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Introduction to Word 2007
What is Microsoft Word?

Microsoft Word is a word processing program offered in the Microsoft office software package. This
program allows you to create documents such as letters, memos, newsletters and books. In addition, it
also allows you to insert tables and images.

After finishing this course you should be able to do the following:

e Start Word

Identify the items on the Word program screen
Know how to use Toolbars
Customize Toolbars

Work with Files

Create a New document

Open an existing saved document
Save a document

Rename a document

Work on multiple documents
Compare two documents

Close a document

Work with Text
Select/Delete/Format Text

Format paragraphs

Cut/Copy/Paste Text

Work with Lists

Insert/Draw a Table

Insert Rows/Columns in a Table
Move and resize a Table

Alter Table properties

Work with Graphics by adding Clip art/Images from files
Use Spelling and Grammar check
Format pages

Insert Header/Footer/Page numbers
Preview the document and print it
Use Speech Tools.
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Introduction to Word 2007

Starting Word:

1. Go to the Start Button on the Desktop and press it. Click on All Programs.
2. Click on Microsoft Office, then Microsoft Office Word 2007.
3. This opens the Word 2007 program.

3 @ Microsoft Office Tools 2
@ Sonic » @ Microsoft Office FrontPage 2003
I startup v | (2 Microsoft Office Access 2007
@ Symantec Client Security > @l Microsaft Office Excel 2007
il Adobe Reader 7.0 @, Microsoft Office Groove 2007
@ Tntermet Explorer (&} Microsaft Office InfoPath 2007
&5 PowerDVD [ Microsaft Office Onehote 2007
p- Remote Assistance E Microsoft Office Cutlook 2007
(%) windows Media Player &) Microsaft Office PawerPaint 2007
@ ‘Windows Movie Maker Microsoft Office Publisher 2007
I Divi @ Microsoft OF

Identifying the items on the Word program screen:

/ Title Bar

Menu Bar
\,@M” Document2 - Microsoft Word _ s ox
e - @

Iﬂ | Ruler | Document Map Q g:’:\:::; @ E EI %

[ Gridlines | Thumbnails
Arrange  Spiit Switch
Al

111 View Side by Side
.4} Synchronous Scrolling

———

Print eb Outline Draft Zoom 100% New
=] Page Width || window 214 Reset Window Position | windows ~

Zoom Window

&l

Tool Bar

Page: 1011 | Words:0 | English (US) | EEEVAE
+5 start € 6 = 3 z ) DocLmentz - Microsof.

Ruler

View Choices
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Introduction to Word 2007
Menus:

Menus display the commands that are available for use.

1. The MENU bar is displayed below. If you need to see more options for that specific menu (i.e. font)
click on the downward arrow at the bottom, as shown below.

Menu Options

@ H9-0 = Document2 - Microsoft Word - 7 x
1Ca)
| Hom Insert Page layout  References Mailings Review  View  Acobat (7]
= & cut 44 Find ~
B e =@ (E
- EREEE) noc AN |E | naBbeeDe | AaBbcebe AaBbCi AaBbce AAAD s Repiace
F - - - wac
Paste B - g ~||ab? - - @. _ Change
S —— B ru e X, X' A I 57 - A | T Hormal | Mo Spaci.. Headingl Heading 2 Title _ swlesg_ ¥ S
Clipboard = Font __»" Paragraph = Styles | Editing |
=1 E = n o - _|
H (Oa)\ld 9-6 )~ Document2 - Microsoft Word _ = ox
Menu Options el -
B %t - HAFind ~
B o - (2U97] | pasiocene] msbcco AaBbCi aasbee AAB 2 Retoce
PR oot panter || B 2 U7 b X Aar[ - A-a)® - Thomal [ 1N Spsc.. Headingl  Heasngz  Tmie o Change ;‘wm,
arc M Font. il Styles Editing
a
Font @S]

Underline color
none) v Automatic

[ Shadow

[ Smallcaps
[ Outine. Callcaps
[ Emboss [ tidden
[ enarave
AaBbCeYyZz

is the body theme Fant for Asian text. The current document theme defines which Fort wil be
used.

2. The Menu Bar changes with each option you choose. Displayed above is the HOME Menu option,
displayed below is the INSERT Menu option.

