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4
OPENING MICROSOFM8ORD 2007

To open Microsoft Word 2007, click on the icon on your desktop. If this is not available, use the fallng
steps:

Go to the START MENU

Hover overALL PROGRAMS

When the programs appear, hover ovélICROSOFT OFFICE
SelectMICROSOFDFFICE WORD 2007

= =4 —a -8

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,FihieE
MENUis missing. This is thenost disconcerting issue for new users, but fear not! All of the features that you
usually found in theFILE MENUre now behind the biquitous OFFICE BUTTQbircledbelow). This is also
where you will find tools and customization capabilities.

@ a9 '99‘@7 BELY S DA Word_Manual.docx - Microsoft Word
‘7Home7\ Insert Page Layout References Mailings Review View Developer Add-Ins

=R % cut 3 : - IEEElE i . ;=T'* ! g P

=) 5 Cory Frankiin Gathic Book (t~ 10~ || A" &7|[%)] [i2 PR | £aBbCeDd || AaBbCcDd aseece assecc AAB -

Pa'ste S Forviat Painter VB I grv abe X, X' A.v“ayvév{ 'E; (& 1 MNormal | NoSpacing Headingl Heading2 Heading3 Title = g:‘;[;‘sgf
Clipboard (F] Font (P Paragraph (] Styles T
Cicking on theOFFICE BUTTQOMII reveal the following menu:

@ d9-vQ Gual -
D New Save a copy of the document
@,": Word Document
~ "_g Save the document in the default file
7 Open format.

T Word Template

H Save I=— | Save the document as a template that can
- be used to format future documents.

=] @ > Word 97-2003 Document
& Save As | ¥ \‘ ™ | Save a copy of the document that is fully I

compatible with Word 97-2003.

@ Print > “~  PDF or XPS
) == Publish a copy of the document as a PDF or

XPS file.
52 Prepare > | == Other Formats
Open the Save As dialog box to select from
= all possible file types.
@ Send >
)/ Publish »

'_T Close

[Q Word OptjonsJ {X Exit Word ]

Notice that the selected items appear to glow. THeFFICE BUTTdppears orange, as do the features that |
was hovering over.
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THE RIBBON

The foundation of the new user interface is thRibbon. 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,
PowerPoin® and Exceb. The ribbon is also used in Outlo8kwhen creating messages ath scheduling
appointments. Other Office programs have retained tlogiginal file menu structure.

HOW TO USE THE RIBBO

The first items to notice on the ribbon are th&# ABS These are like the dividers that we used to use in our

binders. These tabs holdunctions that are grouped by category. Below is a screen shot of the standard
ribbon tabs:

Home Insert Page Layout References Mailings Review View

In each program, the most common features are contained on the home tabor Word, these features include

clipboard functions, font editing, paragraph editingtyle 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 theALTbutton 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

Belowis an example of using the mouse to Belowis an example of theALTkeyboard
select the insert tab, followed by the table tool shortcuts.
button:
Insert Page Layout References
= T al B2
=) 26 Y V
——— 3 4 Hame I
I, rt P, .
Jae Table ||| Picture " Taal rm age layout Ref
pak [& e erlrp Shapes s LH) i, - tﬁ"“ € Eﬂfces
Insert Table —— —————
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FINDING MORE FEATURE

The ribbon is designed to provide the features that are usedost often by users as researched by Micros@it
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 askedt uruesttiomnt hes rdiClamond ? & dadnd et he ar

The ribbon itself is hot 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. Edirhe you log into anothe 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 locativeisailow you
to add your favourite tools. The first is th@UICK ACCESS TOOLBAMRI the second is the bottom border of
the window called theSTATUS BAR

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

Nord_Manual.docx - Microsoft Word Picture Tools
Mailings Review View Developer Add-Ins Format
—— — = . Ly Picture Shape ~ | {3, Bring to Front ~ |2 Align ~ ‘Jj §
‘ d d ‘ B ~ [Z Picture Border ~ L 23, Send to Back ~ t _
Position Crop =~
¥ o Picture Effects ~ ~ L)_(JTe-t Wrapping * 5l Rotate ~ Y

Picture Styles ‘ Arrange

Notice that there is a label that allows you to determine that tHermatting tab is specific to a picture. This tab
provides all of the tools that wi affect the selected picture.

