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Microsoft Word is part of the Office 2001 suite of programs for the Macintosh. This guide only
covers the basics of Word, but with just Word, you will have an idea of its sophistication and capabilities.
You can create a document in Word that could be a simple one page letter or a multiple page newsletter or
book. The Project Gallery offers a new starting point for documents or built-in templates. The templates
provide place holders for text and are formatted either as a report, memo, letter, fax, résumé, or Web page.
The blank document template is just that: blank. This guide provides a step-by-step tutorial on how to create
a document from scratch using the blank document template and includes a file for you to format.
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Use Different Toolbars and Palette
\ 1. If none of the toolbars show up at the top, go to the View menu and
Reference! select the submenu toolbars. You will see a list of toolbars with some
having a check by them.
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over one of the buttons to that these toolbars are open.
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