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Getting Started

Identifying the Parts of the Word Window

Quick Access| g
-

Toolbar
- =Nl RN D Documentl - Microsoft Word - = X
Microsoft |« a)
Off Button 5 Home Insert Page Layout References Mailings Review View Developer @
Ice ——
4 | Calibri (Body) vl - |||[E= = rlizr||EE EE| % 84
Tab Bar s Bz m- be %, % ||| = == AaBbCcDc AaBchFJ( AaBbQ -
Paste # [ A A | A a7 [T~ '”%l” q | T Mormal | TMo Spaci.. Headingl — E?yalgsgve Ed”ilﬂg
) | Clipboard ™= Font I} Paragraph ) Styles )
Ribbon -g---.---1---|---2------3---|---4--- I S e
Document |4 -
Pane :
N +
@
r:_‘ E
R m s
Status Bar : Page:1 of1 | Words: 0 s,% S uEl B IR = | = [yin0ss @ [1] @ EEH

Quick Access Toolbarcontains shortcuts for the most commonly used tools

Microsoft Office Butbn ¢ contains common file and system commands (e.g. New, Save) Print
Tab Barg contains tabs that display tools and commands in the ribbon

Ribbon¢ contains groups of tools for use with Word 2007

Document Pane; displays the currently open document

Status Barg contains document information and shortcuts



Using the Ribbon

The Ribbon contains command buttons grouped by task.

Tab Command Button
f"/ Home Insert Page Layout References Mailings Review View Developer '9)
= - o o = e = RS 4 Find -
“ | calibri (Body) MEER SN E R Ehdad k2 A N ; %
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Clipboard ™= Font (F Paragraph 1 Styles (F Editing |
Group Launcher

Opening a Document

Click the Microsoft Office butto™ .

Select Open.

In the Open dialog box, locate and seléwt file you want to open.
Click the Open button.

PwbdPRE

Creating a New Blank Document

1. Click the Microsoft Office butto™ .
2. Click New.
3. Click the Create button.

Creating a New Document from a Template

1. Click the Microsoft Office butto™ .

Select New.

3. Inthe New Document dialog box, click the Installed L
Templates shortcut in the Templates pane.

4. Select the template you want to use.

5. Click the Creat button.

N

OR to search for a template online

TTaAONR A2 TGN

1. 9y UGSNI I 1S@62NR Ay (GKS
hytAyS F2NIxt GSYLX | GS¢

2. Click Start Searchit 2/

Select the template you want to use

4. Click the Download button.

w
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Creating a New Document from an Existing Document

The new document will be an exact copy of the existing document but will be given a default document

o khowbhPR

Click the Microsoft Office butto'™ .

Click New.

Click New from existing...

Browse to the document you want tesa as the basis for the new document.
Click Create New.

name until you save and rename it.

Saving a Document

To keep your work, you have to save it, dnd Qa ¢early ® NJ thiaR

uokhwbh PR

Click the Microsoft Office butto™

Select Save

Select the location where you want to save the document.
Enter a file name in the File name box.

Click the Save button.

Saving a Document in Another Format

Word 2007 docurants can only be opened in previous versions of Word if the user with the older

version has installed the Microsoft Office Compatibility Pack for Office 2007. The user with Word 2007,

however, does have a few options in terms of saving their document.

1.
2.
3.

o1

Clik the Microsoft Office buttor™ .
Click the arrow next to Save As.
Do one of the following:

a. To save the document in the default format (.docx), select
ve a copy of the document
Word DOCUment. !;‘ Word Document
= 5 the d tin the default fil
To save the document as a template, select Word Template.— romat.
c. To make the document compatibleith older versions of | e ement 2s  template that can
Word SeIeCt WOI’d 9_2003 Document be used to format future documents.
! ' Word 97-2003 Document
d. To save the document as a .PDF or .XPS file, select PDF o ?ﬁpit‘i‘é?!ﬂtihfuﬂfé”g’?fzﬁﬁéh“‘”””"
To select other formats, select Other Formats. Click the arrow, eor orxes
. g Publish a copy of the document as a PDF or
on the Save as type box and select a file format XPS file,
H ~—J Other Formats
Select the locatiomvhere you want to save the document. B e R —

Enter a file name in the File name box.

all possible file types.