QUICK ACCESS TOOLBAR

The Quick Access Toolbar is located at the top left of the window by the office byt you can add your
favourite features for oneclick 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 shtus, the word count, the dictionary feature indicating that there are no spelling errors, five screen
view options, and the zoom slider. Riglticking on the Status Bar will allow you to add and remove features.

OPENING THE OLUDALO@OXES

Sometimesyou need a feature that is not on the ribbon,

but you also dondt need it /fF,a,,k,,-,,Go,h,(Book’_[vw s e n your
toolbar. For these features, you can still access the old | = ‘ AT
dialogboxes. In each section of the ribbon, thereisa | © < ¥ ~ e x. x* Ay~ . Al

small button in the bottom right corner ¢ircled in P
diagram) that will open these features:

These features are only accessible when you have selected an item for which the features indiakg box are
available. To determine if @ialog box is available, hover over the button with yomouse. If the button glows
with a light orange colourand a preview of thedialogbox appearsthen the dialog box may be opened.
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HOVEROVER FORMATTINGIVE PREVIEW)

This may be one of the most effective timmanagement tools provided by the newffice suite. Instead of
selecting a formatting option, then finding that it is not correct, and going through the formatting again, all yo
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 thatork 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 FONTT©NS

Here are some examples of hovever formatting. These allow you to preview the selection without actually
selecting the option:

A" AT)[%
A g 'Ac
= aBbCcDc AaBbCcDc AaBbCi AaBbCe IAaB
TNormal 7 No Spaci.. Headin /
g1 H g2
_— eading 2 Title
Styles

TITLE: SN
Word Processing 1 01/

J A AT == = iE 5]
L = 124 9 |
[As~)|% - A -] |NE 2 = m[t=-] & = AaBbCcDc  AaBbCcD¢ AaBbCi | AaBbCc
. = Nomal  TNoSpaci.. Heading1 | Heading 2
HEADING 1: , : Paragraph . =
£ ; , =
B | 1 ¢ - Styles
3 ; ; 4 = ’ —

——
*_| Heading 2

Word l‘rucc-.saini’ 1
01

1A AT = - = - e =)pl)w] ... '
7! - ab/ - - = 2200l | ‘.L;(¥f
/' Aa -y EEE==|l=|H- Bl subtie rer /lm
INTENSE REFERENCE: ense R..,
fo Paragraph r

,ctj ' ,1 el ¥ DR e e g g S—
r ' . JFi 0w o g
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' STYLE SETS
Style sets allow you to quickiZHANGE THE LOOK ARBELof an entire document. This changes the

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

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

], @ Fina -
23 Replace

Here ae some examples of style sets:

aaBbce AAB aasscc -

AaBoCeDc | AaBbCcDe AaBbCi

R P *24) 7|
Y-A- EEE 05w i) ] normas | TNo Spaci.. Heading1  Meading 2 Title Subtitie sm" /63" setect =
- i s~
= Paragraph o / Default (Black and White)
[ . o R CRGT P | R ; s o
/f Elegant
Set 35 Default

WORD2007:
Word Processing 101 || e

2ting Stunning Documents nd Work Materials / Manuscript
/ Modern

Lrec
/ practice

Startwith the End jn Mind /
S

pecide what you want the end product to ook like before you begin. / 5
Traditional
Word 2003

I

= A occo AaBbCcDc AaBbCi AaBbce AAB 4czsee =
/f A W-A- EEE =]~ 55 -] [/ 7 Nomel Heading 2 Title Subtitle
&

