New Software for the Millennium and Beyond 

Word X for Macintosh

Microsoft Word X for the Mac is one of the most sophisticated word processing programs. Word X is part of the Office X for the Macintosh suite. The graphical user interface allows for intuitive use and also simplifies learning Word. Drop-down menus, dialog boxes, and icons allow you to start using Word's powerful features quickly. You can work with text and graphics in the same file. Word lets you see on the screen what your printed output will look like.

Four Features of Word X

Styles, fields, macros, and templates are the four Features that make Word for the Macintosh unique and powerful.

· Styles provide a way to format your document. Word applies styles to all parts of your document, including paragraphs, headings, and the table of contents. You can change the styles quickly and easily.

· Fields allow you to geneate and update information in your documents. Fields can insert text and graphics from other files and programs, calculate page numbers and cross-references, build tables of contents and indexes, and turn tables into spreadsheets.

· Macros allow you to record a series of commands or actions and play them back whenever you need to repeat the same commands or actions.

· Templates are document models that work like preprinted forms, providing you with all of the standard text and formatting needed for a particular type of document; i.e., letter, memo, report, contract, etc.

Tables

Word for the Macintosh simplifies setting up a table. You decide where you want the table and how many columns you want in the table, and Word sets the table up. You can even draw the table. You can set a different width for each table column, expand the table length by inserting more text and graphics, or add or delete rows and columns anywhere in a table. You can also add a border around any part of a table or around the whole table. 

Graphics

Word has an extensive collection of clip art pictures, borders, and shapes that you can insert in any document. AutoShapes let you insert pre-drawn shapes of many kinds to your text or drawings. You can size, move, and wrap text around graphics, as well as add borders and shading to them. You can even use the WordArt feature to turn text into a graphic image.

Merge Printing

Combining two documents during printing to produce a form letter, for example, is another feature of the Word X program. You can preview the form letters before printing them by putting the letters into a new document. You can edit, format, save, and print the new document just as you would any other document. Advanced merge instructions allow you to produce address labels by printing more than one data record in a printed document or to exclude records from the merge.

AutoText

AutoText contains a collection of stored items, including graphics or text. Each item has an assigned name. You can keep text and graphics and their formatting in AutoText entries. Text can be any length, and graphics can be any size. You can easily insert a particular AutoText item into a document whenever you need it.

Previewing and Refining Documents

You can see on the screen exactly what your printer will produce and make corrections or adjustments before printing. Word X allows you to see part of a page at a time in page layout since the text and graphics in that view are displayed at full size. In Print Preview, you can see all of either one or two pages at a time. There are several different views available in Word. Normal editing view is for inserting, editing, and formatting text and graphics. Outline Layout view is for organizing and structuring the contents of a document. Print Preview and page layout view are for previewing page layout and adjusting before printing. Online Layout view is best for displaying documents on the screen.

Hyperlinks

You can move to another Word document, to another Macintosh file, or to a Web page by clicking a hyperlink in your documentl You can return to your original document. The reader must have access to the addresses you insert in documents, or the hyperlinks will be useless.

Web Toolbar

The web toolbar helps you easily negotiate the Web.
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