
Microsoft Equation Editor  
 
1. Microsoft Equation Editor is accessed within Word by selecting 

Insert  �  then Object.  From there, you’ll see a list 
of program “add-ons.”  If Microsoft Equation is not 
present, you’ll need to follow the steps below to 
install it on your computer.   

2. Quit Microsoft Word 

3. Begin installing by clicking Start  �  then Settings  �  
Followed by Control Panels . 
 
  
  
  
  
  
  
  
  
  
  

4. Once in the Control Panels, click on Add or Remove Programs . 

 

5. Once there, select Microsoft Office Professional Edition 2003.  
Then click Change .  

 



6. Then click on the option that states Add or Remove Features .  

 
 

7. After clicking Next, Select the check box that states Choose 
Advanced Customization of Applications . 

 

8. After clicking Next, click the maximize option (plus sign) next to 
Office Tools .   

9. Finally, click on the drop-down menu next to Equation Editor , 
select Run all from my computer , then click Update . 

 

10. Clicking update should start the installation process. If you are 
asked to install a disk, contact Eric Jarvis at ejarvis@slcusd.org.  A 
disk with that feature can be provided for you. 

11. Open Microsoft Word.  Select Insert �  followed by Object �  
followed by �  Microsoft Equation 3.0.  
 
 



Placing a shortcut button to Equation 
Editor on your toolbar  

12. Go to Tools �  then Customize…  

 

13. Select Commands; then click Insert on the left side of the pop-up 
window; select Equation Editor  on the right side of the menu.  
You may have to scroll down to find the Equation Editor icon. 

 

14. Once you’ve found the Equation Editor icon, drag it to your 
Standard tool bar.  I placed mine 
right next to the save icon.  



 

Below are some basic instructions on using Microsof t Equation 
Editor that were created by Steve Simonds of Portla nd 
Community College.   
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