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Using Help

Word for Windows, like most applications, has a Help function,
which is an on-screen reference guide for Word’s features. With
Word 2003, it is particularly effective because it can get information
online for users that are connected to the internet. There are three
ways to access Help — you can type a question into the Typea
question for help text box, you can choose the Microsoft Office Word
Hedp command, or you can use the Office Assistant, which is an
animated character. All methods give you the exact same Help
information. Whichever method you use is a matter of personal
preference.

1. Any document can be active — either a new
document or an existing one.

2. If you are using the Office Assistant, you are going to

hide it. Otherwise, it can get in the way.

If you are seeing the animated —_____
character, click the Help menu and :
click Hide the Office Assistant. &

The Type a
Question for
Help Text
Box

You are going to get help on margins by
using the Typeaquestion for hep text box.—— | Tve a question for help  ~ x

1. In the text box to the right of the Menu bar, click
an insertion point, type margins and tap the ENTER
key. (You could have typed a question such as
“Give me help on margins,” but typing “margins”
is sufficient because Help only recognizes

keywords.)
iSearch Results v %
The Search Results task pane Wit

appears. Depending on the last
user, it might be displayed at
the right of the window (the
default) or somewhere else,
such as across the top of the
work area. (Note: If you want
it positioned over to the right,
as in our example, point to the
vertical dotted line at the
extreme left of the bar that has
Search Results on it until the
pointer turns into a

30 results from OFfice Cnline E'-‘

= N -~
(@ Change page margins =
Help = Margins and Page
Setup =
@‘J Change the cell margins in a
tahle
Help = Tables
@ Change the margins around
text in a shape or kext box
Help = Text Boxes
@ Creating & macro bo meet
courk requirements For
document margins
Articles = Macros

(@ Troubleshoot margins and
page arienkation

Search

Microsaft Office Orline -

(@ Can't find it?

four-headed arrow.
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Drag to the center of the screen and then to the
extreme right-center of the screen until the pane
clicks automatically into place.)

2. Notice the list of items about margins. The items with a
circled question mark are standard Help answers. Those
with a box around a question mark are usually articles,
often derived from the internet. Occasionally, you will
see icons that take you to training locations.

Click on Change page margins.

The Microsoft Office Word @ Microsoft Office Word Help (= [E)X]
Hep window appears. e =

Change page mardins ]

This is a window, not a pane. > ot

1. On the File meny, cick Page Setup, and
then cick the Margins tob.

It is resting on top of the Word
window and can be moved off v
of it and resized if you wish. | ™
Notice its Title bar and its own
minimize, maximize and close
buttons. Also notice its button
the taskbar.

3. st so you know it can be done, you are going to set
the window aside for a moment, by minimizing it.

On the Taskbar at the
bottom, click the Microsoft

@ Micrasoft ©

Word Help button to minimize the window.

4. Click the same button to restore it.

5. Scan the information on margins. You might want
to resize the window to display more of the
information.

Remember, if you place the I-beam on a window
border, you can drag the border either left and right
or up and down.

6. At the bottom of the window are links that lead to
more information.

A little ways down the page, click View page
margins and notice the additional information that
is provided.

7. Click View page margins again to hide the
information.

8. Toward the top of the window, ins [ |
click the Show all button. ——— P Show Al




The
Microsoft
Office Word
Help
Command
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Notice that all the information in the window is
displayed.

9. The Show all button has changed to the Hide all
button.

Click the Hide all button to hide this information.

10. At the top of the window, the Auto Tile button
places the document window and the
Microsoft Office Word Help window next
to each other on the desktop.

Click the Auto Tile button and notice the two
windows standing side-by-side or perhaps one
above the other.

11. The Auto Tile button has changed to the
Untile button.

Click the Untile button and notice how the Help
window is placed on top of the Word window once
again.

The Back and Forward buttons ————
take you backward and forward Sy
through the topics you have chosen.

At the moment, you have chosen only one topic,
margins so they are inoperable. The Print button can
be very useful, because it lets you print the current
topic.

12. Close the Microsoft Office Word Help window and
the Search Results pane by clicking their Close
buttons.

You are going to access information on line spacing. Rather than
type linespading into the Typea question for hep text box at the right
of the Menu bar, you are going to begin by choosing Microsoft Office
Word Help. Remember, this is merely a different way to access

Help. The Help information is the same for all methods. There are
three ways to choose the Microsoft OfficeWord Help command:

= Choose Microsoft Office Word Help on the Help
menu.

