Instructions for navigating in the Conference Schedule file (Microsoft Word version)

The file “2ndMIT Schedule Release.doc” is a Microsoft Word .doc file that is compatible with versions from Word 97 onwards.  This short guide is for users who are not familiar with document navigation in Microsoft Word.

The file has been locked to prevent changing its contents, but it may be printed out or viewed.

When the file is opened, the following window will appear:
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Click the Read Only button to open the file.

The Schedule is comprised of the following, in that order:


( Chronological List of Plenary Lectures and Sessions

( Index to Sessions by Session Number, with links to particular Sessions

( Room Allocations for Sessions

( Session Details by Session Number (not by date or time)

To search for the time and location where a presentation is to be held:

1/ If you know the last name of the author or the chairperson, choose Edit > Find from the main menu, or click the Find icon [image: image2.png]


 to open the following window:
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Enter the last name and click the Find Next button.

2/ If you know the session title, you can use the links in the Index to Sessions to jump to the session.   To do this, go to the Index to Sessions on page 15 and position the cursor over the desired title.  The cursor arrow will turn into a finger when it hovers over a session title.  Now click the left mouse button, as in the following example:
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You will be brought to the session page where all information such as chairperson, room, time, presentations, etc. can be viewed.  To return to the Index to Sessions, click the Back button [image: image5.png]
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