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Microsoft Word 2007 Step by Step

Lesson 1: Getting Familiar with Microsoft Word 2007 for
Windows

The Microsoft Office Button

The Quick Access Toolbar

The Title Bar

The Ribbon

The Ruler

The Text Area

The Vertical and Horizontal Scroll Bars
The Status Bar

Understanding Document Views

Click

Understanding Nonprinting Characters
Create Sample Data and Select Text
Place the Cursor

Execute Commands with Keyboard Shortcuts
Start a New Paragraph

Exit Word

Microsoft Word is a word processing software package. You can use it to type letters, reports, and
other documents. This tutorial teaches Microsoft Word 2007 basics. Although this tutorial was created
for the computer novice, because Microsoft Word 2007 is so different from previous versions of
Microsoft Word, even experienced users may find it useful.

This lesson will introduce you to the Word window. You use this window to interact with Word. To begin
this lesson, open Microsoft Word 2007. The Microsoft Word window appears and your screen looks
similar to the one shown here.
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Note: Your screen will probably not look exactly like the screen shown. In Word 2007, how a window
displays depends on the size of your window, the size of your monitor, and the resolution to which your
monitor is set. Resolution determines how much information your computer monitor can display. If you
use a low resolution, less information fits on your screen, but the size of your text and images are
larger. If you use a high resolution, more information fits on your screen, but the size of the text and
images are smaller. Also, Word 2007, Windows Vista, and Windows XP have settings that allow you to
change the color and style of your windows.

The Microsoft Office Button

In the upper-left corner of the Word 2007 window is the Microsoft Office button. When you click the
button, a menu appears. You can use the menu to create a new file, open an existing file, save a file,
and perform many other tasks.

The Quick Access Toolbar
H9-0 5

Next to the Microsoft Office button is the Quick Access toolbar. The Quick Access toolbar provides you
with access to commands you frequently use. By default Save, Undo, and Redo appear on the Quick
Access toolbar. You can use Save to save your file, Undo to rollback an action you have taken, and
Redo to reapply an action you have rolled back.

(2
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The Title Bar

Documentl - Microsoft Word

Next to the Quick Access toolbar is the Title bar. The Title bar displays the title of the document on
which you are currently working. Word names the first new document you open Documentl. As you
open additional new documents, Word names them sequentially. When you save your document, you
assign the document a new name.

The Ribbon

Tabs ﬁ Home Inzert Page Layout References Mailings REvira Wigw Add-Ins Le]

— Cahbri [Body) CAE S R R R e 2 )
Y L f"“ .'d""L *
B I U - da x, x| E H ¥

E =
Paste Quick Change Edfting
M @Ak & x| i BUTONS || i i

—
Paragraph » Shyle

Font Group Dialog Box Launcher
You use commands to tell Microsoft Word what to do. In Microsoft Word 2007, you use the Ribbon to
issue commands. The Ribbon is located near the top of the screen, below the Quick Access toolbar. At
the top of the Ribbon are several tabs; clicking a tab displays several related command groups. Within
each group are related command buttons. You click buttons to issue commands or to access menus
and dialog boxes. You may also find a dialog box launcher in the bottom-right corner of a group.
Clicking the dialog box launcher gives you access to additional commands via a dialog box.

The Ruler

IL]_-I- i p. 1 3 | g 1 = 0 e T e
. A 2- - 5o ! g 3

The ruler is found below the Ribbon.

You can use the ruler to change the format of your document quickly. If your ruler is not visible, follow
the steps listed here:

Do a9 -8 5 urnentl - Microsoft Word

)
=~ Home Insert Page Layout References @ q Add-Ins
] m ¥ Ruler Document Map k_{ ! Ul one Page
- ]

Gridlines Thurmbnails A4 Two Pages
Print  Full 5oreen Web  Outline | Draft foom 100% 3P ey [
Layout Reading Layout . f age Width |
Dacuneent Views ShowHide Zoam
|m? O L -+ s 3 . se O d

1. Click the View tab to choose it.

. Click the check box next to Ruler in the Show/Hide group. The ruler appears below the Ribbon.

The Text Area

Just below the ruler is a large area called the text area. You type your document in the text area. The
blinking vertical line in the upper-left corner of the text area is the cursor. It marks the insertion point. As
you type, your text displays at the cursor location. The horizontal line next to the cursor marks the end
of the document.
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The Vertical and Horizontal and Vertical Scroll Bars

The vertical and horizontal scroll bars enable you to move up, down, and across your window simply by
dragging the icon located on the scroll bar. The vertical scroll bar is located along the right side of the
screen. The horizontal scroll bar is located just above the status bar. To move up and down your
document, click and drag the vertical scroll bar up and down. To move back and forth across your
document, click and drag the horizontal scroll bar back and forth. You won't see a horizontal scroll bar if
the width of your document fits on your screen.

The Status Bar

The Status bar appears at the very bottom of your window and provides such information as the current
page and the number of words in your document. You can change what displays on the Status bar by
right-clicking on the Status bar and selecting the options you want from the Customize Status Bar
menu. You click a menu item to select it. You click it again to deselect it. A check mark next to an item
means it is selected.
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Understanding Document Views

In Word 2007, you can display your document in one of five views: Draft, Web Layout, Print Layout, Full
Screen Reading, or Online Layout.

Draft View
Draft view is the most frequently used view. You use Draft view to quickly edit your document.
Web Layout
Web Layout view enables you to see your document as it would appear in a browser such as
Internet Explorer.
Print Layout
The Print Layout view shows the document as it will look when it is printed.
Reading Layout
Reading Layout view formats your screen to make reading your document more comfortable.
Outline View
Outline view displays the document in outline form. You can display headings without the text. If
you move a heading, the accompanying text moves with it.
You should use Draft view for these lessons. Before moving ahead, make sure you are in Draft view:
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1. Click the View tab.

. Click Draft in the Document Views group. When the Draft option is selected it appears in a contrasting
color.

Click

During the lessons that follow, you will be asked to "click" items and to choose tabs. When asked to
click:

1. Point to the item.

. Press your left mouse button once.
If you are asked to double-click an item:

1. Point to the item.

. Quickly press your left mouse button twice.
If you are asked to right-click:

1. Point to the item.

. Press your right mouse button.
If you are asked to choose a tab, click the tab.
Understanding Nonprinting Characters

Certain characters, called nonprinting characters, do not print and will not appear in your printed
document but do affect your document layout. You can elect to see these characters on the screen as
you type or you can elect to have them remain invisible. For these lessons, opt to see them onscreen.
This table describes most of them:

Character Denotes
-+ A tab
A space

1 The end of a paragraph
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Hidden Hidden text

To view nonprinting characters:
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Choose the Home tab.

Click the Show/Hide button | ¥ in the Paragraph group . The Show/Hide button appears in a contrasting
color, when it is selected.

Create Sample Data and Select Text

If you type =rand() in your Word document and then press Enter, Word creates three paragraphs. You
can use these paragraphs to practice what you learn. Throughout these lessons, you will be asked to
select text. The following exercise teaches you how to create data and how to select data. You can
select by using the arrow keys or by clicking and dragging. When using the arrow keys, use the up
arrow to move up, the down arrow to move down, the left arrow to move left, and the right arrow to
move right. When using the mouse, press the left mouse button and then drag in the direction you want
to move.

EXERCISE 1

Create Sample Data

Type =rand().
Press Enter. Three paragraphs appear in your document.

Select with the Shift and Arrow Keys

1. Place your cursor before the word "On" in the first paragraph.

Press and hold down the Shift key, which serves as an "anchor" showing where text you wish to select
begins or ends.

Press the right arrow key until the first line of text is highlighted.

4. Press the down arrow key until the first paragraph is highlighted.

5. Click anywhere outside the highlighted area to remove the highlighting.

Select with the Mouse

1. Place your cursor before the word "You" in the second paragraph.

Press and hold down the left mouse button.
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Drag the mouse until you have highlighted the second paragraph.
Click anywhere outside the highlighted area to remove the highlighting.
Place the Cursor

During the lessons, you will often be asked to place the cursor at a specific location (the insertion point)
on the screen. You place the cursor by moving the cursor to the specified location and pressing the left
mouse button or by using the arrow keys to move to the specified location.

