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OPENING MICROSOFT® WORD 2007 

To open Microsoft® Word 2007, click on the icon on your desktop.  If this is not available, use the following 

steps:  

¶ Go to the  START MENU. 

¶ Hover over ALL PROGRAMS.   

¶ When the programs appear, hover over MICROSOFT OFFICE.   

¶ Select MICROSOFT OFFICE WORD 2007. 

 

THE NEW INTERFACE 

The new interface for Office 2007 is very different from previous versions. 

The first thing that you might notice is that some of the menus are no longer there.  Most importantly, the FILE 

MENU is missing.  This is the most disconcerting issue for new users, but fear not!  All of the features that you 

usually found in the FILE MENU are now behind the ubiquitous OFFICE BUTTON (circled below).  This is also 

where you will find tools and customization capabilities.  

 

 

 

 

Clicking on the OFFICE BUTTON will reveal the following menu: 

 

Notice that the selected items appear to glow.  The OFFICE BUTTON appears orange, as do the features that I 

was hovering over.   
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THE RIBBON 

The foundation of the new user interface is the Ribbon.  This replaces the old file menus, and provides a visual 

button for the most common features in each program.  The ribbon is the primary user interface for Word, 

PowerPoint® and Excel®.  The ribbon is also used in Outlook® when creating messages and scheduling 

appointments.  Other Office programs have retained the original file menu structure. 

HOW TO USE THE RIBBON 

The first items to notice on the ribbon are the TABS.  These are like the dividers that we used to use in our 

binders.  These tabs hold functions that are grouped by category.  Below is a screen shot of the standard 

ribbon tabs: 

 

In each program, the most common features are contained on the home tab.  For Word, these features include 

clipboard functions, font editing, paragraph editing, style selections and standard editing.  There are two ways 

to use the ribbon.   

1. Using your mouse:  

a. Select the tab that you need. 

b. Select the item from the tab. 

2. Press the ALT button once to turn on keyboard shortcuts: 

a. Press the letter for the tab you want. 

b. Press the letter for the feature that you want. 

Below is an example of using the mouse to 

select the insert tab, followed by the table tool 

button: 

Below is an example of the ALT keyboard 

shortcuts. 
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FINDING MORE FEATURES 

The ribbon is designed to provide the features that are used most often by users as researched by Microsoft®.  

We all know that there are things that we use that might not be popular with other users, so how do we find 

these tools now that they are not on the ribbon? 

The most commonly asked question is ôCan I add features to the ribbon?õ and the answer is ôYes and No.õ 

The ribbon itself is not changeable unless you are a computer whiz and can generate the code necessary to 

make changes.  Believe it or not, this is actually a good thing.  Each time you log into another computer, your 

tools will always be in the same place, so you will spend less time searching for where you put the toolbar and 

more time being productive. 

Fear not, there are still ways to customize Word to your specific needs.  There are two locations that allow you 

to add your favourite tools.  The first is the QUICK ACCESS TOOLBAR, and the second is the bottom border of 

the window called the STATUS BAR. 

When using special features such as images, charts and tables, the tools that you need will magically appear 

on a new set of tabs.  This eliminates the need to drill through toolbars that are not applicable to what you are 

doing at the time.  Here is an example of part of a magic tab: 

 

 

 

Notice that there is a label that allows you to determine that the formatting tab is specific to a picture.  This tab 

provides all of the tools that will affect the selected picture. 

 

QUICK ACCESS TOOLBAR: 

 

 

The Quick Access Toolbar is located at the top left of the window by the office button, and you can add your 

favourite features for one-click access.  Customizing the toolbars will be discussed later. 
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STATUS BAR: 

 

 

The status bar allows you to quickly see what is going on with your document.  Seen above from left to right is 

the page status, the word count, the dictionary feature indicating that there are no spelling errors, five screen 

view options, and the zoom slider.  Right-clicking on the Status Bar will allow you to add and remove features. 

