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Microsoft Word 2007 E

MicrosoftWord2 0 0 sk popular word processing programich allows users to create a vayieif
documents. Yogan useMS Word to create papers for clabsyctures, resumes, etc.dan be used on
both PC and Macintosh computefsis tutorial coves the basic functionalitgf the software.

Starting MS Word
To start MS Word click on th8tart Menu on the bottom left corner of your desktop and sétady All
ProgramsY Microsoft Office Y Microsoft Office Word 2007

I Windows Calendar

Windows Contacts
¥ Windows Defender
[m) Windows Mail 3
(3] Windows Media Player SHAREEF, NAEEM
Windows Meeting Space
ﬁ Windows Movie Maker
{5 Windows Photo Gallery
& Windows Update

) T-Zip

Accessories
. ActivePerl 5.8.8 Build 822 ReCEREHErT
. Administrative Tools

Documents
Pic

Music

L Altiris | Computer
. Employee Tools [
. Extras and Upgrades Metwork
. Games
| Ghostgum Connect To
. Ghostscript
J Maintenance
. MATLAB
| McAfee
. Microsoft Developer Netwark
. Microsoft Office
(2 Microsoft Office Access 2007
(X' Microsoft Office Excel 2007
@ Microsoft Office Groove 2007
E‘; Microsoft Office InfoPath 2007
{7 Micrasoft Office OneNate 2007
[ Microsoft Office Outlook 2007
(@ Microsoft Office PowerPoint 2007
E Microsoft Office Publisher 2007
iw! Microsoft Office Ward 2007

L
W Mif Create and edit professional-looking documents such as letters, papers,
reports, and booklets by using Microsoft Office Word,

< @ 2 pPM
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The MS Word Window

TheMS Word 2007interfacebrings out all the functionality of the softwausing tabs rather than drop
down menus.
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Title Bar

The ftle bar containsléft to right) theOffice ButtonQuick Access Toolbathe filename of your
document (middle), anchinimize restae down andclosebuttons (ight).

15;1;\_ = s Documentl - Microsoft wiord =

Text Area

You will edit your document in #hgace within the window that looks like papealled theText Area A
vertical line represents tliesertion pointwhere you can start to enter text. You can use the horizontal
(not shown) and vertical scroll bars to navigathitiwenportions of the text ared o highlight content in

the text area such asxt and piatires, move/our cursotto where you want to statthe selection, click and
hold down the left mouse button, and drag your mouse until you have highlighted everything you need.
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The Office kutton (locaked at the top lefvf the MS Word Windowis a
mg drop-down menwf commandgsee figure on the righthat you can use on
: MS Word files. Itincludescreating a new fileppeningan existindile,
saving, and printingA menuchoice witharight pointingarrowexpands to | | 7 open
anotlker menu otommandhoices.

y

Office Button é@ d9-0
F

&L

Sawe

Saving Your Work

l Sawe A3 b
For the first time

To save your document for the first time, selectShee AY Word Documen
commandFill in the entries for theSave Aspop-up windowand click theSavebutton

rint 4

[m=)

when you are done: 7| Prepare >
Savein Send b
Choose the location to place your file. to your desktom folder on the hard disk,

flash drive, etc. L Pubiisn
File name

Hy
. . . . Close
Choose a name for your file. Note, do not includideaextension. —

Save as type
Make sur e 6 Wappahrs BececQihereisef sélect it in the drop down menu.

While you work

After saving for the first time, you will only need to select 8#&e menu choicdor subsequent savesn
even faster way to do this istiee the hot button provided on the Quiatcess ToolbaRemember to
save your documeifitequently.

Backing up your work

You can also save your document a second itinaedifferent place. Thisisal | ed fAbacking up
fileso. Fol | o wSavilmg®ourdWork:d-ar thé fashtdmetorcrdatera second copy of

your file. Althoudh not necessaryt is suggsted just in case you lose your first capgve to this backup

copy every so often as a version to fall back to.

