expansion of a topic within a report. Remember that you can hide the comments during the printing process (in fact, they are hidden by default) thus, the Comments feature can prove much more convenient than typing your suggestions as regular text in the document, as these might later need to be removed by the composition’s author prior to printing.

To add and edit comments

35. Highlight where you want to make a comment and click Comment from the Insert menu.

36. Type your comment in the space provided at the bottom of the screen Notice that the initials of the Word user appear at the beginning of the text.

37. You can also make voice annotations by clicking Insert Sound Object on the Comments toolbar at the top of the Comments window (note that this requires a functioning microphone and sound card in your PC).

38. Click Close to close the comments window.
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