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Microsoft Office 2004

8/11/06
This handout includes some of the updates and changes that affect the use of all
applications in the Office Suite.
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The 2004 Project Gallery now includes a section for new and recent documents as well as
any Entourage projects that have been created. The Learn tab includes documents that
include special formatting as well as information on how they were created.



2
The Office Toolbox (Office 2004 Mac)

Use the red Toolbox icon - on the Standard Toolbar to access the Toolbox Palette.
Select the Scrapbook, Reference Tools, Compatibility Report or Project Palette by
clicking the icons at the top of the Palette. Clicking any grey bar (such as the Organize
bar in the Scrapbook) will show or hide corresponding options.

(&) Scrapbook 0 Reference Tools
e ool | D = B e N =
All 4 B8 v Word or Phrase:
[Date vl 4 Go!

'¥ Encarta World English Dictionary

a(l) m
a(2)
a(3)
—] a4) -
Add ~ Paste ~ Delete ¥ A1) :
'w Organize { Definition:
Categories ~ Projects ~
Keywords:
Revert Ropty P Thesaurus
C Search Encarta Encyclopedia )
( Search MSN )
(&) Compatibility Report [@) Projects
puling R
2] H N = E W X =CE&
Scrapbook npatibility with: Updating Office Ha...-
Word 97 through 2004 g_] Due Date: Friday, September 1, 2006
[+ [x]<]¥] Due in 24 days
( \4/ Check Document ) Schedule <«|<|»]| Notes to self
Tue, Aug 8, 2006
Results: Click New to create an
For a list of compatibility issues in cvent
your document, click the Check
Document button.
Tasks [#]
— « 1 Task
Click New to create a task
Fix v Ignore ~ ¢ | Help
Explanation:

No matching items found.
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The Scrapbook

The Scrapbook allows users to store multiple items to be used in all Office documents.

Scrapbook
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View object details, list or
preview.

0
i
All
Drop down menu allows Date
users to display items by
date created, title,
category, project etc..
Use the Categories and ¥ Organize
Projects buttons to further
organize the Scrapbook. Keywords:
T TE—

Drag this icon to see multiple
Scrapbook items at once.
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Use the drop down menus beside

the Add, Paste and Delete buttons:

Add:

e Add a selection from an
Office Document

e AddacFile

e Add an object from the
Clipboard

Paste

e Paste as usual

e Paste a selection as plain text
(text formatting is ignored)

e Paste as a picture

Delete

e Delete the selected object
from the Scrapbook

e Delete all visible objects from
the Scrapbook

e Delete all objects from the
scrapbook

e Add a selected item within an office document by clicking the Add button or
dragging it to the Scrapbook
e Add any item by copying it and selecting Add from Clipboard from the Add

drop down menu

e Drag an item from the Scrapbook onto any Office Document

Organizing Scrapbook Clips

e Double Click a clipping to give it a descriptive name

e Select a clip or group of clips and assign a Category or Project via the
appropriate drop down menu

*#*To select a group of clips, hold down the Apple Key and click the desired clips.

Release the Apple Key when done.
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Reference Tools
Kererence 100Is
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Word or Phrase:

learn 8 Go!

¥ Encarta World English Dictionary

.

leapfrog

leapt m

learned -
learned helplessness

Definition:

learn v

1. vti to acquire knowledge of a subject
or skill through education or experience
2. viti to gain information about
somebody or something

3. vt to memorize something, for
example, facts, a poem, a piece of

meamie e o A,

>

¥ Thesaurus

Meanings: English (US)

find out (v.)

Syncnyms:

study

be taught

be trained

become skilled at
gain knowledge of

( Insert ) ( Look Up )

Search Encarta Encyclopedia )

aaYen

Search MSN )

Enter a Word or Phrase in
the appropriate field and
click Go! The Reference
Tools will provide
dictionary definitions and
synonyms

Select a synonym and
click the Insert button to
add the synonym to your
document

Select a synonym and
click the Look Up button
for more information
Click Search Encarta
Encyclopedia or Search
MSN to find information
on the word in the Word or
Phrase field



Compatibility Report
)

Lompaupllity Keport

The Compatibility Report can be used to check

E H 5= £ o compatibility issues with other versions of

Check compatibility with:

Office. Use the Fix and Ignore buttons as

" Word 97 through 2004

%) desired.

( </ Recheck Document)

Results:

Cross Platform (All Versions)

¥ Word 97 through 2004

No compatibility issues found.

Fix ~ Ignore ~ ¢ Help

Explanation:

Macintosh
Word X for Mac
Word 2001 for Mac
Word 98 for Mac

Windows
Word 2003 for Windows
Word 2002 (XP) for Windows
Word 2000 for Windows

Projects Palette

The Project Palette can be used in conjunction with
Entourage to schedule projects as well as related Click New to create an

tasks, contacts and events.

Word 97 for Windows

E H N =
Updating Office Ha... -

Due Date: Friday, September 1, 2006

B e Due in 24 days
Schedule «|<]»| Notes to self
Tue, Aug 8, 2006

event

Tasks IT|
8| Task
Click New to create a task

No matching items found.

( E, Go to Project Center )
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Formatting Palette Updates
Although each application has some new features added to the Formatting
Palette, the Add Objects section occurs throughout Office. The Styles

section is active only in Word, and is very useful.
8/11/06

B Formatting Palette

¥ Add Objects
Add Objects

"’jj" = O] 5 V e Autotext, Tables, Symbols, AutoShapes,
Lines and Word Art can be dragged to a
document from the Objects section of the

¥ Date Formatting Palette. These objects are

o Time still available through the Insert Menu
and the Drawing Toolbar as in the

W Author previous versions of MS Office for Mac.

¢ Character Count e Graphics such as Clip Art, Pictures, and

= Word Count Movies can all be added via this section

of the Formatting Palette. These are still
available via the Insert Menu and the

Graphics Drawing Toolbar as before.
= ;=
Insert... 93| =4 £ @ Styles (Word Only)
B Font e Styles contain formatting (font style, size,
¥ Styles color...) that can be applied quickly to

sections of text. For instance, a heading

Current style of selected text can be described as having font size 14,

Normal 1 bold lettering and center alignment.
Styles creating this type of information
op New Style... ﬁ p Select All can be created using the Styles section of

the Formatting Palette.

ot L e To apply a set style, select the

Clear Formatting i appropriate text and double click the

- desired style in the Styles section of the
Default Paragraph Font a Aﬂ ormatting Palette.

e To create a customized style, set up text
H Eading 1 Ll as desired. Select the text. Click the New
Style button near the top of the Styles

Heading 2 1 section.
Heading 3 1 °

List  Awvailable styles .
P Alignment and Spacing
P Bullets and MNumbering
P Borders and Shading

P Document



New Style

e A style dialog box will appear.
Name the style and make any Properties
changes necessary.

MNarme: bulleted text

Style type: " Paragraph

)
Style based on: " 4 Normal ]
|+]

Style for following paragraph:

Formatting
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Mormal + Indent: Left: 0.25", Hanging: 0.257, Tabs: 0.5", List
tab, Bulleted + Lewvel: 1 + Aligned at: 0.25" + Tab after: 0.5" +
Indent at: 0.5"

] Add to template [ | Automatically update

E (Cancel) IC OK )