EXERCISE 2

The Arrow Keys

Use the down arrow key to move down your document.
Use the right arrow key to move to the right.

Use the up arrow key to move up.

Use the left arrow key to move to the left.

Cursor

Move around your document by using you mouse and clicking in a variety of location.
Click in a location and type. Note what happens.

Execute Commands with Keyboard Shortcuts

There are many methods you can use to accomplish tasks when using Word. Generally, you choose an
option by clicking the option on the Ribbon. However, you can also use shortcut keys. A key name
followed by a plus and a letter means to hold down the key while pressing the letter. For example,
Ctrl+b means you should hold down the Ctrl key while pressing "b." A shorthand notation of the above
would read as follows:

Press Ctrl+b
Typists who are slowed down by using a mouse usually prefer using keys.

Start a New Paragraph

When you type in Microsoft Word, you do not need to press a key to move to a new line. To start a new
paragraph, press the Enter key.

Exit Word
You have completed Lesson One. Typically, you save your work before exiting.

EXERCISE 3

Close and Save—Windows Vista
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1. Click the Microsoft Office button. A menu appears.
2. Click Exit Word, which you can find in the bottom-right corner.

Microsoft Office MWord

(3)

i Dfiyou want to save the changes to Documentl?

| Yes | Ho | Canr.all

3. You are prompted: "Do you want to save changes to Documentl1?" To save your changes, click Yes.
Otherwise, click No. If you click Yes, the Save As dialog box appears.

aq\_.‘j- i| * Business Computer ¥ Documents ¥ Sample I =
4 oy
File nama: JLE‘ESDI'I Onedoox h[: 5 :] ﬂ
Save as type: [Word Document (* doce) U ;l
Authara: Busaness Computer Title: Add a tithe
Tags: Add atag Subject: Specify the subject

¥ Save Thumbnail

B ot OF. 4o =N

4. Move to the correct folder.
5. Name your file by typing Lesson One.doc in the File Name field.

U
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Click Save. Word saves your file.

Close and Save—Windows XP

1. Click the Microsoft Office button. A menu appears.

2. Click Exit Word, which is in the bottom-right corner.

3. You will be prompted: "Do you want to save changes to Document1?" To save your changes, click Yes.

Otherwise, click No. If you click Yes, the Save As dialog box appears.

4. Specify the correct folder in the Save In box.

o o

Name your file by typing Lesson One.doc in the File Name field.
Click Save. Word saves your file.

R
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Lesson 2: Microsoft Word 2007 Basic Features

Lesson 1 familiarized you with the the Microsoft Word window. You are now ready to learn how to
create a Word document. This lesson covers typing, using the Backspace key, using the Delete key,
inserting text, bolding, underlining, and italicizing. To begin, open Microsoft Word.

Type, Backspace, and Delete
Insert and Overtype

Bold, Italicize, and Underline
Save a File and Close Word

Type, Backspace, and Delete

In Microsoft Word, you create documents by typing them. For example, if you want to create a report,
you open Microsoft Word and then begin typing. You do not have to do anything when your text
reaches the end of a line and you want to move to a new line—Microsoft Word automatically moves
your text to a new line. If you want to start a new paragraph, press Enter. Microsoft word creates a
blank line to indicate the start of a new paragraph. To capitalize, hold down the Shift key while typing
the letter you want to capitalize. If you make a mistake, you can delete what you typed and then type
your correction.

You can use the Backspace key to delete. Each time you press the Backspace key, Microsoft Word
deletes the character that precedes the insertion point. The insertion point is the point at which your
mouse pointer is located. You can also delete text by using the Delete key. First, you select the text you
want to delete; then you press the Delete key.

EXERCISE 1

Type and Backspace

Type the following sentence:

Joe has a very large house.

Delete the word "house." Using either the arrow keys or the mouse, place the cursor between the
period and the "e" in "house."

Press the Backspace key until the word "house" is deleted.

4. Type boat. The sentence should now read:

"Joe has a very large boat."

Delete
Delete the word "very" from the sentence you just typed.

. Select the word "very." You can place the cursor before the "v" in the word "very," press and hold down

the Shift key, and then press the right arrow key until the word "very" is highlighted.

Press the Delete key. The sentence should now read:

"Joe has a large boat."

Insert and Overtype

While creating your document, you may find you need to insert text—place new text between existing

text. Suppose, you type the sentence, "Joe has a large boat." After typing it, you decide you want to
\Y
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change the sentence to "Joe has a large blue boat.” With Microsoft Word, inserting a word, phrase, or
even several paragraphs is easy.

Alternatively, you may want to overtype text—replace old text with new text. For example, suppose you
type the sentence, "Joe has a large blue boat." After typing it, you decide you want to change the
sentence to "Joe has a large gray boat.” With Microsoft Word, overtyping the word blue with the word
gray is also easy. Before you attempt to insert or overtype, you should check the mode you are in—
Insert or Overtype. You right-click the Status bar and then use the Customize Status Bar menu to place
the Insert/Overtype button on the Status bar. You can then use the Insert/Overtype button to switch
between Insert and Overtype mode. When you are in Insert mode, you can insert text. When you are in
Overtype mode, you can overtype text. By default, Microsoft Word is in the Insert mode.

EXERCISE 2

Placing the Insert/Overtype button on the Status bar

Right-click the Status bar. The Customize Status Bar menu appears.

Click Overtype. The Insert/Overtype button appears on the Status bar.

If the word Insert appears on the Status bar, you are in Insert mode.

If the word Overtype appears on the Status bar, click the word Overtype and it will change to Insert,
thereby changing Word to Insert mode.

Insert

Make sure you are in Insert mode before proceeding. You are going to insert the word "blue" between
the words "large" and "boat."

Place the cursor after the space between the words "large" and "boat."

Type the word blue.

Press the spacebar to add a space.
The sentence should now read:
"Joe has a large blue boat."

Overtype
You can type over the current text (replace the current text with new text) in the Overtype mode. Do the
following to change to the Overtype mode.

Click "Insert" on the Status bar. The word Insert changes to Overtype.
Change the word "blue" to "gray."

1. Place the cursor before the letter "b" in "blue."

w N

Type the word gray.

The sentence should now read:

"Joe has a large gray boat."

Note: You can overtype text without changing to Overtype mode by selecting the text you want to
overtype and then typing.

Bold, Italicize, and Underline

'Yy
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When creating a document, you may need to emphasize particular words or phrases by bolding,
underlining, or italicizing. Also, certain grammatical constructs require that you bold, underline, or
italicize. You can bold, underline, and italicize when using Word. You also can combine these
features—in other words, you can bold, underline, and italicize a single piece of text.

When you need to perform a task in Microsoft Word, you can usually choose from several methods.
The exercises that follow show you how to bold, underline, or italicize using four different methods:
using the launcher, the Ribbon, the Mini-toolbar/context menu, and the keyboard.

EXERCISE 3

Type the following exactly as shown. Remember, pressing the Enter key starts a new paragraph. Press
the Enter key at the end of each of the following lines to start a new paragraph.

Launcher: Bold Italicize Underline these words. All three Regular
Ribbon: Bold Italicize Underline these words. All three Regular
Mini Toolbar: Bold Italicize Regular

Keys: Bold Italicize Underline these words. All three Regular

i

Cnl o 9 -3 5 Leszon Two.doce - Microsoft Word - E X

Home Insert Page Layout References hdadhings Review Wew Add-Ins L8
) W | Calibr Body) 12 - e R &/ % »
L] B I 0 -ade x x| |E ¥ H H|!=-
A S R =R T TR P et o
Clipboard "= Font a Paragraph a Styles £

[ RS SRR TN KRR

Launcher:-Bold-ltalicize-Underline-these-words. -All-three-Regulary] i
E ]

Paste

Ribbon:Bold-ltalicize-Underline-these-words_-All-three-Regulary]
Mini-Toolbar:-Bold-Italicize-Regular

Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regular]

| Page:1 Page:lofl | Wordsi3z W3 | Insen =) ;M;—_Lﬁjdﬂﬂﬁ

Your screen should look similar to the one shown here.
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Bold with the Dialog Box Launcher
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Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regular

1. On the line that begins with Launcher, select the word "Bold." You can place the cursor before the
letter "B" in "Bold." Press the Shift key; then press the right arrow key until the entire word is
highlighted.

