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MSWord: What ' s New?

Lesson Notes
Author: Pamela Schmidt

Fluent User Interface Overview
Microsoft found that most users did not use many of the Microsoft Office features because
they were not easily accessed. Microsoft also added many new features to the MS Office
2007 system that would have made so many toolbars that if all the toolbars were turned on
the user would not have a work area. MS Office 2007 has been given a cleaner look called
the Fluent User Interface. The Fluent User Interface consists of Ribbons, Microsoft Office
Button, Contextual tabs, Galleries, and Live Preview.
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be minimized and only displayed when the tab is
selected. 1emes Page Setup

L. . . . Customize Quick Access Toalbar...
To minimize the Ribbon, right click on the tabs and _ _
ghowéQU|ck Access Toolbar Below the Ribbon

choose AMIinimize the Ri bbon~
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Click on the little arrows at the bottom of each Ribbon section to open il g
the dialog boxes similar to the older MS Office systems.
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Microsoft Office Button

The Microsoft Office Button has the share it, protect it, print it, publish

it, and send it features all in one location.
Saving

MS Word 2007 is a different format than previous version of MS Word
and has the extension .DOCX (Previous versions had an extension of
.DOC). A document saved in the 2007 format can not be opened in a
previous version without the free converter download from Microsoft.

Save As
Word 97-2003 Document

If a document is to be opened in a previous

version, it is best to save it as a. Features
that were unique to 2007 will be lost.

PDF or XPS
A PDF file can be opened by any user with

Acrobat Reader, but the user will not be able

to change the document.

Note: the free Microsoft Add-in needs to be
downloaded for this feature.

i Publish as PDF or XPS x|
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Save as type: ‘PDF j

[v" Open file after
publishing

Optimize for: @ Standard (publishing
online and printing)

(" Minimum size
(publishing online)

Options...

~ Browse Folders! Tools ~ Publish Cancel

Prepare
Prepare has several tools that can be
used before a document is sent out of the
office electronically.
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Save a copy of the document

) Word Document
j Save the document in the default file
format.

' ‘Word Template
g Save the document as a template that

can be used to format future documents.

@ Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

PDF or XPS
; Publish a copy of the document as a PDF
or XP5 file,

"T! Other Formats
Open the Save As dialog box to select

from all possible file types.
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Prepare the document for distribution

Properties
gJ View and edit document properties,
such as Title, Author, and Keywords.
Inspect Document
=F Check the document for hidden

metadata or personal infarmation.

fi=] Encrypt Document
Increase the security of the document by
adding encryption.

& Restrict Permission
_ @ Grant people access while restricting
their ability to edit, copy, and print.
Add a Digital Signature
Ensure the integrity of the document by
adding an invisible digital signature.
Mark as Final
Let readers know the document is final
and make it read-only.
Run Compatibility Checker

Check for features not supported by
earlier versions of Word.
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Contextual tabs
There are features that do not appear until needed. The tools for working with pictures will
not appear until a picture is selected. When a picture is selected, the Contextual Tab
fPicture Tools 1 Formatowill appear as a tab.
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Galleries
To make the tools intuitive, Microsoft
creat_ed Galleries displaying the — — — — . =
possible results of a tool. ] (il il ] ol e
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Picture Styles

Live Preview
As a user takes the mouse over an option/selection, the document will change to reflect how
the changes will effect the document. The changes are not set until the user clicks on the
option/selection.

Da H9- -0 - Document? - Microsoft Word - M| X
"/ Home | mset  Pagelayout  References  Mailngs  Review  View  Developer (@
o - =l = = = =
@ &  Calibri =48 - |= v i= -zl K EE| A/ #®
B, A

=2 | Theme Fonts -

Paste i Quick Change | Editing
) Cambria (Headings) | = || Styles - Styles - | -

Clipboard & Calibri (Body) E] Styles ]

| Recently Used Fonts 5 -

T Andy

T Comic Sans MS

T Baskerville Old Face
T akbmEngaed LET
T Abadi MT Condensed Light

g\ 9-6 )= Document? - Microsoft Word

2
/| Home | Insert Pagelayout  References  Mailings

Review  View  Developer @

T Caranco BT
T Arial

< 4% galibri

=

Tes’t‘li

Theme Fonts

8 - \SEva‘Evl\jEv‘iE\ A/ % A

23
Paste
B

(Headings) B

Cambria

( T Féie hand
pager1of1 | ALGERLAN

Clipboard

Calibri
Recently Used Fonts
T Andy
T Comic Sans MS
T Baskerville Old Face
T AaemEngaed LET
T Abadi MT Condensed Light
T Catanco BT
T Arial

. T Fine Hand

c

(Body)

Quick Change | Editing
| Styles - Styles - || -
& Styles &

&

Test

S 3 5
.
.

CEls

0% (=)—UJ




ny’oice“”e,anc

MSWord: Wh at 6s New?

Quick Access Toolbar Nl 9 -0 s
This toolbar hold the tools the user wants available at all times. ':'% '
By default the Quick Accsas.sTheTool bar i s above the
position of the Quick Access Toolbar and the tools on the toolbar can be changed by clicking the little
down arrow at the end of the toolbar. ﬁ
Customize Quick Access Toolbar
New
Open
|Z| Save
E-mail
Quick Print
Print Preview
Spelling & Grammar
|I| Undo
|Z| Redo
Draw Table
The More Commandsé will open a| diadmgagis- box for ad
tools. Show Below the Ribbon
Word Options ﬂﬂ Minimize the Ribbon
Popular Customnize the Quick Access Toolbar and keyboard shorteuts.
PP Choose commands from: i Customize Quick Access Toolbar:(
Proafing [Papuler commands - [For ail documents (defaut ]
Save
advanced ) e j s » The arrow buttons on the right
csomze | D Sorders and Shading.. add>> | |6 Redo _~ || allow the order of the tools to be
e e || changed on the toolbar.
Trust Center = Edit Header
[ Show Quick Access Toalbar below the Ribban
Keyboard shortcuts:  Customize...
4 | »]
oK I Cancel L

Page Layout and Zoom
The buttons to change the Page Layout and Zoom are located on the bottom right of the document window.

[

IR




(g)rowe“”e, anc

MSWord: Wh at 6s New?

Keyboard Shortcuts

Most of the keyboard shortcuts are the same as previous versions. The Alt key has been
assigned to display the Key Tips in what Microsoft calls Badges..
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If you press a Quick Access Toolbar command, the command is executed.
If you press a tab Key Tip, you'll see the Key Tips for every command on that tab.
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Help

The Office Assistant is gone.
The question mark at the end of the Ribbon or the F1 function key will bring =

up help. '.E_;l

In the Help window, use the search field to search for the needed help. Help

will search the help |l oaded on the computer
is available.
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cut copy and paste v P Search «

Waord Home -

Searched for: "cut copy and paste”

&7 Get to know Word 2007 IT: Edit text and revise your
documents
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

@ Copy a file
Help = File management
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