N AR
a

Document2 - Microsoft Word
Home | Insert Page layout  References

- o x

Mailings Review View Acrobat

S =T ICENENEE L g U Q (]

E] B = = = =

= D =l el | = SIS ] = (%} Date &Time

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick Wordart Drop

Page~ Page Break - Art - - +~  MNumber~| Box+ Partst v Cap
Pages Tables Tustrations

Links Header & Footer

g

Equation Symbol Number
bgd Object ~ e o

Text symbols
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Introduction to Word 2007
Toolbars:

1. In previous versions of WORD, the toolbars were modifiable by selecting a drop-down menu under

Document2 - Microsoft Word -

)
—/ Home Insert Page Layout References Mailings Review View Acrobat

J ﬂ ﬂ é J V| Ruler Document Map _\w ﬁ::::::s *'il % 'j JJY\EWSldEbyi\de ﬁ f‘j

Gridlines Thumbnails
Print |Full Screen 'Web  OQutline  Draft . N Zoom 100% ) New  Arrange  Split N Switch Macros
Layout| Reading Layout essage Ba =l Page Width || window Al | 14 Reset Window Position Windows ~ -
Document Views Show/Hide Zoom Macros

Hd9-06 -
\ e AR SN KRN SN KR K KRR Y

_([?(L)J(;(I:Iga,?\ccess Toolbar Options
(Ribbon)

Customizing Quick Access Toolbar:

1. A new feature of WORD 2007 is the Quick Access Toolbar, which can be displayed above or below
the ribbon (as displayed below the ribbon, above).

2. To customize this feature, RIGHT click on the Ribbon, and select CUSTOMIZE QUICK ACCESS
TOOLBAR. (Displayed below).

Word Options Px
Document2 - Microsoft Word Popular @ Customize the Quick Access Toolbar and keyboard shortcuts
: Display
- view S Choose commands from:; Customize Quick Access Toolbar:
e [l One Page i % (1) View Side by Side ] Froafing Popular Commands - For all documents (default) v
n L= Save
5 20 (1 Two Pages . 1} Synchronous Serolling =z
Zoom 100% Mew Arange Split Switch || Macrc Typography - i sae
=l Page Width | window Al A4 Reset Window Position | vEndows~ || = 9 Undo
— - Advanced O Redo
£dd to Quick Access Toolbar s styles
.... RO RO O New
: Customize Quick Access Toolbar... a
Show Quick Access Toolbar Below the Ribbon AL
Minimize the Ribbon Resources @, Insert Hyperlink
V=i Insert Page and Section Breaks > r o
=
& Insert Picture from File M E
3. Modify the Quick Access Toolbar, by adding
&2 Reject and Move to Next
Save
[ Show Quick Access Toolbar below the Risbon
Keyboard shortcuts
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Introduction to Word 2007

How to Work with Files:

Creating a New Document:

In order to create a New document on the menu bar you may either

a) Click on the New Document button on Quick Access Toolbar. J
OR

EaH9-vADESR )

Recent Documents
HNew
1 Word_2007.doct

2 Word 2003 Tuterial.doc

I 1
BT T

A=

Publish »

2] word Options | | X Exit Word

b) Choose the OFFICE BUTTON (top-left corner) and select NEW.
OR
c) Press Ctrl+N (press the Ctrl key while pressing “N”) on the keyboard.

Open an existing saved document:

In order to open an existing saved file, you may either

a) Click on the Open file button on the Quick Access Toolbar. I
OR

b) Choose the OFFICE BUTTON from the menu bar and select OPEN.
OR

c) Press Ctrl+O on the keyboard.

Each of these methods will show an Open dialog box. Choose the file and click the Open button.

0pen X
n: v @-AIXoiE-
) 1itle page.doc
) et (hass). d
et oc
By Good Web Page Tutorial.doc
) ord T
5 word_2 torial.doc
) word_2007.docx
omputer
- File name: v
3
=g | Files of bypet | allword Documents (*,doc; *.dacm; * dotx; *.dotm; *.doc *.dot; *him; *.htm; *.1tf; * maht; *.m v
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Save a Document:

In order to save a document, you may either

a). Click the Save button on the QUICK ACCESS TOOLBAR. el
OR

b). Select the OFFICE BUTTON from the menu bar and select SAVE AS.
OR

c). Press Ctrl+S on the keyboard.

In either case you will get a Save as dialog box. Navigate to where you want to save the document where
it says Save in by clicking on the arrow and then give the desired file name where it says File name. Then
click on Save.