Click the Save button.



Text and Text Formatting

Selecting Text

If you want toselect altext in the document, you capress CTRL + A, or cli#éddecthA Select Allpn the
Editing group of the Home tab

Cutting, Copying, and Pasting Text

To remove text from on place in the document and put it in anothergutiand pasteahe text. 3 &
You can alsoopy and pastéext if you want to leave the text where it is, but also put a copy | eas- :j,
elsewhere. CIiplYJ-Jard F]

These are found on the Home tab, in the Clipboard group.
To cut text, click on the Cut buttcds or use the shortcut key CTRL + X.
To copy text, click on the Copy butt =3 or use the shortcut key CTRL + C.

Then paste the text, place your cursoheve you want the text and click the Paste butt: |

Using the Office Clipboard

The Microsoft Office Clipboard allows you to copy multiple text and graphical items from Office
documents or other programs and paste them into an Office document. It wdtkge standard Copy

and Paste commands. The collected items stay on the Office Clipboard until you exit all Office programs
or you delete the items from the Clipboard task pane.

To display the Office Clipboard in the task pane, go to the Home tabp@&ligbgroup. 3 #

Click the Clipboard Dialog Box Launcher 4
Clipboard ™ ———

Applying Bold, Italics, and Underline to Text

In order to emphasize certain text, you can bold, italicize, or underline it. To do this, select the text and
do one of the following:

e On the Home tabin the Font group, click Bo'® , Italic < , or Underline @ -,

¢ Use the Mini toolbar to click Bold, Italic, or Underline

e Use the shortcut keys (CTRL + B = Bold, CTRL + | = Italic, CTRL + U = Underline)



Changing Font, Font Size, and Text Color

You can also @mnge the font , font size, and text color. To do this, select the text and do one of the
following:

e On the Home tab, in the Font group, change f¢a!itri Bedi ", sizet " ortext color==".

e Use the Mini toolbar to change font, font size, or text color.

e Use the shortcukeys (CTRL + SHIFT + F = Font, CTRL + SHIFT + P = Font Size)

Using the Mini Toolbar

When you select text, the Mini Toolbar, a miniature, semitransparent toolbar will appear. The Mini
Toolbar helps you work with fonts, font styles, font sizing, alignmext color, indent levels, and bullet

features. Calibri (Bot - |11 - A" o7 Ay~ o F

To turn off the Mini toolbar: B J =E%-A-EEZ-

Click the Microsoft Office butto'™ .

Click Word Options

Click Popular.

Under Top options for working with Word, uncheck the Show Mini Toolbar on selection check
box.

PwbdPE

Applyi ng a Quick Style

Instead of adding bold or italic formatting for emphasis, changing the font size, and then changing the
font color, you could apply Quick Styles, reaalgde sets of formatting that you can use to change these
attributes with one click.

AaBbCcDc AaBbCcDtc AaBbC: AaBbCc %

THMormal T Mo Spaci.. Headingl Heading2 = Change
Styles -

1. Select the text you want to change. Styles F

2. Onthe Home tab, in the Styles group, move your pointer over the styles to see how each style
will look in your document.

3. LT &2dz R2y Qi aSS GKS & tdexpatite @ucy G Of A O1
Styles gallery. M

Change

4. When you see a style you like, click it. e

To apply a style:

A, Style Set k
You can also apply a Quick Style set. Each set may include styles for different heading leViels;-- ’
body text, quotes, and titles. To do this, click Change Styles on the Home tab, in the Style§' ™™
group.Now you can select between Style Set, Colors, and Fonts. :

(et

(V)



Using the Format Painter

You can use the Format Painter to apply text formatting and some basic graphics formatting, such as
borders and fills.

Select the text or graphic that has the formattithigat you want to copy.
On the Home tab, in the Clipboard group, click Format Pa S3rThe pointer changes to a

paintbrush icon.
3. Select the text or graphic that you want to format.
4. To stop formatting, press ESC.

