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Welcome to the new look of Word 2007. The blue part across the top of the screen is called the
RIBBON The #absacross the top of the ribbon (HOME, INSERT etc.) are general areas. When you click
on one of them, th& subcategories will fill the ribbon

But the most important question i$iOW DO | SAVE the top left of the screen ;

you will see this large circle with the multi colored squares L G Q& Ol = 3/ ''¢¢hb
When you click on it, the following window will drop down. As you can seatiins — Ho
all of the most basic commands: Open, Save, Print, etc. There is also a list of rece ”
opened documents. THE BUTTON
PN = I T I y: Most of the items are simple to use. For a
.@ | _
New Document, clicNEW To open a
Recent Documents .
j New folder clickOPEN
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| s, , & PRtfalure = | moveyour mouse over the Print icon,rew
= ave As . . . .
uti 7 Shaun Blakey = window will open with three options. Just
HE,,.D o § Dewey questions ~  select Print Preview to Preview.
Print 4 g : F
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P biues revival -the book = ) Word 2007 (Preview) - Microsoft Word
ﬁ, Prepare  + Movember 2003 =l
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And toEXITWord, click Exit Word"®
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_\"'. H9-3 - L SAVING
.@, |
SAVE AS8alls up a new menu with a couple
j New Save a copy of the document of options on it. Hold your mouse over
fjw &y Word Document _ SAVE AS to access this menu. The two
~y Save the document in the default file i i i
/7 Qpen format. most commorfunctions will be the first
fiw 1| Werd Template and thirdones:
| I Save "= Save the document as a template that can
- be used ta format future documents,
= [j#] 2y Werd 87-2003 Document Word Document This will save the file in
"y Saveds | b Save a copy of the document that is fully :
compatible with Word 57-2003. Word 2007format, which can only be
@ Print » » Find add-ins for other file formats Opened on other Word 2007 CompUIers
: - Learn about add-ins to save to other This is the same as C|icking
formats such as POF ar XP5, . . —~
- Save (or the little discat (g = ©
4#| Prepare ¥ | j—J Other Formats T
Cpen the Save As dialog box to select from the top of the screen. The
Il possible file types. . q .
3 ceng > all possible file fypes file will be saved in .docx format.

Word 972003 Document Clicking this will save your fileaiVord 2003compatible format. If you
save the file this way, you will be able to open it on any computer with either Word 2003 or Word 2007.
The file will be saved in .doc formatou can save a file in both formats if you like.

When you save thdocuments, they will show up in your folder with the above icons next to them to
help you distinguish between them.

You can also save directly aBRFormat which is very useful for creating files that cannot be altered.

QUICK ACCESS TOOLBAR

z ‘_ At thetop of the screen is a Quick Access Toolbar. You can customize

(Oa) H 9
) this with whatever

S
Hnmea Thnza

== 1]
Word Options RPX

icons you use most. T e mostly familiar fro[ .. E—
Word 2003. Saveis the disc. - [ —
Undois the blue arrowr aa '
I:E] |:(|iustnm\ze Quick Access Toolbar By CIiCkIng On the arrOW at %E?{y;\;n;m
s - the right, you can add
Eoa[V] save whichever ¢ons you like.
E-mail
1|V | Quick Print
Prin Preview The most frequently used
Spelling & Grammar . .
7] undo options are listed when you
V' | Redo H
N click that arrow. But near the
More Commands. bottom isMore Commands
Show Below the Ribbon
Minimize the Ribban

By clicking on this, it will open a new window full of virtually every command you can think of. The drop
down at the top lets/ou selectALL COMMANDSThis lists hundreds of things you can add, like Cut, or

Columns or Find, or eveStrikethrough
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ANYTHINE&LSE YOU MIGHT BE LOOKING FOR

