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Reveal formatting

The Reveal Formatting task pane shows formatting information about the text in a
document. It displays the current font and paragraph formatting of the selected text, and
enables you to update these properties in the pane itself.

To usereveal formatting:
1. Select the text whose formatting you wish to reveal.
2. Click on Format | Reveal Formatting to display the Reveal Formatting task pane.

Toupdate the formatting properties of the selected text:

1. In the Reveal Formatting task pane, click on a Property link to display the
property dialog box.

2. Make the required changes.

3. Click on the OK button.

To format the selected text to match its surrounding text:
1. In the Reveal Formatting task pane, point at the Selected Text box and click on
the resulting list-arrow to display a list of formatting options:

Ikdsjikfjs adf v

Select all Text With Similar Farmatking

Spply Formatting of Surrounding Texk

$:’/' Clear Formatting

2. Click on Apply Formatting of Surrounding Text
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Compare and merge documents

Compare and Merge Documents is a useful feature when working with different versions of documents.

To compar e and merge two versions of a document:

1. Click on Tools | Compare and Mer ge Documents to display the Compare and Merge Documents dialog box.
2. Select the document that you wish to compare to the copy that is currently open.

3. Click on the Merge list-arrow, to display alist of Merge options.
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4. Do one of the following:

= Todisplay the merge results in the selected document, click on Merge.

= Todisplay the merge results in the document that is currently open, click on Mergeinto current
document.

= Todisplay the resultsin anew document, click on M ergeinto new document.
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The Document Map or the new thumbnail pane may also be displayed, so you can quickly jump
to sections of the document.

To view adocument in reading layout:
1. Click on View | Reading Layout.

Note: Although Reading Layout view does not provide access to all the editing features, it
allows you to highlight portions of the document and add comments or make some changes.

To closereading layout:
1. Click on the Close button on the Reading Layout toolbar.

To enable/ disable reading layout by default:

1. Click on Tools | Optionsto display the Options dialog box.

2. Click on the General tab.

3. Tick or untick the Allow starting in Reading L ayout check box.

4. Click on the OK button. 2

Drawing canvas

When you create a drawing, a drawing canvasis placed around it. The drawing canvasis an area on which you can draw multiple
shapes. Because the shapes are contained within the drawing canvas, they can be moved or resized as a single unit.

Create your drawing here.

Totemporarily disable the drawing canvas:
1. Pressthe Esc key on your keyboard.

Toenable/ disablethe drawing canvas:

1. Click on Tools | Options to display the Options dialog box.

2. Click on the General tab.

3. Tick or untick the Automatically create drawing canvas when inserting AutoShape check box.



Styles and Formatting task pane

Y ou can now add, modify, delete and customize your view of stylesfrom the

new Styles and Formatting task pane.

To Open the Styles and Formatting task pane:

1. Click on Format (menu)
2. Click on “Styles and Formatting

Mail Merge task pane

In Word 2003, the mail merge process
isnow a combination of task pane and
Wizard.

To Open the Mail Merge Task
Pane:

1. Click on Tools (menu)

2. Click on “Letters and
Mailings”

3. Click on “Mail Merge”

Mail Merge *

Select document type

What tyvpe of document are waou
working on?

"E} Letters

() E-mail messages
() Envelopes

() Labels

{:} Direckary

Letters

Send letters to a group of people,
You can personalize the letker that
each person receives,

Click Mext ko continue.,
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Set Default Picture Wrap Settings

In earlier versions of Word, pictures were automatically set asin-line with text.

Y ou can now choose your own default wrap setting.

To set adefault picturewrap setting:

1. Click on Tools | Options to display the Options dialog box.

2. Click on the Edit tab.

3. Click on the Insert/paste pictures as list-arrow to display alist of wrap

options.
4. Click on the wrap option you require.
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Hide white space between pages

Y ou can save screen space in Print Layout view by hiding the space between pages:
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Communication between client computers and the acce ss point has no
encryption and connection from a wireless device to the LSE networkis
contralled by authentication through a Bluesncket gateway device

3 Advantages of Wireless Networking

The wireless network has grown in popLilarity because it has the advantage of
being very convenient to use and coes not require cables that tie the network
user to fixed Iacations

4 Disadvantages of Wireless Networking

There are a number of disacivantages that affect the racio signal coverage,
performanice, and manageabi lity of the wireless network and therefore limit its
usefuiness in some situations and for same applications.

The bancwicth offered by each access pointis shared amongst the cannected
users, in much the same way that old Ethernet hubs provided shared network
bandwidth. This means that a s the number of connected users increases the
thraughput performance decreases. An 802.1 1b access point with an effective
maximurn bandwidth of 6 Maps could sUpport 12 users at broadband speeds
of around 512 Kbps in ideal circumstances. An 802.11g access paint offers
the potential to support mare users at comparable speeds as long as al users
have devices that can connect with the 602.11g standard, If any of the Lsers
sharing the access paint connects at anly 802,110 then al other users are
alsa restricted o that lower performance level - that is now the wireless

To hide the white space between pages:
1. Point to the top or bottom of the page to display the Hide White Space button.

-

2. Click on the Hide White Space button.

To show the white space between pages:
1. Point to the top or bottom of the page to display the Show White Space button.
2. Click on the Show White Space button.

Word Count toolbar

The Word Count toolbar lets you count and recount text without having to open a dialog box.

Todisplay the Word Count toolbar
1. Click on View | Toolbars | Word Count

| <Click Recount ko view= - |Recount

Compare documents side-by-side

Comparing documents side by side allows you to see the differences between two documents more easily, without having to merge all
changes into one document. Y ou can scroll through both documents at the same time to identify differences between the two
documents.



To compar e documents side-by-side:

1. Ensure that the documents you wish to compare are both open.

2. From one of the documents, click on Window | Compar e side by side with....
3. Select the name of the other document to display it alongside.

Watermarks

In Word 2003, inserting a printed watermark into a document has become easier.

To insert a printed watermark:

1. Click on Format | Background | Printed Watermark.

2. Do one of the following:
= Toinsert apicture, click on Select Picture. Select the picture you want, then click on the Add button
= Toinsert awatermark, click on Text Water mark, then select or enter the text you want.

3. Select any other options you require, then click on the Apply button.

Create a Table Style

You can now create your own table styleto provide a consistent look to borders, shading, alignment and

fonts.
Tocreateatable style:
1. Display the Styles and Formatting task pane.
2. Click on the New Style button to display the New Style dialog box.
3. In the Name box, type a name for the style.
3. Click on the Style type list-arrow to display alist of options.
4. Click on Table.
5. Inthe New Style dialog box, select the options you require, or click on the Format button to display further
options.
6. When you have specified the options you require, tick the Add to Template check box in the New Style dialog
box, i ——_—_ || S | .|
7. Click on the OK button. research - X
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Single File Web Page
To Createa New Web Page:

B On the File menu, click New.
B Under New in the New Document task pane, click Web page.

To Createa Web Page from an existing M S Word document:

On the File menu, click New.

In the New Document task pane, click From existing document.

Select the document that you want to base your Web page on, and then click Create New.

Note The existing document does not need to be a Web page. To create the new Web page, click Save
as Web Page on the File menu.

Web Page Wizard Is Gone

Y ou can still create aWeb site, but you have to understand what you are doing. Y ou create each page
individually, then use the Frames toolbar to link the various pages to one another.

To CreateaWeb Site

B Create afolder for the site
B Use Word to create the home page
U Determine the visual design for the site
O Specify Single File Web Page format
B Create Under Construction page and duplicate as necessary
B Create Navigation Bar with links to the pages at the site



