
 

 
 

Word 97  
Part III 

 
                TABLE OF CONTENTS  

 

EF16 Page 1 of 3 © Seer Computing Ltd 
 

 

WORKING WITH TABLES............................................................................................................................. 
HIDING/DISPLAYING THE GRIDLINES ............................................................................................................... 
SELECTING COLUMNS/ROWS ........................................................................................................................... 
CHANGING THE COLUMN WIDTH ...................................................................................................................... 
CHANGING THE ROW HEIGHT ........................................................................................................................... 
DISTRIBUTING ROWS EVENLY .......................................................................................................................... 
DISTRIBUTING COLUMNS EVENLY ................................................................................................................... 
APPLYING CHARACTER AND PARAGRAPH ATTRIBUTES............................................................................. 
INSERTING A COLUMN/ROW .............................................................................................................................. 
DELETING COLUMNS/ROWS.............................................................................................................................. 
MERGING CELLS .................................................................................................................................................. 
SPLITTING CELLS................................................................................................................................................. 
SPLITTING THE TABLE......................................................................................................................................... 
PLACING BORDERS AROUND THE TABLE ....................................................................................................... 
USING THE AUTOFORMAT OPTION................................................................................................................... 
CONVERTING EXISTING TEXT TO A TABLE ..................................................................................................... 
DRAWING A TABLE............................................................................................................................................... 
ERASING A CELL BORDER.................................................................................................................................. 
CHANGING THE LINE STYLE............................................................................................................................... 
CHANGING THE LINE WEIGHT ........................................................................................................................... 
CHANGING THE BORDER COLOR ..................................................................................................................... 
CHANGING THE OUTSIDE BORDER .................................................................................................................. 
CHANGING THE SHADING COLOR .................................................................................................................... 
CHANGING THE ALIGNMENT.............................................................................................................................. 
CHANGING THE TEXT DIRECTION..................................................................................................................... 
SORTING DATA..................................................................................................................................................... 

PERFORMING MATH.................................................................................................................................... 
CREATING TOTALS .............................................................................................................................................. 
CREATING CUSTOM FORMULAS....................................................................................................................... 

WORKING WITH WORKSHEETS................................................................................................................. 
INSERTING A FILE ................................................................................................................................................ 
COPYING & PASTING SPREADSHEET DATA.................................................................................................... 

LINKING FILES .............................................................................................................................................. 
UPDATING THE LINKS.......................................................................................................................................... 

WORKING WITH GRAPHICS........................................................................................................................ 

WORKING WITH CLIP ART .......................................................................................................................... 
INSERTING CLIP ART........................................................................................................................................... 
SELECTING OBJECTS.......................................................................................................................................... 
SELECTING MULTIPLE OBJECTS ...................................................................................................................... 
MOVING OBJECTS................................................................................................................................................ 
COPYING OBJECTS ............................................................................................................................................. 
RESIZING OBJECTS............................................................................................................................................. 
DELETING OBJECTS............................................................................................................................................ 
OOPS! UNDELETING............................................................................................................................................ 
REDOING AN ACTION .......................................................................................................................................... 



 

 
 

Word 97  
Part III 

 
                TABLE OF CONTENTS  

 

EF16 Page 2 of 3 © Seer Computing Ltd 
 

 

ADDING AUTOSHAPES................................................................................................................................ 

INSERTING GRAPHIC FILES ....................................................................................................................... 

WORKING THE DRAWING TOOLBAR......................................................................................................... 
DRAW OPTIONS.................................................................................................................................................... 
ROTATING OBJECTS ........................................................................................................................................... 
 DRAWING LINES .................................................................................................................................................. 
 DRAWING ARROWS............................................................................................................................................ 
 DRAWING RECTANGLES/SQUARES ................................................................................................................ 
 DRAWING AN OVAL/CIRCLE .............................................................................................................................. 
 ADDING A TEXT BOX........................................................................................................................................... 
CHANGING FILL COLORS.................................................................................................................................... 
CHANGING LINE COLORS................................................................................................................................... 
CHANGING FONT COLOR ................................................................................................................................... 
ASSIGNING LINE STYLES.................................................................................................................................... 
SELECTING DASH STYLES ................................................................................................................................. 
CHANGING ARROW STYLES .............................................................................................................................. 
ADDING A SHADOW ............................................................................................................................................. 
ADDING A 3-D EFFECT......................................................................................................................................... 

