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Equation Editor Tutorial

Please also refer to the accompanying video version of the tutorial
Part 1: Ensure equation editor is on your computer. 

1) From the “Insert” menu choose “Object” 

2) Ensure that “Microsoft Equation” is included in the list of available objects. If it is, skip to part 2 of the tutorial. 

If “Microsoft Equation” is not available in your list of objects to insert you have to options. 

To install Microsoft Equation from the Office CD: 

· Go to the windows “Start” menu and choose, “Control Panel”. 

· On the “Control Panel” select “Add / Remove Programs”. 

· Scroll down to Microsoft Office and click on the “Change” button

· In the pop-up window select “Add or Remove Features” and click “Next”

· Click the “+” symbol next to “Office Tools”
· Click on “Equation Editor” and choose “Run from my computer”

· Click on the “Update” button on the bottom of the screen. 

· Click on the “Finish” button when you are done. 

If Equation Editor is not listed in the Office options above your version of Office does not have equation editor. If this is the case you can download and use the free program “TeXaide” from http://www.dessci.com/en/products/texaide/ . TeXaide works just like equation editor, but does has to be run independently of Word. See part 4 of the tutorial for specific instructions for TeXaide. 

Part 2: Creating an Equation

In this part of the tutorial we will look step by step at how to create an equation in equation editor. In this case we will create the quadratic formula. 
	1) Start Equation editor by selecting “Insert” ( “Object”(”Microsoft Equation” 



	2) Click on the [image: image1.png]


 button, then on [image: image2.png]


 . This adds a fraction template to the workspace below. Now click and drag your mouse over the empty fraction. From the “Size” menu select “Full”. This will keep your fraction from being too small. 
At this point your equation looks like this: 
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	3) Click on the empty area on the top of the fraction to add text to it. Type “- b”. Then click on the [image: image5.png]


 button and select  [image: image6.png]


.

At this point your equation looks like this: 
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	4) To add the square root click on [image: image9.png]


 and select [image: image10.png]


 

At this point your equation looks like this: 
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	5) Click the empty textbox inside of the square root symbol to add text inside of the symbol. Type “b”, then click on the [image: image13.png]


 button and select [image: image14.png]


 . Click in the empty text box for the exponent and type 2. Then press tab to get back onto the main line of text and type “-4ac”. 

At this point your equation looks like this: 
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	6) Click on the empty text box on the bottom of the fraction and type “2a”. You can also click in front of the fraction and type “x=”.  

At this point your equation is complete and looks like this: 
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	7) To insert your equation into the Word document simply close equation editor, the equation will appear where your cursor was. 


Part 3: Tips and Tricks. 
1) You can copy and paste equations just like text. This is helpful if you are using multiple equations that are similar. 
2) Double click an equation to open it in equation editor to make changes (doesn’t work with TeXaide)

3) If you highlight text in equation editor and then click a button it will add that text to the formatting. For example, if you type x2, then highlight the 2 and click on the exponent button the 2 will be changed to be an exponent. 

4) For simple equations or symbols you can use special symbols in Word. Go the “Insert”(”Symbol”. Here you will find Greek letters as well as other math symbols. This is helpful for adding these symbols as text without having to go through the whole process of using equation editor. 

5) To make exponents you can highlight the text you want to be an exponent, and then select “Format”(”Font”, check “Superscript” and click “OK”. This is easier than using Equation Editor if all you need is an exponent. 

Part 4: Differences for TeXaide 

The steps included in the instructions for creating an equation in part 2 above are all accurate for TeXaide. However, the process of starting the program and inserting the equations into Word are slightly different. 

1) Creating Equations 

· First, you will have to start TeXaide, from your Windows “Start” menu select “All Programs” and find TeXaide. 

· Now you can create equations in the same way as described in part 2. 

2) Adding Equations to Word Documents

· TeXaide runs independently from Word so you have to copy and paste the equation into your word document. 

· In TeXaide, click and drag your mouse so that the equation you want to copy is hightlighted. 

· Copy the equation. Either right click and select “Copy” or select “Edit”(”Copy”

· In Word go to the “Edit” menu and select “Paste Special”. Select “Picture” and then click “OK”

Note: If you try to copy and paste the equation without pasting as a picture you will paste only nonsensical text. 

3) Changing / Editing Equations

· All editing must be done in TeXaide. Double clicking an equation that was created in TeXaide will not open it to edit it in TeXaide. You will have to recreate the equations in TeXaide and then transfer them over to Word. 
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