WHERE 1S? INTHIS TAB  THIS SECTIOI WHERE I1S? IN THIS TAB THIS SECTION
Alignment (1) HOME Paragraph Mail Merge (5) MAILINGS  Start Mail
Merge
Background (3) PAGE Page Margins (3) PAGE Page Setup
LAYOUT Background LAYOUT
Bibliography (4) REFERENC Citations Page Break (2) INSERT Pages
Bold, Italic etc. (1) HOME Font Page Setup  (3) PAGE Page Setup
LAYOUT
Bookmarks (2) INSERT Links Page View (7) VIEW Document
Views
Breaks (3) PAGE Page Setup Paragraph (1) HOME Paragraph
LAYOUT
Bullets (1) HOME Paragraph Pictures & (3) PAGE Arrangement
Arrangement LAYOUT
Columns (3) PAGE PageSetup Pictures/Clip  (2) INSERT lllustrations
LAYOUT Art
Comments (6) REVIEW Comments Protection (6) REVIEW Protect
Copy/Paste (1) HOME Clipboard Ruler (7) VIEW Show Hide
Date & Time (2) INSERT Text Sent to Back (3) PAGE Arrange
LAYOUT
Envelopes (5) MAILINGS  Create Signature (2) INSERT Text
Extra Page (2) INSERT Pages Spacing (1) HOME Paragraph
Find/Replace (1) HOME Editing Spacing (3) PAGE Paragraph
LAYOUT
Font (1) HOME Font Spell Check  (6) REVIEW Proofing
Font Color (1) HOME Font Styles (1)HOME Styles
Font Size (1) HOME Font Symbols (2) INSERT Symbols
Footnotes (4) REFERENC Footnotes Table of (4) REFERENCI Table of
Contents Contents
Header & (2) INSERT Links Tables (2) INSERT Tables
Footer
Hyperlinks (2) INSERT Links Text Box (2)INSERT Text
Indent (1) HOME Paragraph Themes (3) PAGE Themes
LAYOUT
Indent (3) PAGE Paragraph Thesaurus (6) REVIEW Proofing
LAYOUT
Labels (5) MAILINGS Create Track (6) REVIEW Tracking
Changes
Macros (7) VIEW Macros Word Art (2) INSERT Text
Zoom (7) VIEW Zoom
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At the bottom right of many of the subsections, there is a tiny square wite x. x* Aa-||* - & -| |

an arrow. If you click on that little box, a menu will open up allowing you

Font L]
do many of the detailed features that yovere used to from Word 2003/

In theHOMETab:

Font KA P aragraph 20
Font | Character Spacing | A
Indents and Spacing | Line and Page Breaks I
Eonk: Fontt style: size: @zl
[+Body [Requlsr 11
+Headings Italic 9
Bgency FE Bold 10 . ,
ibertus Extra Bold Eiold Ikalic F[- Qutline level:  |Body Text -
albertus Medium x| 548 el
Forik calor: Underiine style: Uniderline color:
[ automatic =] [inone) =] [ aomatic ] Indentation
e Left: ID" 5‘ Special: By
I~ Strikethrough I~ Shadow I~ Small caps
™ Double strikethrough ™ autline I~ &l caps Right: ID" ﬁ II:I‘IDnE) j I ﬂ
™ sugerscript I~ Emboss ™ Hidden
I subscript I~ Engrave I Mirrar indents
Previem
+Body Spacing
This s thes brcky Hhems Forit, The currsnt dorument Hhems definess which Fort wil be ssc Before: IU als E Ling spacing: Aak:
After: ID gt ﬂ ISingIe j I ﬁ
Defaul... pem—" I Don't add space between paragraphs of the same skyle
O O O Preview
Tabs... I Default. .. | o] I Cancel |

PARAGRAPH POP OUT

FONT POP Olallows you detailed font effects like strikethrough, outline etc.
PARAGRAPH POP Qdlldws you to modify spacing,

wL .

indents tabs etc. Pau e [[hen] -
In the PAGE LAYOURD: GO LI R —
Gukter; m Gutter position: m
PAGE SETUP POP @Udws you to change margins, Sricntaton
page numbers etc.
Multiple pages: lm
In the REFERENCED: e
FOOTNOTE AND ENDNOTE POPa{liys you to
modify your references. (No picture shown).
Apply bo; |Whole document =
Default, .. I Cancel I
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ONE LAST THING ABOUT THE RIBBON
—

L¥ 22d2 OF y0i adanydke ipgawdy N T ;A _
Click on the arrow to the right of the Quick Access bar ar | EF |

on that drop down menu, select Minimize the Ribbon. _J’l Mo et Bimu

E;ﬂ Ho-o8@&E- )+ Using Word 2007 - Microsoft Word - =
7‘5/' Home Insert Page Layout References Mailings Review View