REMEMBER: If you need to open this document on a computer that runs a previous version of
Microsoft Office (1997, XP, 2003, etc.), you MUST save this file in a previous version.

o H9- B[R0S0 ¢ 1. Pressthe OFFICE BUTTON.
iy
% - ' 2. HOVER over SAVE AS.
- (73 Wordooament 3. CLICK on Word 97-2003 Document.
~ ave the document in the default file . . . . . -
(@ gper /4. Continue with selecting the file location and file name, as
5] Word Templat I .
b s b SaS;th:?:(z;entasatemW " mentioned above.
- be used to format future documepia? n
H Save As | b \Ej ‘S’:S;dagczmgfIt)hne(:'::unr:entthat|s fully
compatible with Word 97-2003.
QE,;E Ernt \:5 Adobe PDF
ﬁ) Frepare  » 5 Find add-ins for other file formats
= - %) Learn about add-ins to save to other
formats such as PDF or XPS.
_ﬁ Send L4 ] Other Formats
Open the Save As dialog box to select from
all possible file types.
L./ Publish ¥
LY
il Clase

“_] ‘Word Optjons | ‘X Exit Word i

Renaming Documents:
In order to rename a saved document
a. Click onthe OFFICE BUTTON and OPEN; find the file that you want to rename.

b. Right click on the document name with the mouse and select Rename from the shortcut menu that
appears.

Open @@
c. Type a new name for the file and then press Enter. tookin:_[E3 oeden ¥/ ® @1@ Xy -k
e
My Recent (W) lkural Medicine Article,
Documents ||y ordz003 Tutarisl Select
@ Open
Exdit
Desktop e
Print
) Sean for Wiuses...
My Documents Open with »
P winZip >
_J)j E-mail with Yahoa!
-
iy Computer Send To 4
» Cut
My Meky k
Toloces | Flesottyps: [l wordpommer T SO 3
Delete

Properties
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How to work on Multiple Documents:

=

Every new document may be opened by clicking on the OFFICE BUTTON and OPEN.

2. All the opened documents are listed under the VIEW MENU and CLICK- SWITCH WINDOWS. The
current document you are working with has a check mark beside the filename.

3. In order to view another open document, click on the document which you want to work on.

Document2 - Microsoft Word =
Insert Pagelayout  References Mailings Review | View Acrabat

E e | Ruler Document it Map © ) One Page 5 % j 1] View Side by Side =
Gridlines Thumbnails boL @9 (30 Two Pages nou =22
Print |Full Screen Web Outline Draft o o Switch s

Zoom  100% ew Arange Split
Layout | Readin g Ly ut age Ba =] Page Width w dow AH

@ *

Show/Hide Zoom

dow Positio Ao ]|
Win V|| 1Documen 1t2
10 e g ------ 1o N N N N [

2
5
3
5}
g8
S
o
5
2
| fsill

How to compare documents side by side:

You can simply determine the differences between two documents.

1. Open both of the documents which you want to compare by clicking on the OFFICE BUTTON-
OPEN.

2. Click VIEW on the menu bar, and then choose VIEW SIDE BY SIDE.

3. Scroll through both documents at the same time to identify the difference between those two
documents.

4. To close the other document, CLICK on the SIDE BY SIDE BUTTON

How to Close a Document:

1. Inorder to close a document select the OFFICE BUTTON- CLOSE or click the Close icon if it is
LY

visible on the Quick Access Toolbar — , or choose the * atthe top right side of the screen.
Be sure to SAVE first!!!
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Working with Text:

To enter text just start typing. The text appears where the blinking cursor is located. To move the cursor
over the text, you may use the arrow buttons on the keyboard or position the mouse and click the left
button. Various keyboard shortcuts may be used to move the text in a document such as:

Press Home to navigate the cursor to the beginning of the line
Press End to navigate to the end of the line.

Press Page Up to navigate to the previous page

Press Page Down to navigate to the following page

Press Ctrl+ Home to navigate to the top of the document.
Press Ctrl+ End to navigate to the bottom of the document.

SN

Selecting Text:

To change any attribute of the text it has to be highlighted first. In order to highlight, Click and drag the
mouse over the desired text while pressing on its left button. The following are shortcuts to selecting a
certain portion of text:

To select the whole word double click within the word.

To select the whole paragraph triple click within the paragraph.
To select several words or lines drag the mouse over the words.
To select the entire document press Ctrl + A.

Pwn e

In order to deselect text, click anywhere outside the selection on the page.

