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DE WORD 2003 A WORD 2007 Prof. Raquel Agudo

WORD 2007: OPCIONES

Las opciones de Word que antes se indicaban mayormente a través del mend Tools, en
Word 2007 estan localizadas en otro lugar. A continuacion se indica coémo acceder a las opcio-
nes principales que pueden afectar al usuario experimentado que ya estaba habituado a ellas.

—

1. Déunclic en el Botdn de Office: @ . Se desplegara una ventana que contiene las fun-
ciones que estaban incluidas antes en el menu File.

2. D& un clic en el botn |21 Werd Options | que esta en la parte

inferior de esa ventana. Se abrird una ventana que agrupa en el M Popular |
panel izquierdo las opciones ilustradas a la derecha. Display

= Las primeras categorias (las que aparecen sobre la linea diviso=< | Fraofing
ria) son las que contienen las opciones mas comunes.

Save
x Esta se usa para afiadir mas opciones a la Barra de Acceso Advanced
Répido (Quick Access Toolbar). T
Customize
CUADROS DE DIALOGO.:. Addns
Popular: Trust Center
Resources

Top options for working with Word

Show Mini Toolbar on selection Ui

Enable Live Preview (i

|:| Show Developer tab in the Ribbon

Always use ClearType

Open e-mail attachments in Full Screen Reading view

Color scheme: Elue [V]
ScreenTip style: | Show feature descriptions in ScreenTips [V]
Personalize your copy of Microsoft Office

User name: |Raquel Agudo-Ortiz

Initials: rao

Choose the languages you want to use with Microsoft Office: Language Settings... ]
= El botén Language Settingsﬁizapara fijar las opciones de idioma en el cuadro de
dialogo ilustrado en la proxima pagina.
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Cuadro de dialogo de Language Settings:

Editing Languages | About Language Settings
Set your editing language preferences for all Microsoft Office programs.
Available editing languages Enabled editing languages
Afrikaans [a] English (L1.5.)
Albanian Spanish (Puerto Rico)
féﬁl 1. Escoja a la izquierda los idiomas y dé
Arabic (Algeria) clic en el boton Add para activarlos.
Arabic (Bahrain) 2. Seleccione en la lista desplegable
Arabic (Egypt) provista abajo cual es el idioma
Arabic (Iraq) [V] o .
principal en el que va a trabajar los
documentos.
Primary editing language
Set your default editing language. This choice defines the Spanish (Puerto Rico) [v]
editing options in your Microsoft Office programs.

Display:

Page display options

Show highlighter marks i
Show document tooltips an hover

Always show these formatting marks on the screen

-
I__% Change how document content is displayed on the screen and when printed.

Show white space between pages in Print Layout view (i

[ ] Tab characters -+

[] spaces

[ ] Paragraph marks |

] Hidden text

[] optional hyphens - _ Marque la Ultima opcion para poder ver en
FF] Object anchors V pantalla todos los simbolos de formato
Show all formatting marks cuando active el botén de Show/Hide.

Printing options

Print drawings created in Word i
Print background colors and images
Print document properties

Print hidden text

Update fields before printing

OO0000F

Update linked data before printing
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Proofing:

AutoCorrect options

7
& Change how Word corrects and formats your text.
L

0 quitar las opciones deseadas.

/|

Change how Word corrects and formats text as you type: [ AutoCorrect Options.., ]

Este botdn abre el cuadro de didlogo
ilustrado abajo a la derecha para fijar

Observe que hay una nueva pestafia.

When correcting spelling in Microsoft Office programs (

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French
|:| Suggest from main dictionary only

[ LCustom Dictionaries...