MS Word 1997 -2003 File Format Compatibility

MS Word 2007 ivackwardssompatiblebecause you are able to edit and save EiWord1997%2003
documentiles. When an MS Word 1992003 document is opened for editing usingMS Word 2007
software t he wi n dnillimdicatethidby displayinglCompatibility Mode]next to the file
name(see figure below)Thedocumenwill be savedisingthe MS Word 1992003 file formatwhen
you use th&avecommand.

Dn) | = s myRepart [Compatibility Made] - Microsoft Word -ox
i) -
- Hame Insert Fage Layout References Mailings ’ (7]

= 1 _— . . - - 1 =i | [e= =|[A . ﬁFmd'
= el bl u A W] === EE T | saencenc| ssebceo: AaBbC AaBBC - % & peplace
Paste f B 7 O -abe % 3 Aa-|®- A~ *

THormal | THo Spaci.. Headingl  Heading 2 — Change
Cliphoard = Fant = Paragraph = Styles (Fi Editing

Styles = || ki Select~
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You can saven MS Word 19972003 document to theewMS Word 2007 file format using tHeave
AsY Word Documen commandsee figure onheleft). Note, you can savenéS Word 2007 document
to theolder MS Word 19972003 file format using thBave A¥ Word 972003Documehcommand (see
figure ontheright).

{%i H9-06 )+

Save a copy of the document Save a copy of the document

ey

™ Word Document

&;‘ Word Docu ment fiw
E Save the document in the default file

Save the document in the default file

apen farmat, J Qpen farmat,

&T‘,‘ Word Template
Save = Save the document as a template that can
- be used to format future documents,

=
&
- 4
~
@ Word 97-2003 Document = . @ Word 97-2003 Document
Save s | b Save a copy of the document that is fully save & Save a copy of the document that is fully

=

Zf

4

=

|:'.; Word Template
Save = Save the document as a template that can
- be used to format future documents,

compatible with Word 97-2003, compatible with Woard 97-2003,

Print 3 PDF
= Publish a copy of the document as a PDF

int ok el
=] Publish a copy of the document as a PDF &5
ile,

file.
Prepare  » rl Other Formats

Open the Save &5 dialog box to select fram
all possible file types,

Prepare  » rl Other Formats
Cpen the Save As dialog box to seleck fram
all possible file types,

4 Publish » ¢ Publish ¥
==

==Y

* L]
a Close | Llose

[ 123 word options | | 3¢ Exitword [ 23 wora optians || X Exitword

Printing

When you are ready to print your documentpapeicalled ahard copy chooseghe commandPrint
from the Office ButtonFill in the entries to th@rint pop-up window and click th&K button when you
are done:

Name
Choose the title of the printer you are sending your document to.

Page range
Lets you choose if you want to print your entire document or just a particular page or pages. For example,
to print pages 1 through 5 of your 13 page document, you cad{ypethePagesab.

Copies
TheNumber of copiestab allows you to select how maduyplicates of your document you want to print.

You can view your document conveniently on the screen as it will appear on paper before you send it to
the printer usingPrintY Print Preview. It is a good idea to get in the habit of using this fedbefere
you decideo createa hard copy.

Quick Access Bar

The @mmonly used comman@&ave Undo, andRedocan be foundt the todeft of theMS Word
window ashot buttongsee belovirom left to righi). You can customizehts toolbar using the down
arrowdrop down mengrightmos).

o 9 -0 5
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Status Bar
TheSatus batris locatd at the bottom of the MS Wowdndow. It displays the current page and the
number of words in the document (88eYou may view your document in different ways using the hot

buttonsin themiddle of the status b#&see2): Print Layoué, Full Screen Readir &2 , Web Layou &

Outline =, and Draf = . You can find a description of each of these views in the discussion on the
View ribbon.A slider allows you to zoom in or out of your document @ee

