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Microsoft Word
Frequently Asked Questions
[bookmark: _Toc89052201]How do I recover a Word document after a crash or mistake on a UQ Library computer?
Recovering documents after a crash or mistake depends on the nature of the error. Word 2000 tries to be mistake proof to some degree - if you accidentally close it, it will prompt you to save your work. 
If, however, the screen is frozen or you receive a "Word has performed an Illegal Operation error", then the chances of recovering your document in its entirety are greatly reduced. Certainly there are some strategies that AskIT staff have for recovering your document, but as C:\ drive is blocked from general access for security reasons, there are no guarantees of success. It is best to operate under the assumption that a crash or mistake may result in a lost document.
Therefore the main issue here is to back up and save regularly all work being done on library computers. It is recommended that when you first sit down to type up a Word document, you put a floppy disk in before you start and save from the very beginning. 
A lot of crashes occur after a period of creativity has struck: you have typed out heaps of stuff, forgotten to save, then tried to save and found that Word is trying to save to C:\ drive (which it can’t). 
When you then try to select A:\ drive (the floppy drive) it performs an illegal operation and the program must be closed. Understandably, this can be most distressing, so save from the beginning and keep saving regularly throughout.
[image: MPj03167790000[1]]

(caption: Fingers on Keys)

[bookmark: _Toc89052202]Word closed unexpectedly. Where is my document? 
There are many reasons why this may have happened, and whether it is possible to recover the document will depend on the way in which Word was closed.
See a chart of timings for how long a recovery can take.
The [image: X-close] buttons.
There will be at least one of these in the top right-hand corner of the window (next to the Minimise and Restore buttons). If you accidentally click on either of the [image: X-close] buttons, Word will usually prompt you to save if you haven’t already done so. You will see three options:
Yes: Will save your document and then close Word.
No: Will not save your document and will close Word.
[bookmark: _GoBack]Cancel: Will stop the program from closing and take you back to where you were in Word. 
If you have recently saved your document, and haven’t made any changes, clicking on the [image: X-close] button will close the document without a prompt or warning, leaving it in the same place you saved it to previously. To access your document again, you’ll need to reopen Word.
Print Preview.
When you are in the "Print Preview" mode, and you click on the top right hand [image: X-close] button, Word will close. Problems sometimes occur here because people mistakenly think they are closing "Print Preview" rather than Word itself. If the document has not been saved, Word will prompt you do so before saving.
To move out of "Print Preview" mode, there is a "close" button in the task bar at the top of the screen, this will take you back to normal Word view so you can continue typing and editing your document.
Blue "warning" screen.
If you take a floppy disk out, put in another and try to do a "Save As…" (e.g. if you are trying to make a backup copy of a disk) you might experience problems. Often you will see a blue warning screen to alert you that an error has occurred. The same thing can happen if you are working on a document and then you change disks without closing the document first.
Word is very particular about keeping files on the same disk once they are there, unless you can copy the whole file at once. To make copies of files onto different disks you will have to see AskIT staff and ask them to do it for you. We will be more than happy to do this.
[image: ]
(Caption: Laptops can be lit from either side)


Crashes or Illegal Operation Errors.
This is where real problems for people occur, because in many cases, it is very difficult to predict when and why certain errors or crashes happen. Some errors result in an error message, such as "Illegal Operation", others will freeze the screen, and others may do inexplicable things to your document.
Typically a crash results in the "frozen" screen, where nothing is happening and you can’t move your mouse. This is also known as "hanging", where a computer or program may "hang" on an operation it is performing. Care should be taken when you notice this, because Word sometimes takes time to do certain things, and can look as though it is frozen when in fact it is calculating something. If you notice a frozen screen, give Word a little while to see if it is just busy. If the frozen screen persists, please see an AskIT staff member.
The other common crash results from an "Illegal operation error" and you often get a message to this effect. Unfortunately, once you have received this message there is usually very little that you or the staff can do to save the document you were just working on unless it was saved recently. If this happens, contact AskIT staff to see if we can help or perhaps prevent it from happening again. It is often useful to mentally note down the details of your use and tell us what you were doing with the program at the point it crashed. This can help us fix these problems from occurring again.
The only remedy against these sorts of problems is to save regularly and keep backups of all your critical files, either on other floppy disks or on your own computer at home. Please see AskIT staff for help in backing up your files. Crashes or errors often seem to happen just before an assignment has got to be handed in, so please STOP and SAVE regularly when typing.

