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Word 200771 Introduction

MODULE OVERVIEW

Microsoft Word is one of the most popular and powerful word processing applications on the
market today. Its versatility in creating varied types of documents has made Word an almost
mandatory application.

Throughout this module, you will see bold type, meaning to do an action on the computer.
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CREATING A BASIC DOCUMENT

THE RIBBON

The Ribbon is a graphical menu system containing icons of common commands. It replaces the
Menu Bar in previous versions of Microsoft Word. The Ribbon makes navigation in Word more
intuitive, and the order of the tabs echoes the process of document creation.

Each Ribbon Tab contains grouped icons relating to that tab. There are seven default tabs, but
as we move forward, you may notice contextwual tab
on.

The HOME Tab

[ . | 4 ! E L& [ 3 L RN Documentl - Microsoft Word
G
Insert Page Layout References Mailings Review WView
et ibri - At st = = - = - | 2E 2= 4 Find -
B | calibri (Bacy) [ -la Sl=)|l= - 4= - == =18 assocene | aspbceDe AaBbC( AaBbCc |- ‘% & Repiace
B Lac
Paste | - 2 -([®B?~ A ~||[= i 1 Mor T Mo Spaci... eading eading 2 = Change
= B 7 U abe X, X° Aa =Y = i Mormal Mo Spaci Heading 1 Heading 2 | = e [ select -
7} I o 7}

Home gives standard formatting options-

Cut/Copy/Paste

Font selection and formatting (bold, italics, size, colors)

Text alignment and formatting (center, left-align, bulleted and numbered lists, text indent)
Styles (these make document formatting really easy)

Document Searching (find/replace, select all)

The INSERT Tab

EEbP®Rw -0 < Documentl - Microsoft Word
=

Insert Page Layout References Mailings Review View

EE

Table

T Equation ~
£2 symbol -

_] Cover Page ~ 5 Hyperlink

A& Bookmark

A 2| Quick Parts - | Signature Line -

< wordart - 5} Date & Time
Text —
Box~ 4= Drop Cap~ ‘g Object ~

EE B

Header Footer Page
- = Number~

e B8 P ™

Picture Clip Shapes SmartArt Chart

Art

_] Blank Page

‘.f; Page Break !#]) Cross-reference

Insert lets you further modify your whole document once text is entered.

Document modification (add a fancy cover page, blank pages, or insert page breaks)
Insert Tables (or convert existing text to tables)

Insert graphical elements (like picture files, Clip Art, SmartArt, or charts)

Links (insert web links)

Headers, Footers, and Page numbering (including new autoformats)

Text boxes and Symbols
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The PAGE LAYOUT Tab

. [ ! = B v (F Documentl - Micros

Home Insert Page Layout References Mailings Review View

j 5 Orientation ~ ’,—:‘ Ereaks ] Watermark = || Indent Spacing 1 Bring to Front = Align ~
1_1 Size £ Line Numbers ~ {Z]Page Color ~ §§ Left: |0 s tE Before: |0 pt s <} Send to Back E\Smup
Themes Margins __ . | = " Position
- ' - £E Columns = b~ Hyphenation = g Page Borders || £% Right: |0” L || p= After |0 pt . ﬂTe-t Nrapping 4 Rotate
) ]
The Page Layoutt ab all ows you further control over your

¢ Themes (these give the user quick access to professional-looking document formatting
choices)

o Page Setup (Formerly under the File menu. Allows the user to specify margins, paper
size, and paper orientation)

e Page Background (for borders and page colors)

e Paragraph options (Indents and Line-Spacing)

¢ Arrange (handy for organizing objects like text boxes and pictures)

The References tab (not pictured) offers choices for generating tables of contents, footnotes,
and citations.
The Mailings tab (not pictured) contains Mail Merge and Envelope and Label wizards.

