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Microsoft® Office Word 2003 Step by Step User
Manual

Comprehensive Guide to Mastering Word 2003

INTRODUCTION

This manual provides detailed instructions for using Microsoft® Office Word 2003. It is designed to help users of all
skill levels, from beginners to those preparing for the Microsoft Office Specialist exam, to effectively utilize the word
processing capabilities of Word 2003.
The content is structured to allow for self-paced learning, enabling you to focus on specific topics as needed or to
follow a comprehensive learning path from start to finish. Practical exercises and real-world examples are integrated
throughout to reinforce learning.
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Image: The cover of the Microsoft Office Word 2003 Step by Step instruction manual, featuring the Microsoft Office logo and the title
prominently displayed.

1. SETUP AND INSTALLATION

This section outlines the process for setting up Microsoft Office Word 2003 and preparing the accompanying
practice files.

1.1 System Requirements



Ensure your computer meets the minimum system requirements for Microsoft Office Word 2003. Refer to the official
Microsoft documentation for detailed specifications.

1.2 Software Installation

1. Insert the Microsoft Office 2003 installation CD into your computer's CD-ROM drive.

2. The setup program should start automatically. If it does not, navigate to the CD-ROM drive in "My Computer" and
double-click on setup.exe.

3. Follow the on-screen prompts to complete the installation. You may be asked to enter a product key, select
installation options, and choose components to install.

4. Once installation is complete, restart your computer if prompted.

1.3 Practice Files Setup

The accompanying CD includes skill-building practice files. These files are essential for hands-on learning and
applying the concepts taught in this manual.

1. Insert the practice files CD into your computer's CD-ROM drive.

2. Locate the practice files on the CD. Typically, there will be an installer or a folder containing the files.

3. Copy the practice files to a convenient location on your hard drive, such as "My Documents" or a dedicated folder
for this course.

4. Ensure you have read/write access to this folder to save your work.

2. OPERATING MICROSOFT WORD 2003

This section covers the fundamental operations and key features of Microsoft Word 2003, guiding you through
document creation, formatting, and advanced functionalities.

2.1 Document Creation and Management

Learn to create new documents, open existing ones, and save your work.

Creating a New Document: Go to File > New, then select "Blank Document" from the Task Pane.

Opening an Existing Document: Go to File > Open, navigate to your document, and click "Open".

Saving a Document: Go to File > Save (for first-time save, or to overwrite) or File > Save As (to save with a new
name or location).

2.2 Text Formatting and Styling

Apply various formatting options to enhance the appearance of your text.

Font and Size: Use the Formatting toolbar to change font type, size, bold, italic, and underline.

Paragraph Formatting: Adjust alignment (left, center, right, justify), line spacing, and indentation using the
Formatting toolbar or Format > Paragraph.

Styles and Themes: Apply predefined styles for consistent formatting across your document. Access via Format
> Styles and Formatting.

2.3 Inserting Objects and Media

Embellish your documents with pictures, shapes, and other visual elements.



Inserting Pictures: Go to Insert > Picture > From File to add images.

Drawing Objects: Use the Drawing toolbar to create shapes, lines, and text boxes.

Charts and Diagrams: Integrate data visualizations using Insert > Diagram or Insert > Object > Microsoft Graph
Chart.

2.4 Collaboration and Review

Utilize features for sharing documents and managing revisions.

Track Changes: Enable Tools > Track Changes to record all edits made to a document.

Comments: Add notes or questions to specific parts of the document using Insert > Comment.

Accept/Reject Changes: Review and finalize changes using the Reviewing toolbar.

2.5 Organizing Information with Tables

Create and manage tables to present data in a structured format.

Inserting a Table: Go to Table > Insert > Table and specify the number of rows and columns.

Table Formatting: Use the Tables and Borders toolbar to apply borders, shading, and adjust cell properties.

Data Entry: Navigate between cells using the Tab key or arrow keys and enter your data.

3. SOFTWARE MANAGEMENT AND UPDATES

Maintaining your Microsoft Word 2003 installation ensures optimal performance and security.

3.1 Checking for Updates

Regularly check for software updates to ensure you have the latest security patches and feature enhancements.
Microsoft Office updates are typically managed through Windows Update.

Go to Start > All Programs > Windows Update (or search for "Windows Update" in your system).

Follow the prompts to check for and install available updates for Microsoft Office products.

3.2 Managing Add-ins

Word 2003 supports various add-ins that extend its functionality. You can manage these through the Tools >
Templates and Add-ins menu.

4. TROUBLESHOOTING COMMON ISSUES

This section provides solutions to frequently encountered problems when using Microsoft Word 2003.

4.1 Document Corruption

If a document becomes corrupted or won't open:

Try opening the document using File > Open, then click the arrow next to the "Open" button and select "Open
and Repair".

Ensure you have backups of important documents.

4.2 Performance Issues



If Word 2003 is running slowly:

Close other applications to free up system resources.

Disable unnecessary add-ins (refer to Section 3.2).

Ensure your system meets the recommended specifications.

4.3 Printing Problems

If you encounter issues with printing:

Verify your printer is correctly connected and powered on.

Check printer drivers for updates.