TNo Spaci...  Heading 1

Default (Black and White}

5

£ Paragraph R
FANCY 'g. gt eSS — RO R B SR R
Elegant
Fangy | Set as Default

Formal

Manuscript

Modern

Practice

Simple
Traditional
Word 2003
Word 2007

AaBbCcDc | AsBbCeDc AaBbCi AaBbCc AaB AaBbCe
Heading 2 Titte Subtitle

- ) = ka2 JPE gl

XA Y-A EFmE; I~ 5~
& __ Paragraph

T Normai | 7 No Spaci... Heading 1

5
Detault (Black and White)

!3;‘, 1 ———— - -
| Elegant [A] Eonts
/ Fancy Set as Default

TRADITIONAL: Word Processing 1071 [ [
/ -‘Ofﬂlﬂl i

Modem

Creating Stunning Documents arl

Ppractice

Simple
Traditional
Word 2003 [}

Word 2007

Start with the End in Mind
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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 fro

i ithi ument.
within the colour scheme, then selecting a new scheme will change the all of the colours within your doc

Any custom colours will be unaffected by colour scheme changes.

[ = "'IL&/ = S ‘G'//£$IM!L£] /“"Bbffof; AsBbCeDc AaBbCi AaBbce AAQB 4asbec =
i LNl Sl F ] Bl - /I tnomar [ w0 spaci... Hesding 1 Heading 2 Titte Subtitle  _

y Sl Paragraph = . -
ﬁ . v/ﬂ»ru.’-—:-vp-—v Y R R R 5 . ..
OFFICE: . :
Word Processing 101
Creating J'(unmug Documents and Work Materials
Startwith the End in Mind
Decide what you want the end product to look like before you begin.
; u_-[aaT=) [E-iE LT P— —— AaBbC: Aasbce AAB aassec.
x Aav/%- A - EE = /2~ 55 =] /1] 7 hormat |2 1o spaci.. Heading1  Heading 2 Title Subtitie
- Parsgraph i Styles
e BT '2""3"“""'"'5"‘ﬁm~h
/ EOEmEEEE o
Word Processing 101 e
ASPECT: e e
Creating Stunning Documents ang Work Materials
Startwith the End in Mind NOEREEEE o
Decide what you want the end product to look like before you begin, .D..E.EE Foundry
BOSNREEN redon
NOEREEEE 1o
I~ A/ = - 4= - =) o w30 @) 4a8bCcDq| AaBbceDe AaBbCi Aapbee AAB 1. -
SIS S BTSN [ o v 300 s | vnsons | - s | o =
i Paragraph 4 - =
OPULENT: Word Processing 101

Creating Stunnin g Documents and we rk Materials

Startwith the End jn Mind
| Decide what you want the end product to look like before you begin,
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FONT COMBINATIONS
The final wholedocument changing feature is th&FONT STYL&mbination. This provides a font for
headings, and a font fomormal text. The standardVicrosoft® 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 spgdal fonts

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

] @ Fina -

L O ) =R — ) / ]
}ch-,‘-y = 2, E" = :’f 24/ 7) [4aBbCcDc | AsBbceoc AaBbC: Aapbee AAQB
= - EE (3E~] P~ 55 ~) r 5 ;
J . Tl S Normal ['7 No Spaci.. Heading1 — Heading 2 Title Subtitle Change She Henipce
/ —'a — = " [stes - | s setect -
[;_L == = = = ’ = = / A Style Set »
i B | Cotors >
Fonts
: © 2 Set as Defautt
5 . cali
Word Processing 101 = -
/ office 2
/ Calibri
‘ "J A‘a/ Cambria
/' Xﬂ_ke(‘hssk
Start with th 1 7 /1A -
i x.e Endin Mind / Times New Roman
vant the end product to look like before you begin / Qr¥e Clasihc 2
i . ) . | Arial
:’\fitﬂ e ‘e - 3 { Arial
EAATA SV 21 bS u ¥ CHine / )
¢ ) tn, / Apex
/ Aa Lucida Sans
Book Antiqua

