Some Little-Known Features of Microsoft Word 2003 (full document on the Blog)
F. Inserting Text Comments and Voice Comments

To insert a text comment, click on the Insert menu and select Comment

A text box will appear in the right hand margin. Insert your cursor in the box and type your comment.

 To insert a voice comment, click on the Insert menu and select Object. A dialogue box with a list will appear. Scroll down to Wave Sound and select that item. A recording box will appear on the screen. Click on the little red box to record your message. (THIS DOES NOT WORK ON THE MAC)
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When you are finished, a small audio image 
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will appear in your word document. Double click on this to hear your recording. 

OR

Insure that the reviewing toolbar is visible.

View>>>Toolbars>>>Reviewing Toolbar

To insert a text comment:

1. Select the word or text block to be commented upon.

2. Click on the yellow icon that looks like a piece of paper with a folded over corner.  (A comment bubble will open, and the cursor will be moved to a line within that bubble)

3. Type comment into bubble

4. Click outside of bubble when done.

Your comment will be displayed on the screen in the bubble.

To insert a voice comment:

1. Select the word or text block to be commented upon.

2. Click on the yellow icon that looks like a piece of paper with a folded over corner.  (Viewing pane will open at bottom of screen, and the cursor will be moved to a line within that pane)

3. Click on ‘Voice comment’  (a window with tape recorder controls will open)

4. Click the red circle to begin recording, the black square to stop.  If your voice is being recorded, you will see changes in a horizontal green line in the tape recorder controls box. (If this green line does not change, insure that you have a microphone, that it’s plugged into the proper input jack, and that your microphone settings in the Sound control panel are correct.)

5. Click close button when done.

The reviewing toolbar has five icons for comments:  Go to previous comment, go to next comment, accept change, reject change/delete comment, new comment. 

Track changes default is red, strikethrough for omissions, insertion in just red.  To view document without mark-ups, go to View>>>Markup, and the markups will no longer be visible on your screen.

The MAC has built-in Text-to-Speech.

M. Text-to-Speech in Word Documents

1. In Word, go to the Tools and select Speech. One of three things will happen:

a. The speech menu bar will appear at the top of your screen.

b. The dialogue box will appear for speech recognition, cancel this. The menu bar should now appear at the top of your screen.

c. You may need to install the speech tools. If this is true, the installation dialogue box will appear. Just follow directions. 

2. A menu bar will appear at the top of your document.

3. If the dictation voice command buttons are showing (dictation, voice command, and listening), click on the microphone button to make them disappear. (When these show, voice recognition is on and your computer may begin to “type” funny text as it hears your speak).
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In the menu bar above, the dictation command buttons (dictation, voice command, and listening) are showing and the computer will begin to try to type what you say. Since it is not trained for your voice, it will type gibberish. To turn dictation off, click on the microphone button (the first one on the left). The dictation buttons will disappear from the tool bar and you will be all set. 

4. If the Speak command does not appear, click on the small arrow on the far right hand side of the menu bar to access a pull down menu and select Speak Text. Then it will appear.

5. Select the text that you want to read in the Word document, then click on the Speak Text button at the top of your screen.

6. You can change the voices by going to the Start, Control Panel, Speech, click on the Text-to-Speech tab to change the voices

7. Close this bar by clicking on the small little rectangle at the far right of the menu strip.

Q. Equation Editor
1. To Open Equation Editor
· In the Insert menu select Object…

· Scroll through the Object box and select Microsoft Equation 3.0
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· An equation box and menu of symbols is inserted on the page.
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2. Use the keyboard to insert numbers, and select symbols from the menu. Click on the page or press Enter when done.  The equation is inserted as a graphic. Change the size by stretching the graphic box.
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3. You can add a button to the Formatting toolbar for Equation Editor. 
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Click the Toolbar Options tab at the end of a toolbar. 
· Select Add or Remove Buttons.
· Select Formatting.
· Click to put a checkmark next to the button you want to add.

� I think this feature has many applications for supporting student learning. 
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