= (Click the Microsoft OfficeWord Help button on
the Standard toolbar.

= Tap the F1 key.
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On the Help menu, choose Microsoft Office Word

Help.
Notice the Word Help pane. i Word Hielb —
The Search for text box ‘
is used just like the Type Assistance
aquestion for help text box. I —
You type into it whatever you 3 Tl of Contenis

want help on. r—
P T2 tfice Oniine

verify that the i“sel‘tion Poi“t is = Write k_Jstter legal documents
in the Search for text box and :::‘lel\jllcmsuft YWord
type: line spacing

(@ Assistance
Click either the right arrow or ﬁl::ffnmes
tap the ENTER key. 4 Donrioads
Notice the Search Results pane Sei.:t?\.ew
that you saw previously. From || * conssetiss |
now on, Help works just as it
did before.

Scroll through the list and notice the items.

Scroll back to the top and choose Adjust line or
paragraph spacing.

Notice the Microsoft Office Word Help window
with information on Adjust line andparagraptspacing

You are going to keep the window open and look for help on

printing an envelope.

Move or minimize the Microsoft Office Word Help
window if it is covering the Search Results pane.

At the bottom of the Search Results pane is another
text box for your convenience.

Replace the contents of this text box with printing
envelopes and click either the right arrow or tap the
ENTER key.

Notice the information on printing an envelope in
the Search Results pane.

In the pane, choose About creating and printing a
single envelope.

Notice the new information in the Microsoft Office
Word Help window.



The Table of
Contents
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At the top of the window, click the Back button.

Notice the previous window of information on

Adjust lineor paragraph spacing.

Click the Forward button.

Notice you are returned to the About creating and
printing asingle envd opeinformation.

Close both the Microsoft Office Word Help window
and Search Results pane.

You have seen that when you use the Typeaquestion for hdp text
box, you go directly to the Search Results pane. When you choose
Microsoft OfficeWord Help, you are taken first to the Word Help
pane so that you can type a question in a text box. After that you
proceed to the Search Results pane. There is sometimes an
advantage to the second method because you have access to the
Tableof Contents option, which can give you further help.

4.

Click on Working with Text.

Click Copy and Paste.

On the Word Help pane,
choose Table of Contents.

Notice the items with book icons.

On the Help menu, choose Microsoft Office Word
Help.

Search for:

line spacing

@5 Table of Cantents

These icons indicate that you

can click them to get a listing

of related topics.

/

Notice the list of subtopics.

Table of Conté_

= i

téCreating Documents
Wiewing and Mavigating Docurments
Formatting Documents
Working with Text
Working with Graphics and Charts
Printing
Security and Privacy
Mass Mailings

¥ Word and the Web

Notice that the book icon is
open because these topics are

displayed. The question marks
in a dark circle take you to the
Microsoft Office Word Help
window. Those in a lighter
shade, usually take you to your
browser if you are online. Those
with another book icon indicate

another set of subt()})iC&/

Notice the additional topics.

Table of Contents 1
& startup and Settings Py
Creating Documents Tl
Wiewing and Mavigating Dacumer
¥-Formatting Documents
MWUrking with Text
(@) Select text and graphics
.@ Specify how Word selects tex
(i) List of document options
.@ Troubleshoot selecting text
.@ Troubleshoot Crertype
(@) 5crall slowly while selecting a
|@]Put Word to work for youl - —
. @C_ony and Paste
(ig) About the format of paste
@Muve or copy kext and gre
@Tum on or off drag-and-di
(@) Turn on ar off the Paste C
@Troubleshoat collzcting an
(i@)Use the Spike to move tex
&PFind and Replace
WRepeat and Undo Actions |
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5. At the bottom of the pane, click the left scroll
arrow until you see all levels.

6. When a book is open, clicking on it closes the
subtopics.

Click the Copy and Paste item.

Notice the subtopics for this item close.

7. Click the Working with Text item.

Notice the subtopics for this item close.

8. The Back and Forward buttons \ e
at the top of the Word Help pane

take you backward and forward through
the topics you have covered in this pane.

Click each one several times and notice the results.

