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MS Word 2007: Basics

Lesson Notes
Author: Pamela Schmidt

Overview

nce.

A word processor allows the entry and editing of text, graphics, and other objects. It allows
the document to be saved and then retrieved at a later date for additional editing and or

printing.

Ribbons

The Ribbon is broken up into Groups of related items with
tabs. Individual items are called Commands.

The Ribbons can be displayed all the time or they can be
minimized and only displayed when the tab is selected.

To minimize the Ribbon, right click on the tabs and
choose @ MiRibbonoor se theld@vn arrow at
the end of the Quick Access Toolbar.

" = 9 - =

e Home Insert Page Layout References Mailings Review

L IS SN SR R R

Quick Access Toolbar

This toolbar hold the tools the user wants available at all times.
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By default the Quick Access Toolbar is aboveRilgbord s

the little down arrow at thend of the toolbar.
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Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

View

tabs. The
the Quick Access Toolbar and the tools on the toolbar can be changed by cIick‘l"ngUn ¢
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Customize Quick Access Toolbar
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Open
v | Save
E-mail
Quick Print
Print Preview
Spellln%&greimrr%ari o
v | Redo

Draw Table

Maore Commands...

Show Below the Ribbon

Minimize the Ribbon
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Microsoft Office Button M &
The Microsoft Office Button has the share it, protect it, S Ry [ ew
print it, publish it, and send it features all in one >’ .
location. L/ Qpen
Open a Document/File bl
From the Microsoft Office Button choose Open Bl sovess
| “Ellb Print
—_—— 'Ir-r Qpen ﬁ’ Prepare
Page Layouts .
To change how the document is viewed, use the View Buttons on the g e
bottom right of the document window. L7 publish
Print Layout shows how the page will look, shows the relation of the 8
text to the edge of the paper. Page breaks show as separate pages. fusness conad Maneger

Full Screen Reading displays the document for ease of reading on a 1 dose
computer screen.

Web Layout displays the document as how it would look like if converted to a web page
Outline displays the document in an outline mode.
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Draft is quickest for scrolling, does not

show graphics, headers and footer, nor the o=
relation of the text to the edge of the paper. - =

Page breaks show as dotted lines.

Zoom

Changes the size of the characters on the screen, but has no effect on printing
To quickly change the zoom, use the buttons located on the bottom right of the document

window. o @ m | @

Click the minus or plus buttons or drag the lever to change the zoom.

Show Marks

Shows the non-printing characters such as paragraph marks, tabs, indents, &
spaces

Activate from the Home tab on the Ribbon.

Dialog Box Launchers

T

Click on the little arrows at the bottom of each Ribbon Group to open the Ty A v

dialog boxes. —

Defaults: can be set within the dialog boxes. In the dialog box, make the
desired changes, and then click the Default Button. This will set the defaults
for all new documents.
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Help

The question mark at the end of the ribbons or the 'Eﬁ. @) Word Help _mx
F1 function key will bring up help. ._.-I Peeod sxe e -
In the Help window, use the search field to search for the iﬁ::iiam = — "
needed help. Help will search the help loaded on the Searched for: "cut copy and paste”
computerand Microsoftés help dat abrassesafanimtees net
available. & gsﬁﬁﬁzﬂﬂw Word 2007 IT: Edit text and revise your

Training

@ Move or copy a table
Help > Tables > Creating tables

@ Capture an image of a window or screen
Help = Getting help = Using Microsoft Windows

@ Copy and paste multiple items by using the Office
Clipboard
Help > Working with graphics and charts

@ control the formatting when you paste text
Help > Formatting > Formatting text

@ copyafile
Help > Fle management
v
S | I C h k Allword | @ Connected to Office Online -i

When a red squiggly line appears under a typed word it means that the word in not in the
programs dictionary. Right clicking on the word will

misspelled again, use the Office
Button to get to Word Options.
Checlggrammar Undel’ PI‘ OOf | ng use t

— Document 0 butthen t o

document.