The REVIEW Tab

. | ! P B\ | J JREM U word 07 tutorial.doot - Microsoft Word

Home Insert Page Layout References Mailings Review

3 Research [~ 29 ] 2 4| Final Showing Markup '|
@Thesaurus g 2 Show Markup ~
Track  Balloons

Spelling &
Grammar Aﬁ Translate .1_—| Changes ~ - E Reviewing Pane ~

- | Delete

4 Reject ~
s
=1 4} Previous
Accept
TP 93 Next

E

Compare Show Source
- Documents

E

Protect
Document

| Previous

ew
Comment =J Mext

The Reviewt ab gi ves options for proofing and coll abor ¢
e Spelling, Grammar, and Word Count
e Comments (for others to add notes to a userds
of the document)
e Tracking Changes options (change histories)
e Document comparison tools (to look at a current document with its original form)
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The VIEW Tab

YL
wd

word 07 tutorial.door - Microsoft Word

Home Insert Page Layout References Mailings Review
= = uler ocument Map = || One Page ew Window iew Side by Side
_L = [¥] Rul [lo t M { | one P Mew Wind 3 view Side by Sid ==
= [C] Gridiines [C] Thumbnails : =129 [0 Two Pages = arrange Al synchronous Serolling =2
Print |Full Screen Web  Outline  Draft Zoom 100% Switch Macros
Layout | Reading Layout Message Bar = Page Width || =] Split #14 Reset Window Position | ywindows ~ -

The View tab gives general document viewing options.
e Document Layout (print, full screen, web, etc.)
e Show/Hide (turn on/off Rulers, Gridlines, Thumbnails, etc.)
e Zoom (zoom in or out of your document, or choose to display more than one page at

once)
¢ Window (split your workspace into windows to edit multiple files at once)

Letbdébs turn on the ruler. The rul er is used to
setting tabs and indents.

EXERCISE #1: Turning on the Ruler

1. Click on the View tab of the Ribbon.
2. Click the checkbox next to Ruler.
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THE OFFICE BUTTON

Many of the tools have been moved from the menu bar (in previous versions) to the Ribbon. But
there are still a few that we havendét discussed.
Resume Wizard?

These options are still there, but theyohamnd been r
corner of the screen).

The Office Button

¢ New (This gives you options for opening Resume Styles, as well as a variety of other
pre-made templates)

e Open (as in previous versions)

e Save/Save As (when choosing Save As, a list of saving options will appear, including an
option to save for older versions of Word.

e Print (Print and Print Preview)

e Prepare (this will let the user inspect a document for hidden/personal information, as well
as run a compatibility checker for other versions of Word.

¢ Send (by email. An Outlook account must be previously set up on the computer. Not
possible for patron PCs or shared staff computers)

e Publish (again, not an option from patron PCs or shared staff PCs)

¢ Close (as in previous versions)

EXERCISE #2: Using the Office button
1. Navigate to the Office button and click on it.
2. Look at the options available under the Office button. Most of these options were
previously found in the Menu bar.

Page 6 of 22



Word 2007
Patron Introduction
April 2009

THE QUICK ACCESS TOOLBAR

Word 2007 includes a new feature, similar to custom toolbars in old versions of Word. The
Quick Access toolbar is customizable and users can add favorite or often-used commands
here. This toolbar is located just to the right of the Office button.

The default commands in the Quick Access toolbar (at the library) are:

New

Open

Print Preview
Save

Save As
Close

Undo

Redo

ADDING COMMANDS TO THE QUICK ACCESS TOOLBAR

1. Click on the Office button.
2. Click on Word Options.

_'g Send »

