Useful Word FeatureSoey

[. Symbols

To accessthe gallery of symbols

1. Placethe cursor where you want to insert the symbol.

2. Click “Insert” on the menu bar.

3. Sdect “Symbol” from the drop down menu. A didog box gppears with the heading “ Symboal”.
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. Within the didog box, two options should be evident: “ Symbol” and “ Specid Character”.
. Sdect “Symbol” but clicking on it (if it isnot aready displayed). Locate the “ Font” option
undernegth.
6. If “Symbol” isnot digolayed next to the “Font” option, click on the down arrow next to it, find
“Symboal,” and sdect it. The display should show dl the symbols available.
7. Sdect the symbol you want to insert by clicking on it and click “Insert.” Once done, click
close. (Notice there are other characters you can insert.)
Some useful symbols + » Yo Ya - ° ® ¥ D
NB: 1. The symboal for divide (, ) is not used in scientific papers.
2. Agterisk (*) is not the symbol for multiplication.

Il. Superscript and subscript

To access useful font attributes such as subscript and superscript

1. Sdedt he chaactaryou
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to the font (such as subscript), and then
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Equation Editor

Writing M athematical and Chemical equations

Accessing Equation Editor

1. Click “Insart” on the menu bar.

2. Select “Object” from the drop down
menu. A didog box appears with the
heading “ Object”

Within the didog box, two options
should be evident: “Create New”
and “Create fromfile’. “Cregte
New” should be open by default. If
not sdlect it by dicking oniit.

Scroll down the menu of “Object
types’ that appear below and find
“Mocrosoft Equation”

Sdect “Microsoft Equation” by
clicking on it, and then press“OK”
on the bottom right corner.

"‘_E. Document] - Microsoft Word

JEiIe Edit Wiew | [nsert Format Tools Table ‘Window Help
|se 12 B Bresk. BERS | o-o
P Murnbers. .. =
JI"-Ju:urmaI - okl | B Fr 0O ”EEE
Date and Time. ..
] AutoText . R R
Feld. [
Symbal. ..
@ Comrmenkt
Footnote. ..
Caption. ..
Cross-reference. ..
3 Index and Tables. ..
; Pickure 4
Texk Box
™l
i File...
' Chiject...
m
) Bookmark...
i %Hyperli_nk... Chel+K
object 21 x|
Create Mew | Create From File I
Chiject tvpe:
MetastrearniCt Class ﬂ

Microsaft Clip Gallery
iMicrosoft Equation 3,0
Microsaft Excel Chart
Microsaft Excel Workshest
Micrasaft Graph 2000 Chart
Microsaft Map

Microsaft Photo Editor 3.0 Phoko

-

f|

Result

E

Inserts a new Microsoft Equation 3.0 object
into your document,

[™ Display as icon

Y ou should be prompted
with the equation editor
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the toolbar. Thetool bar, a
smdl set of symbals,
should be aong the top of
the window or floating
somewhere in the window.
If not, click “View” on the
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menu bar and select “ Toolbar.”

7. Now you are ready to enter mathematical and chemica equations using the templates on the
equation editor window.

8. After you are done with creating the equation you may have to go to the “File’ menu and sdlect
“Update,” otherwise you can just click anywhere ese in the document you are working on.

9. To edit an equation, double click on the equation and word will automaticaly load the editor
window.

Placing the Equation Editor icon in the menu bar for easy access:

1. Click“Tools’ onthe menu bar and select “Customize’ from the drop down menu. A diaog box
gppears with the heading “ Customize’

2. Within the didog box, three options should be evident: “Toolbars” “Commands’ and “Options’

3. Sdect “Commands’ by clicking onit (if it isnot aready displayed). Two columns should be
evident below it: “Categories’ on the left and “Commands’ on the right.

4. Under the“Categories’ column you should notice “File,” “Edit,” “View”, “Insart” etc. Select
“Insert” by clicking on it. The commands displayed in the other column should change.

5. Within “Commands’ scroll down by clicking on the down arrow button on the right hand sde
and locate “Equation Editor.” Once you locateit, select it by clicking onit.

6. Youwill next drag-and-drop the Equation Editor icon from there on to the menu bar. To do so,
Keep the left mouse button depressed—which selects the icon—and a the same time move your
mouse—notice the icon move—and release the left mouse button when your cursor reaches
where you want to place the Equation Editor 1con on the menu bar. (Y ou can do the same with

the symbal icon.)
Within Equations Editor
To enter text — . o
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Apply Text font and character style

To change text style and type
Click on “Style’ and sdlect “Define” A didog box with the heading “Define Styles” should gppear
with options for text stylesfor the different mathematical functions etc.

symbols & equation editor help sheet.doc



A Define styles
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To change text size

Click on“Size” and sdect “ Define.”
A didog box with the heading “Define Sizes’ should appear with options for setting Szes of fonts
for the different characters.
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Use the templates for fractions, superscripts, subscripts etc. It is easy to figure out; it's quite
intuitive.
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Fraction and radical templates
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Subscript and superzcript templates
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