(] S SRR SRR RN NCH RCHCACE SN RENCH SRR NN RNCR RN SRR, =

When you minimize the ribbon, you are left with just the Tabs. If you click on any of the Tabs the ribbon
will come bacland let you danything Once you click back in your document, the ribladglhgo away
again. Uncheck Minimize the Ribbon to have it show up again.

hY! = 29Qw9 bh¢ ¢he¢![[. 5hb9 2L¢l

There are some actions that create new tabs to appear oniti®n. Whenever you insert a Header or

Footer (in the Insert tab), a neldeader & FooteiToolsTabwill appear. When you click on the Design

LI NI 2F | SIFIRSNJ g C220SN) ¢22fasx e2dxQff aSS GKAa yS
Footer. Etter click Close on the right side to get rid of the ribbon, or just double click in the body of

your text, and the Header Ribbon will go away. To get that ribbon back, just double click in the

Header/Footer area again and it will reappear.

pﬂ H9- 0 &E 4 - Using Word 2007 - Microsoft Word Header & Footer Tools - o X
) -
—/ Home Insert Page Layout References Mailings Review View Design %
j j j = J Elgl JI 5 Previous Section Different First Page =+ Header from Top: (0.5 :

= 5 S = - E ) : R ] S
— = X X \—I Bn p Mext Section Different Odd & Even Pages || =i+ Footer from Bottom: |0.5° - —
Header Footer  Page Date  Quick Picure Clip Goto Goto ; . Close Header
- MNumber = || &Time Parts = Art Header Footer % Linkto Previous || W] Show Document Text F] tnsert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close
— =

The same is true for pictures. When you add a picture to a document or if you click on a picture that is
already in the document, thBicture Toolsvindow will open. Click on Format, and the picture
formatting ribbon will open. In here you camodify pictures (brightness, color changes); crop pictures;

or wrap text around thepicturesto make them fit better. Ad, with a new feature, you can use the

Picture Styles térame the pictures, or change the shape of the pictures or even add shadows. Just clic
on the down arrow on the right side of Picture Styles to see all of the selectfidmie on pictures later.

E; H9-0&5E A4 . Using Word 2007 - Microsoft Word Picture Tools -

1
Y |
— Home Insert Page Layout References Mailings Review View Format

N Lo 3 . 3 i " = Ernnin Ernnt =g CE ] .
Gr Brightness = |4 Compress Pictures — — — — J) Picture Shape ) 4 Bring to Front .I,:I. :,[EII' ;.J 157
(P Contrast - ?jg Change Picture 4‘ -d .d ." d = 2 Picture Border = e JJ Send to Bac o @ .

_ asition rop =155
{?_tg Recolar = tﬂ Reset Picture T | Picture Effects = - IETEKt Wrapping * Sk P85

Adjust Picture Styles Ta Arrange Size

MINI TOOLBAR

i ; Calibri (Bot = |14 = A 47 é;v ¥ J
Whenever you highlight text (one word or a whole paragraph, or| =B A . = o
B = ~|QA-EE -

even a whole documenth faint box will appear above your
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mouse. If you move your mouse toward the box, it will reveal itself to be a small toolbar, giving you
quick access to most of the text effects. Change the font, the color, Bold or Italicize. The changes will
affect everything that is highlightedrou can als@ccess this toolbar by right clicking. It will pop up
automatically.

hCCL/ 9 HwnntQ{ ! ¢h tw9+L9?

With Office 2007, any of the changes you may make from Font to Color to Style will automatically be
Previewed for you. Highlight any text or even a whdgeument. Then roll over any of the options and

the screen will change to show you what it will look like. Click on the option and it will take effect, move
your mouse away and it will go away.

STYLES

A new feature in Office 2007 is the Styles windowhanHOME tab. If you select the entire document,

the Styles will provide formatting for the whole documeif¥.ou can also choose a style before you start
you document)The style options allow for various color schemes, as well as changing type fonts
throughout the document. The Change Styles arrow provides even more Styles available. The Style Set
shows some standard overall styles. This includesugmmatic reurn to Windows 2003 (!) by slecting

that it will look exactly like it used to. And,waih all of the new features of 2007, by rolling over a

Style, it will peview it for you automatically.