7 Publish »
— e

J“ Close

23 word Options B Exit Word
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3. On the next page, click Customize.
Word Options - L 2|x|
=
Fepular ’ﬂg Customize the Quick Access Toolbar and keyboard shortcuts.
Display
CpeutE commamdgfrom: i Customize Quick Access Toolbar:
Prooiing All Commands LI IFor all documents (default) j
Save
A <Separator> == [ New
|2 100% 2. Choose All |55 Open
( Customize & 3-D Color Commands. .3, Print Preview
) 3-DEffects J& save As
3-D Effects = e Save
Trust Center 174 3-D On/off I Close
Berarass =4 3-D Picture Rotation » ¥} Undo »
) Redo
. >
1. Click ,
Customize.
e
Add >> . .
A Accent > —I > 4. Use this _I
2 Accept I» S control to E
Accept All Changes in Document move
Accept All Changes Shown
N2 Accept and Move to Next cor;’lman'ds up
Nz Accept Change or down in
1 Accept/Reject Changes 3. After you find the command priority.
Ao acngy: you want on the left, highlight it
Activate Object d | kAdd
Activate Product... and clic! N
|5 Add
B Add a Digital Signature
@ Add Assistant
:=] Add Bullet
[F3 add New Plarshnlder ll Reset | ey
O Show Quick Access Toolbar below the Ribbon
5. When you're
Keyboard shortcuts: ~ Customize.., I done, C|ICyk OK.
v/
I n Choese Gommands from:6 b o x All Cohmands.

After you find the command you want to add, click Add >>.

No o s

Click OK.

Use the up and down arrow icons on the right to prioritize your commands.
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SCROLLING THROUGH A DOCUMENT

There are sever al di fferent wgousdocuneent.i@ne af v ¢
the easiest ways is to use the scroll bar ¢
bottom arrows, you can move up and down through the document little by little. If you want
to speed things up, you can click and hold on the bar in the middle of the arrows and drag

it up and down to view the document.

You can use the wheel on the mouse to scroll through the text. Spinning the wheel will
move the text down one line at a time, while holding down the wheel and dragging will
scroll though your document.

If you want to go a page at a time click on the double arrows (& and J§) to move through
the document a page at a time.

OBTAINING HELP

The Word Help feature is a

complete user manual on the () %) 08 B A ) &
functionality of the various | - £ searcn
features of Microsoft Office S x =
Word 2007. The Word Help | .o e B i
window provides a quick and @Gerﬁ'ﬂghe"’ _
easy way to find answers to | Zr — J—
Word-related queries, online @ Viewing and ravigating Getting help T —
or offline. You can also v”‘“j‘“s a“d;;g; = Converting documents Viewing and navigating
search for information by s Mrgios and g setp Heacers and ooters
browsing through the links @ Page breaks and section breaks Page numbers Page breaks and section breaks
that are already provided or j‘F’fngmg Witng i
by typll’lg in a keyword :.:.;Tracking changes and comments Tracking changes and comments Lists
@lists Tables Working with graphics and charts

To access Word Help, you ::\T,b'hg e ot oo e g e o
can cI_|ck on the blue _questlon wrat_:lles | (e R
mark icon in the top right z:\'ﬂ:;’j; — S —
corner of Microsoft Word, or | & catsberasen R ety s
Koubcanoflﬂt <F1>onthe &% rormaennt Workngin o dffrntbmguege Automaton nd prgramnabity

eyboard. o = -

Waord Help
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WORD HELP OPTIONS
Option Description
Word Help toolbar Provides access to navicational, print, and
format commands.
Type Words to Search Allows you to type the keyword on which you
For text box need to search for information. Previously

asked questions can be found in the Search
Criteria drop-down list.

Search drop-down list Provides options, based on criterion you have
chosen, to search for Help information from
online or offline content.

Table of Contents Lists the topics available in Word Help as
various categories. You can choose to either
show or hide the Table of Contents pane.

Browse Word Help Displays the topics available on Word Help in
pane a tabular form. You can navigate to a topic by
clicking it.

To save a document you can use a floppy disk, the hard drive, a flash drive, or a network drive.
During todayodos | esson, we will save the document
file, you must give the document a unique name.
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OPENING, SAVING, AND CLOSING DOCUMENTS

Microsoft Wordaut o mat i

cally

opens

then we will practice opening and saving a document.

CLOSING A DOCUMENT
1. Click the Office button.

2.

Click Close.

CREATING A NEW DOCUMENT
Click the Office button.
Slide down and click New.
A new window will open with various tabs on it.

