MS Office Help

The Help function for the following MS Office programs all work the same way:

· MS Word

· MS Excel

· MS PowerPoint

· MS Access

Help enables you to ask how to perform certain tasks, for example how to print a document.
Find the content you need in the Help window

For Office 2007, the Help function was redesigned and to navigate the Help window is now similar to navigating the Web in a Web browser.  The Help window has more features than a web browser, making it easier to get help while working in one of the above programs.

This handout explains how you can use some of these features to get the Help you need to accomplish your tasks.
Where to find Help
You can find Help for Microsoft Office programs in more than one place. Help is installed on your computer when you install an Office program, and you can get additional Help content from Microsoft Office Online. 
To access Help:

· Click the Microsoft Office Program Name Help button 
· Keyboard shortcut: To open Help, press F1
If Connected to Office Online appears in the lower-right corner of the Help window, you are searching and getting Help from Office Online. If Offline appears in the lower-right corner, you are searching and getting Help from the files stored on your computer.
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Search Microsoft Office Online

If you are connected to the Internet, you can search for up-to-date Help, templates, training, or additional online content on Microsoft Office Online.

Do the following in these 2007 Microsoft Office system programs: Access, Excel, PowerPoint, or Word
· Access Help by clicking the Microsoft Office Program Name Help button [image: image2.png]


 (Keyboard shortcut: To open Help, press F1)
· In the Help window, in the Search list [image: image3.png]P search




, click an option under Content from Office Online. 

· Type keywords in the search criteria list, and then click Search 

Restrict a search to a specific feature area

· Access Help by clicking the Microsoft Office Program Name Help button [image: image4.png]


 (Keyboard shortcut: To open Help, press F1)
· In the Help window, in the Search list [image: image5.png]P search




, click a feature area to which you want to restrict the search. 

· Type keywords in the search criteria list, and then click Search [image: image6.png]P search ~




. 

· When you view the results of this search, you see that all of the results are Office Online topics that relate to the feature area you selected.

· If you want to search by using the same keyword or keywords that you already recently used, you can click the arrow next to the Type words to search for list, and then click the search term that you want in the list.

Search the Help content on your computer

Office Online is a great resource, but sometimes you are not connected to the Internet and need offline Help. When you are offline, you can search your local files and see the search results that Help finds there. When you search offline Help, additional online content is not available.
· Access Help by clicking the Microsoft Office Program Name Help button [image: image7.png]


 (Keyboard shortcut: To open Help, press F1)
· In the Help window, in the Search list [image: image8.png]P search




, click an option under Content from this computer. 

· Type keywords in the search criteria list, and then click Search [image: image9.png]P search ~




.

Search for updates, templates, or training

To locate updates, templates, or training, you must be connected to the Internet.

In the Help window, under More on Office Online, click the option you want.

Tips for searching:       
· A specific search with only 2 to 7 words returns the most accurate results. For example, instead of typing print, type print an envelope or print a page. 
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· To narrow your search results in Search Results, select a scope in the Search list [image: image12.png]P search




. For example, to search for templates only, click Templates in the Search scope list. 
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· If you see a topic in the search results that is close to what you are looking for, you can click a category link for that result to get a list of related information. For example, in the category link PowerPoint Home > Saving and printing, click Saving and printing to see a list of articles with information about saving or printing your Microsoft Office PowerPoint presentation.
Other Help Features

Help also offers you the possibility of printing a Help topic and getting Help on a command or dialogue box.  
Print a Help topic

In the main window of your Microsoft Office program, open Help. 

· Find and display the Help topic that you want. 

· In the Help window, click Print [image: image14.png]


. 

· Keyboard shortcut: To open the Print dialog box, press CTRL+P.

· Select the printing options that you want, and then click Print. 
[image: image24.png]@ Word Help - =X
CORON BEPQ =

print an envelope - P Search

Word

Searched for: "print an envelope™

Results 1-25 of top 100

@ create and print a single envelope =
Help > Saving and priting > Envelopes and labels

@ create and print envelopes for a mass mailing
Felp > Ml merge.

@ create and print labels for a single item or address
Felp > Saving and priting > Envelopes and labels

@ Use mail merge to create and print letters and other
documents
Help > Ml merge.

@ print

@ Print a document with tracked changes
Help > Tracking changes and comments

@ printafile
Help > Saving and priting > Printing

@ Print with landscape orientation
Help > Saving and printing > Printing

@ Print on both sides of the paper (duplex printing)
Help > Saving nd printing > Pring v

Cwearer [ @omeens





Get help on a command
All commands that are available in these programs are available on the Ribbon. When you rest the pointer on a command on the Ribbon, a ScreenTip is displayed to give you information about what that command does. If you see the message Press F1 for more help, continue to rest the pointer on the command and press F1 to get more information about using that command.

Note: In Microsoft Office Outlook, the Ribbon is displayed only in the window of an open item, such as an e-mail message or appointment.
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Get help on a dialogue box

· When a Microsoft Office program displays a dialogue box, sometimes it is not clear how to use the options to accomplish a task. To get help while you work in a dialog box, do the following:

· Click Help [image: image16.png]


, which is located in the title bar of the dialog box that you are using, or press F1
· If there is a Help topic available for the dialog box, the topic is displayed. Otherwise, the Help home page is displayed.
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Get help from Microsoft Support Services

You can also get personalized answers from Microsoft support professionals.. Support options include phone, chat, or e-mail assistance. 

When connected to the Internet (online)

· Click the Microsoft Office Button [image: image17.png]


, and then click Program Name Options

· Click Resources, and then click Contact Us. 

· Under Professional Support, click Support for Microsoft Office products.
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Activity
· Find out how to change the font colour.  Write down the steps you have to take.
· Find out how to insert a page break.  Write down the steps you have to take.[image: image20.png]
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