TEMPLATES
When you click the Button and choose New, the New Document window opens. O | T
the left side of the window is a list of Templates. If yockatin any of them, Word will || msatearenpiates
search for Templates that you can use for your documents. The listis quite lengthy | ..
and they include Award Certificates, Brochures, Envelopes, a variety of Forms, :‘E‘;’:'j;f“’"‘“""“"*
AyOfdzZRAY3 (GKAy3Ia tA1S | Hds@Ghdsdmtifingthéitl y| ssen ¢ KSNBQ
may be especially useful: A Resum@plate. Download the template and youcan | ...~
simply modify the data to reflect you and your skills. Busines: cards

Calendars

Contracts

YR aLSF1Ay3 2F 22NR [= X

Flyers

Why is the default in this new Word so weird? Why is the font Gadibd why does it || rom:

Fdzi2 Y GAOLtt 2 SRARABSGaMIOBKKO] [ 2andokas | = @ dza
lot of these things manually, including changing the default font @c you can just e

select a Template that changes it all back to Word 2003: imisices

Labels
[ On

1. Clik the Microsoft Office Buttori~ ™ , and then click New. e

2. On the left menu, click on Installed Templates

3. Scroll to the very bottom right, click on Office Word 2003 Look

4. It will appear in the window on the righfThen click Create on the bottom.
Your documentill open and it will be in the format of Word 2003: font, line spacing, margins,
everything.
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Now if you want ALL of your documents to look like this from now on, you can set this as the default. To
do this:

1. Click the Microsoft Office Butto| , and thenclick New.

2. Doubleclick on Blank document to create a new document.
3. On the Home tab, click Change Styles.

4. Select Style Set.

5. Click on Word 2003 Quick Style set.

6. Click Change Styles again

7. Select Fonts.

8. Click on Office Classic.

9. One more time, click Changeylsss.

10. Then click Set as Default.

Every document from now on will open in this form3tou can always change it to something else in
the futureif you like.

¢ /1 bQ¢ L W {¢ /I1!'bD9 ¢19 {¢'tL5 [L

- — . 1
Using ¥ Word 2007 - Micre Yes £ 2l
. . : Indents and Spacing ILine and Page Braaksl
lings  Review  View Click on the Pop Outaw in the Ll
- i=-'z-||= =4}/ | Paragraph subsection. e g
= = =||t=- R - . \ )
= Z=S[E12 50 A new window will open. Select e — y
Paragraph : VEV Line Spaginginglg. ,PutAa gheck N w3 [
the52y QU I RR aLJ OS hutdHaan®sety LJ I oo
BeforeandAftertoOpt. ¢ KSY Of AO1 5STI dzl s A O]

YeS Before: 0 pt 3‘ Line spacing: A
’ After: ID pt i‘ IS\ngIe j I

I” Don't add space betwesn paragraphs of the same style

And, to change thelefault font, click the Pop Out arrow in
be x, X' Aav||% - A -2 the Fontsubsection. Select your
font and size and anything else an
then click Default and then Yes.

Presview

Font (]

Tabs... Default... | [s]:4 I Cancel

IS THE MOUSE AT LEAST THE SAME?

Yes.
The right mouse button performs a lot of tricks thawzbverabove;however, if you prefer to use the
mouse, they are handy here.
If you have amisspelled word(Word underlines what it thinks are misspelled words with a jagged red
line) and you right click on the word, it will offer a list of corrections)
If youstart with a word that is spelled correctly, you can change the FONT, insert bullet points, add a
hyperlink or even look for synonyms.
If you highlight the word, you can cut or copy and paste the word elsewhere.
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BULLET POINTS
If you have already typed a sectiand you decide you would like it to have bullet points or numbers, simply
highlight all of the text, and click either the number or bullet icon at the top (in the Paragraph sedfigoy)
select numbers, Word will add numbers to each paragrdplouselect the bullets, you will be given a new menu
to choose which style you would like.

e These 1. These x These
e are 2. are x Are

e Bullet 3. Numbered x Fancy
e points 4. points

INSERTING A PICTURE

Click the Insert Tab and click Picture. The Insert Picture menu will allow you to choose a picture from somewhere
on the computer.[Clip Artgives you access to a staggering amount of clip art onli@ade the picture is inserted

you can change thez or position of the picturelf you click on the picture¢he Picture Tools Takwvill appear

in Red and circles will appear on the corners andssafeéhe picture If you click and hold on one of those
circles, you can drag the box to make it biggesmaller.

