Headers

To create a Header in Microsoft Word 2003:
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Click View 

Then click Header and Footer. 

(if it doesn’t come up right away move the mouse over the double arrows) 

To put your name in the top right,

Click toolbar’s “align right” button.
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Type your last name and

Press the spacebar once 

Finally click “Insert Page Number” on the header and footer toolbar.
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Double click anywhere outside the dotted lined header area to start typing your paper. 
(Clicking close on the header and footer toolbar will do the same thing)

NOTE: if you cannot find one of the toolbars, click View, then Toolbars and make sure a checkbox is next to the corresponding toolbar. 
To set the header in Microsoft Word 2007,
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Click the Insert Tab.

Then click Header.

Select Blank from the drop down box.
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On the design tab, click Page Number 

Then Top of Page,

Select Plain Number 3
Next type your name in the header area and
press spacebar once.
(it should show a blue dotted line to designate the header area). 

To begin typing your document press the escape key (Esc on keyboard)
Grammar and Spelling Style
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To check your spelling and grammar in 
Word 2003:

Click Tools
Then click Options

And next Spelling and Grammar 

Under the Writing Style box
click the drop down arrow and
Select Grammar & Style.

Click OK and Microsoft Word 2003 will be ready to begin using. 
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To setup the spelling and grammar in 

Word 2007: Click the large Word 2007 Icon, 

Then click “Word Options”
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Margins 

Set Margins in Word 2003:


Click File

Then Page setup

Set the values of Top, Bottom, Left and Right all to 1”

Click Ok and the margins should be set.
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Set the Margins in Word 2007:

Select the Page Layout Tab

Click Margins and select Normal 
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Saving in Word 2007
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Click the large Word 2007 icon.


Then click Save As.
Next select Word 97-2003 Document.

In the Window that comes up, you can then save your document normally. (Going to your key disk or floppy disk)

This will allow you to open this document on any Word 1997 or Word 2003 Processor.

In the event of a major problem and you can’t open your Word 2007 document because you didn’t do these steps, Microsoft has provided a compatibility pack and help at: 

http://office.microsoft.com/en-us/products/HA101686761033.aspx

In the Next Window that comes up,


Click Proofing.


Then from the Writing Style dropdown, 


Select Grammar & Style.











Tutorial created by Joshua Schroeder for Free teacher and student use. For more tutorials go to:  http://computersareme.com/tutorials/

