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Word 2007 New Look
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Clipbdard Font

Home Tab Font Group with Commands in it

In Word 2007, the menu bar and toolbars are gone. They have been replaced with the Office Ribbon.

The File Menu hdseen replaced by the Office Buttn@. The Ribbon presents commands organized in
a set of tabs. The Ribbon cannot be customized. Users cannot add or remove commands from the tabs
nor can they rearrange the tabs.

Minimize the Ribbon

Double click on any laand the ribbon will be minimizkor click on the drop down arrow for the Quick
Access toolbar and click Minimize the Ribbon.

Quick Access Toolbar

Cla
id
Home Insert Page Layout References
J o Calibri [Body) |11
=3 Copy
Paste - 2t ol
- # Format Painter (B L U -abex x A
Clipboard P Font

The Quick Access Toolbar can be customized. It can also be placed in one of two different loBgtions.
default it is next to the Office buttonYou can add your favorite commands to the Quick Access toolbar.

Move the Quick Access toolbar
1. To move the Quick Access toolbar click on the drop down arrow and Steuat below the
Ribbon.

Customize the Quick Access toolbar
1. On the Ribboror the Office button click the appropriate tab or group to display the command
that you want to add to the Quick Access Toolbar.
2. dick the command, and then cliédidd to Quick Access Toolban the shortcut menu.
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Try it:

Click on the Review Tab then rigtitk on Spelling and Grammar in the Proofing Group then Atiickto
Quick Access Toolbar

Metadata

Metadata is personal information or hidden data that is stored in a docu@¢mbperties. You are
most likely goindo share your Word documents with egorkers and customers. Itis a great idea to
remove all metadata from a document before sending out.

What type of hidden data and personal information can be stored in Word Documents?

1.
2.

Comments, revision marks from tleed changes, versions, and ink annotations

Document properties and personal informatiddocumentpropertiesinclude details about your
document such as author, subject, and title. Document properties also include information that
is automatically maitained by Office programs, such as the name of the person who most
recently saved a document and the date when a document was created.

Headers, footers, and watermarka/ord documents and Excel workbooks can contain
information in headers and footers. Attiénally, you might have added a watermark to your
Word document.

Hidden textWord documents can contain text that is formatted as hidden text. If you do not
know whether your document contains hidden text, you can use the Document Inspector to
search fo it.

Document server propertie$f your document was saved to a location on a document
management server, such as a Document Workspace site or a library based on Microsoft
Windows SharePoint Services, the document might contain additional documentrpesper
information related to this server location.

Custom XML datBocumentscan contain custom XML data that is not visible in the document
itself. The Document Inspector can find and remove this XML data.
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Running the Document Inspector to remove Metadata
1. Click on the Office button
2. Point toPrepare
3. Click oninspect Document

Itis a great idea to save your document with another name before running the Document Inspector.
Some items cannot be undone.

& ™
Document Inspector | ? 23 |

To chedk the document for the selected content, dick Inspect.

Comments, Revisions, Versions, and Annotations
Inspects the document for comments, versions, revision marks, and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers, Footers, and Watermarks
Inspects the document for information in headers, footers, and watermarks.

Hidden Text
Inspects the document for text that has been formatted as hidden.

Inspect ] [ Cloze
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Create PDFs in Microsoft Word

PDF or XPS

s Publish a copy of the document as a PDF or
XPS file.

1. Click the Microsoft Office Button @ point to the arrow next to Save As, and then click PDF or XPS. If

you dono6t s e éindAddrins focdther ¢ilé& formats. Install the PDF Add-in.
2. Inthe File Name list, type or select a name for the document.
3. Inthe Save as type list, click PDF.

4. If you want to open the file immediately after saving it, select the Open file after publishing check box.

This check box is available only if you have a PDF reader installed on your computer.

5. Click Publish.

Contextual Spelling

Word 2007 not only checks for spelling and grammatical errors, it checks for contextual spelling. Examples on

contextual spelling errors:

We are going to meet over their. His speech had no affect.

Notice the words with the blue underline. Should have been ftheredand feffectorespectively.

Selecting Text

A Word Double click the Word

A Paragraph Triple click a word in the paragraph or double click the seleci
bar. See below for an example halae mouse looks in the
selection bar.