Choose the Home tab.
Click the dialog box launcher in the Font group. The Font dialog box appears.

Fant golar: Underline style: Underline color:
I Automatic ﬂ | (mone) =] I Automatic d
Effects
™ Strigethrough ™ Shadoy [ 5moll caps
[ Double strikethrough [ Qutline ™ &l caps
[ Sugerscript [ Emboss [ Hidden
™ Subscript ™ Engrave
Prieview
Bold

Thig ks the body theme fort. The current document theme defines which font will be used.
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. Click Bold in the Font Style box.
Note: You can see the effect of your action in the Preview window. To remove the bold, click Regular.

5. Click OK to close the dialog box.

6. Click anywhere in the text area to remove the highlighting. You have bolded the word bold.

Alternate Method—Bold with the Ribbon
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Clipboard '= Fanl i Paragraph J Myl
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Launcher:-Bold-ltalicize-Underline-these-words.-All-three-Regularq

Ribbun:-Bnll:l-I*M1®e-these-mrda.-.&ll-three-HeguIar"ﬂ

Mini-Toolbar:-Bold-ltalicize-Regularyl

n 5

Keys:-Bold-italicize-Underline-these-words.-All-three-Regularf

. On the line that begins with "Ribbon," select the word "Bold." You can place the cursor before the letter
"B" in "Bold." Press the Shift key; then press the right arrow key until the entire word is highlighted.

. Choose the Home tab.

. Click the Bold button ' ® in the Font group. You have bolded the word bold.

Note: To remove the bold, you can select the text and then click the Bold button ' # again.
. Click anywhere in the text area to remove the highlighting.

Alternate Method - Bold with the Mini Toolbar
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. On the line that begins with "Mini Toolbar," select the word "Bold." You can place the cursor before the
letter "B" in "Bold."Press the Shift key; then press the right arrow key until the entire word is highlighted.
Right-click. The Mini toolbar appears.

. Click the Bold button ' ® . You have bolded the word bold.

Alternate Method—Bold with Keys
. On the line that begins with "Keys," select the word "Bold." You can place the cursor before the letter
"B" in "Bold." Press the Shift key; then press the right arrow key until the entire word is highlighted.

Press Ctrl+b (hold down the Ctrl key while pressing b).

Note: To remove the Bold, press Ctrl+b again. You can also remove formatting by pressing
Ctrl+spacebar.

. Click anywhere in the text area to remove the highlighting.

Italicize with the Dialog Box Launcher
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Mini-Toolbar:-Bold-ltalicize-Regulary|

Keys:-Bold-Italicize-Underline-these-words.-All-three-Regular
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1. On the line that begins with Launcher, select the word "ltalicize." You can place the cursor before the

letter "1" in "Italicize.” Press the Shift key; then press the right arrow key until the entire word is
highlighted.

2. Choose the Home tab.

3. Click the dialog box launcher in the Font group. The Font dialog box appears.

Font ﬂﬂ
Foqt | Character Spacing |
Font: Font style: Size:
[+Bady Ttalic 12
Regular B
+Headings i
dabe Caglon Pro Biold 10
dobe Caslon Pro Bold Bold Ttalic 11
didobe Gargmond Pro ﬂ ;l _;I
Font golor: Underling style: ndierling coler
[ Autodmiatic ﬂ [ inane) -] | A j
Effects
[ Strigethrough [~ Shadow [~ Small caps
[T Double strikethrough [ Qutline [~ &l caps
[ Superscript [~ Emboss [ widden
[ Subscrigt [ Engrave
Prasiaw
ltalicize
This is the body theme font. The current document theme defines which fant vall be used.

pefoutt.. | @—}IT' cancel |

4. Click Italic in the Font Style box.

Note: You can see the effect of your selection in the Preview window. To remove the italics, click
Regular in the Font Style box.

5. Click OK to close the Font dialog box.

6. Click anywhere in the text area to remove the highlighting. You have italicized the word Italicize.

Alternate Method—Italicize with the Ribbon

G
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Faste e Quick Change Editing
- F g'i'h' A A E-,'_' ;1”1{' Styles = Styles - -
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Launcher:-Bold-ltalicize-Underline-these-words.-All-three-Regular

Ribl:uon:~BuId-l‘tnﬁu'zr*i—l'-e-@-words.-ﬁ[l~three-ﬂegular'|]

Mini-Toolbar:-Bold-ltalicize-Regulart

Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regularf

. On the line that begins with "Ribbon," select the word "ltalicize.” You can place the cursor before the
letter "1" in "Italicize." Press the Shift key; then press the right arrow key until the entire word is
highlighted.

. Choose the Home tab.

. Click the ltalic button ' “ on the Ribbon. You have italicized the word ltalicize.

Note: To remove the italics, select the text and click the Italicize button " * again.
. Click anywhere in the text area to remove the highlighting.

Alternate Method—Italicize with the Mini Toolbar

[ R SRR R SRR KRR KRR -
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Page: 1 Page: 1of 1 | Words: 1/32 Ej L erierng ’ ﬁ

) e Hyperhnk...
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Styles b

. On the line that begins with "Mini Toolbar," select the word "Italicize.” You can place the cursor before
the letter "I" in "Italicize." Press the Shift key; then press the right arrow key until the entire word is

highlighted.
)

Right-click. The Mini toolbar appears.
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. Click the Italic button ¥ . You have italicized the word Italicize.

Alternate Method—Italicize with Keys
. On the line that begins with "Keys," select the word "Italicize.” You can place the cursor before the letter
"I"in "ltalicize." Press the Shift key; then press the right arrow key until the entire word is highlighted.

. Press Ctrl+i (hold down the Ctrl key while pressing i).
Note: To remove italics, press Ctrl+i again. You can also remove formatting by pressing Ctrl+spacebar.
. Click anywhere in the text area to remove the highlighting.You have italicized the word Italicize.

Underline with the Dialog Box Launcher

You can underline when using Word. Word provides you with many types of underlines from which to
choose.The following are some of the underlines that are available if you use the dialog box launcher:

This-is-an-underline. 1

This-is-a-words-only-underline.q]

This-is-a-double- underline. 9

This-is-a-thick-underline. |

The following illustrates underlining with the dialog box launcher:
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Mini-Toolbar:-Bold-ltalicize-Regularf

Keys:-Bold-ltalicize-Underline-these-words.-All-three-Regularf

1. On the line that begins with "Launcher,” select the words "Underline these words."
2. Choose the Home tab.

3. Click the dialog box launcher in the Font group. The Font dialog box appears.

Font KHE
| craacter spacing |
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12
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9
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dobe Garamond Fro 2R
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Effects Wards anby i

This i5 the body thema font. The current document theme defines which font will be vsed.
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In the Underline Style box, click the down arrow to open the pull-down menu.

5. Click the type of underline you wish to use.
Note: To remove an underline, you select None from the pull-down menu.
Click OK to close the dialog box. The underline you selected appears under the words.

Click anywhere in the text area to remove the highlighting.

AR
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Alternate Method—UnderIine with the Ribbon
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Mini-Toolbar:-Bold-ltalicize-Regulary

Keys:Bold-ltalicize-Underline-these-words.-All-three-Regular

1. On the line that begins with "Ribbon," select the words "Underline these words."

Choose the Home tab.

Click the Underline button ¥ " in the Font group . Alternatively, you can press the down arrow

g -

the underline button and click to choose the type of underline you want.

Note: To remove the underlining, click the Underline button ¥ * again.

. Click anywhere in the text area to remove the highlighting.

Alternate Method—Underline with Keys

1. On the line that begins with "Keys," select the words "Underline these words."

> w b PE

Press Ctrl+u (hold down the Ctrl key while pressing u).
Note: To remove the underlining, press Ctrl+u again.
Click anywhere in the text area to remove the highlighting.

All Three with the Dialog Box Launcher

On the line that begins with "Launcher,” select the words "All three."

Choose the Home tab.

Click the dialog box launcher in the Font group. The Font dialog box appears.
In the Font Style box, click Bold Italic.

" nextto

Note: You can see the effect of your selection in the preview window. To turn off the Bold Italic, click

Regular.

In the Underline box, click to open the pull-down menu. Click the type of underline you want to use.

Note: To remove an underline, select None from the pull-down menu.