Deleting Text:
1. To delete text use the Backspace and Delete keys on the keyboard. Whereas Backspace deletes text to

the left of the cursor, Delete erases text to its right.
2. To delete a large section of text, highlight it as explained above and then hit the Delete button.
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How to Format text:

The easiest way to format text is to make use of the formatting toolbar. The formatting toolbar is shown
below and can be found under the HOME Menu toolbar:

Document2 - Microsoft Word -

N EH2-6ALDSR_S )

- Home Insert Page Layout

__‘1 1

Calibri (Body)
Paste B I U

Strikethroug

- abe X,

References Mailings Review View Acrobat

Sl - A AT |[A

T Mormal || T Mo Spaci...

Indenting

Left, Center, Right
Justification

Numbered &
Bulleted List

Heading1l| Heading2

Styld

v
Style Menu

Title

_ Change

‘%ﬁg &4 Find ~

2.c Replace
Styles ~ Ly Select ~
(] Editing

2" Format Painter x| Aa-|| K- A-||A|B S
C|[]b':lﬂ/ Fo P
Bold Font Size
falic Highlight Color
ighli
Underline ghiig
Text color

v
Font Menu

Subscript
Superscript

Font menu: Allows you to choose from a wide number of fonts. To select a particular font click on the
arrowhead beside the box, scroll down with the scrollbar until you select a particular font and select it by
clicking on it.

Font Size: Select a size for your font by clicking on the arrowhead and scrolling down and clicking on the
size that you desire. If you want to change the font of text which has already been typed in, highlight the
text and then select the size as mentioned above.

Font Style: You may select whether you want to make the font Bold, Italicized or underlined.

Alignment: The text may be aligned to the left right or center or can be aligned to the right side or can be
justified across the page.

Numbered and Bulleted lists: Creates a numbered or bulleted list.

Increase/Decrease indent: Change the indentation of a paragraph in relation to the side of the page.
Outside Border: Add a border around a text selection.

Highlight Color: This option may be used to change the color behind the selected text.

Text Color: This option changes the color of the text selected.
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The Font dialogue box allows you to select from a larger selection of formatting options. Click on the

down arrow button on the Font toolbar to access the box below.

! Font |

i| Character Spacing
. . Y - Aal H.hﬂ .......... L
- - B
Calibri (Body) 11 (A A7 (|25 5 || A
Asian text font: Font style: Size:
Body Asian ~| [Reguiar 11
: . A -
(B I U ~ahe x, X Aa~||2~ A-||A|B ‘ oo PCRS
= R EOIk) Italic 10
+Body ~ | |Bold -
Font al text
Font color: Underlins style: Emphasis mark;
= Adtomatic ~| |tnone) v (none) v
Effects
[ strikethrough [] Shadaw. [] small caps
[[] Double strikethraugh [] outine [] all caps
[ superscript [] Emboss [ Hidden
[ subscript [ engrave
Preview
AaBbCcyyZz ‘

How to undo what has been done!

One may undo the last action by clicking on the Undo button i on the Quick Access Toolbar. In order

to erase the undo action, click the Redo button o

Formatting Paragraphs:

A paragraph may be formatted by placing the cursor within the
paragraph and selecting the downward arrow, in the paragraph
section of the HOME menu toolbar. (Shown below)

Paragraph

Alignment: This is used to align the text horizontally either to the
left, center, right or justified.

Indentation: This indicates the distance the text is indented from
the left and right edges of the page.

Special: Select special indents for first lines and hanging indents.
Line Spacing: Set the line spacing for the text.

©Teaching and Learning Technologies Center

on the Quick Access Toolbar.

Paragraph E @
Indents and Spacing | Line and Page Breaks | Asian Typography
General
Alignment;
Cutling level: | Body Text ~
Indentation
Left: g = Special: By:
Right: " £ (nione) - ES

[ Mirrar indents
Aukomatically adjust right indent when docurent grid is defined
Spacing
Before: 0pt £ Line spacing: Ak
-

After: apk % Mulkiple w | |1.15

4r

[ o't add space between paragraphs of the same style
Snap to grid when document: grid is defined

Presiew

Tabs... ] ’ Default, .. ] I oK
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Moving (Cutting) Text:

Highlight the text that you want to move and click the Cut button on the toolbar or press Ctrl+ X at
once. This moves the selected text to a clipboard.

OR
Highlight the text that you want to move and right click on the highlighted text. You get a shortcut menu.
Select Cut from this menu. This cuts the text that you have selected.

Copying Text:

To copy text, highlight the text that you want to copy, click the Copy button on the toolbar or press
Ctrl+ C to copy the text onto a clipboard.