9. For practice, get help on other topics. You might
try small caps, saving a document and print layout
view.

10. Close the Word Help pane and the Microsoft Office
Word Help window, if it is open.

The Office Assistant is an animated character that lets you type a
question just as you would in the Typeaquestion for hep text box or
the Search for text box. There is no difference, but it is more fun to
use. Once you type a question or keywords, it takes you to the
Search Results pane just as the other two methods do. To use the
Office Assistant, it has to be turned on.

1. Click the Help menu and choose Show the Office
Assistant.

Notice the animated character. It is probably a paper
clip, called Clipit, but it may be something else. As
you will learn later, if you tire of

one animated character you can

choose others. / .
2. Help questions are typed into a

balloon, which is turned on and off
when the character is clicked.

Click the animated character several times and
watch the balloon go on and off.



Providing
Alert
Messages

Office
Assistant
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You are going to use the Office Assistant to get help on
hard page breaks.

If the balloon is not displayed, turn it on.

Replace the contents of the balloon text box (if
there is anything in it) with: hard page breaks

In the balloon, click the Search button.

Notice that you are taken to the Search Results pane.
You would now proceed as you have already done,
by choosing an item. Notice that the Office Assistant
remains in front of the Search Results pane, in the
event you want to use it again.

You are going to use the Office Assistant again.
Click the Office Assistant to display the balloon.

Type small caps into the balloon text box and click
Search.

Notice the information in the Search Results pane.

Another feature of the Office Assistant is to display Word'’s alert
messages. When the Assistant is off, these messages appear in alert

boxes.

You are going to choose a command that requires a
message.

In the document window, type: test

On the File menu, choose Close (or click the Close
button).

Notice the message in the balloon asking if you want
to save the changes. When the Assistant is off, this
message appears in an alert box.

Click Cancel.

There are several options that come with the Office Assistant.

2.

If necessary, display the balloon by clicking the
Office Assistant.

Click the Options button.
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The Office Assistant dialog box appears. Notice the
following options:

Help with wizards.The Office Assistant will
automatically offer help on a wizard when you
begin using one.

Display alets. Word's alert messages will be in the
balloon rather than in standard alert boxes. You saw
this happen a moment ago. If it didn't happen, this
feature was turned off.

SearcHor bothproductand programminghdp when
progranming. This refers to visual basic
programming. When you are working in visual
basic or on a macro, Word will search the help file of
both Word and Visual Basic.

Movewhenin theway. The Office Assistant will move
out of the way when it is blocking text or the Help
window itself.

M ake sounds. This turns on sound effects. Each
assistant character has a different set of sound
effects.

Using features more effectively. When working on a
task such as typing a letter, the Office Assistant will
offer a list of topics it thinks might be helpful. It
does this when you open its balloon.

The other items are self-explanatory. Showthe Tip of
theDay at startup will automatically display a tip at
the beginning of each Word session. The Office
Assistant can also display tips throughout the day.
When this happens, a light bulb appears, which you
click on.

If you like the ScreenTips displaying throughout the
day, Reset my tips can be useful. Word has a large
collection of tips that it presents in sequential order,
which is why you never see the same tip twice in the
sequence. This option resets the tips back to the first
one.

The Gallery If you tire of the animated character, there are others you can
choose from. They are not all part of the standard installation,
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however, so you might have to install your character from the CD
that came with Word 2003.

If the Office Assistant dialog box is not displayed,
click the Options button on the balloon.

2. On the Office Assistant dialog box, click the Gallery
tab.
3. Click the Next and Back buttons to view the
various animated characters.
4. When finished viewing the characters, click Cancel.
Hiding and If you find the Office Assistant distracting, you can either hide it or
Tlll'ning off turn it off completely. We will begin with hiding it. The only way
the _Oche to hide the Office Assistant is from the Help menu. Keep in mind
Assistant that when you hide the Office Assistant, it is still on. The daily tips

and suggestions will continue to appear.

2.

On the Help menu, choose Hide the Office Assistant.

Notice that the Office Assistant has disappeared.

On the Help menu, choose Show the Office Assistant.

The Office Assistant is once again in view.

When you turn the Office Assistant completely off, the daily tips
and suggestions do not appear. The Office Assistant is turned
completely off by using the Options button on the balloon.

1.
2.

If the balloon is not displayed, click the Assistant.

Click the Options button.
The Office Assistant dialog box appears.

Verify that the Options tab is displayed.

Click anywhere on Use the Office Assistant to
de-select it.

Click OK.
The Office Assistant disappears.

End of Lesson 18