OPENING THE OLD DIALOG BOXES 

Sometimes you need a feature that is not on the ribbon, 

but you also donõt need it to be permanently on your 

toolbar.  For these features, you can still access the old 

dialog boxes.  In each section of the ribbon, there is a 

small button in the bottom right corner (circled in 

diagram) that will open these features: 

 

 

 

 

 

 

 

 

These features are only accessible when you have selected an item for which the features in the dialog box are 

available.  To determine if a dialog box is available, hover over the button with your mouse.  If the button glows 

with a light orange colour, and a preview of the dialog box appears, then the dialog box may be opened. 
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HOVER-OVER FORMATTING (LIVE PREVIEW) 

This may be one of the most effective time-management tools provided by the new office suite.  Instead of 

selecting a formatting option, then finding that it is not correct, and going through the formatting again, all you 

have to do is hover your cursor over the feature to see a live preview of the changes that would occur if you 

selected the feature.  Some examples will be discussed below.   

STYLES  

There are several preset style groupings that work similarly to a cascading style sheet that you would find in a 

web design program.  These are simple to work with, and provide a unified look and professional feel to a 

document. 

HEADINGS AND FONT OPTIONS 

Here are some examples of hover-over formatting.  These allow you to preview the selection without actually 

selecting the option: 

 

 

TITLE: 

 

 

 

 

HEADING 1: 

 

 

 

 

 

INTENSE REFERENCE:  
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STYLE SETS 

Style sets allow you to quickly CHANGE THE LOOK AND FEEL of an entire document.  This changes the 

formatting of all of the styles that are used in the document.  If you have used any formatting that is not a part 

of a style (such as bold or italics), this will not be affected. 

Here are some examples of style sets: 

 

WORD 2007:   

 

 

 

 

 

 

FANCY:  

 

 

 

 

 

 

 

 

TRADITIONAL:   
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COLOUR SCHEMES 

Colour schemes also allow you to change the look and feel of an entire document.  If colours are selected from 

within the colour scheme, then selecting a new scheme will change the all of the colours within your document.  

Any custom colours will be unaffected by colour scheme changes. 

 

 

OFFICE: 

 

 

 

 

 

 

 

ASPECT: 

 

 

 

 

 

 

 

 

OPULENT:  
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FONT COMBINATIONS 

The final whole-document changing feature is the FONT STYLE combination.  This provides a font for 

headings, and a font for normal text.  The standard Microsoft® Office font combination in the past was 

Arial/Times.  This version comes with Calibri/Cambria as the default fonts. 

Changing the font from the style menu will change all of the fonts in the document except for any special fonts 

(or fonts that were selected from the font formatting menu). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may notice that the ôOfficeõ choice is orange, and the ôApexõ choice is yellow.  This is because the mouse is 

only hovering over, or previewing, Apex.  The document is still in the Office font set.  The benefit of the live 

preview is that you can visually select the style that best suits the document, removing the guesswork.  
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FONT AND PARAGRAPH FORMATTING 

Font and paragraph formatting also provides a live preview, but in this case, only selected areas of the 

document are affected.  This feature only works for items with drop-down menus such as font type, font size, 

font colour, highlighting, and bullets. 

To use the live preview, HIGHLIGHT THE TEXT that needs formatting, then HOVER OVER THE FEATURE that 

you are interested in previewing. 
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USING OPTIONS 

Every program that has the 

ribbon also has its own 

OPTIONS menu.  This is 

where you will find 

everything you need to 

customize your experience 

from changing to the 

Canadian dictionary to 

adding edit marks.  To get 

to the Options menu, click 

on the OFFICE BUTTON, 

and then the OPTIONS 

button at the bottom of the 

menu box.  The Word 

Options dialog box will 

open.  The item that you are 

working in will appear 

orange on the left-hand side of the screen. 

POPULAR 

This feature allows you to adjust the basic features of Word.  You can decide whether you would like to have 

the MINI TOOLBAR available for editing text, whether you want to be able to see hover-over formatting using 

LIVE PREVIEW, as well as other features such as the colour scheme and language settings. 

DISPLAY 

This feature allows you to select which items you would like to have displayed such as FORMATTING MARKS.  

It also allows you to set PRINTING PREFERENCES.  

PROOFING 

This feature allows you to select your AUTOCORRECT PREFERENCES, as well as spelling and GRAMMAR 

PREFERENCES. 

SAVE 

This section allows you to select several save features that are not offered in the save or save as dialog box.  

Most importantly, this is where you will find the AUTORECOVER options.  The AutoRecover feature is what 

prevents your work from being lost when systems fail.  It is a good idea to make your AutoRecover default 

location your U DRIVE.  This way, if you forget that some machines do not allow saving to the My Documents, 

and/or the desktop, your AutoRecover feature could save you a lot of trouble. 