Inserting Symbols or Special Characters

To insert a symbol:

1. Click where you want to insert the symbol. e [S2symbol~

2. On the Insert tab, in the Symbols group, click Syr & smeei- BB e £ ¥

3. Click the symbol that you want in the dralown list. If the symbol you want is Tt
not on the list, click More Symbols. In the Font baick the font that you ) i |_3 n :
want, click the symbol that you want to insert, and click Insert. T —

4. Click Close.

Document and Paragraph Formatting

Page Layout

) Orientation ~ » ,Bveaks =
1) Size - £ Line Numbers ~

Setting Up the Page

There are several page setup options on the Page Layout tab, in the Page Setup EH Columns = 2" Hyphenation -
Page Setup ¥

group. I

Change Pge Margins [l = e

1. Click Margins
2. Click the margin type that you want. For the most common margin width, click J o

Bottom: 1

Normal.
3. LT &2dz R2yQii 488 (GKS YINBAY (&L} e&2dz- ;alyruz Ot A
Bottom, Left, and Right boxes, enter new values for the margins. [0 &=e =t

Tochange the default margins that Microsoft Word uses for all new blank documents, crjk
Margins,Custom Margins. In the Page Setup dialog box, click Default.



Changing Page Orientation

You can choose either portrait (vertical) or landscape (horizontahtaiion for all or part of your
document.

'y Orientation ~

1. Click Orientation =] | ponr
2. Click Portrait or Landscape (=) anccape

If you want to use portrait and landscape orientation in the same document, select the page or
paragraphs that you want to change to portrait or landscape orientatitlick Margins, Custom
Margins. On the Margins tab, click Portrait or Landscape. In the Apply to list, click Selected text.

Aligning Text
Select the text that you want to aligo to the Home tab, in the Paragraph group:

e To align the text left or rightlick AlignTextLeft!= or AlignTextRight .

e To center the text, click Cent = .

[l
<

e To justify the text (align evenly along the left and right margins), click J =
To vary the alignment within a single line of text:

1. Switch to Print Layout view &/eb Layout view

Click in a new line.

3. If you want to insert leflaligned text, move the mouse pointer to the left margin until you see
the Align Left icoll= . Double click and then type your text.

4. If you want to insert centealigned text, move the mouseopter to until you see the Center

N

iconé . Double click and then type your text.
5. If you want to insert rightiligned text, move the mouse pointer to the right until you see the
Align Righ=1. Double click and then type your text.

Setting Indents and Spacing

Indent Spacing

Indent and Spacing options can be found on the Page Layout tab, in thes: o 2 || =5 Before: 0 pt
£z Right: |0° 203 after 10t

Paragraph gl’OUp Paragraph

Ar A

il

Indent only the first line of a paragraph

1. Click in front of the line that you want to indent.
2. On the Page Layout tab, click the Paragraph Dialog Box Launcdthé¢neanclick the Indents and
Spacing tab.



3. Inthe Special list under Indentation, click First line, and then in the By box, set the amount of
space that you want the first line to be indented.

The first line of the paragraph and all subsequent paragralpaisytou type will now be indented.
Increase or decrease the left or right indent of an entire paragraph

1. Select the paragraph that you want to change.

2. Click the arrows next to Indent L¢ZE Lt or Indent Righ 2 Right: to increase or decrease the
indentation of the pargraph.

Set an indent by using the TAB key

Click the Microsoft Office butto™ .

Click Word Options.

Click Proofing.

Under AutoCorrection settings, click AutoCorrect Options. Click the AutoFormat As You Type
tab.

Select Set leftand firstindent with tabsand backspaces check box.

6. To indent the first line of a paragraph, click in front of the line and press TAB.

To indent an entire paragraph, click in front of any line but the first line and press TAB.

Hpowbd e

o

Indent all but the first line of a paragraph

1. Select tle paragraph in which you want to indent all but the first line (hanging indent).

2. On the horizontal ruler, drag the Hanging IndemirkerE‘tg the position at which you want
the indent to start.

OR

2. Click the Paragraph Dialog Box Launcher on the PagetltapoClick on the Indents and
Spacing tab. In the Special list under Indentation, click Hanging, and in the By box, set the
amount of space you want for the hanging indent.

Change line spacing

1. Select the paragraph for which you want to change the ljyecig.

2. Click Line Spacit +="lon the Home tab, in the Paragraph group.
3. To apply a new setting, click the number of line spaces that you want. “

Add Space Before Paragraph

To set more precise spacing measurements, click Line Spacing Options, arid ;= "
select the options that you want undemke Spacing.