A Line of Text Move the pointer to the left of the line until it changes to a rig
pointer arrow and then click.

A Sentence Hold down CTRL, and then click anywhere in the sentence.
The document CTRL A
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Selection Bar

1---|---§---|---1---|---2---|---2---|---4---|

Mouse is in the selection bar.

On the Standard toolbar click on numbering *= .

You should get number 1. Type in Morning and press Enter.
You get number 2. Type Evening and press Enter.

Type in Midnight. Press Enter twice and numbering will be off.

Eal

Copy and Paste

4 Cut
=3 Copy
Paste
fF::urmat Painter
Clipboard [=

1. Select the text you want to copy

2. Using the Home Tab | Clipboard Group
3. Select Copy
4

Select where you want to paste and select Paste from the Clipboard Group

Keyboard Shortcuts

Ctrl + X Cut
Ctrl+ C Copy
Ctrl +V Paste

Paste Special
To use paste special, click on the Home Tab | Clipboard group | Paste drop down arrow.

Paste Special I S

Source: Microsoft Office Word Document
F:\Word_Elesys_north_america.docx

As:
@ Paste: Microsoft Office Word Document Cbject - Display as icon
Paste link: Formatted Text (RTF)
st Unformatted Text

Picture (Windows Metafile)
Picture (Enhanced Metafile

Unformatted Unicode Text

Result

l Inserts the contents of the Clipboard as HTML Format.

H}cm | [ cancel
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Using the Mini Toolbar
The mini toolbar allows

Calibri (Boc~ 11~ A" A” s . 5
Onthe Insertta """ i tasTiAA 4 I\at are designed to coordinate with the overall look of

your document.‘ BIEW- .4-¥ = " linsert ta bles, headers, footers, lists, cover pages, and
other document bulking blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look.

@

1. Select the texiyou want to format.

2. Move your mouse over the Mini toolbar and click the formattomiion you want.
Options Available with the Mini Toolbar: Bold, Italics, Center, Highlight, Font color, Bullets, Font size, and
the Format painter.
Note: The mini toolbar cannot be customized.
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Using the Font Group

Calibri (Body) -1 -|A A'||%L
/B I U -abe %, X Aa~||¥~ A -|

Font @

www.trialityonline.com

1. Using the Home Tab | Font Group
2. Sekct the text you want to format
3. OntheHometab, click theFontDialog Box Launcher, and then click Banttab.
4. Select the font features you want and click on OK.
Font A @Iﬂ
Font Character Spacing
Font: Font style: Size:
+Body Reqular 11
Font color; Underline style: Underline calor:
Automatic IZ| {none) IZ| Automatic
Effects
[ strikethrough [ shadow ] Small caps
[ Double strikethrough [ outline [ All caps
[ Superscript [ Emboss [ Hidden
[ subscript [T Enarave
Preview %
+Body
This is the body theme font. The current document theme defines which font will be used.
o) [ona

Pagel|7
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Setting Tab Stops

1. To show or hide the horizontal and vertical rulers, cligkv Rulerat the top of the H
vertical scroll bar.

2. On the Page Layout tab, click the Paragraph Dialog Box Launcher.

Indent Spacing

= |eft (O

I: Before |0 pt
¥= After 10 pt

-
-
= -

Sz Right 0

-

Paragraph

Hi} '

In the Paragraph dialog box, click Tabs.

4. Type in the tab stop you waniThe default alignment is lefyou can changié. Add a leader if
you want. Default leader is 1 None.

Click on Set and add more tab stops.

Once all the tabs are set, click @iK

Tabs |_E |
Tab stop position: Default tab stops:
5 0.5" =
2' F

[ | Tab stops tobe deared:

Alignment
i) Left (71 Center (7 Right
@ Dedmal i) Bar

Leader
@ 1MNone ® 2....... B3
) 4

set || Cewr || Clearal |

[ oK ][ Cancel ]
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Creating Bullets and Numbers

i IR

-

I
I
i
-
11|

4

4

4

Faragraph [=

On the Home Tab | Paragraph grocick onnumbering =
You should get number 1. TgmMorning and pres<Enter.
You get number 2. Tygeveningand pres<nter.