(Caption: A chart of timings)

[bookmark: _Toc89052203]Why can't I open a Word document? 
There can be a number of reasons why you are having trouble opening Word.
You must open Word documents from within Word - you cannot open them straight from your disk. 
If you are getting some error message in Word when you are trying to open your file, then it is likely that the Word document has a "macro" virus or the file or floppy disk you are using is corrupted.
Macro viruses affect mainly Word documents (although they can also infect Excel spreadsheets and PowerPoint presentations). The first indicator of infection is that Word will ask you upon opening your file whether you want to Enable or Disable Macros. If you are using a computer in the UQ Library, always click on Disable, then close your document and run McAfee VirusScan on it (available in the Start Menu under Programs). It is also a good idea to bring your disk up to the AskIT Desk for us to check with our variety of virus scanners as well.
Unfortunately, floppy disks are notoriously unreliable and disk corruption is a common problem. Many people carry them around in their bags or pockets. This really increases the chances of dust or grit getting into the floppy and corrupting parts of your valuable data. However, even when treated with all due respect and care, floppies often develop errors on them and there is no real pattern to this - they can be brand new, or years old. If you get the message "Word cannot open the file due to a bad network connection or corrupted file", come and see us at the AskIT Desk and hopefully we will be able to recover your document. There are no guarantees on this and again, the best way to avoid this is to keep backups and look after your floppy in a special case or dust free environment.

[bookmark: _Toc89052204]StarOffice Writer vs. Microsoft Word
StarOffice Writer is a word processing application which behaves in a way that is similar to Microsoft Word. However, there are some important issues that users of Word should be aware of when using Writer for the first time.
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[bookmark: _Toc89052205]
(Caption:  Suite Applications)
Writer saves documents in its own format.
Documents in StarOffice Writer are saved in a special format, signified by the file extension SXW. If you see a file named filename.sxw, in all likelihood it is a StarOffice Writer document. This format tends on average to result in slightly smaller (80% to 85%) than the Word *.doc format.
The good news is that StarOffice is capable of being set to always save in a particular format - MS Word, for example - which will prevent users from forgetting to save in the other format if they frequently move from one software package to the other.
[bookmark: _Toc89052206]Word cannot open Writer documents.
While Writer will quite happily open reasonably complicated Word (ie. *.doc) documents, Word cannot automatically open *.sxw files. If you attempt to do so the file will look like a series of gibberish characters on the screen. To edit a StarOffice document in Word, you must save it within Writer as a Microsoft Word document (see Saving documents for detailed instructions).
[bookmark: _Toc89052207]Some minor functions are not available in Writer.
Some of the features you may be accustomed to using in Word may be different in Writer. For example:
Section breaks do not exist in Writer. They have been replaced by a concept which Sun calls "page styles".
Writer's English dictionaries are restricted to English (US) and English (UK), with no option for English (Australian).
Writer does not have a grammar checker.
[bookmark: _Toc89052208]Writer is not quite as user-friendly as Word.
Writer's buttons and dialog boxes (on the whole) are not as intuitive or well-designed as those found in Word. This is not a major issue if you give yourself time to get used to it, however.
[bookmark: _Toc89052209]Writer is incompatible with Endnote.
At this time, there are no Endnote plugins available for StarOffice. If you use Endnote extensively you will need to use Microsoft Word (or another compatible word processing application) at some point when creating your document.

Some Timings
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