E; Ho-0o&@&E 3 v Using Word 2007 - Microsoft Word Picture Toals - =

5

— Home Insert Page Layout References Mailings Review View

| Format

i Brightness = :ﬂf Compress Pictures

— — — _J.)Pictuleshapev =] 4 Bring to Front

() Contrast = E:gchange Picture -‘ -‘ .‘ ."‘ d = 2 Picture Baorder = Postt JJ Send to Bac
— asition
% Recolor = "‘Lg Reset Picture T = Picture Effects ~ - IETEKt

Adjust Picture Styles ]

&E| EhBringto Front ~ |Z-
-!LESEnd to Back = _ _

To adjust the way text flows with the pictureclick on the picture. Select the Picture

B3|

o e rapang T ke | Tools menu and click on Text Wrapping. A small box will open with several options for
| In Line with Text text wrapping.
. E Square
the si| (€ Tignt In line with text means that the picture will PR X
and = Behind Text . e —
can { i@ mFront ot Tex stay right where you put the cursor, and the coworsanauTes siee | [Layet | praure wet
[ Top andBattom bottom of the picture will be aligned with that | “Z==5°
B8 Through row of text. A - NE-1NE-E-:
E ore Loyout Optione. Squaremeans the text Wl" Wrap around the Lnllnewltf;t?xt Sguare Tight Behind text  In front of text
— N picture (if you put the picture left or right, the | ™ "
text will stay on the sidef the picture.
Tightmeans the text will wrap even more closely to the picture (and if
there is white space, it may fill in that white space).
Behind textmeans the text will cover the picture (with varying degrees
of legibility).

In front of text mears that it will cover the text.

More Layout Optionopens the Format Picture windowhich was in Word 2003.
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If you select thePicture tabyou can adjust the strength of the picture with the Brightness and Contrast levers, and
you can make the picture a wexmark by selecting Watermark from the Color drop down meiihis will put the
picture faintly in the background of the page.

TABLES

Tables are useful for creating charts, or gri@mply click otthe Insert Tab. Tablés
right below. Apop up mem will let you decide the number of vertical columns and

Insert Page Layout Referent

horizontal rows.Just drag your mouse over the number of cells you want. Onceyt ||| || 5% [P 2
click, it will insert the table into your document where your cursor is. You can alsc [Tk | Fidure Clie shapes Sm:
the manualwork by selecting Insert Table. Or,ing the Draw Table feature you 3x3 Table
Oy GRNI 6¢ @2dzNJ 26y XPiKS LISYWchrlwayst f 2 O0O00000(Sa A G KA
adjust the height and width of each table if you put your cursor over a line and the EEEEEEE
line turns into adouble arrow. |
|
When you click on your table, a new Tables Tools Tab lights up. The Design subi EEEEEEEEEE
allows you all kinds ahodificationsto the look of you Table The styles section |
shows predesigned colaand shadings. The Table Style Options ondftallows G | Insert Table...
you to change specific aspects of the Table. And the Shading and Borders buttor |4 2™
just what they say. B Excel spreadsheet
= Quick Tables »

Thelayout submenu allavs for more specific tdrations of your table: addingr deleting rowsmergingcells,
changing text direction and sorting.

SORTING

When you have a table, you can sort the cells of the table so that they are in alphabetical Gligkr.
in your table and on the Layout submenu, click on the AZ Sort Mtren the new pop up withow
opens, you can choose which column you would like it sorted by (for instance if you had your columns
set up First Name, Last Name, you could sort by column 2 to sort them alphabetically by last name)
and sort by Text (Alphabetical, Number or Date).

Sort E]@

Sort by
Eolmn 1 B9 Twpe: | Text | (© ascending
Using: |Paraaraphs 3 ) Descending
Then by
B9 Typs: | Text | © Ascending
Using: | Paragraphs " O Descending

Then by

My list has

You can also alphabetize ANY document by paragraph in \Wdnete is esmallerAZ arrow icon on the Home Tab
in the Paragraph section. If you click on that you get the same menu as alfgee. are making a list, for
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