OR
Highlight the text that you want to copy and right click on the highlighted text. You get a shortcut menu
similar to the one explained above. Select Copy from the menu. This copies the text that you have
selected.

Paste Text:

To paste text which is either copied or cut, move the cursor to the location you want the text to be placed

and click the Paste button % on the standard toolbar.

OR
Place the cursor at the location where you want to paste the text and right click the mouse button. You
will obtain a shortcut menu. Select Paste from this menu and this will paste the information that you have
copied.

Lists:

In order to Create Bulleted or Numbered lists use the following features:

Click the Bulleted List button i= or Numbered list button = on the formatting toolbar.

2. Type the first entry and then press Enter. This creates a new bullet or number on the next line. If you
want to start another line without adding another bullet or number, hold down the SHIFT key while
pressing ENTER.

3. You can continue typing entries and press ENTER twice once you are done typing to end the list.

=

L
|
el
[

Use the Increase Indent and Decrease Indent buttons

list at a multiple level.

on the formatting toolbar to create a
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Nested Lists:

In order to create a nested list, such as a numbered list inside a bulleted list:

1. Type the list and increase the indentation of the items that will make up the nested list by clicking the
Increase Indent button on each item.

2. Highlight the items and click the Numbered List button on the formatting toolbar.

e This is an example of a list
I. Line one
ii. Linetwo
iii. Line three
e Good luck with lists!

Formatting Lists:

The bullet image and numbering format can be changed by using the Bullets and Numbering dialog box

in the following way:
1. Highlight the entire list to change all the bullets or numbers or put the cursor on one line within the

list to change a single bullet.
2. Access the dialog box by Clicking on the drop down arrow beside the bullet/numbering buttons

on the formatting toolbar 2= -y, by right clicking within the list and selecting
Bullets/Numbering from the shortcut menu.

3. Select the list style from one of the choices given or click on “Define new bullet” and then choose
“picture” to choose a different icon. Click the Numbered tab to choose a numbered list style and click
Ok when finished.

Tables:

Tables are used to display data and there are several ways to build them. To begin place the cursor where
you want the table to appear in your document. Then choose one of the following ways to insert the table:

Insert a Table:

There are two ways to add a table to the document using the Insert feature.

1. Click the Insert Tab on the Menu Bar. Then click the =1 on the standard toolbar. Drag the
mouse along the grid so that you highlight the number or rows and columns that you want in your
table. SIS g e

[

E
2
[TTTT
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2. Under the INSERT menu tab, select TABLE, select INSERT TABLE... Then select the
number of rows and columns for the table and click OK.

S He B0 EaEe s
) = Insert Table E@
- Home Insert Page Layout References Mail
=l EE [ Table si
Bl =FE s
) =
Cover Blank ;’Eeg: TEEIIE Picture CAH: SHE'DEE SmartArt Number DF Eljlumns. g s
7xd Table Mumber of rows: z H
L AukaFit behavior
(%) Fixed column width: | Aukao k=
() AukoFit to contents
: () AukaFiE o windaow
| Insert Table... L
_ff prewzole — [Jremember dimensions for new tables
)| Excel Spreadsheet
@ e
T Quick Tables » I OF ] ’ Cancel

Drawing the Table:

You may also draw a table onto the document.
1. Draw the table by selecting DRAW TABLE (as shown above). You can see that the cursor now is the
image of a pencil and the Tables and Borders toolbar has now appeared.

NC LR BT = T
= Home Insert Page Layout

2. Draw the cells of the table with the mouse. In case you make a mistake, click the Eraser button IJ |
and drag the mouse over the area which you want to be deleted.

N

3. In order to draw more cells, click on the Draw Table button. '

Inserting Rows and Columns:

Once you draw the table, you may insert or remove additional rows by selecting the table (shown below).
Select the LAYOUT menu tab; select either INSERT ROW (ABOVE, BELOW, RIGHT, LEFT) or
DELETE.

) d9-AllEagde - Document2 - Microsoft Word Table Tools Jax

. £

= ome et Pagelmout  References Malngs  Review  View @
e 2 | g jﬁ = | e

hEA HHEeE B EE

Seled View Properties I

Delete nsert Insert || Merge Split  Spiit || Autof
- Left Right | Cells Cells Table
5 Merge

Gridlines
Table

87 m
78 B
B
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Moving and Resizing a Table:

When the mouse is placed over the table, a four-sided moving arrow and open box resizing handle will
appear on the corners of the table. Click and drag the four-ended arrow to move the table and release the
mouse button when the table is positioned where you want it. Click the drag the open box handle to resize
the table. Change the column widths and row heights by clicking on the cell dividers and dragging them
with the mouse.

