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Getting MS Word Ready for Math


Getting MS Word Ready for Math
QUICK LIST click on the hyperlink to go the required section. To use a hypertext link in Word, press Ctrl and click on the link.

Introduction
Add Superscript and Subscript Options to the Tool Bar 

Add Symbol and Equation options to the Tool Bar
Using Symbols in a Word document
Add Venn Diagram, and Chart options to the Tool Bar 

Introduction

A little work setting up Word can save you a lot of time in a math class. Although Word’s principal math tool is the Equation Editor, a number of frequently used effects can be achieved without opening the equations editor. 

Back to contents
Add Superscript and Subscript Options to the Tool Bar 

Make sure your formatting toolbar is visible.
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 If the formatting toolbar is not visible, then  go the top of the screen, select View, then  Toolbars, and then  Formatting. 
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Now select Tools, then Customize.
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This opens the Customize dialog box. Select the tab labeled Commands. You will see a Categories dialog box (left) and a Commands dialog box (right). 

· In the Categories list, click Format. 

· In the Commands list, scroll down until you see Superscript. 
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· Click on the superscript icon and, keeping the mouse key pressed down drag the icon to the formatting toolbar (a good place to put is to the right of the B I U buttons.)
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· Now click on the subscript icon 
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and drag it to the toolbar.
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· Exit the Customize process by clicking the Close button. 

Example 1: to write x4
Type x   [image: image8.png]
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Example 2: to write anxn  +  an-1xn-1
Type a [image: image10.png]X
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Back to contents
Add Symbol and Equation options to the Tool Bar 

As before, select Tools, then Customize.
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This opens the Customize dialog box. Select the tab labeled Commands. You will see a Categories dialog box (left) and a Commands dialog box (right). 

· In the Categories list, click Insert. 

· In the Commands list, scroll down until you see Symbol. 
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· Click on the symbol icon and, keeping the mouse key pressed down, drag the icon to the formatting toolbar.

[image: image20.png]A4 ormal - TmesNewRoman « 12 «| B Z U x' X





· Now click on the equation icon 
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and drag it to the toolbar.
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· Exit the Customize process by clicking the Close button. 

Back to contents
Using Symbols in a Word document
To insert a symbol at any position in a Word document, position the cursor where you wish to insert the symbol, then click the Symbol button [image: image23.png]


.  This will open the Symbol dialog box. (
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Ensure that Symbol is selected as the font, and then scroll through the available symbols to find the symbol you require. Click the symbol, then Insert. When all required symbols have been inserted, click Close. 

Example 3: to write p  q
Type p [space] [image: image25.png]



Scroll through the symbol set until you find . Click on  .
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Click Insert, and then Close.

Type [space] q.
Example 4: to write A = (r2
Type A [space] = [space] [image: image27.png]



Scroll through the symbol set until you find (. Click on  (
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Click Insert, then Close.

Type:  r  [image: image29.png]
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.
Back to contents
Add Venn Diagram, and Chart options to the Tool Bar 

Not every math class will require that you draw Venn diagrams and charts, so you might wait with these changes until you know they will be useful.
As before, select Tools, then Customize.
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This opens the Customize dialog box. Select the tab labeled Commands. You will see a Categories dialog box (left) and a Commands dialog box (right). 

· In the Categories list, click Insert. 

· In the Commands list, scroll down until you see Venn diagram. 
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· Click on the symbol icon and, keeping the mouse key pressed down, drag the icon to the formatting toolbar.
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· Repeat this process to add Charts to the toolbar

Back to contents
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