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Getting started:

Open a page in Microsoft Word

Before you start setting up Word for writing chemistry reports, pick a spot on your tool bars were you want to insert new command icons into a toolbar.  It doesn’t really matter where you put them, but you want to put them in the same place.  

What the “Symbols” command will do for you:

This command will allow you to easily write formulas and equations with the correct symbols easily.

Example: BaCl2(2H2O ( BaCl2 + 2H2O

Inserting a “Symbols” command icon into a toolbar:

On the main menu bar left click “Tools”. 

In the dialogue box that appears, click “customize”.

In the new dialogue box that appears, click the “Commands” tab.

Under “Categories” (on the left half of this new dialogue box), click “Insert”.

Scroll down on the right side of this dialogue box until you see the Greek letter “omega” (() and the word “symbol” beside it.   

Using your left mouse button, click and drag the “omega” (() symbol to the spot that you picked out earlier on the toolbar, and let go of the left mouse button to insert this new command icon into your toolbar.

Checking out the symbols command icon:

Click the new “omega” (() symbol on your toolbar.

You should have a dialogue box with all kinds of symbols and letters in boxes.

Near the top of this dialogue box is the word, “Font”.  If you don’t see the word “Symbol” in the white box next to the word “Font”, click the upside down triangle next to the white box, scroll up or down in this area until you find the word “Symbol”, then click on the word “Symbol”.

Count 6 boxes down, and 3 boxes over, and you will find the arrow (() symbol [while you are here, take note of the other symbols that are available to you ( ( , ( , ( , ( , ( , ( , ( , ( , (+ , (- ).

Click on the arrow symbol, then click the “Insert” button at the bottom on the “Symbols” dialogue box, and an arrow should appear on your Word document.  

What the “Subscript” and “Superscript” commands will do for you:

This command will allow you to easily write formulas and equations with the correct subscripts and superscripts easily.

Example: BaCl2(2H2O ( BaCl2 + 2H2O

Inserting a “Subscript” and “Superscript” command icons into a toolbar:

On the main menu bar left click “Tools”. 

In the dialogue box that appears, click “customize”.

In the new dialogue box that appears, click the “Commands” tab.

Under “Categories” (on the left half of this new dialogue box), click “Format”.

Scroll down on the right side of this dialogue box until you see the “(2 Superscript” and “(2 Subscript” icons.  One at a time, left click and drag these icons to the spot that you selected earlier in your toolbars.    

Checking out the “Subscript” and “Superscript” command icons:

In your Word document, type BaCl2.

Using your mouse pointer, click and drag across the number 2 in the formula above.  This should highlight the number 2 (it should look something like this BaCl2).

Click the new “(2” symbol on your toolbar. Now your formula should look like this - BaCl2.  In the space immediately to the right, you will have to click the “(2” symbol again to go back to standard lettering.

Make sure that your curser is now immediately to the right of your BaCl2 formula and that the new “(2” icon is now highlighted on the toolbar.  Now left click your new ( icon.  In the dialogue box, count down 6 and over 12 and click on the “(” symbol, and click the insert button.  Now your formula should look like this: BaCl2(.

Now type: 2H2O (make sure that you type a capital O and now the number zero).

Highlight the second 2 in 2H2O, and click the new “(2” symbol.

Now your formula should look like this: BaCl2(2H2O .

Hit the enter or return button on your keyboard and type:  Cr2O72- (dichromate ion).

Highlight the first 2 and click the “(2” icon.

Highlight the 7 and click the “(2” icon.

Highlight the 2 and click the “(2” icon.

Highlight the - and click the “(2” icon.

Your formula should look like this: Cr2O72- (dichromate ion).

What the “
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 Equation Editor” command will do for you:

This command will allow you to show sample calculations in your report.

Example: Problem 46, Page 446, Chapter 17, Merrell Chemistry. 
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Inserting a “
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 Equation Editor” command icon into a toolbar:

On the main menu bar left click “Tools”. 

In the dialogue box that appears, click “customize”.

In the new dialogue box that appears, click the “Commands” tab.

Under “Categories” (on the left half of this new dialogue box), click “Insert”.

Scroll down on the right side of this dialogue box until you see the “
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 Equation Editor” icon.  Left click and drag this icon to the spot that you selected earlier in your toolbars.    
Checking out the “Subscript” and “Superscript” command icons:

In your Word document, click the “
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 Equation Editor” icon.

A box should appear on your screen and a new toolbar should appear somewhere around that box.  

On the menu bar at the top, click on the word “Style.”  On the dropdown menu that appears, click on the word “Text”. 

Type the capitol letter “R”.

In the toolbar, there are sets of commands and symbols in a double row.  On the top row, and in the 3rd box from the left in the embellishments menu.  Click on that box and your will see a drop down menu.  Click on the box that has the “prime” symbol (it should look something like this:              .  

Now click anywhere on the Word document outside the equation editor box.  Your R-prime should look like this: 
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You can use this same process to create almost any equation.  Try creating fractions and scientific notation.  

Please note:  The equation editor’s default mode is for mathematical notation.  If you want to type words with spaces between them, you need to click “style“ and “text” to do that.  
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