6. Click OK to close the dialog box.

7. Click anywhere in the text area to remove the highlighting.

Alternate Method—All Three with the Ribbon

@
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On the line that begins with "Ribbon," select the words "All three."
Choose the Home tab.

Click the Bold button ' ® in the Font group.
Click the Italic button * in the Font group.

Click the Underline button ¥ "~ in the Font group.
Click anywhere in the text area to remove the highlighting.

Alternate Method—AlIl Three with Keys
On the line that begins with "Keys," select the words "All three."

Press Ctrl+b (bold).
Press Ctrl+i (italicize).

Press Ctrl+u (underline).
Note: You can remove formatting by highlighting the text and pressing Ctrl+spacebar.
Click anywhere in the text area to remove the highlighting.

Save a File and Close Word

You must save your documents if you wish to recall them later. You can use the Save option on the
Microsoft Office menu, to save a document. You can also save a document by typing Ctrl+s. The first
time you save a document, the Save As dialog box appears. Use the Save As dialog box to locate the
folder in which you want to save your document and to give your document a name. After you have
saved your document at least once, you can save any changes you make to your document simply by
clicking the Save after you click the Microsoft Office button.

The following exercise shows you how to save the file you just created and close Word. You will name
your file Lesson Two.

EXERCISE 4

Save a File—Windows Vista:

J Recent Documents

Open

ol e 4=

hi Save As L

Click the Microsoft Office button. A menu appears.
Yy
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Click Save. The Save As dialog box appears, if you are saving your document for the first time.

1 = Usars * Business Computer ~ Documants ~ Sample 3 o2
Organize = U Views = Mew Folder L 7]
Name ~ |*|Detem. . |*| Type  |*|Size || Tegs |~

This folder is empty

g P i

Fil Lasson Two,d 1 v
ile name: |Lesson Two,doo {_[;_4_)’ J
Save &% type |W|::-|d Dacumdnt [~ diosx) d

Authors: Business Computer Tags: Add a tag

[+ Save Thumbnail
+ Hida Folders @ ﬁ Save I Cancel
A

Use the Address bar to locate the folder in which you want to save your file.

Name your file by typing Lesson Two.docx in the File Name box.
Click Save.

Click the Microsoft Office button. A menu appears.
Click Exit Word, which is located in the bottom-right corner of the window. Word closes.

Save a File—Windows XP
Click the Microsoft Office button. A menu appears.

Click Save. The Save As dialog box appears if you are saving your document for the first time.
Specify the correct folder in the Save In box.

Name your document by typing Lesson Two in the File Name box.
Click Save.

Click the Microsoft Office button. A menu appears.
Click Exit Word, which is located in the bottom-right corner of the window. Word closes.

Every time you save your document, you overwrite the previous version of your document. For
example, you create a document and save it. Later you delete several passages from the document
and then save your changes. The passages from the first draft of the document no longer exist. If you

want to save both the original draft of your document and the revised document, you must save the
£}
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second draft of the document using a different name. To save the document using a different name,
click the Microsoft Office button. A menu appears. Click Save As. The Save As dialog box appears.
Use the File Name box to give your document a new name.

Yo
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Lesson 3: More Basic Features

Open a File

Cut and Paste

Copy and Paste

Use the Clipboard
Create AutoText

Use Spell Check

Find and Replace
Change the Font Size
Change the Font
Save Your File

The features in Word 2007 can make your work easier, make your documents more attractive, and/or
enable you to work more efficiently. This Microsoft Word lesson teaches you how to open a file, cut,
copy, paste, use AutoText, use spell check, use Find and Replace, and change fonts. All of these
features either make your work easier or make your document more attractive.

Open a File

When you do not have time to complete your work or when you finish your work, you can save and
close your file. After saving a file, you can later open it to revise or finish it. You learned how to save a
file in Lesson 2. In the exercise that follows, you learn how to open the file you saved.

EXERCISE 1

Open a File with Windows Vista

If you are using Windows Vista:

Open Word 2007.

Click the Microsoft Office button. A menu appears.

Click Open. The Open dialog box appears.

Locate the folder in which you saved the file. The file is named Lesson Two.docx.
Click Lesson Two.docx.

Click Open. The file you created during the previous lesson appears.

Open a File with Windows XP

If you are using Windows XP:

Open Word 2007.

Click the Microsoft Office button. A menu appears.
Click Open. The Open dialog box appears.

Use the Look In field to move to the folder in which you saved the file. The file is named Lesson
Two.docx.

Click Lesson Two.docx.
Y
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Click Open. The file you created during the previous lesson appears.

Alternate Method—Opening a File with Keys

Open Word 2007.

Press Ctrl+o.

Locate the folder in which you saved your file. The file is named Lesson Two.docx
Click Lesson Two.docx.

Click Open. The file you created during the previous lesson appears.

Cut and Paste

You can use Word's Cut feature to remove information from a document. The you can use the Paste
feature to place the information you cut anywhere in the same or another document. In other words,
you can move information from one place in a document to another place in the same or different
document by using the Cut and Paste features. The Office Clipboard is a storage area. When you cut,
Word stores the data you cut on the Clipboard. You can paste the information that is stored on the
Clipboard as often as you like.

EXERCISE 2

Cut with the Ribbon
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Type the following:
| want to move. | am content where | am.

2. Select "l want to move. "

3. Choose the Home tab.

G
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4. Click the Cut button "= in the Clipboard group. Word cuts the text you selected and places it on the
Clipboard. Your text should now read:
"l am content where | am."

Paste with the Ribbon

3\
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lam-content-where-lam. lwant-tomove.
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Place the cursor after the period in the sentence "l am content where | am."
Press the spacebar to leave a space.
Choose the Home tab.

=

Click the Paste button — in the Clipboard group. Word pastes the text on the Clipboard. Your text
should now read:
"l am content where | am. | want to move."

Alternate Method—Cut with a Context Menu

o 0 b P
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Type the following:
| want to move. | am content where | am.
Select "l want to move. "

Right-click. The Mini toolbar and a context menu appear.

Click Cut on the menu. Your text should now read:
"I am content where | am."

Alternate Method—Paste with a Context Menu

Dn)/d92-06 /7 1
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1. Place the cursor after the period in the sentence
"l am content where | am."
2. Press the spacebar to leave a space.
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. Right-click. A Mini toolbar and a context menu appear.

Click Paste. Your text should now read:
"I am content where | am. | want to move."

Alternate Method—Cut with Keys

Type the following:
| want to move. | am content where | am.

2. Select "l want to move."

3. Press Ctrl+x.

4. Your text should now read:

w0 Dnh P

1.

2.

" | am content where | am."

Alternate Method—Paste with Keys

Place the cursor after the period in the sentence: "I am content where | am."
Press the spacebar to leave a space.

Press Ctrl+v.

Your text should now read:

"l am content where | am. | want to move."

Copy and Paste

In Microsoft Word, you can copy information from one area of a document and place the information
you copied anywhere in the same or another document. In other words, after you type information into
a document, if you want to place the same information somewhere else, you do not have to retype the
information. You simple copy it and then paste it in the new location. As with cut data, Word stores
copied data on the Clipboard.

EXERCISE 3

Copy with the Ribbon
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Type the following:
You will want to copy me. One of me is all you need.

Select "You will want to copy me."
Y.
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3. Choose the Home tab.

4. Click the Copy button * in the Clipboard group. Word copies the data you selected to the Clipboard.

p 0D P

Paste with the Ribbon
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Place the cursor after the period in the sentence: "One of me is all you need."

Press the spacebar to leave a space.
Choose the Home tab.

Click the Paste — button in the Clipboard group. Word places the data you copied at the insertion

point. Your text should now read: "You will want to copy me. One of me is all you need. You will want to
copy me."

Alternate Method—Copy with a Context Menu
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Type the following:
You will want to copy me. One of me is all you need.

2. Select "You will want to copy me."

Right-click. A Mini toolbar and a context menu appear.

4. Click Copy. Word places the data you copied at the insertion point. Your text should now read: "You will

want to copy me. One of me is all you need. You will want to copy me."

Alternate Method—Paste with a Context Menu

@
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Place the cursor after the period in the sentence: "One of me is all you need."

Press the spacebar to leave a space.
Right-click. A context menu appears.
Click Paste. Word pastes the information on the Clipboard into the document.

