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CLICK AND TYPE

Using the Print Layout view you can now start typing at any point in a document with a simple click.

1. Choose View, Print Layout.

2. Position the mouse pointer on the page where you would like to start entering text.

3. Double-click in desired location.

4. Enter text.

Note: Print Layout view has replaced Page Layout view from Word 98.

TABLES

MERGE CELLS – You can merge any adjacent cells – vertically or horizontally by using the Eraser Tool on the Tables/Borders Toolbar.

1. Click the Eraser Tool on the Tables/Borders Toolbar.

Note:  To make the Tables/Borders Toolbar appear Open the View Menu, Toolbars, and Click Tables/Borders.

2. Place the eraser pointer over the vertical line you would like to delete.
3. Click the line.
NESTED TABLES – These are tables within tables.

Creating a Nested Table

1. Choose View, Print Layout.

2. Create the first table if necessary.

3. Click inside the cell where the nested table will be created.

4. Choose Table, Insert, Table.

5. Enter the number of rows and columns.

6. Click OK.
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MAIL MERGE

The new Data Merge Manager replaces Mail Merge, simplifying the process to create form letters, labels, envelopes, catalogs, and similar documents.

1. Click the Tools Menu.

2. Select Data Merge Manager.
3. Click the Create button on the Palette

DICTIONARY DEFINITIONS

Microsoft Office provides a new Encarta World English Dictionary, which you can use with Microsoft Word to easily look up definitions of words or phrases.

1. Point to the word that you want to look up

2. Hold down Control key.

3. Click the selection.

4. Click Define from the pop-up menu.

SUPPORT

Information Technology Exchanges will be held to show you how to perform the procedures outlined in this handout, or you may call the CTC at 358-1111 to arrange desk-side support.  For more information, visit the CTC’s Special Events Web Page at the following address: 

http://www.hq.nasa.gov/office/codec/codeci/ctc/events.htm
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