Try printing a test page from another application.

5. SPECIFICATIONS

Key technical details and specifications for the Microsoft® Office Word 2003 Step by Step manual.

Attribute Value

ASIN 0735615233

Publisher Microsoft Press
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Language English

Print Length 384 pages

ISBN-10 8120324854

ISBN-13 978-0735615236

Item Weight 1.7 pounds
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6. SUPPORT AND RESOURCES

For additional assistance and resources related to Microsoft Office Word 2003 or this manual:

Microsoft Support: Visit the official Microsoft Support website for comprehensive documentation, FAQs, and
community forums related to Word 2003.

Practice Files Download: If you are using a digital version of this book and need to download the CD content,
please visit the publisher's website (O'Reilly Media) and search for the book title. Look for a link to "Examples,
Companion Content, or Practice Files". For any issues with content download, contact booktech@oreilly.com.

Microsoft Office Specialist Exam: Information regarding the MOS exam can be found on the official Microsoft
Learning website.

mailto:booktech@oreilly.com


© 2003 Microsoft Press. All rights reserved.

Authored by Online Training Solutions Inc.

Related Documents - Word 2003

Microsoft Office Product Key Installation and Redemption Guide
A comprehensive guide on how to enter, redeem, and troubleshoot Microsoft Office product keys
for various versions, including Microsoft 365, Office 2021, 2019, 2016, 2013, and 2010.

Word for Microsoft 365 for Mac Quick Start Guide
Learn the basics of Word for Microsoft 365 for Mac with this quick start guide. Discover features like
the Quick Access Toolbar, contextual commands, document search, navigation, dictation, creating
documents, managing files, collaboration tools, and accessing help.

Cursus Microsoft Word: Stijlen en Sjablonen Leren Gebruiken
Leer stap voor stap hoe je stijlen en sjablonen effectief toepast in Microsoft Word. Deze cursus
biedt uitleg, voorbeelden en oefeningen voor professionele documenten.

Table of Contents: Computers, ICT, and Microsoft Office Suite
This document provides a detailed table of contents for a guide covering fundamental computer
concepts, Information and Communication Technology (ICT), and the Microsoft Office suite,
including Word, Excel, and PowerPoint.

Microsoft Word 2010 Product Guide: Enhance Your Document Creation
Discover the features and improvements in Microsoft Word 2010 with this comprehensive product
guide. Learn about new text effects, typography tools, image editing capabilities, and collaboration
features designed to boost productivity and creativity.

https://manuals.plus/m/5b83f05ff2e6ac5101817f1c0d687bbb13b267cd22db364d19e712004419866b
https://manuals.plus/m/5b83f05ff2e6ac5101817f1c0d687bbb13b267cd22db364d19e712004419866b
https://manuals.plus/m/f28f2fc9bd8049cb8291ec21d7bed33e59b2f076c85794459de1bced14667737
https://manuals.plus/m/f28f2fc9bd8049cb8291ec21d7bed33e59b2f076c85794459de1bced14667737
https://manuals.plus/m/31d431976bb4ebbcf22d1143b2c3c54d66e2cd6997136e590ddb312d5b9cf781
https://manuals.plus/m/31d431976bb4ebbcf22d1143b2c3c54d66e2cd6997136e590ddb312d5b9cf781
https://manuals.plus/m/b67e5039df42c6e58846a6a9d6e88c66a8825c76edf0b4db9ca9d4bfb1d9584a
https://manuals.plus/m/b67e5039df42c6e58846a6a9d6e88c66a8825c76edf0b4db9ca9d4bfb1d9584a
https://manuals.plus/m/71dd32826563cd14cf428bed3332a471ac8027b95f9efc4c6e5832804d195050
https://manuals.plus/m/71dd32826563cd14cf428bed3332a471ac8027b95f9efc4c6e5832804d195050


Manuel d'installation et d'utilisation de Microsoft Office 365 pour EAFC-UCCLE
Guide complet pour installer et utiliser Microsoft Office 365 (Outlook, Teams, Word, Excel,
PowerPoint) à EAFC-UCCLE. Inclut les étapes de connexion, de configuration et les raisons
d'utiliser la suite.

https://manuals.plus/m/99871d8e92e8049ceead0333e35282482482fe2f648cfe8946adc39bee2fccb3
https://manuals.plus/m/99871d8e92e8049ceead0333e35282482482fe2f648cfe8946adc39bee2fccb3

	Microsoft Word 2003
	Microsoft® Office Word 2003 Step by Step User Manual
	Introduction
	1. Setup and Installation
	1.1 System Requirements
	1.2 Software Installation
	1.3 Practice Files Setup

	2. Operating Microsoft Word 2003
	2.1 Document Creation and Management
	2.2 Text Formatting and Styling
	2.3 Inserting Objects and Media
	2.4 Collaboration and Review
	2.5 Organizing Information with Tables

	3. Software Management and Updates
	3.1 Checking for Updates
	3.2 Managing Add-ins

	4. Troubleshooting Common Issues
	4.1 Document Corruption
	4.2 Performance Issues
	4.3 Printing Problems

	5. Specifications
	6. Support and Resources
	Related Documents - Word 2003