Alternate Method—Copy with Keys

. Type the following:
You will want to copy me. One of me is all you need.

2. Select "You will want to copy me. "

3. Press Ctrl+c. Word copies the information you selected to the Clipboard.

> w b P

Alternate Method—Paste with Keys

Place the cursor after the period in the sentence "One of me is all you need."
Press the spacebar to leave a space.

Press Ctrl+v.

Your text should now read:
"You will want to copy me. One of me is all you need. You will want to copy me."

Use the Clipboard

As you cut or copy, Word can store the information you have cut or copied on the Clipboard in a
hierarchy. Then each time you cut or copy, the data you just cut or copied moves to the top of the
Clipboard hierarchy and the data previously at the top moves down one level. When you choose Paste,
the item at the top of the hierarchy is the item Word pastes into your document. The Clipboard can
store up to 24 items. You can paste any item on the Clipboard into your document by placing your
cursor at the insertion point, displaying the Clipboard pane, and then clicking the item.

The Clipboard pane includes an Options button. You can click the Options button to set the Clipboard
options described in the following table.

Option Description

Show Office Clipboard Automatically Shows the Clipboard automatically when you copy
items.

Show Office Clipboard When Ctrl+c Shows the Clipboard when you press Ctrl+c twice.
Pressed Twice

Collect Without Showing Office Copies to the Clipboard without displaying the
Clipboard Clipboard pane.

Yy
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Show Office Clipboard Icon on Taskbar

Displays the Clipboard icon on your system
taskbar.

Show Status Near Taskbar When

Displays the number of items copied on the

Copying

taskbar when copying.

> w D PE

EXERCISE 4

Use the Clipboard
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I Show Office Clipboard Automatically m
= Show Cffice Clipboard When Cirl+C Pressed Twice
¥ | Collect Without Showing Office Chipboard

= | Show Office Chipboard Icon on Taskbar

« | Show Status Near Taskbar When Copying

Place the cursor at the point at which you want to insert your text.
Choose the Home tab.
Click the Clipboard dialog box launcher to open the Clipboard.

Click the item on the clipboard you want to insert into your document. Word pastes the Clipboard item
into your document at the insertion point.

Create AutoText

Cut and Copy both store information on the Clipboard. Information you store on the Clipboard is
eventually lost. If you want to store information permanently for reuse, use AutoText. AutoText
permanently stores information for future use.

EXERCISE 5

Create AutoText

G
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1. Type the following:
AutoText information is stored permanently.

2. Select "AutoText information is stored permanently.”
3. Choose the Insert tab.
4. Click Quick Parts in the Text group. A menu appears.
5. Click Save Selection to Quick Part Gallery. The Create New Building Block dialog box appears.
Create New Building Block
Hame: IAT H [ié::]
Gallery: |Quick Farts El
Category: |General j
Description:
Save in: |Euuldmg Blocks. dotx j
Options: |1r:-5ert content anly j
Cancel
6. Microsoft Word suggests a name. Change the name by typing AT in the Name field.
7. Click OK. The dialog box closes.
8. Click anywhere in the text area to remove the highlighting.
9. Place the cursor between the period in the sentence you just typed and the paragraph marker ().

10.Press the spacebar to leave a blank space.

11.Type AT.

12.Press F3. Your text should now read:
"AutoText information is stored permanently. AutoText information is stored permanently."
Note: Whenever you need the text, simply type the name (AT) and then press F3.
Use Spell Check
Word checks your spelling and grammar as you type. Spelling errors display with a red wavy line under
the word. Grammar errors display with a green wavy line under the error. In Word 2007, you can use
the Review tab's Spelling & Grammar button to initiate a spell and grammar check of your document.

Y¢
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EXERCISE 6

Use Spell Check
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. Type the following exactly as shown. Include all

Open-thr-door-for-Mayrala. She-is-a-teacher-fromethe-town-of-Ridgemont. 4

il
oo}

errors.

Open thr door for Mayrala. She is a teacher from the town of Ridgemont.
2. Select: "Open thr door for Mayrala. She is a teacher from the town of Ridgemont."”

3. Choose the Review tab.

4. Click the Spelling & Grammar button. The Spelling and Grammar dialog box appears.

Spelling and Grammar: English {United States)

Not in Dictionary;

Open~thr~dour-fur-Mayra|a.~P @

il Jgnore Once

Ignore All

Add to Dictionary

L]

[+ Check grammar

Options...

Change

Change All

AutoCorrect

El

Cancel

. "The" is misspelled, so it is highlighted on the screen and noted in the Not in Dictionary box. Word
suggests correct spellings. These suggestions are found in the Suggestions box.

7. Click "the" in the Suggestions box.
8. Click Change.

Note: If the word is misspelled in several places,

click Change All to correct all misspellings.

. The name "Mayrala" is not in the dictionary, but it is correct. Click Ignore Once to leave "Mayrala" in the

document with its current spelling.
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Note: If a word appears in several places in the document, click Ignore All so you are not prompted to
correct the spelling for each occurrence.

10."Ridgemont" is not found in the dictionary. If you frequently use a word not found in the dictionary, you
might want to add that word to the dictionary by clicking the Add to Dictionary button. Word will then
recognize the word the next time it appears. Click Add to Dictionary.

11.The following should appear on your screen: "Word finished checking the selection. Do you want to
continue checking the remainder of the document?"

12.Click No. If you wanted Word to spell-check the entire document, you would have clicked Yes.

Note: You can also press F7 to initiate a spelling and grammar check. If you don't have anything
selected, Word checks the entire document.

Find and Replace

If you need to find a particular word or phrase in your document, you can use the Find command. This
command is especially useful when you are working with large files. If you want to search the entire
document, simply execute the Find command. If you want to limit your search to a selected area, select
that area and then execute the Find command.

After you find the word or phrase you are searching for, you can replace it with new text by executing
the Replace command.
EXERCISE 7

Use Find with the Ribbon
Cip o D-0 3 v =
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1. Type the following:
Monica is from Easton. She lives on the east side of town. Her daughter attends Eastern High
School.

2. Select: "Monica is from Easton. She lives on the east side of town. Her daughter attends Eastern High
School."

3. Choose the Home tab.

4. Click Find in the Editing group. A menu appears.
5. Click the Find option on the menu. The Find and Replace dialog box appears.

1
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Type east in the Find What field.

Click Find Next.

Note that the "East" in Easton is highlighted.
Click Find Next again.

Note that "east" is highlighted.

Click Find Next again.

Note that the "East" in Eastern is highlighted.

10.Click Find Next. The following message should appear: "Word has finished searching the selection. Do

you want to search the remainder of the document?"

11.Click No.
12.Click Cancel.

Alternate Method—Find with Keys

Select: "Monica is from Easton. She lives on the east side of town. Her daughter attends Eastern High
School."

2. Press Ctrl+f.

3. Follow steps 6 through 12 in the preceding section.

Use Replace with the Ribbon
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1. Select "Monica is from Easton. She lives on the east side of town. Her daughter attends Eastern High
School."

2. Choose the Home tab.
3. Click Replace in the Editing group. The Find and Replace dialog box appears.
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Type east in the Find What box.
Type west in the Replace With box.
Click Find Next. The East in Easton is highlighted.

Click Replace. Word replaces the "East" in "Easton” with "West" and then highlights the word "east."”
Click Replace. Word replaces the word "east" with "west" and then highlights the word "Eastern."

© 0o N ook

Click Close. Do not replace the "East" in "Eastern” with "West."

10.Your text should now read,
"Monica is from Weston. She lives on the west side of town. Her daughter attends Eastern High
School."

Alternate Method—Replace with Keys

1. Select "Monica is from Easton. She lives on the west side of town. Her daughter attends Western High
School."

2. Press Ctrl+h.
3. Follow steps 4 through 11 in the preceding section.

Change the Font Size

A font is a set of characters (text) represented in a single typeface. Each character within a font is
created by using the same basic style. In Microsoft Word, you can change the size of your font. The
following exercise illustrates changing the font size.

EXERCISE 8

Change the Font Size
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Type the following:

| can be any size you want me to be.
Select "l can be any size you want me to be."
Choose the Home tab.

In the Font group, click the down arrow next to the Font Size box. A menu of font sizes appears.