I SN V=R = X YR g
J E / (24 | AaBbCcDC | AaBbCcDe A t AaBbCe <
/,{‘ A% - A IEEE &= l=) - i~ 7 Normal | T No 5 o psacing] : Adﬁ
/" = pacl.. Heading 1 Heading 2 Title Subtitie |
—— - — IStyles |
Y- : = = - = = — — _ = /..»)\ Style Set
e & - ngolors
| Buitt-n
W d Set as Default
ord Processin '
g 101 / L =
Calibri
5 ; ’ i / Aa Cambria
/ ] zﬂke Classic
Starewi ) : rial
D;l:: ‘t ::wtth the Endin Mind // As ] T Roiman
47 ? e I
at you want the end Product to look like before v L / Qffce Classic 2
you begin. / A
/ ral
| Arial

$o il g ,
STEATL FONT'S By CHANG ¢

OADf ethibice és Fellawvh This s because themoaseige, and

t he

You may nhotice that
only hovering over, or previewindypex Thedocument 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 goesswork
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FONT AND PARAGRAPEBRMATTING

Font and paragraph formatting also provides a live priew, but in thiscase,only selected areas of the
document are affected. This feature only works for items with drdpwn menus such as font type, font size,

font colour, highlighting, and bullets.

To use the live previewdIGHLIGHT THE TEMat needs formatting, thenHOVER OVER THE FERHthat
you are interested in previewing.

ESE Pt 2 st

T Franidin Gothic Book
All Fonts

& dgency B

r Aharoni

& Abertus Extra Bolg

Test formatting

717 T1an

X CAMOIIa rraca

v T Candsra
& CASTELLAR
B Centaur [&

TEST FORMATTING

e —

& Frankiin Gothic Book T
est for i
% Franklin Gothic Demi matt' ng
¥ Franklin Gothic Demi Cond
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USING ®@GTIONS

Every program that has the

ribbon also has its own Word Options PR
OPT'ON&]enU ThlS IS [ st ]1 _Eﬂ Change the most popular options in Word.
where you will find Display
everythn“g you need to Proofing Top options for working with Word

H . Save Show Mini Toolbar on selection (i
customize your experience —_ B
from Chang'ng to the s Lkt Show Developer tab in the Ribbon ¢

. . . Customize v| Always use ClearType
Canad'an dlCtIOI’]ary tO Add-Ins Oper: e-mail atta:hments in Eull Screen Reading view (i
adding edit marks. To get st Conter Color scheme: | Blue v
to the Optlons menu, Cllck B SereenTip style: | Show feature descriptions in ScreenTips v
on the OFFICE BUTTON Personalize your copy of Microsoft Office
and then theOPTIONS User name: [massey!

Initials: m

Choose the languages you want to use with Microsoft Office: Language Settings...

menu box. The Word
Optionsdialogbox will
open. The item that you are

working in will appear
orange on the lefthand side of the screen.

button at the bottom of the

POPULAR

This feature allows you to adjust the basic features of Word. You can decide whether you would like to have
the MINI TOOLBARVvailable for editing text, whether you want to be able to see howarer formatting using
LIVE PREVIEWds well as other features such as theolour scheme and language settings.

DISPLAY

This feature allows you to select which items you would like to hadisplayed such aFORMATTING MARKS
It also allows you to sePRINTING PREFERENCES

PROOFING

This feature allows you to select yolltUTOCORRECT PREFERES as well as spelling andksRAMMAR
PREFERENCES

SAVE

This section allows you to select several safeatures that are not offered in the save or save adialogbox.
Most importantly, this is where you will find thAUT@RECOVERptions. The AutoRecover feature is what
prevents your work from being lost when systems fail. It is a good idea to make yawtoRecover default
location yourU DRIVE This way, if you forget that some machines do not allow saving to the My Documents,
and/or the desktop, yourAutoRecoverfeature could save you a lot of trouble.

The save options also allow you to set as a defawhat 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 sas¢he 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 andrfoatting options. This has the
most comprehensive list of features for advanced customization of your personal preferences.