ADDING WORDART...................................................................................................................................... 

FORMATTING GRAPHICS............................................................................................................................ 

WATERMARKS.............................................................................................................................................. 

SORTING....................................................................................................................................................... 
SORTING THROUGH THE TABLE MENU ........................................................................................................... 
UNDOING A SORT................................................................................................................................................. 
SORTING MERGE RECORDS.............................................................................................................................. 

SELECTING RECORDS................................................................................................................................ 
SPECIFYING MULTIPLE CRITERIA..................................................................................................................... 

MAILING LABELS .......................................................................................................................................... 
CREATING A SINGLE ADDRESS LABEL ............................................................................................................ 
CREATING LABELS FROM A DATA FILE ............................................................................................................ 

USING STYLES ............................................................................................................................................. 
CREATING A PARAGRAPH STYLE ..................................................................................................................... 
APPLYING A PARAGRAPH STYLE...................................................................................................................... 
REDEFINING A PARAGRAPH STYLE.................................................................................................................. 
DELETING A STYLE .............................................................................................................................................. 
CREATING A CHARACTER STYLE ..................................................................................................................... 

USING THE ONLINE LAYOUT...................................................................................................................... 
NAVIGATING THE DOCUMENT MAP .................................................................................................................. 
SIZING THE WINDOW PANES ............................................................................................................................. 
COLLAPSING/EXPANDING HEADING LEVELS ................................................................................................. 



 

 
 

Word 97  
Part III 

 
                TABLE OF CONTENTS  

 

EF16 Page 3 of 3 © Seer Computing Ltd 
 

 

CREATING AN INDEX................................................................................................................................... 
MARKING INDEX ENTRIES .................................................................................................................................. 
INSERTING THE INDEX........................................................................................................................................ 

TABLE OF CONTENTS ................................................................................................................................. 
MARKING TABLE OF CONTENTS ENTRIES ...................................................................................................... 
INSERTING THE TABLE OF CONTENTS ............................................................................................................ 

MASTER DOCUMENTS ................................................................................................................................ 
CREATING A NEW MASTER DOCUMENT.......................................................................................................... 
OPENING SUBDOCUMENTS............................................................................................................................... 
RENAMING A SUBDOCUMENT ........................................................................................................................... 
REARRANGING SUBDOCUMENTS .................................................................................................................... 
SPLITTING A SUBDOCUMENT ............................................................................................................................ 
COMBINING SUBDOCUMENTS........................................................................................................................... 
REMOVING SUBDOCUMENTS............................................................................................................................ 
CONVERTING A SUBDOCUMENT ...................................................................................................................... 
PRINTING SUBDOCUMENTS .............................................................................................................................. 
LOCKING SUBDOCUMENTS ............................................................................................................................... 
UNLOCKING SUBDOCUMENTS.......................................................................................................................... 
CONVERTING A FILE TO A MASTER DOCUMENT............................................................................................ 

WORKING WITH THE TOOLBAR ................................................................................................................. 
POSITIONING THE TOOLBAR ............................................................................................................................. 
HIDING/DISPLAYING TOOLBARS ....................................................................................................................... 
CUSTOMIZING THE TOOLBAR............................................................................................................................ 
CUSTOMIZING TOOLBAR COMMANDS............................................................................................................. 
ADDING A BUTTON TO THE TOOLBAR.............................................................................................................. 
REMOVING A BUTTON FROM THE TOOLBAR .................................................................................................. 
MOVING A BUTTON ON THE TOOLBAR............................................................................................................. 
CUSTOMIZING THE TOOLBAR OPTIONS.......................................................................................................... 

SETTING OPTIONS....................................................................................................................................... 
VIEWING OPTIONS............................................................................................................................................... 
GENERAL OPTIONS ............................................................................................................................................. 
EDIT OPTIONS....................................................................................................................................................... 
PRINT OPTIONS.................................................................................................................................................... 
SAVE OPTIONS ..................................................................................................................................................... 
SPELLING & GRAMMAR OPTIONS ..................................................................................................................... 
TRACK CHANGES................................................................................................................................................. 
USER INFORMATION OPTIONS.......................................................................................................................... 
COMPATIBILITY OPTIONS................................................................................................................................... 
FILE LOCATION OPTIONS ................................................................................................................................... 

APPENDIX A: CURSOR MOVEMENT KEYS................................................................................................ 

APPENDIX B:  SHORTCUT KEYS ................................................................................................................ 
 
 