Move your cursor over the menu of font sizes. As you do, Word 2007 provides a live preview of the
effect of applying each font size.

. Click 36 to select it as your font size.
Note: If you know the font size you want, you can type it in the Font Size field.
Alternate Method—Change the Font Size with Grow Font and Shrink Font

You can also change the size of your font by clicking the Grow Font and Shrink Font buttons. Selecting
text and then clicking the Grow Font button makes your font larger. Selecting text and then clicking the
Shrink Font button makes your font smaller.
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Type the following:
Grow Shrink
Select "Grow"

Choose the Home tab.

Click the Grow Font button ‘4 several times. Your font becomes larger.
Select Shrink.

Click the Shrink Font button * ' several times. Your font becomes smaller.

Change the Font
In Microsoft Word, you can change the font (the "family” of type you use for your text). This feature is
illustrated in the following exercise:

EXERCISE 9

Change the Font with the Ribbon
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1. Type the following:
Changing fonts
Select "Changing fonts."

Choose the Home tab.
Click the down arrow next to the Font field. A menu of fonts appears.

a &~ 0D

Move the cursor over the list of fonts. Word 2007 provides a live preview of what the font will look like if
you select it.

6. Click the font name to select the font you want.

Alternate Method—Change the Font with the Mini Toolbar

e SR IN LN ACR TR THTT TR T

r Rockwell Extra Bold

F Rod TIT TiaK
; () BASEEHAY SR BEATLAD b
e LT DL ) ~ | —=mx
o & ok
¥ W Sceipt T Dodd
= Home et | Page Layout Beleences tageirags Rl W Segpe Feins -
Aa L :'1 S e LT o Watermark |y, Seae Soripd ' L
""" AlC [ e E.) Lime Mambers = 8 Page Color ; ul T
>egqoe U1
TMT““ = W.ar-s M Cokemes - of Hyphesaton - = Fage Borde =
7 THOWCARD COTHIC
Theermies Paget Satep " Fage B::-clu;f-:-.-' e
@ = | T Shngti -
L] S - . . ; . : ‘ ]
= | % SimHei | B
- T Sispilied Adabic |

B Simplified Arabic Fixs
T SimSun

@ B SimSun-ExtB
T Smap ITE

= rﬂmm,lm,um'ﬁqwm «—(6) . .

- wh
| Puget Pagelelt  Words2 D i

1. Select "Changing fonts."
2. Right-click. The Mini toolbar and a menu appears.
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. Move to the Mini toolbar.
4. Click the down arrow next to the Font field. A menu of fonts appears.

. Click the name of the font you want.

Save Your File
This is the end of Lesson 3. You can save your file and close Word. See Lesson 2 to learn how to save

and close.
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Lesson 4: Formatting Paragraphs and Working with Styles

When you type information into Microsoft Word, each time you press the Enter key Word creates a new
paragraph. You can format paragraphs. For example, you can indent the first line of a paragraph, you
can set the amount of space that separates paragraphs, and you can align a paragraph left, right,
center, or flush with both margins. Styles are a set of formats you can quickly apply to a paragraph. For
example, by applying a style, you can set the font, set the font size, and align a paragraph all at once.
In this lesson, you will learn about the various formats you can apply to a paragraph and about styles.

Open a Blank Document
Add Sample Text

Add Space Before or After Paragraphs
Change Line Spacing
Create a First-Line Indent
Indent Paragraphs

Align Paragraphs

Create a Hanging Indent
Choose a Style Set

Apply a Style

Change Style Sets

When you type information into Microsoft Word, each time you press the Enter key Word creates a new
paragraph. You can format paragraphs. For example, you can indent the first line of a paragraph, you
can set the amount of space that separates paragraphs, and you can align a paragraph left, right,
center, or flush with both margins. Styles are a set of formats you can quickly apply to a paragraph. For
example, by applying a style, you can set the font, set the font size, and align a paragraph all at once.
In this lesson, you will learn about the various formats you can apply to a paragraph and about styles.

When you are formatting a paragraph, you do not need to select the entire paragraph. Placing the
cursor anywhere in the paragraph enables you to format it. After you format a paragraph, pressing the
Enter key creates a new paragraph in the same format.

Open a Blank Document

To begin a new Word project, you start by opening a new document.To begin this lesson, open a blank
document in Microsoft Word.

EXERCISE 1

Open a Blank Document
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1. Open Word 2007.
2. Click the Microsoft Office button. A menu appears.
3. Click New. The New Document dialog box appears.
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4. Click Blank Document.
5. Click Create. A new blank document opens.

Add Sample Text

This lesson uses sample text provided by Microsoft for training and demonstration purposes. You can
type the text; however, there is a quicker way. You can use the rand function.

Functions are used to obtain information. You tell the function what you want and the function returns
that information to you. By default, in Word, when you type the rand function, Word returns three
paragraphs. When working with functions, you use arguments to be specific about what you want the
function to return. There are two arguments you can use with the rand function. The first one tells Word
how many paragraphs you want, and the second one tells Word how many sentences you want in a

1 %1
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paragraph. You place arguments between the parentheses and you separate them with a comma. For
example, if you type =rand() and then press Enter, word returns three paragraphs. To tell Word you
want two paragraphs with three sentences in each paragraph, you type =rand(2,3).

EXERCISE 2

Add Sample Text

1. Type =rand().

. Press the Enter key. The following text appears:

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current
document look.

You can easily change the formatting of selected text in the document text by
choosing a look for the selected text from the Quick Styles gallery on the Home
tab. You can also format text directly by using the other controls on the Home
tab. Most controls offer a choice of using the look from the current theme or using
a format that you specify directly.

To change the overall look of your document, choose new Theme elements on
the Page Layout tab. To change the looks available in the Quick Style gallery,
use the Change Current Quick Style Set command. Both the Themes gallery and
the Quick Styles gallery provide reset commands so that you can always restore
the look of your document to the original contained in your current template.

Add Space Before or After Paragraphs

When creating a document, space is often used to clearly identify where each paragraph begins and
ends. By default, Word may place slightly more space between paragraphs than it does between lines
in a paragraph. You can increase or decrease the amount of space that appears before and after
paragraphs by entering amounts in the Before and After fields in the Paragraph section of the Page
Layout tab. Use the up arrows next to the Before and After fields to increase the amount of space
before or after each paragraph; use the down arrows to decrease the amount of space before or after
each paragraph. The following illustrates:

EXERCISE 3

Add Space Before or After Paragraphs
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Place your cursor anywhere in the second paragraph of the sample text you created in Exercise 2.
Choose the Page Layout tab. The default spacing appears in the Spacing Before field.

Click the up arrow next to the Spacing Before field to increase the space before the paragraph.

Click the up arrow next to the Spacing After field to increase the amount of space after the paragraph.

Note: You can click the down arrows next to the Spacing Before and the Spacing After fields to
decrease the amount of space before or after a paragraph. You can also type the amount of space you
want to use directly into the fields. Space is measured in points. There are 72 points to an inch.
Change Line Spacing

Line spacing sets the amount of space between lines within a paragraph. The spacing for each line is
set to accommodate the largest font on that line. If the lines include smaller fonts, there will appear to
be extra space between lines where the smaller fonts are located. At 1.5, the line spacing is set to one-
and-a-half times the single-space amount. At 2.0, the line spacing is set to two times the single-space
amount (double space).

EXERCISE 4

Change Line Spacing
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Place your cursor anywhere in the first paragraph of the sample text you created in Exercise 2.
Choose the Home tab.

Click the Line Spacing button '*=" in the Paragraph group. A menu of options appears.
Click 2.0 to double-space the first paragraph.

Create a First-Line Indent

Some people and organizations delineate the start of a new paragraph by indenting the first line. If you
want to indent the first line of your paragraphs, you can use the Paragraph dialog box to set the amount
by which you want to indent. In the Special Field of the Paragraph dialog box, you tell Word you want to
indent the first line by choosing First Line from the menu options. In the By field, you tell Word the
amount, in inches by which you want to indent.

EXAMPLE: First-line Indent

On the Insert tab, the galleries include items that are designed to
coordinate with the overall look of your document. You can use these galleries to
insert tables, headers, footers, lists, cover pages, and other document building
blocks. When you create pictures, charts, or diagrams, they also coordinate with
your current document look.