The save options also allow you to set as a default what format you would like your files saved as.  For 

example, if you know that one member of your team can only open documents that are in Word 2003 version 

or earlier, then you may want to consider using this feature to make all of your documents save as the 2003 

(.doc) format rather than the 2007 (.docx) format. 
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ADVANCED 

This section allows you to customize aspects of Word in greater detail.  There are options for how editing 

works, what features you would like to have turned on/off and printing and formatting options.  This has the 

most comprehensive list of features for advanced customization of your personal preferences. 

CUSTOMIZE 

This feature is for the customization of the QUICK ACCESS TOOLBAR.  You can also get to this feature using 

the small drop-down arrow beside the toolbar and selecting MORE COMMANDS.  Use this to add your 

favourite features, and to remove features that you do not use.  Here are two examples of customized Quick 

Access toolbars.  You can also add a feature to this toolbar by right-clicking on the feature in the ribbon and 

selecting ADD TO QUICK ACCESS TOOLBAR. 

 

 

 

 

ADD-INS 

For the most part, you will not be using this menu as many of the add-ins will require administrative rights.  If 

you used add-ins in previous versions, you can find them by selecting the type from the MANAGE dropdown at 

the bottom of the screen, and then selecting GO. 

 

TRUST CENTER 

This section allows you to review Microsoft® security 

policies, as well as manage security settings. 

 

 

 

 

 

RESOURCES 

This section allows the user to get updates, online assistance and run diagnostics. 
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INSERTING ITEMS INTO YOUR DOCUMENT 

Most items that you would insert into your document can be found on the INSERT TAB of the ribbon.  Below 

are some of these features. 

PAGES 

This section of the INSERT TAB allows you to insert special cover pages, insert blank pages, and insert page 

breaks.  The preset cover pages provide a professional finish to documents. 

ILLUSTRATIONS 

The ILLUSTRATIONS SECTION of the INSERT TAB allows you to insert graphical elements to the document. 

PICTURES 

Clicking on the PICTURE button will open the standard dialog box that will allow you to select an image file 

from your computer. 

 

 

 

 

 

 

     

 

CLIP ART 

The Clip Art button will open a task pane.  The task pane allows 

you to search for clip art using a keyword search.  The example 

below demonstrates the results of ôflowerõ as a keyword search 
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SMART ART 

Smart Art is a quick method of adding flowcharts and 

relationship diagrams.  These work best with minimal text.  

The Smart Art feature auto-formats to fit the text, so large 

amounts of text 

will create a very 

small diagram.  

To the right are 

two examples of 

Smart Art 

diagrams created 

using the same 

data.  

   

 

CHARTS AND TABLES 

 

Charts and tables have been improved to provide more a more attractive 

final product.  Charts and tables also work with live preview hover-over 

features.   

Notice the difference in presentation of the two charts created by a single 

option on the CHART TOOLS DESIGN TAB.  Selecting INSERT CHART will 

open a dialog box that will allow you to select from a wide variety of 

graphical options.  You can select data, or add your own directly from Word.  

A mini-Excel window will open allowing you to select a chart type.  Once a 

chart is created, it is simply a matter of selecting the desired design from 

the DESIGN TAB of the CHART TOOLS.   

To INSERT A TABLE, click the INSERT TAB, then 

TABLE and select the number of rows and 

columns from the drop-down menu, or select a 

preset from the QUICK TABLES OPTION. 
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HYPERLINKS AND BOOKMARKS 

Hyperlinks and bookmarks work similarly to 

previous versions.  To insert a bookmark, 

highlight the area that you would like to have 

as a bookmark (such as a section title or an 

image), and select the BOOKMARK ICON 

from the INSERT TAB.  Type in a descriptive 

title and then select ADD.  Close the dialog 

box when complete. 

Later when you have all of your bookmarks 

prepared, you can hyperlink to these 

bookmarks using the INSERT TAB then the 

HYPERLINK button.  Hyperlinks can also go 

to web pages, new documents and email 

addresses.   

 

 

 

 

 

 

 

HEADERS AND FOOTERS 

To insert a header or footer, go to the insert tab, and select the feature that you are looking for.  The drop-down 

menus provide a number of stylish formats for titles and other typical header/footer items. 

If you enter the header or footer space, you then get a hearer/footer tab that allows you to generate your own 

options.  By selecting QUICK PARTS, then selecting FIELD, you can find most of the features used in Word 

2003. 

 

  