CUSTOMIZE

This feature is for the customization of th@ UICK ACCESBOOLBARYou can also get to this feature using
the small dropdown arrow beside thdoolbar and selectingMORE COMMANDSJse this to add your
favourite features, and to remove features that you do not use. Here are two examples of customized Quick
Access todbars. You can also add a feature to this toolbar by rigtitcking on the feature in the ribbon and
selectingADD TO QUICK ACCEBSOLBAR

ADDINS

For the most part, you will not be using this menu as many of the aitdd will require administrativerights. If
you used addins in previous versions, you can find them by selecting the type from MANAGEIropdown at
the bottom of the screen, and then selectinGQ

TRUST CENTER

This section allows you to review Microséfsecurity
policies, as well @ managesecurity settings. Manage: | COM Add-ins v

COM Add-ins
Smart Tags

Word Add-ins
Templates
XML Schemas
XML Expansion Packs | —
Disabled Items

RESOURCES

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

Most items that you would insert into your documemian be found on theINSERT TABf the ribbon. Below
are some of these features.

PAGES

This section of thelNSERT TARBIllows you to insert special cover pages, insert blank pages, and insert page
breaks. The preset cover pages provide a professional finish to documents.

ILLUSTRATIONS

ThelLLUSTRATIONS SECHI@ the INSERT TABIlows you to insert graphical elements to the document.

‘PICTURES

Clicking on thePICTURButton will openthe standarddialogbox that will allow you to select an image file
from your computer.

/‘JZ' s
/he Layout References Mailings
/ g =
[E2 g (Y I

Picture ~
/ pr Shfpes SmartArt Charg

Mustrations

CUP ART

The Clip Art button will open a task paneThe task pane allows
you to search for clip art using a keyword search. The example

bel ow demonstrates the results of a keywor

n

/:

/;t References Mailings
= =5 = o
Jjau) (¥ 2 gl

12 Cligd Shape A
/ At .D s SmartArt Chart Hyp

/
/ IINstrations

| Insert Clip Art in™
| incduding drawings, ni
sounds, or stock ph,ot

A k ogr.
illustrate a specifi g

C concept,
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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 autdormats to fit the text, so large Operations Administration
AExample 3 AExample 1
amounts of text AExample 2

will create a very
small diagram. . _
To the rightare Riesident ) \
two examples of : President
Smart Art

diagrams created Operations
using the same
data.

Administration

I Example 3 I Example 2 I Example 1

A\

CHARTS AND TABLES

15 15
10 10 & : / e
L
5 % 5t —E-2
b
—1
0 T T T 1 O
Cl1 C2 C3 C4 c1 c2 C3

Charts and tables have been improved to provide more a more attractive
final product. Charts and tables also work with live preview hovarer
features.

Notice the difference in presentation of the two charts created by a single
option on theCHART TOOLS DESIGABT SelectingINSERT CHARMill

open adialogbox that will allow you to select from a wide variety of I | i st ste ang
graphical options. You can select data, padd your own directly from Word. / fag | 22 Pre. tine, Area, and Surtace ar
A miniExcel window will open allowing ydo select a chart type.Once a /l

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

the DESIGN TABf the CHART TOOLS R L o more b

ToINSERT A TABLElick theINSERT TABRhen
TABLEand select the number of rows and
columns from the dropdown menu, or select a
preset from theQUICK TABLES OPTION
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‘ HYPERLINKS AND BOOKRKS

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 theBOOKMARK ICON
from the INSERT TABTYype in a descriptive
title and then selectADD. Close thedialog
box when complete.

Later when you have albf your bookmarks
prepared, you an hyperlink to these
bookmarks using thelNSERT TABen the
HYPERLINKutton. Hyperlinks can also go
to web pages, new documents and email
addresses.

HEADERS AND FOOTERS

To insert a header or footer, go to thasert tab, and select the feature that you are looking for. The drdpwn
menus provide a number of stylistiormats for titles and other typical header/footer items.

If you enter the header or footer space, you then get a hearer/footer tab that allowsiyto generate your own
options. By selectindQUICK PART $hen selectingFIELD you can find most of the features used in Word
2003.
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