10



Creating Headers and Footers

Header and Footer settings can be found on the Insert tab, in the Header & FooterHeajjer Foo%, pﬁ

= Number =

group. Header & Footer
To insert a header or footer, click Header or Footer. Click the header or footer design that you want.
Insert text or graphics in a header or footer

Click Header or Footer.

Click Edit Header or Edit Footer.

Insert text or graphics.

To save the header or footer that you created to the gallery, select the text or graphics in the
header or footer, and click Headdr Save Sel¢on to Header Gallery or click Foo#r Save
Selection to Footer Gallery.

N\

Remove the header or footer from the first page

1. Onthe Page Layout tab, click the Page Setup Dialog Box Launcher, click the Layout tab.
2. Select the Different first page check box enéHeaders and footers.

OR

1. Click Header or Footer.
2. Click Edit Header or Edit Footer.
3. On the Header & FootélroolsDesign tab, in the Options group, check Differigrdt Page

Remove the headers or footers

1. Click anywhere in the document.
2. Click Header ordeter.
3. Click Remove Header or Remove Footer.

Inserting Page Numbers

You can add page numbers, which are associated with headers and footers to your document.

1. Onthe Insert tab, in the Header & Footer group, click Page Number. pﬂ
2. Click Top of Page, Bottoof Page, or Page Margins, depending on where yom;mbi},o.pag,
want the page numbers to appear. |

3. Choose a page number design from the gallery.

Bottom of Page
Page Margins
Current Position >

Format Page Numbers...

PREDD

Remove Page Numbers

11



Format the page numbers

Page Number Format @@
There are several page number format changes you can make: pumber ermat; R
[ include chapter number

Change the numbering style (hnumber format)
Change the font and size of page numbers

Start or restart the page numbering S
Restart the page numbering with 1 for each chapter or section o ’

Inserting Date and Time

You can also add the Date and Time in the Header and Footer

Insert date and time in Headeor Footer

1.
2.
3.

4.
5.

Click Header or Footer on the Insert tab, Header & Footer group.
Click Edit Header or Edit Footer.

Click where you want to insert the date and time.
=

EEG)
Date

Click Date and Tirr== on the Header & Footer Tools Design tab, in the Insert group.
Select fronthe Available formats and click OK.

Working with Tab Stops

You can quickly set tabs by clicking the tab selector at the left end of the rule until it displays the type of
tab that you want and then click the ruler at the location you want to place it.

@Left CenteJE Right DecimalE BaJﬁ First Line Inde Hanging Indent

Creating Bulleted and Numbered Lists

By default, if you start a paragraph with an asterisk or a number 1, Word recognizes that you are trying
to start a bulleted or numbered lisi¥ou can also quickly add bullets or numbers to existing lines of text.

Create a ondevel bulleted or numbered list.

PwbNPR

Type * to start a bulleted list or 1. To start a numbered list, and press Spacebar or Tab.
Type any text that you want.

Press Enter to atithe next list item. Word automatically inserts the next bullet or number.
To finish the list, press Enter twice, or press Backspace to delete the last bullet or number.

12



Add bullets or numbering to a list

1. Select the items that you want to add bullets ammber to.

2. On the Home tab, in the Paragraph group, click Bu = Tor Numbering =

You can find different bullet styles and numbering formats by clicking the arrow next to Bullets

or Numbering.

Graphics and Building Blocks

Inserting a Picture or Clip Art

Pictures and clip art can be inserted or copied into a document from many different sources.
: el
Insert clip art =
. . . . Clip
1. Onthe Insert tab, in the lllustrations group, click Clip Art. art
2. Inthe Clip Art task pane, type a word or phrase that describes the clip aiydbavant in the
Search for text box.

3. To narrow your results, select the collection you want to search in the Search in box, and choose

the media type in the Results should be box.
4. Click Go.
5. Inthe list of results, click the desired clip art and selectrinse

Insert a picture from a file _
ol
1. Click where you want to insert the picture. Ficture

2. Onthe Insert tab, in the lllustrations group, click Picture.
3. Locate the picture that you want to insert and double click it.