AutoCorrect

bring up a quick spell check for the word. RIS .
recognize
. recognized
To spell check the whole document, on the Review .
. recognizes
Ribbon choose Spell Check. J
Ignore
_oj/’ Home Insert Page Layout References Mailings Review Ignore All
g 43 Research [ Translation ScreenTip ~ ] 1 Delete =t Add to Dictionary
_ <5 Thesaurus %% Set Language =d Previous = AutoCorrect b
Spelling & a e MNew . Tr:
Grammar ® Translate  ga5 Word Count Comment — N& Chan Language 4
T T ? ﬁpelllng
. . . . & Look Up..
A dialog box will open when an unrecognized word is found.
Spelling and Grammar: English (United States) M
Mot in Dictionary:
This-word-is-not-recainize|- by the-dictionary. = Ignore Once
B e .
Not e: if Al gnoreo i
Add to Dictionary ..
e word is ignored for the rest of the
life of the document. To have spell
g - Change .
recognized - check pick up the word as
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Enter/Edit Text

Key in desired text
Do not hit enter except at the end of a paragraph or short line such as an address.

To add text, place the cursor at the desired location and start entering new text.
To place the cursor with the mouse, place the I-beam at desired location and click with the
left mouse button.

Ruler Bar

Shows margins, tabs, and indents
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To turn the ruler on/off, on the View Ribbon check/uncheck Ruler

v Ruler

Scroll Bars

If a window is too small for the computer to display the whole document or list on the screen
at one time, scroll bars will appear. The scroll bars may ~
appear on the bottom, on the right, or both. Scroll up =

Click to scroll up one

E screen at a time

Click and drag to

scroll up or downa s

Click to scroll down
one screen at a time

-

Scroll down
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Keyboard Insertion Point Movement
Control & Arrows will move one word at a time

Ctrl Home will go back to the beginning of the document
Home will go back to the beginning of the line

End will go to the end of the line

Ctrl End will go to the end of the document

Page Down - down one screen

Page Up - up one screen

F5-Goto

CtrIG-Goto

Select Text
MOUSE :

Click at the beginning of the desired text and holding the left mouse button, drag across the
text.

Click at the beginning of the desired text then hold down the shift key and click at the end of
the desired text.

Double clicking will select the word.

Triple clicking will select the paragraph.

With the control key held down, click into a sentence to select the sentence.

With the selection arrow to the left of the line, click once to select the line.

With the selection arrow to the left of the line, double click to select the paragraph.
With the selection arrow to the left of the line, triple click to select the document

KEYBOARD:

Place cursor at the beginning of the desired text, and while holding down the shift key; use
any keyboard movement keys.

CTRL A selects the whole document

Save a Document/File
From the Quick Access toolbar choose the Save command (diskette)

Or

From the Office Button choose Save or Save As H
Or

CTRL S

All four give you the Save As dialogue box the first time a document is saved



Format Text

Select the text to be formatted. A mini toolbar will appear.

or

On the Home Ribbon use the Font group to choose the desired
formatting. The font, size, and color will give a live preview.

Set Tabs
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s Cambria
Calibri
Recently Used Fonts
T Aady
T Comic Sans MS
i Baskerville Old Face
% AaemEngaed LET
T Abadi MT Condensed Light
T Caranco BT
i Arial
T Pl Hand

i1 | ALGERLAN

Bocy | °

Test?

From the Home Ribbon, launch the Paragraph dialog box. At the bottom of the dialog box is
a button to open the Tabs dialog box.

_or_

Click on the tab type indicator to the left of the Ruler

]

then click on the Ruler Bar

Tabs @é]
Tab stap position Default tab stops:
1.81" 0.5"
1.81" -
4" Tab stops to be cleared:
5.5"
6.75"
Alignment
@) Left Center Right
Decimal | B
Leader
Q@ 1N 2. 3—
a___
se || « | [ cearan |
I

L

Flush Left

paragraph.