EXERCISE 5

Create a First-line Indent
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1. Place your cursor anywhere within the first paragraph of the sample text you created in Exercise 2.

2. Choose the Home tab.
3. In the Paragraphs group, click the launcher. The Paragraph dialog box appears.
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Choose the Indents and Spacing tab.

Click to open the drop-down menu on the Special field.

Click First Line.

Enter 0.5" in the By field.

Click OK. The first line of your paragraph is now indented half an inch.

© N o 0 &

Special Note: To remove the first line indent:
1. Place the cursor anywhere in the paragraph.
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Choose the Home tab.

In the Paragraphs group, click the launcher. The Paragraph dialog box opens.
Choose the Indents and Spacing tab.

Click the down arrow next to the Special field and then click None.

Click OK.

Indent Paragraphs

Indentation allows you to indent your paragraph from the left and/or right margin. You may find this
necessary when you are quoting a large block of text. The following exercise shows you how to indent
a paragraph 1 inch from each side.

EXAMPLE: Indentation

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current
document look.

You can easily change the formatting of selected text in the document
text by choosing a look for the selected text from the Quick Styles
gallery on the Home tab. You can also format text directly by using
the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you
specify directly.

EXERCISE 6

Indent Paragraphs

¢4
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Place your cursor anywhere in the second paragraph of the sample text you created in Exercise 2.
Choose the Page Layout tab.

Type 1" in the Indent Left field or use the up or down arrows to set the field value to 1".

Type 1" in the Indent Right field or use the up or down arrows to set the field value to 1". Your
paragraph is now indented one inch from both the left and right margins, as in the example.

Align Paragraphs

Microsoft Word gives you a choice of several types of alignments. Left-aligned text is flush with the left
margin of your document and is the default setting. Right-aligned text is flush with the right margin of
your document, centered text is centered between the left and right margins, and Justified text is flush
with both the left and right margins.

EXAMPLE: Left-Aligned
Sample Paragraph

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current
document look.

EXAMPLE: Right-aligned
Sample Paragraph

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
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you create pictures, charts, or diagrams, they also coordinate with your current
document look.

EXAMPLE: Centered
Sample Paragraph

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current

document look.

EXAMPLE: Justified
Sample Paragraph

On the Insert tab, the galleries include items that are designed to coordinate with
the overall look of your document. You can use these galleries to insert tables,
headers, footers, lists, cover pages, and other document building blocks. When
you create pictures, charts, or diagrams, they also coordinate with your current
document look.

The following exercises demonstrate how to justify text.
EXERCISE 7

Create the Paragraphs

Type Sample Paragraph.

Press Enter.

Type =rand(1) to create a paragraph.
Press Enter.
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Select the paragraphs you created.
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. Choose the Home tab.

. Click the Align-right button ® in the Paragraph group. Word right-aligns your paragraphs.

Left-align

1. Select the paragraphs you created.

. Choose the Home tab.

. Click the Align-left button ™ in the Paragraph group. Word left-aligns your paragraph.

Center

1. Selected the paragraphs you created.

. Choose the Home tab.

. Click the Center button * in the Paragraph group. Word centers your paragraph.

Justify

1. Select the paragraphs you created.

. Choose the Home tab.

. Click the Justify button '™ in the Paragraph group. Word justifies your paragraph.

Alternate Method—Right-Justify with Keys

1. Select the paragraphs you created.

2. Press Ctrl+r. The paragraph is now right-aligned.

Alternate Method—L eft-Justify with Keys

1. Select the paragraphs you created.

. Press Ctrl+l. The paragraph is now left-aligned.

Alternate Method—Center with Keys

1. Select the paragraphs you created.

. Press Ctrl+e. The paragraph is now centered.

Alternate Method—Justify with Keys

1. Select the paragraphs you created.

. Press Ctrl+j. The paragraph is now justified.

Create a Hanging Indent
The hanging indent feature indents each line except the first line by the amount specified in the By field,
as shown in the example.

EXAMPLE: Hanging Indent

oY



assistant teacher: Wasan A. Alawsi Microsoft Word 2007

Hanging Indent: The hanging indent feature indents the
first line of the paragraph from the margin
by the amount specified in the Left field.
The amount in the Left field plus the
amount specified in the By field indent all
subsequent lines.

EXERCISE 8

Create a Hanging Indent

1
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the-Left field-plus the-amount specifiedithe By feld.§ @ @

. Type the following:

Hanging Indent: The hanging indent feature indents the first line by the amount specified in the Left
field. Subsequent lines are indented by the amount specified in the Left field plus the amount specified
in the By field.

2. Select the paragraph you just typed.

3. Choose the Home tab.

4. Click the launcher in the Paragraph group. The Paragraph dialog box appears.
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Choose the Indents and Spacing tab.

In the Special field, click to open the pull-down menu.
Click Hanging.

In the By box, type 2".
Click OK.

10.Place the cursor after the colon following "Hanging Indent."

11.Press the Tab key. Notice that the indentation changes.

Choose a Style Set

When working with Word, you can use styles to quickly format your documents. A style is a set of
formats consisting of such things as fonts, font colors, font sizes, and paragraph formats. Word 2007
supplies you with predesigned style sets that contain styles for titles, subtitles, quotes, headings, lists
and more. The sections that follow all show you how to work with styles. The exercises are based on a
file you must download. Right click here to download the file. Click Save Target As from the menu that
appears, and save the linked file to a directory on your computer.

The file will download as a zip file. A zip file is a file that is compressed. Compressed files are smaller
and easier to download. To open the file:

1. Open the folder you downloaded the file to.

Right-click on the file name.

3. Click Extract All on the menu that appears. The Extract Compressed (Zipped) Folders dialog box

appears.

Enter the folder you want to put the file in or except to suggested location.

o¢
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EXERCISE 9

Choose a Style Set

You can use Microsoft Word to open the file.

Click Extract. Windows Explorer extracts the file.
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Choose the Home tab.

Click Change Styles in the Styles group. A menu appears.
Click Style Set. A menu appears. You can choose from any of the styles listed on the menu.

Click Simple. Word 2007 reformats all of the paragraphs into the Simple style by applying the Normal

format to each paragraph.

Apply a Style

You can see of all the styles available to you in the style set by clicking the launcher in the Styles group
and opening the Styles pane. You can leave the Styles pane open and available for use by docking it.
To dock the Styles pane, click the top of the pane and drag it to the left or right edge of the Word

window.

You do not need to select an entire paragraph to apply a style. If the cursor is anywhere in the
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paragraph, when you click on the style, Word formats the entire paragraph.

EXERCISE 10

Apply the Title Style

@
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1. Choose the Home tab.

Click the launcher in the Styles Group. The Styles pane appears. You can drag it to the side of the
Word window to dock it. To close the Styles pane, click the Close button = in the upper right corner of
the pane .

Click anywhere in the paragraph "Single-Parent Family—Career Help."

4. Click Title in the Styles pane. Word 2007 applies the Title style to the paragraph.

w N P

Headings and subheadings mark major topics within your document. With Word 2007, you can easily
format the headings and subheadings in your document.

Apply Headings

Click anywhere in the paragraph "The Nature of Single Parenthood."

In the Style box, click Heading 1. Word reformats the paragraph.

Repeat steps 1 and 2 in the following paragraphs:

Types of Single Parents

Career Development Needs of Single Parents

Career Development Programs

Apply Subheadings

1. Click anywhere in the paragraph "Displaced Homemakers"

In the Style box, click Heading 2. Word reformats the paragraph.

Repeat steps 1 and 2 for the following paragraphs:
o1
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Displaced Homemakers
Adolescent Mothers

Single Fathers

High School Dropout Prevention
Established Education Sites

Alternate Method -- Apply Styles with the Ribbon

You can also choose styles by selecting the option you want from the Styles group on the Ribbon. First
you must place your cursor in the paragraph to which you want to apply the style. Then you click the
More button in the Styles group to see all of the styles in the currently selected set. As you roll your
cursor over each of the styles listed, Word 2007 provides you with a live preview of how the style will
appear when applied.

Select the paragraphs "Emotional Support” through "Parenthood Education” (they are probably on page
two).

Click the More button in the Styles group.

Locate and click the List Paragraph style. Word applies the List Paragraph style to the paragraphs you
selected.

