HELP NOTES

These notes are designed to enable users to change the settings
and Menu text size etc. in:

(Microsoft Office) WORD

LARGE ICONS in the ‘Toolbar’:

Toolbars are displayed under the menu in Microsoft Office programs

il HELP NOTES - Large-lcons-etz. doc - Microsoft Word

File Edit Wiew Insert Format Tools Table indow Help Adobe PODF
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To change the size of the ICONS displayed in the
‘Toolbars’ 5-etc. doc - Microsoft Word

Toaols Table ‘Wind Help Adobe |
Select Tools fromthe menu ____————— % | 2298 dnle fincow Help AdeRe

“\?/Q Speling and Grammar... F7
Language k
Select Customize word Count. ..
| ‘i@ AutoSurmnmatize. ..

SutoZorreck, ..
And a screen =

Similar to the one shown Track Chariges "

Below will appear: Merge Documents. ..

Protect Document. ..

Select the Options ‘Tab’

Cnline Collaboration k

Mail Merge. ..

Customize

=] Envelopes and Labels, .,
Toolbars | Commands — Options Lekter Wizard. ..

Personalized Menus and Toolbars
Macro k

[ Standard and Formatting toolbars share one row
¥ Menus show recently used cammands Firsk Terplakes and Add-Ins. ..
Iv Showe Full menus after a short delay

Reset my usage data Dptions. ..

Okher .
Now click the left mouse button

| . Large icons . ) - -
dﬁ here — a tick will be inserted into

isk font names in their Fonk

v Show ScreenTips on toolbars the box \
[ Show shortcut keys in ScreenTips

Menu animations: {Mone) - Now click Close

| / W Show ScreenT
@ kevboard. .. | Close
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The Icons at the top of the page |__h| E‘Fﬂ' E % @. HWE}) .:III'E I

will now appear large — a sample
is shown here Mol ~ Arial -z2- B F U

WINDOWS (Including WORD) ICONS and MENU TEXT:

LARGER DESKTOP ICONS:

Like all Microsoft products there are a number of ways to carry out this
process the easies being as follows (NOTE: The same can be achieved by
selecting the Display option within the ‘Control Panel’)

At the Desktop press the =
Right Mouse button and
a screen similar to the Themes | Desktop | Screen Saver | Appearance | Settings
one shown will appear:

Display Properties

=] F3

Select the Appearance

Tab’ Active Window |-_| |E||

Message Box rsz|

Now select Effects by
pressing the button

L

Windows and buttonz:

Wit P style

Color zcheme:
| Default [blue]

Fort size:
[Nord

H Cancel l Apply

A window similar to the one Eifects

shown will appear — Use the Following transition effect For menus and kooltips:
|Fade effect hd |

NOW pl’eSS the Ieft mouse & the Following method bo smooth edges of screen fonks:

button whilst pointing to the Standard N ¥

Use large icons box

|dse large icons

s under menus

A tick will appear in the b

as shown
e large icons
Show shadows |
e T
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Shiows window contents while dragging
Hide underlined letters For kevboard navigation until I press the Al key

Now press OK
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LARGER MENU TEXT:

The text size displayed in the menus (and other places) can be changed to
suit your requirements. This section will just show how to change the
Menu text size for all menu and ‘break out’ items:

Like all Microsoft products there are a number of ways to carry out this
process the easies being as follows (NOTE: The same can be achieved by
selecting the Display option within the ‘Control Panel’)

At the Desktop press the -
Right Mouse button and
a screen similar to the | Themes || Desktop | Soreen Save | Appearance | Settings |
one shown will appear:

Display Properties

Inactive Window S [=]57
Active Window |._| |E| E|
s

3

Select the Appearance
‘Tab’

Now select Advanced
by pressing the button

Win and buttons:

| windows X Style__

Color zcheme:
| Default [blue]

3

Fant size:

| Maormal

Window similar to the

one shown will appear \ Advanced Appearance

Active Window

Selected

Mormal

Window Text

Now click the Left Mouse Button

On the ‘Drop Down’ arrow \

Message Box
Message Text
OF

If wou sele
it will override th

windows and buttons setting other than Windows Classic,
lowing settings, except in some older programs.

Colar 1t

B S

Item:

Ok l ’ Cancel
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Ikern:

\ Deskkop v
30 Objecks

Active Title Bar

Active \Window Border

Application Background

Caption Butkbons

Desklop

Icon

Icon Spacing {Horizontal)
Ican Spacing (Yerkical)

Select Menu Inactive Title Bar
 * Inactive Window Border

Message Box

Palette Title

Scrollbar

Selected Items

ToolTip
window

A list of items to change will appear

You can now change the Menu text to a different font — Size - Colour etc.

Item: Size: Color |:
Menu e |2 EI‘
Click OK Faonk: Size:# Calor:
vile | [(mm-]

Then OK when the

next screen appears
to change the menu
text — the changes may take " a short time to happen so be patient.

2l HELP NOTES - Large-Icons-etc. doc - Microsoft Word

One other item you may like to increase
the text size is in any message box that Sai -
appears — select the next item on the list| 5. - UndoTyping  Ctrl+Z
and carry out the same process . Repeat Typing Ctrl+Y

LNACCIYE wWINdow Gorder
Menu

File Edit View Insert Format To«

Palette Title - 2 Paste Ctrl+V

Paste Special...

Shown is a sample of the ‘Breakout’ menu

list in word for a Tahoma size 18 in Bold: : Clear . Del
: Select All “trl+A
To adjust the ‘background’ colour of the st —:'“dl'" gttr:"':
displayed Window or Type area in WORD: | eplace... rl+
- Go To... Ctrl+G

L15 .

Follow the same steps as above

But this time select Window instead of
Menu, then choose a colour e.g. Yellow and press OK
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TURN OFF the ‘Task Pane’:

In Microsoft Office 2003 and above, the ‘Task Pane’ is set to always appear
on the right hand side of the screen in M_icrosoft Office programs and — See

screenshot A - B
14 1 AIEENIEENNEY - |  Getting Started v x
O & A
Microsoft Office Online
Connect to Micrasoft Office
Online

Get the latest news about using
Word

Antomaticallv nindate this list

=i HELP NOTES - Lange-lcons-etc. doc - Microsoft Word

To turn off this automatic File Edit Yew Insert Format | Tools Table ‘Window Help Adobe

display every time you open 0= & [ "% v apeling and Grammar...  F7

. A R
word vv_hlch will give you - - Language
more viewing area for your wiord Count, .,
document: o @ Fa ) AukoSummarize. ..
AukoCarrect, .,
Track Changes »

Select Tools
Merge Documents. ..

Praotect Document. ..

Opline Collaboration k

Mail Merge. ..
=1 Envelopes and Labels..
Letter \Wizard., ..

Macro g

Select Options \ Templates and Add-Ins. ..

—— Cuskaomize. ..

On the screen displayed select the View tab options
Security | Spelli
Then click on the Startup Task Pane box to remove User Information |

the tick as shown View | General |

User Information

Then Press OK Miew | Genera o

v a
. K v H
¥ lighlight [¥ status bar Vv
e ' | ScreenTips | i

Close and reopen Word
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