French modes: | Traditional and new spellings [V]

AutoCorrect: Spanish'(International Sort)

AutoFormmak Smart Tags

AutoCorrect | Math AutoCorrect

AutoFarmat As You Type

Show AutoCorrect Options buttons

Correct Th'o INikial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

When correcting spelling and grammar in Word Replace text as you bype

Replace: Wikh:

Check spelling as you type
Use contextual spelling
Mark grammar errors as you type

... o | A]
Check grammar with spelling

(el 3
[ show readability statistics 3] ®
l:tITI:l TH
Writing Style: | Gramatica [v]
i =) [v]
[ Check Document ]
Legrbiiatie @-—] Document2 [ b ] Automatically use suggestions From the speling checker
|:| Hide spelling errors in this document only
[] Hide grammar errors in this document only I QK I [ Cancel

Save: H Customize how documents are saved. |, v/ Para indicar el formato en que grabara
- v Para indicar cada cuantos minutos Word
Save documents " grabara los archivos de AutoRecover
v' Para cambiar donde los grabara
Save files in this format: Word Document [*.docx] v' Para cambiar la localizacion prefijada
Save AutoRecover information every minutes donde graba los documentos N

AutoRecover file location: | Ch\Documents and Settings\Raquel Agudo-OrtizvApplication Data\Microsoft\Wa

Browise...

Erowse...

Default file location: ChDocuments and Settings\Raquel Agudo-Ortiz\My Documents,

Offline editing options for document management server files

Save checked-out files to: (i
@ The server drafts location on this computer
) The web server

Server drafts location: | Ch\Documents and Settings\Raquel Agudo-Ortiz\My DocumentsiSharePoint Drafts)

Preserve fidelity when sharing this document: i) Document3 [ w l

[[] Embed fonts in the file G
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Advanced: Hay que utilizar la barra de desplazamiento vertical porque esta seccion provee muchas opciones
a lo largo de la pantalla. A continuacién se presentan las ilustraciones principales por separado.

Editing options

Typing replaces selected text

When selecting, automatically select entire word

Allow text to be dragged and dropped

Use CTRL = Click to follow hyperlink

|:| Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection

Use smart cursoring

[l iUse the Insert key to control overtype mode; 4 Tiene que marcar esta opcion si
[] use overtype mode desea utilizar la tecla de Insert
] prompt to update style para sobrescribir (Typeover) igual

|:| Use Mormal style for bulleted or numbered lists gue se usaba en las versiones
Keep track of formatting anteriores de Word. De lo con-

[] Mark formatting inconsistencies trario, la tecla no funcionara.
Enable click and type

Default paragraph style: | Mormal [vl

|:| Automatically switch keyboard to match language of surrounding text

Cut, copy, and paste

Pasting within the same document: Keep Source Formatting (Default] [vl
Fasting between documents: Keep Source Formatting (Default) [vl
Pasting between documents when style definitions conflict: | Use Destination 5tyles [Default) [Vl

Pasting from other programs: Keep Source Formatting (Default] [vl

Insert/paste pictures as: In line with text [vl

Keep bullets and numbers when pasting text with Keep Text Only option
|:| Use the Insert key for paste
Show Paste Options buttons

Use smart cut and paste '
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O

Show document content

Show background colors and images in Print Layout view
Show text wrapped within the document window

Show picture placeholders Ui

Show drawings and text boxes on screen
Show text animation

Show bookmarks

Show Smart Tags

Show text boundaries

Show crop marks

Show field codes instead of their values

Field shading: | When selected [Yl

Use draft font in Draft and Cutline views

| Eont Substitution...

OFEEEEO

Display
Show this number of Recent Documents:

Show measurements in units of:

Style area pane width in Draft and Outline views:

Show pixels for HTML features

Show all windows in the Taskbar
Show shortcut keys in ScreenTips
Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

17 ¢
Inches [vl
0"

Optimize character positioning for layout rather than readability

Use draft guality

Print in background

Print pages in reverse order
Print XML tags

Print field codes instead of their values

Print on front of the sheet for duplex printing
Print on back of the sheet for duplex printing

Scale content for A4 or 5.5 x 11" paper sizes

Drefault tray: | Use printer settings [vl

Indique aqui el nimero maximo
de documentos trabajados que
desea que aparezcan en la lista
de Recent Documents que vere-
mos al dar clic en el Botdn de
Office.




