HOME

Under the home tab you will find most of your EDIT tools, including font, paragraph, styles, find & replace, cut, copy, and paste.

Under the Insert tab you will find all of the tools that were formerly under the INSERT menu on Word 2000, including pages, tables, illustrations (pictures, clip art, charts), links, header and footer, text, and symbols.

PAGE LAYOUT

Under the Page Layout tab you will find page setup, margins, orientation, columns, background, paragraph, and arrange (text wrapping, picture alignment, rotation)

REFERENCE

Under the reference tab you will find table of contents, footnotes, citations and bibliography, and captions.  Here is where you can insert a citation or a footnote as well as build a bibliography.

MAILINGS

Under the Mailings tab you will find your label and mail merge tools.
REVIEW
Under the Review tab you will find SPELL & GRAMMAR CHECK!  Also, thesaurus, translate, and Track Changes features.

VIEW

Under the View tab are all of the same tools that were contained in the VIEW menu on Word 2000 including print layout, outline, show and hide (gridlines (lines within a table), ruler, etc.), and zoom.
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The Office icon in the upper left hand corner contains another menu:
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SAVING:
1.  Go to the Office Icon (shown above) and scroll down to SAVE AS
2.  Then scroll over to WORD 97-2003 DOCUMENT, so that it can be opened with any version of Office! [image: image3.png]‘Save a copy of the document

‘Word Document
Save the document in the default ile
format,

Word Tempiate
Save the document as a template that can
be used to format future documents.

Find. for other fle formats
Learn about add-ins to save to other
formats such as PDF or XPs.

Other Formats

‘Open the Save As dialog box to select from
all possible file types.
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