Indent/Hanging Indents

Center

- -

Decimal

Flush Right

Note: Using Shift Enter at the end of a line will create a new line without creating a new

On the Home Ribbon in the Paragraph Group choose the Indent tools

_or_

Adjust on Ruler Bar

Top half of the hourglass controls the first line.

Bottom half of the hourglass controls the rest of the paragraph.

The box under the hourglass moves both pieces of the hourglass at the same

time.
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Paper size can be chosen from the drop down list, or
customized using width and height.

Paper Source

The choices in Paper Source are dependent on the type of
printer. Some printers have several trays.

Paper source

First page:

-
Paper Feed Switch

Rear Tray

Cassette

Continuous Autofeed

I Paper Allocation

Insert Page Layout References Mailings Review
Page Setup
_ B '3 Line Numbers
...... e e Hyphenation ~
Page Setup
Margins
g . . Page Setup @éj
On the Page Layout Ribbon in the Page Setup Group use e
the Margins command or adjust the margin using the Ruler Mergins
Bar Iu&p: 1" = ﬁut;um: 0.69" =
Left: 0.56" = Right: 0.75" £
Margins - distance from the edge of the paper | o [ ] cuterposions [Left ]
Gutter 1 allows for binding
Mirror margins 1 allows for different margins on odd and el s—
even pages for two-sided printing. | i -
Multiple pages: ﬂm_
Note: When Mirror margins is selected, the left and right
margins turn to outside and inside margins.
Orientation 1 direction of the paper =
b | Applyto: | This section D
| o
Pap er Page Setup D\? @&J
From the Page Layout Ribbon use the Page Setup group or || e
launch the Page Setup dialog box. [l
Width: |8.5" =
Page Setup i Paper tab dialog box hegr: 11 s

Other pages:

Default tray (Paper Feed Switch -

Paper Feed Switch

Continuous Autofeed
Paper Allocation

Preview

=]

Apply to: | This section

Print Options...

Default...
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Move/Copy Text/Delete Text

Select items to be moved, copied, or deleted
Move

On the Home Ribbon use the Cut Command (scissors) or
Ctrl X,

Copy:
On the Home Ribbon use the Copy Command (2 Papers) or
Ctrl C,

Paste:
After the cut or copy, use paste to place the selection into the
document
Place the curser at your destination then from the Home
Ribbon choose Paste or Ctrl V.
Clipboard will bring up a list of the last 24 items that were cut
or copied that can then be placed in the document.

Delete:

Paste

-

Select text to be deleted then choose the Delete button the keyboard

Replace:
Select the text to be replaced then key in new text.

Undo

From the Quick Access Toolbar use the undo button (an Arrow curved to Left)

J

Clipboard '

or- ) -
use CTRL Z
. . Font @&J
Bold/ltalics/Underline | —
Font Character Spacing | Text Effects
Select the text to be changed cont: Font st g
From the Home Ribbon open the Font dialog box. ihsidii kL
_ _ Tiranti Solid LEI—. = ‘Igtual\éc in =
or Loy - |t
Bold
. H Font color: Underline style: Underline color:
use the B on the Home Ribbon Avtomatic 7] avtomatic [ 7]
. N
Ital |CS Effects
A D Strikethrough D Shadow I:‘ Small caps
use the I on the Home R'bbon [ pouble strikethrough [ outline [] All caps
. "] superscript "] Embass [] Hidden
Un d erl ine "] Subscript ] Engrave
Preview
use the U on the Home Ribbon
U Times New Roman
This is a TrueType font. This font will be used on both printer and screen.
H . [ oK l [ Cancel ]
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Paragraph Formatting

The Home Ribbon has a Paragraph group used for doing basic paragraph formatting. You

can also open the Paragraph dialog box.

Justification

On the Home Ribbon, in the Paragraph
group there are four commands for

adjusting the justification of a paragraph.

Line Spacing
On the Home Ribbon, in the Paragraph
group there is a command for adjusting
the line spacing.
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Parag
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Line Spacing Options...

Add Space Before Paragraph

|

Remove Space After Paragraph