Type inMidnight. Pres$ntertwice and numbering will be off.

el NS

Changing the Number format

Sdectyour numbered list or you can create a new list

=0

Click orthe drop down arrow next to numbering®
Your current numbeformat has a blue box around it.
Pick another format and click on OK

pPODd

Tables

Insert Page Layout References Mail

= B e 88 P B

age Table Picture Clip Shapes Smartart
reak E Art =

3x3 Table

Ooooooo
0000000 ber
EREEREE

OooOo000n
Oooooooooo| .

Using the Table Menu

1. Click where you want to insert a table.
2. On thelnserttab, in theTablesgroup, clickTable and then, undetnsert Table drag to select
the number of rows and columns that you wangee image above
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Using Quick Tables

1. Click where you want to insert a table.
2. Onthelnserttab, in theTablesgroup, clickTable

3. Point toQuick Tables 1 QuickTables o then click the table that you want.

Sort a Table
HEGE Word_llevel 1 GMC - Microsoft Word Table Tools
Home  Insert  Pagelayout  References  Mailings  Review  View  Developer  Adddns  Design  Layout
% E Eﬂjl ﬂ ‘ﬂ EI ﬂJ E E‘ E‘ i ﬁ (] Height: |0.16 % || B Distribute Rows @é? g J %l Ej '3% fx
Select | View |Properties | Delete | Insert Insert Insert Insert || Merge Split  Split | AutoFit | = wigth: + 1| £ pistribute Columns =[] Text cell sort Repest  Convert Formula
Gridlines - Above Below Left Right || Cells Cells Table - e = e =l =l = pirection Margins Header Rows to Text
Table Rows & Columns & Merge Cell Size F] Alignment Data
Customer State
ABC GA
ABC FL
XYZ Company SC
Triality GA
Delta Machine Repairs GA
Gwinnett Surgical NC

1. Make the header row in your table bold. Click inside the table
2. UnderTable Toolson theLayouttab, in theDatagroup, clickSort
3. IntheSortdialog box, select the options that you want.

sort |2 S

Sort by
Customer El Type: |Text E @) Ascending
Using: |Paraaraphs E (") Descending
Then by
st [v] Type: |Text E @ Ascending
Using: |Paragraphs E (") Descending
Then by
El Typg: | Text E @ Ascending
Using: |Paragraphs E () Descending
My list has
(@) Header row () No header row
Options... OK ] [ Cancel
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Find Text 8 Find -
1. OntheHometab, in theEditinggroup, click=ind "
2. In theFind whatbox, type the text that you want to search for. ~ “as Replace
3. To find each instance of a word or phrase, ckakd Next by Select -
Editing

Replace Text

1. OntheHometab, in theEditinggroup, clickReplace
2. Click theReplacetab.
3. IntheFind whatbox, type the text that you want to search for.
4. In theReplace withbox, type the replacement text.
5. To replace an occurrence, click Replace To replace all occurrences, clickReplace All
' Find and Replace . Lilé]
Replace GoTo Lé
Find what: test El
Replace with: | exam El
Replace ] [ Replace Al l [ Find Mext ] ’ Cancel l
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Page Layout

Page Margins
1. To change the page margins, click on the Page Layout tab
2. Using the Page Setup Group, clickvergins
3. Select the Margins you want or click on Custom Margins

Orientation
1. To change from portrait to landscape
2. Click on the Page Layout tab
3. Click on Orientation in the Page Setup Group
4. Select Orientation and pick either Portrait or Landscape

Columns
By cefault all Word documents are 1 column.
To change to more than one column

1. Select the text you want to be multiple columns and click on the Page Layout Tab
2. Click on Columns
3. Click on the number of columns you want
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Breaks

To insert a Manual page break

1.
2.

Click where you want to start a new page
Click on the Insert Tab, click in the Pages group, and click on Page Regélkard shortcut for
Page Break is Ctrl + Enter

§ )=

Caower
Page

Elank Page
Page Break

Pages

Section Breaks
Several examples of when to use section breaks:

1

=A =4 =4 =9

If you want to go fom Landscape to Portrait or vice versa.