Using Picture Tools

The Picture Tools tab is navailable unless a picture has been selected. There are many formatting
changes available.

Qo,\ H9-0 - Word 2007 Basic.docx - Microsoft Word Picture Tools - = X I
)
- Home Insert Page Layout References Mailings Review View Developer | Format @

¢ Brightness ~ |4 Compress Pictures — — — — p— UJ Picture Shape ~ | 4% Bringto Front = I::' _‘_\[-.- ;‘,J 049"
(D Contrast - E% Change Picture d‘ d| il d ~ L& Picture Border ~ By sendtoBack ~ L] f
= Paosition Crop =1 -
{& Recolor = OE Reset Picture ™| « Picture Effects = - ETEKt Wrapping * Sk~ PoGjoat
Adjust Picture Styles (P Arrange Size F] |

13



Inserting a Shape

You can add single shapes to your document or combine multiple shapes to make a drawing or a more
complex shape. N

,_‘r’
Shapes
Add a shape to your document ey
BN\ ALLDS
1. On the Insert tab, in the lllustrations group, click Shapes. S
2. Select the desired shape. TR
3. Click anywhere in the document, and then drag to place the shape.” /-~ = ~® £ eoae
(~NDOOC 1LY

Block Arrows

Add multiple shapes to your document

1. On the Insert tab, in the lllustrations group, click Shaped,than jpaded
click New Drawing Canvas. {0 0O =
2. Under Drawing Tools, on the Format tab, in the Insert Shapes groug,,_.. "
click the More buttor = . epai _
3. Rightclick the shape that you want to add, click Lock Drawing Mode: =" &6 & & e e 50
4. Click anywhere in the document and drag to place the shapge® "%
for each shape that you want to add.
5. After you add all of the shapes that you want, press ESC.

| 4) New Drawing Canvas

Add text to a shape

1. Rightclick the shape that you want to add text to and click Add Text.
2. Type your text. When finished click off the shape.

Using Drawing Tools

When you create a drawing in Microsoft Word, you must begin by inserting a drawing canvas.

1. Click in the document where you want to create the drawing.
2. Onthe Insert tab, in the lllustrations group, click Shapes, and then click New Drawing.Canva

D) d 2 - = Word 2007 Basic.docx - Microsoft Word Drawing Tools - 9 X
a)
—/ Home Insert Page Layout References Mailings Review View Developer Format L7)]

@NESNNO - & - & @| ThBringtoFront - |2~ IERS -
e o w2 -
OOALLD - . . . Tz J oo th- Ty senatonack - - |
| E = Shadow 3-D asition 6.5 :
& & &é A { s = 7 @ || Effedts Effects G - ETEKt Wrapping = Sk~ || "% S hs
Insert Shapes Shape Styles (F] Shadow Effects 3-D Effects Arrange Size £ |

3. You can now do any of the following on the Format tab under Drawing Tools:
a. Click a shape to insert into your document.
b. Draw on the canvas. To do this, click Shapes, and click Freeform or Scribble under Lines.

14



Adjust the size of the canvas.

Apply astyle to a shape.

Use shadow and-B effects to your shapes.
Align the objects on the canvas.

~ o oo

Inserting a SmartArt Graphic

A SmartArt graphic is a visual representation of your information and ideas. Zj
T SmartArt |
1. On the Insert tab, in the Illustrations group, kl8martArt. | == ‘_‘_== - N - |
2. Inthe Choose a SmartArt Graphic dialog box, click the type - "'. - .. HEE
and layout that you want. Click OK. ‘T mam ggE B Bes |
3. To enter your text, click in a shape in your SmartArt m=E Y i
graphic and type your text. You can also click [Text] in the S M=
Text pane and type your text. =R S

Using SmartArt Tools

The SmartArt Tools tab is not available unless a SmartArt has been selected. There are many formatting
changes available.

Inserting a Quick Parts Field

1. Click where you want to insert a field.

2. Onthe Insert tab, in the Text grougick Quick
Parts

3. Click Field.

4. Inthe Categories boselect a category
(e.g. Date and Time)

5. In the Field names bogelect a field name
(e.g. SaveDate)

6. Select any properties or options that you want
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