Move
handle

0

Resize
handle

Tables and Borders Toolbar:

The DESIGN TAB appears in the toolbar, when the table is selected; it enables you to change the design
properties and styles of the table, as well as customize shading and borders.

"E;!;ﬂ\ H9-ADEQJE0 )+ Document2 - Microsoft Word Table Tools - =
A =
—/ Home Insert Page Layout References Mailings Review View Acrobat Design Layout (7]
V| Header Row [V First Column - ﬁ |t
Total Row Last Column & pt - = —1
Draw Eraser
7| Banded Rows Banded Columns — = 2 PenColar = ape
Table Style Options Table Styles Draw Borders o

The LAYOUT TAB appears in the toolbar, when the table is selected; it enables you to insert new rows
and columns mto the table, merge and split tables and cells, as well as, add formulas to your ceIIs

D‘ﬂ\ = Ax BN7=3FY Ay )s Document2 - Microsoft Word Table Tools =
] =
= home Insert Page Layout References Mailings Review View Acrobat Design Layout @
e 3 P — = A~ .
N sl ., 1} E Eﬁ EI IEI j 5[] Height: = || B pistribute Rows B== A f\l B E= fx
E = == Ly = —
Select  View Pr:perlles Delete | Insert Insert Insert Insert || Merge  Spiit  Spiit | Aulofit | =2 wigtn; |0.55° + || 3 Distribute Calumns Tet can sort Repeat  Convert Formula
- Gridlines Above Below Left  Right Cells  Cells Table =l = [ pirection margins Header Rows to Text
Table Row Columns fa Merge Cell Size fa Alignment Data

Table Properties:

You may use the Table Properties dialogue box to modify the alignment of the table with the text
surrounding and within the table. You can access this feature by first having your table selected, then

clicking on the LAYOUT TAB, and selecting PROPERTIES.

Table Properties ?X

Teble | mow | conn | cel
Siee
[freferred widkh::
Alignment.
Indent from left:

B
e
e

Left: Center Right
Text wrapping
[ Araund
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Size: If you want your table to be of an exact width check the preferred width box and enter the width of
the table.

Alignment: Highlight the illustration which represents the alignment of the table in relation to the text of
the document.

Text Wrapping: Highlight “None” if you want the table to appear on a line separate from the text or
choose “Around” if you want the text to wrap around the table.

Borders and Shading: Select from a number of styles and colors and widths for the border. Click on the
Shading tab to change the background color and pattern.

Options:

Click on the Options button on the Table Properties window. To change the spacing between the
document text and the table borders under Default cell Margins. Check the Allow Spacing between cells
box and enter a value to add space between the table cells.

Borders and Shading, E|
Borders | Page Border | Shading -
Setting: Style: Preview Table ﬂptiuns §|
El A Click on diagrarn below or use —
Mone buttans to apply borders Default cell margins
____________________ Top: 0] | Left 008" =
D By
------------- Bottarnn: o & | Right: |o.08" -
al oo v
- Color N . | Diefaulk cell spacing
EH et Adkomatic W [ ] allows spacing between cells
e / '
1 it v | | applyto: Cipkions
Cust . . '
rﬂ = Tahle v Aukamatically resize tao fit conkents
| = Lo ][ coe
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Graphics:

Adding a Clip Art:

In order to add a clip art image from the
Microsoft library to a document, the
following steps must be followed:

1.

2.

w

Select Insert/ Clip Art from the menu
bar.

In order to find the image click on the box
which says SEARCH FOR. Enter the
keywords which describe the image that
you want to use.

Click on Go.

Place the cursor at the point on the
document where you want to insert the
image. Click once on the image you want
to add to the document and the image is
inserted where you had pointed your
cursor.

Add an Image from a File:

i Clip Art

Search For:

Searchin:
all collections
Results should be:

All media file bypes

(8] organize dips...

Introduction to Word 2007

%2y Clio art on Office Online

Follow these steps to add a photo or graphic from an existing file:
1. Place the cursor where you want the image to be inserted. Select Insert/Picture on the menu bar.
2. Click on the down arrow button on the right of the Look in: window to find the image on your

computer.

