For use with MS Word XP

Microsoft Word: Using HELP

In this exercise:
e Accessing the Help Menu
e Searching for a help topic
¢ Browsing Help Contents

1. Open the program MICROSOFT WORD.

2. Click on the HELP menu. Click on MICROSOFT WORD HELP.

3. You will see a cartoon with a bubble like the one below. You can type a question in

the white box and Microsoft Word will try to find an answer.
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What would you like to do?

¢ Add kext ko a drawing object
or pickure

¢ Troubleshoot aligning and
arranging text and drawing
objects

s Align and arrange drawing
objects

y Post a document to a Microsoft
Exchange public Folder

§ Ways ko share information in
Word
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Type your question here, and then
click Search.

Options
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4.  Click in the white box and Type the words I want to draw a circle.
Click on SEARCH.

5. Microsoft Word will show all the topics that it thinks could help you. Each one of
these is a link. If you click on it you will be able to see more information.

¥hat would you like to do?
® Addacirde

® Change one AutoShape ko
another

@ Rotate or flip a circle

® Use atext boxto add a
callout or label

@ Troubleshoot working with
pickures

W Seemore...




6.

7.

10.
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Click on ADD A CIRCLE to see the directions for adding a circle.

You will see directions like these:
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Add an AutoShape, circle, or square

1. ©Onthe Drawing toolbar, click AutoShapes, point to a category, and then
click the shape you want.

2. Toinsert a shape with a predefined size, click the document.

To insert a different size, drag the shape to the size you want. To maintain
the shape's width-to-height ratio, hold down SHIFT while you drag the
shape.

Tips

» To draw a circle or square, click Oval = or Rectangle = on the
Drawing toolbar, and then click the document.

» To add color, change borders, rotate, or add shadow or 3-D effects to an
AutoShape, select the object, and then use the buttons on the Drawing
toolbar,

Additional resources

|

Some of the words in these instructions are links to more information. The links are
blue. Click on the blue word TOOLBAR. You will see more information about
toolbars. Click in a blank area to make it go away.

Click on the word TIP to show more information.

Read the Microsoft Word Help directions. Then Practice adding a circle and a
square to your blank document.

If your directions disappear while you are working on the circle, Click on the
MICROSOFT WORD HELP box at the bottom of the screen.

J Drraw * [}q G, ‘ AutnShapes «

Click. and drag to insert an AutoShape.
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12.

13.

14.

Microsoft Word Help directions are not easy. If you are having problems try
reading all the directions 2 or 3 times before you try to draw the circle.

When you are done adding a circle and a square Click on the MICROSOFT
WORD HELP box at the bottom of the screen.

Did you know that most programs have help menus? Open the program Microsoft
Excel. Find the HELP menu.
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15. Search for PIE CHART. Find the directions for pulling out a piece of the pie
chart. The directions should look like this:
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Content: i A H H LI
Corterts | ansner wizard | Incex | Pull out slices in pie and doughnut charts

0 Editing ‘Worksheet Data ﬂ In & doughnut chart, you can pull out only the slices of the outer

Q Formatting Warksheets ring.

0 Frinting To pull out all of the slices in a pie chart, click the pie, and
@ Creating Or-screen of Printed Farms then drag away from the center of the chart.

0 CrEat\.ng Fo.rmulas and Auditing ' orkbacks To pull out only one slice in a pie chart, click the pie, click the
= lﬁ| Working with Charts slice you want to move, and then drag the slice away from
[7] About charts the center of the chart,

Q Creating a Chart

To pull out all of the slices in the outer ring of a doughnut

Q Adding and Changing Text and Data in a Charl chart, click the auter ring, and then drag away from the
@ Changing the Display, View, or Placement of a center of the chart,
@ Changing the Type of 2 Chart Tao pull out only one slice in the outer ring of a doughnut
= Qj Formatting Data Markers, Labels, and Other Cr chart, click the outer ring, click the slice you want to move,
[7] About formatting charts and then drag the slice away from the center of the chart,
@ Ways to select chart items MNote In a PivotChart report, formatting and other changes
@ Mave and resize chart items by using the applied to 3 data series are not retained when you subsequently
Q Changing the Size. Color, and Appearance change the view of the chart or its associated PivotTable report,

Before you modify data series formatting in a PivotChart report,

Q Using Fictures make sure you are satisfied with the layout,

Q Formatting Text

Q Changing Mumber Formats

= Qﬂ Changing the Position of [tems
@ Change the position of data labels autc
@ Overlap or space data markers in bar &
@ Pull out slices in pie ahd doughnut cha

Additional resources

@ Rotate the position of the gices in a dc [}\
. @ Change the alignment and spacmgiiﬂ
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16. The next time you have a question or want to learn something new try using the
Help Menu.