Page:1 of 1

Ruler

The horizantal ruler (shown beloydisplaysthe left and right ma@ins of your document in inches. You

can set the indentation for tfiest line of a paragraph with the First Indent icon and the indentation for
thesucceedindines with the Lefindent and Rigt Indent iconsThe Hanging Indent icon allows you to
adjust the First Line Indent and Left Indent icons simultaneously. You can insert tab stops anywhere in
the ruler by clicking anywhere within the rul@he vertical rulei(not shown) displaythe top and bottom
margins(also in inches Note, the vertical ruler iavailéble under the Page Layout vieWhe rulers can

be turnedn or off by clicking the toggle ruler hot button.

/ First Line Indent Toggle Ruler \
ORI S ; | v 3 ' 2 [ 3 DR 4 ' K 2 . 6 AT LTt :J
\ f =
Left Indent Right Indent
Tab Stop

Hanging Indent

Ribbons

All MS Wordcommandghat allowediting of the content ofour document are organizédo groups of
related commands calledbbons Each ribbon is displayed by clicking its timnd belowthe tile bar.
Eachcollection of commands found in a ribbon is further groupedsattionsA command is invoked
by clicking on its hot button. Theettings for a command are chosen by either using adinep menu or
clicking on the Dialog Box launchéutton ™ of a section, which appeaasthe bottom right athe
section A dialog box may have additional settings that do not appear on the ribbon.
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Home Ribbon

D_": =] s Documentl - Microsoft Word -oX
o/ 7l
—-/ Home Insert Page Layout References Mailings Rewiew ey 7]
=& T = A Tl == . = |[e= = (A . 9 Find -

B | R 1 (& W) (== E (B [anoco] amvcoo: aaBbC, aambee - A | Replce
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Pastej Bfgvabexz)emvgvév

=== - i i i Change
= =||4= THormal | TMo Spaci.. Headingl Heading2 - g
|* | g Styles ™ | kg Seleck =

Cliphoard & Font {F Faragraph {F Styles {F Editing

The Home ribbon is the first place to stadrking onyour document because it contains commands
relatedto editingtext, paragraphs, and thipboard.

Text and Paragraph Formatting

Thefont associated withnytext is the way your word®bk when typed. You can format your paragraph
with alignment, indentation, and line spacing.

Font Section
Calibiri [Body] 11 - A AT
B 7 U -abe x, X* Aa"||- A~
Fant M

The top row (left taight): font, font size, and clear the formatting for text. The bottom roiwt@ieight):
Font Syles(bold anditalics) andFont Effects @nderline, strikethrougtsubscript, superscript,
upper/lowercase, text highlight, and coldr

The text 6 F s musing fomt Gastellar style bold, size 18, and effects Outline and All caps

appears aﬁNKLKN UNMRSHY The dialog boxshown below reflect

these settings.

Font

| Chatacter Spacing I

Font: Font style: Size:

Caskellar Bold 18

Carnbria ] [reqular <] [14 =]

Cambria Math . |ltalic 16

Candara W F—‘
Eold Ikalic 20

Centaur hd] j 2z LI

Fant calar: Underline skyle: Underline calar:

I Automatic LI I {none) j I Automatic LI

Effects

I strikethrough ™ shadow ™ small caps
™ Double strikethrough ¥ Cutline ¥ all caps
™ Supetscript ™ Emboss ™ Hidden
I Subscript ™ Engrave

Preview

 FRANKILIN UNTVERSITY

This Font skyle is imitated for display. The closest matching style will be
printed.

Default... | QK I Cancel
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Paragraph Section
e T e ||EEEE| S| T

== 8- -

Paragraph

il

The top row (left to right)Bulleting, numbering, multilevel lists, decrease indent level, increase indent
level, sorting, and show/hide paragraph marks. The bottom row (lgfitt): Alignment (left, center,
right, and justify), line spacinge.g. single or double spacingpackground color, and bordering.