3. Highlight the file name from the list and click the Insert button.

©Teaching and Learning Technologies Center
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RPIX

Insert Picture

Look in: IQ Sample Pictures L] & - & X ~ Tools »

o -
(ZON

My Documents Blue hills Sunset Water lilies

k

Favorites

e, =]
=

i

E-n— File name: | sl l
My Metwork —

=
Places Files of type: |all pictures -] Cancel |

ccd

4. You may change the size of the image by moving the cursor to the side of the image until you see a
double headed arrow.

REVIEW TAB:

Spelling and Grammar check:
Spelling and Grammar Check:

Word will automatically check for spelling and grammar errors as you type unless you turn this feature
off. Spelling errors are indicated in the document by a red underline and grammatical errors by a green
underline.

In order to use the spelling and grammar checker, follow these steps:
1. Select REVIEW /Spelling and Grammar from the menu bar.

(D)l 9~
o
- Homg”” Insert  Pagelayout  References  Mallings  Review | View  Acobat

: P - G h =
Research 4, Translation ScreenTip - g5 Waord Count < = e E _2 o i 3% | Final Showing Marku - X E
: § = - E / = = el & B l% % ) Previous i E
39 Thesaurus t=g Update IME Dictionary -

2 show Markup ~

QCdd )+ Document2 - Microsoft Word - 7 X

Spelling & New Delete Previous Next Track  Balloons _ Accept Reject % Next Compare Show Source ||  Protect
Grammar 43 Translate ) Set Language Comment Changes~ - ] Reviewing Pane - ~ et 23 ~  Documents - || Document =
Proafing Comments Tracking Changes Compare Protect

2. The Spelling and Grammar dialog box will notify you of the first mistake in the document and
misspelled words will be highlighted in red.
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Spelling and Grammar: English [U.S.)

Mot in Dickionaty:

The quik! brown fox jumped over the lazy dog, s Ignore Once |
Ignore All
w | Add to Dictionary
Suggestions:

] e |

quirk,

qu?d Change all
quiz
Lii
guitp J AukoCorrect
[+ Check grammar
Options. .. | Cancel |

If the word is spelled correctly, click the Ignore button or click the Ignore All button if the word
appears more than one time in the document.

If the word is spelled incorrectly, choose one of the suggested spellings in the Suggestions box and
click the Change button or Change All button to correct all occurrences of the word in the document.
In case the correct spelling is not suggested, enter the correct spelling in the Not In Dictionary box and
click the Change button.

If the word is spelled correctly, and will appear in many documents you type, for example your name,
click the Add button to add the word in the dictionary so that it no longer appears as a misspelled
word.

As long as the Check Grammar box is checked in the Spelling and Grammar dialog box, Word will
check the grammar of the document in addition to the spelling. If you do not want grammar checked,
remove the check mark from this box. Otherwise, follow the following steps in order to correct grammar:

1.

2.

If MS Word finds a grammatical mistake, it will be shown in the box as the Spelling errors. The
mistake is highlighted in green text.

Several suggestions may be given in the Suggestions box. Select the correction that best applies and
click Change.

If no correction is needed, click the Ignore button.

Spelling and Grammar: English (U.5.)

Yerb Form;

Ilike toran, - Ignore Once |
Ignore Rule
L Mext Sentence

Change
Explain...

Suggestions:

[~

v Check grammar

Cptions. .. | Cancel
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Track Changes

dﬁ H9-AL0SQE0 ) Document3 - Microsoft Word - =
i) = =
A e i @
& e i . e - = =5y i o =
,? gj_SResear(h {4 Translation ScreenTip - 33 Word Count 1 S 1 - 1 [ ] .:2, _] + 4 Final Showing Markup ﬁ ijr, &} Previous j B
<% Thesaurus =3 Update IME Dictiona = =) Show Markup ~ =~ =~ — ==
Spelling & . Mew Delete Previous Hext Track  Balloons Accept Reject o) Compare Show Source | Protect
Crammar 4 Translate 8% Set Language e Changes= = [E] Reviewing Pane - s Ject 9 Next et i | ppereene
Proofing / Comments T Tracking Challes Compare Protect
Comments Track Changes and Markup Accept/Reject Changes

1. You can also access the TRACK CHANGES and NEW COMMENTS icons under the

REVIEW tab.

To add a NEW COMMENT click on the icon and begin typing in the comment field.

3. You can TRACK CHANGES in your document, by clicking on the TRACK CHANGES ICON.
You can turn tracking off by clicking the same button.