1.
2.
3.

wi t h

new,

bl

ank

2|

Templates

Blank and recent
Installed Templates
My templates...
Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Brochures
Budgets

Business cards
Calendars
Contracts
Diagrams
Envelopes
Expense reports
Faxes

Flyers

Forms

Gift certificates
Greeting cards
Inventories

Invitations

Invoices

= ‘

ISiar-:h Microsoft Office Online for a template

|

Blank and recent

Blank document

Recently Used Templates

g

Mew blog post

X i

Accounts payable
resume

Firefighter resume

Maintenance mechanic
resume

ICU nurse resume

2008 event schedule
planner

Official Meeting
Minutes

|»

Blank document

T ——

4. Make sure Blank Document is selected.
5. Click Create, in the bottom right corner of the window.

Cancel
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To save a document you can use a floppy disk, the hard drive, a flash drive, or a network drive.

0

During todayo6s |l esson, we will save the document
file, you must give the document a unique name.
SAVING DOCUMENTS

1. Navigate to the upper-left corner of the screen.

2. Click the Office button and choose Save As.

3. Next, choose the format to save your document in.

a. Word Documentr eal |y means Word 2007 document
this type if youbve got Word 2007 at home.
someone, they should have Word 2007 too. Older versions will not be able to
open Word 2007 files.

b. Word 97-2003 documenti s what you should use if you
of Word at home, or if youdre sending the

Word 2007.

Prepare F

Send 4

Publish »

e N

Jﬁ Claose

b
=
R

Save a copy of the document

Word Document

Save the document in the default file
format.

Word Template

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
XPS file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

word

2] Word Options

2 Exit Word
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Save in:

el

I '§ My Computer

o - X E-

@Trusted Rl LDsms Free Space I
Templates S 3 Floppy (A1) 3t4-Inch Flopp. ..
5 My Recent e Local Disk (C:) Local Disk 74.5 GB 60.4 GB
BocumEnts | C) pwpcD-RW Drive (D1 0 Drive
@ Dieskiop . Lexar (E!) Remavable Disk
Z# globdata on jclsfilol’ (G:) Metwark Drive 499 GB 22.4 GB
= [y g o o 0 A .
uDocuments =% 5imea on jelsfiloluser’ (Hi) Metwork Drive 499 GB 22,4 GB
4o
Computer
‘ﬁ Iy Metwork
Flaces

_—

File narne: Iword 2007 - patron intro.doc

IFiIe name or Web address [http://]

Save as bype: IWord 97-2003 Document (*,doc)

Tools |~ | u Save I) Cancel |
e’ 4

a

c. Click on the down arrow to the right of the Save in: field and select the
destination for your file. This could be a cd, flash drive, or floopy disk.

d. Type a unigue name for the document in the File name field.

e. Choose the type of file to save as. JCL computers will be configured to save as the
old Microsoft Word 2003 format (.doc), to preserve file compatibility. If you want to be
able to use the new features, you must save the file as a .docx.

a. Ifyou are using an older version of Microsoft Word at home, you should save
your work as a .doc.

f. Click Save.
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TYPING TEXT, HIGHLIGHTING AND DELETING

Typing text in Word is as simple as typing on the keyboard.
To make corrections while typing:

1. The <Backspace> key will erase the character to the left of your cursor

2. The <Delete> key will erase the character to the right of your cursor

3. Occasionally you might accidentally press the <Insert> key. This will turn on
Overtype mode, which overtypes any text to the right of the cursor. Press Insert to
turn off overtype mode.

For the exercises in todayés class, we are
know what an asset we are to the organization.

EXERCISE 3: Typing a Letter

goi

1. Type: Dear Mr. Smith,

2. Press <Enter> twice, creating a blank line between Dear Mr. Smith and the
following:

3. Type: Due to my hard work and achievements last week, | feel that
| deserve a substantial raise. Below find my reasons for my 25%
increase:

MOVING THE CURSOR T KEYBOARD AND MOUSE

Before we list our reasons in the sample letter, take a moment to practice moving around in the
document.

Use the arrow keys to the left of the numeric keypad; UP and DOWN will move you up or down
a line, LEFT and RIGHT will move the cursor between characters.

You can also use the mouse to move around in the document. Left click in the area where there
is already text and the cursor moves there. If you try and click in the white areas above, below
andtotherightofour | etter, youbl|l not iaspossiblet® whene yos o r
click. If you click the white space at the left of the text, you can highlight an entire line of text.