One page has onsolumnand you want to have part of the page two columns.
Different Headers and Footers

Different Page Margins

Changing Orientation

Section Break Next Page
Reason: One pageR®rtrat and the nexfpage needs to be Landscape Orientation

I

Cy Ij rl:j: Breaks =
=) £ Line Numbers -

Margins Crientation 5Size Columns

-

PN PE

- - - b~ Hyphenation =

Page Setup [=

Page one is portrait by default in MS Word.

Click on Page layout tab, click on Breaks in the Page Setup group.
Click on Section Breaks Next Page. You will have a second page.
Clickon Orientation Landscape
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Section Break Continuous

TheContinuouscommand inserts a section break and starts the new section on the same page. A
continuous section break is useful for creating a formatting change, such as a different number of
columns, on a page.

1. Open a document ith many paragraphs. If ymeed to create a new document, Ctrl + N on the
keyboard, thertype in=rand(12,7)and pres€nter

Click at the start of the third paragraph.

Click on Page layout tab, click on Breaks in the Page Setup group.

Click on Section Baks Continuous.

Click on Columns and change to Two

|

Columns

L

arwd

Watermarks
Watermarks are text or pictures, such as Confidential or a comipgioythatappear behind document
text.

Al

Watermark

-

=

Clickthe Page Layoutab, in thePage Backgroundroup, clickVatermark

2. dick a predesigned watermark, such@aenfidentialor Urgent, in the gallery of watermarks, or
you can also create @ustom Watermarkby clickinglext watermarkand then select or type
the text that you want. You can also format the text.

3. Toview a watanark, make sure Word is in Print Layout view.

Inserting Headers and Footers
Headers and Footsmappear at the top or bottom of the pages. Examples of headers and footers
include page numbering, company logo, file name, and date and time.

Insert the same header or footer on each page
1. Onthelnserttab, in theHeader & Footegroup, clickHeaderor Footer.
2. Click the header or footer you want to design.



Chris Menard www.trialityonline.com Pagel| 15

Insert a custom Header or Footer

5 5 bl B3

Date Quick Picture Clip

& Time Parts -~ Art
Insert
1. Onthelnserttab, in theHeader & Footegroup, clickHeaderor Footer.

N

Clickedit Headeror Edit Footer
3. Type text or insert graphics and other content by using the options ifnertgroup on the
Designtab, under theHeader & Footer Tool&b.

Make the first page header or footer different from the rest of the  pages

I Different First Page |

Different Odd & Even Pages
¥| Show Document Text
Cptions

1. On the first page of the document, double click the header or footer area.

2. UnderHeader & Footer Toolson theDesigntab, in theOptionsgroup, select thdifferent First
Pagecheck box.

3. Create a header or footer, or make changes to the adsteader or footer, on the first page.

Use no header or footer on the first page
1. On the first page of the document, double click the header or footer area.
2. UnderHeader & Footer Toolson theDesigntab, in theOptionsgroup, select thdifferent First
Pagecheck box.
3. IntheFirst Page Headear First Page Footedirea, delete the contents of the header or footer.
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Spell Check and Grammar check

Iv le m ﬂ% gTranslatinn ScreenTip =

5et Language
Spelling & Research Thesaurus Translate .o
Grammar tz3) Word Count

Proofing

Microsoft Word can check your document for spelling and grammatical errors. Word will first check
spelling then check grammar. Misspelled words have a red underline and grammar has a green
underline

To check a dmument for spelling and grammatically errors:
1. Click on the Review Tab
2. Click on Spelling and Grammar in the Proofing group.
3. If the prograntinds spelling mistakes, a dialog box is displayed, and the first misspelled word
found by the spell checker is selected.
4. You can resolve each error that the program finds in different ways.
7 Ignore the misspelled word
1 Ignore the misspelled word every tarby clicking Ignore All.
A Change the misspelled word.
A Change all to change all occurrences of the misspelling.

Using Styles
Styles makes it easy to have a coraistook throughout your Word document. It is also easy to change
formatting if styles are applied.

1. Click on the Home Tab
2. Use the Styles Group to pick the style you want. Popular styles are Heading 1, Heading 2