4. Once finished with Tracking changes, you may highlight the changes and click on ACCEPT or
RECJECT to make the changes in your document.

no

PAGE LAYOUT TAB:

The page margins of the document may be changed using the Page Setup dialog box, which can be found
by clicking on the PAGE LAYOUT tab and then the little downward arrow near the words PAGE
SETUP.

(a3 H2-ADBQEO - Document3 - Microsoft Word Picture Toals - =
3 £t —_— =
e s e Format (2]
j [ colors - IIIA By Ij =) Breaks - j E j Indent Spacing £ 1, Bring to Front - | Align -
==l [a]Fonts - 1l =] £ Line Numbers ~ it 0 + | 1= Before: 0pt + i) Send to Ba 8] Group
Themes Tet  Margins Orientation Size Columns Watermark Page Page | __ — = —|| Position .
~  [O]effects - || pirection~ - - - ~ b Hyphenation - - Colar ~ Borders || B Right: 07 2|/ 3= After |10pt - P Tedt Wrapping - 5 Rotate ~
Themes Page Setup Page Background Faragraph D Arrange

1. Enter margin values in the Top, Bottom, Left and Right boxes. The Preview window will indicate
the changes.

2. If the document has Headers and / or Footers, the distance this text appears from the edge of the page
can be changed.

3. Change the orientation from Portrait or Landscape by checking the corresponding radio button.
4. Click OK when finished.
Page Setup @@
Margins | Paper | Layout | Document Grid
.« B w B
Gutker: o E Gutter position: Left -

Portrait  Landscape
Pages

Mukiple pages: Hormal v

Preview

Apply to: | Whols document
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Headers and Footers:

A header is text that is added to the top margin of every page such as document title or page number and
footer is text added to the bottom margin. In order to add or edit the headers and footers in the document
follow these steps:

1. Select INSERT from the menu bar. Then click on the HEADER/ FOOTER icons.

2. Select the design of HEADER/FOOTER.

3. The HEADER/ FOOTER will appear similar to what is shown below.

.-'Qﬁ\-. = é 0= Y "] = Document3 - Microsoft Word Header & Footer Tools -

® %

=]
> i o Eclgmpn CmEms Mailings ~ Review  View  Acrobat Design

= R ; .
E j Q :|51 j = ji[ 4 5} Previous Section Different First Page & Header from Top: |0, :
= = =y (5] el "= 5, Next Section Different Odd & Even Pages || [zh Footer from Bottom: |0.5° : -
Header Footer  Page Date Quick Picture Clip || Goto Goto . Close Header
5 = Number= | &Time Parts~ At || Header Footer 2 Link to Previous || [#] Show Documen t Text [ insert Alignment Tab and Footer

Header & Footer Insert Mavigation Options Position Close ?

1

[Type text] [Type text] [Type text]

4. Begin typing your text in the brackets that state, “TYPE TEXT”.
5. When you are finished adding the headers and footers, click the Close button on the toolbar.

Page Numbers:
In order to add page numbers to a document:
1. Select Insert/Page Numbers from the Menu bar and the following dialog box shown below appears.

2. Select the position of the page numbers by choosing “Top of page” or “Bottom of page” from the
Position drop down menu.

Print Preview and Printing:

1. Preview your document by selecting the OFFICE BUTTON/PRINT/ PRINTPREVIEW.
2. When the document is ready to print, click the Print button from the Print Preview screen or select
the OFFICE BUTTON/Print.
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More Features of WORD 2007:
WORD 2007 offers an array of new/improved features for WORD Documents.

INSERT

1. To insert a thematic cover page, click on INSERT/COVER PAGE/ and selecting the style that you
want. Edit the text by placing the cursor over the existing text and typing your information.

‘ Cover
Page~

Pge Beat | -
[ suinin -|

2. Toinsert a chart, click on INSERT/ CHART/ select which chart is most appropriate for your
information. Click on that chart and it will automatically be inserted into your document; modify
the text as you would any other text object in WORD.

Insert Chart @
s [, o] (1] [ 8 95 0
I T E AT
S 114 o8] 4] )

T PR
[ Menage Templates... | [ Elet::D‘Eﬁ:\:Char‘t ]ﬁ\ =ira ﬂ‘

3. Toinsert SMARTART (diagrams and graphic lists), click on INSERT/ SMARTART and select

the style of diagram or list that best suits your needs, and click to insert it into your document.
Modify the text as you would any other text.

Choose a SmartArt Graphic
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