Keyboard shortcuts for moving the cursor:
e Pressing <End> will take you to the end of the text on that line.
e Pressing <Home> will take you to the beginning of that line.
e Pressing <Ctrl> + <Home> (press down and hold <Ctrl>, then press <Home>) will take
you to the beginning of a document.
e Pressing <Ctrl> + <End> (press down and hold <Ctrl>, then press <End>) will take you
to the very end of a document.
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To perform additional functions with text, such as changing the size, color, or deleting entire
sections, you need to highlight the text. There are two ways to highlight the text.

Highlighting text using the mouse
1. Move your cursor to the beginning of a word or phrase
2. Left click and hold the button down
3. Slowly drag your mouse to highlight a word or phrase

Highlight the text using the keyboard
1. Move your cursor to the beginning of a word or phrase
2. With one hand, hold down the <Shift> key
3. With the other hand, use the arrow, <Home> or <End> keys to highlight text

EXERCISE 4: Moving the Cursor practice

1. Move your cursor to the end of the document.
2. Type the following skills:

| am always on time

I never call in sick

| work 60 hour weeks

My projects are never late

| share information with co - workers

FORMATTING TEXT

Next, we 01 | f or mat our |l etter to addormeattipghteatsi s and
can give a professional, legible appearance to your text. You can format by Font, size, color,
and other type attributes.

EXERCISE 5: Formatting Text
1. Use the mouse or keyboard to highlight skill number 2 (I never call in sick)
2. Click on the Home tab > Font group, and choose a new font.
3. Click in the size section of the Font window and change the Font size to 20.

The font will automatically adjust to the font and size of what you selected. This is a new feature in
Word 2007, called Live Preview.

il
HCIFHE = & O afara
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THE MINI TOOLBAR

In addition to the Font group in the Home tab, you can change type attributes with the Mini
Toolbar, a new feature in Word 2007. If you select text, the Mini Toolbar will float near your
selection. As you move your mouse closer to the Mini Toolbar, it gets more solid.

N 11 JUTTSRTLIGE SmJdur2d)is alegal encyclopedia. It presents the
ki pits IE;) A3t 4 hem, subtopics, and specific cases. Am,Jur 2d
|50 Ve Wpelal s G gEiles those with aninterestin legal studies, lawyers, or

e 2l

Authority: AmJur 2dis one of two legal encyclopedias printed inthe .5, The otheris
CorpusJuris Secundum (C.J.5.). Both works are well respected inthe field. Am.Jur 2d is
updated every few vears, and pocket parts (smaller soft-back pamphlets) are issuedto
update the volumes whennecessary.

Next, le t @ractice with Bold, Italics, and Underline.

EXERCISE 6: Bold, Italics, and Underline

1.

© N Ok

Use the mouse to highlight skill 3.
Locatethe ' B & 1 - atthe top of the screen.

B stands for Bold.

| stands for ltalics.

U stands for Underline.

Click on the B to bold skill 3.

Use the mouse to highlight skill 4.
Click on the U to underline skill 4.
Use the mouse to highlight skill 5.

10 Click on the | to Italicize skill 5.
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ADDING COLOR

So far, everythingwe 6 ve done has been dWandgyives nserbthezoptisntea nd wh i
make their text different colors, for even more emphasis. Users adding color to documents

should be careful to consider the readability of their text.

| EXERCISE 7: Adding Color
1. Use the mouse to highlight skill 3.

Click the little down arrow next to the i. A window like the one above should appear.

2.
3. Click on your favorite color to change the color of the text.
4. Note that the text has now changed to that color.

UNDO AND REDO

Undo and Redo are tools that are very useful to know about. They are located in the Quick
Access Toolbar, and allow you to undo or re-do changes to your document.

UNDO will undo your previous actions. Undo will work for approximately 30 typing changes, but
it cannot undo major changes, such as saving a file, or printing a document.

REDO allows you to go back to how the text looked before you even began pressing Undo.
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