Bulleting breaks the flow of your content. You can use them for listing and prioritizing items in your
document. For examg|

School Supply List

e Books
e Pens
e Paper

Numbering is used for creating outlines, instructions, to do lists, etc. For example,

Opening Microsoft Word

1. SelectStart

2. SelectAll Programs
3. SelectMicrosoft Office
4. SelectMicrosoft Word

Clipboard Section

Theclipboardtemporarilyholdstext, shapes, pictures, etpreviously ctior copied from youdocument.
TheClipboardsectioncontains commands tat or copycontent from your document to the clipboard
andpastecontent from the clipboard back to your dotent. The paste commawill insert at the
insertion point the most recent item that was cut or copied to the clipboard.

%"] H T
_ D;/ Qit !
s
- Qo |
g3 L oY
Faste 1 A E—
’ ‘\f Format Painteri
Clipboard | —-------oeooo- :

In fact e clipboard maintasup to 24 items in the order they were previously cut or cofiek on the
Dialog box launcher butto ™ to view the entire contents of the clipboard.
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ff-;a.\‘w H -G - Drocument2 - Mickosoft Wiord =
fy Home Insert Page Layout References Mailings Review Rt 'Q)
—3 &_ D (o METIRIY.S ﬁv||£fb| == "s__-'”'g-g *?-EIl%lH qu 2aBhiehe | 2aBbCcDe AaBbCi AaBbCc . % ‘?é:::la;e
Pafte V;, B £ U - ahe x, X° M'IIE' é'l == = Ellxi'hg' Thormal | Tho Spaci.. Headingl Heading2 — gtl;al:sgf ::Select'
Clipboard ™ Font Fl Paragraph F] Styles (Fi Editing
2 of 24 - Clipboard 'XE 1'81'2'3'4'5'56%
an ltem ta paste: Phrase 1 I
) Phrase 2 Phrase 2
I@’L] Phrase 1
=y- ;
e _—
Page: 1ofl | Words: 2/4 | o5 uE‘ R E | = |gonmu(=) 0 &)
In the example shown abovh, & t ext OPhrase 16 was copied into t
6Phrase 26 wa TFhecliphpardendhintairfs thetemstinta st where the item at the top of
the list was most recently cutorcopiégd. past e command wi | | insert the

last copied (orcutYf ou can past e lyHdosbleicliciengit fdori the liats e 1 06

Theformat painterallows you to copy and pastalg theformatting(not thetext) associated with text.
Highlight the text that you would like to copy formatting from. Your cursor will change to a paintbrush
and vertical line. Now highlight text that you wddike to paste this formatting to.

Insert Ribbon

;/@ H9-8 )¢ Document! - Microsoft Word
=
Home Insert Page Layout References Mailings Review View (7]

BN D LBEDPPe Q@ 2 B 295 M4 LEm TR

Cover Blank Page Table | Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop Equation Symbaol
Page~ Page Break - Art - - = MNumber~ | Box~ Patst ~ Cap- "84 Object - - -
Pages Tables Tllustrations Links Header & Footer Text Symbols
PageBreak
You can start the next page from the current insertion point by cli€lagg Beakfound in the Pages
section.
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lllustrations
The commands in the lllustrations section allow you to insertngistulrawingsand charts into your
document.

e To placethe illustration in your dagment click on it somewhere in the middle with your left
mouse button and then drag it to the desired location in the document

¢ Resize the illustration by dragging a sideeomer of its bounding box

e Use the Format ribbon to change attributes about the picture

Picture
Use thePicturecommand to insert picturéisat you downloaded fromdigital camera ofrom the

internet.

Clip Art
I f you dondét have uaanfindagicture ® use in yoyraacumerd usimgihEpro
command. A task pane will appear on the right. Wh

you will see a gallery of pictures that are similar to your key. Double click on¢heeiyou like and it
will be inserted into your document. The following clip art was inserted into the document using the
search key AEIlI ephant 0 PictirenStylekectionder was set using t
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