Change Style Sets

Once you have applied styles, changing to another style set is easy. You simply open the Style Set
gallery. As you move your cursor down the menu, Word 2007 provides you with a live preview of the
effect of applying the style set. To choose a style set, you click it.

EXERCISE 11

Change Style Sets

1. Click Change Styles in the Styles group. A menu appears.

2. Click Style Set. A menu appears. As you move your cursor down the menu Word 2007 provides you

with a live preview of the effect of applying the Style set to your document.

Click Formal. Word 2007 reformats all of the paragraphs into the Formal style applying the appropriate
format to each paragraph.

This is the end of Lesson 3. You can save you file and close Word. See Lesson 2 to learn how to save
and close.

oV
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Lesson 5: Adding Bullets and Numbers, Undoing and Redoing,
Setting Page Layouts and Printing Documents

If you have lists of data, you may want to bullet or number them. When using Microsoft Word, bulleting
and numbering are easy. The first part of this lesson teaches you to bullet and number. After you have
completed your document, you may want to share it with others. One way to share your document is to
print and distribute it. However, before you print you may want to add page numbers and tell Word such
things as the page orientation, the paper size, and the margin setting you want to use. In this lesson
you will learn how to layout and how to print your documents.

Add Bullets and Numbers
Undo and Redo

Set the Orientation

Set the Page Size

Set the Margins

Add Page Numbers

Insert Page Breaks

Preview and Print Documents

If you have lists of data, you may want to bullet or number them. When using Microsoft Word, bulleting
and numbering are easy. The first part of this lesson teaches you to bullet and number.

After you have completed your document, you may want to share it with others. One way to share your
document is to print and distribute it. However, before you print you may want to add page numbers
and tell Word such things as the page orientation, the paper size, and the margin setting you want to
use. In this lesson you will learn how to layout and how to print your documents.

Add Bullets and Numbers
In Microsoft Word, you can easily create bulleted or numbered lists of items. Several bulleting and
numbering styles are available, as shown in the examples. You can select the one you wish to use.

EXAMPLES: Numbering

1. Apple 1) Apple i Apple
2. Orange 2] Orange ii. Orange
3. Grape 3) Grape iii. Grape
4. Mango 4) Mango . Mango
5. Cherry 5) Cherry V. Cherry
A, Apple a) Apple a. Apple
B. Orange b) Orange b. Orange
C. Grape c) Grape c. Grape
D. Mango d) Mango d. Mango
E. Cherry e) Cherry e. Cherry

EXAMPLES: Bulleting


http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
http://www.baycongroup.com/word2007/05_word2007.html
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Apple o Apple =  Apple
Orange o Orange =  Orange
Grape o Grape =  Grape
Mango o Mango = PMango
Cherry o Cherry =  Cherry
< Apple # Apple v Apple
% Orange # QOrange v Orange
% Grape #» Grape ¥ Grape
< Mango » Mango ¥ Mango
< Cherry » Cherry ¥v" Cherry
EXERCISE 1
Bullets
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. Type the following list as shown:
Apple
Orange
Grape
Mango
Cherry
Select the words you just typed.
Choose the Home tab.
In the Paragraph group, click the down arrow next to the Bullets button =~ . The Bullet Library appears.

Click to select the type of bullet you want to use. Word adds bullets to your list.
Note: As you move your cursor over the various bullet styles, Word displays the bullet style onscreen.
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To remove the bulleting:

Select the list again.

Choose the Home tab.

In the Paragraph group, click the down arrow next to the Bullets icon. The Bullet dialog box appears.
Click None. Word removes the bullets from your list.

Numbers

Home +F— anm References  Mailings  Review  View  Add-ns
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@@) 3) Grape Humbering Lilsrary
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| None @)2 * 2)
3 3

Define Mew Number Format...

. Type the following list as shown:
Apple

Orange

Grape

Mango

Cherry

2. Select the words you just typed.

3. Choose the Home tab.

. In the Paragraph group, click the down arrow next to the Numbering button = * . The Numbering
Library appears.

. Click to select the type of numbering you want to use. Word numbers your list.
Note: As you move your cursor over the various number styles, Word displays the number style

onscreen.
D
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To remove the numbering:

1. Select the list again.

2. Choose the Home tab.

3. In the Paragraph group, click the down arrow next yo the Numbering icon. The Number dialog box

© N o 00k W DR

appears.
. Click None. Word removes the numbering from your list.

Undo and Redo

You can quickly reverse most commands you execute by using Undo. If you then change your mind
again, and want to reapply a command, you can use Redo.

EXERCISE 2

Undo and Redo
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Undo Exa mplel

Type Undo example.

Click the Undo button on the Quick Access menu. The typing disappears.

Click the Redo button on the Quick Access menu. The typing reappears.
Select "Undo example."

Press Ctrl+b to bold. Word bolds the text.

Press Ctrl+i. Word italicizes the text.

Press Ctrl+u Word underlines the text.

Click the down arrow next to the Undo icon. You will see the actions you performed listed. To undo the
underline, click Underline; to undo the underline and italic, click Underline Italic; to undo the underline,
italic, and bold click Bold etc.

. To redo, click the Redo icon several times.

Alternate Method -- Undo & Redo by Using Keys

. Type Undo example.
N
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Press Ctrl+z. The typing disappears.
Press Ctrl+y. The typing reappears.
Select "Undo example."

Press Ctrl+u to underline.

Press Ctrl+z. The underline is removed.
Press Ctrl+y. The underline reappears.

Set the Orientation

Before you print your document, you may want to change the orientation of your pages. There are two
orientations you can use: portrait and landscape. Paper, such as paper sized 8 1/2 by 11, is longer on
one edge than it is on the other. If you print in Portrait, the shortest edge of the paper becomes the top
of the page. Portrait is the default option. If you print Landscape, the longest edge of the paper
becomes the top of the page.

Portrait

Landscape

The exercises that follow use a file named SamplePrint.docx. Right click here to download the file. Click
Save Target As from the menu that appears, and save the linked file to a directory on your computer.
The file will download as a zip file. A zip file is a file that is compressed. Compressed files are smaller
and easier to download. To open the file:

1. Open the folder you downloaded the file to.

2. Right-click on the file name.

3. Click Extract All on the menu that appears. The Extract Compressed (Zipped) Folders dialog box

appears.

4. Enter the folder you want to put the file in or except to suggested location.

5. Click Extract. Windows Explorer extracts the file.

6. You can use Microsoft Word to open the file.

EXERCISE 3

Set the Orientation

1y
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Themes | - Margm Orientation
. |O|Effects - Hyphenation ~
Therre
= v Portrat F
L i : : =

La ﬂdscape

Single-Parel

1. Choose the Page Layout tab.

2. Click Orientation in the Page Setup group. A menu appears.

3. Click Portrait. Word sets your page orientation to Portrait.

Set the Page Size

Paper comes in a variety of sizes. Most business correspondence uses 8 1/2 by 11 paper which is the
default page size in Word. If you are not using 8 1/2 by 11 paper, you can use the Size option in the
Page Setup group of the Page Layout tab to change the Size setting.

EXERCISE 4

Set the Page Size

1. Choose the Page Layout tab.

2. Click Size in the Page Setup group. A menu appears.

3. Click Letter 8.5 x 11in. Word sets your page size.

Set the Margins

Margins define the amount of white space that appears at the top, bottom, left, and right edges of your
document. The Margin option in the Page Setup group of the Page Layout tab provides several
standard margin sizes from which you can choose.

1y
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EXERCISE 5

Set the Margins

Insert = Page Layout <!l——3 @Iings Review

I v=, Breaks -

| A3 |'_'
%‘@ £ Line Numbers -
hddarging OrieMtation 5z lumns Wa

) be~ Hyphenation -

Last Custom Setting -
; Top: 1" Bottam: 1" i
Left: 1" Right: 244" [
Mormal
Top: 1 Bottom: 1"
Left: 1" Raght: 1*
MNarrow t
Top: 0.5° Bottam: 0.5° -
Left: 0.5° Rigghit: 0.5
§ — 153
oderate e
Bottorm: 1" —
eft; : Right: 075 |[f
- E
Wide Is
Top: 1" Bottam: 1"
Left: e Right: e Ie
* o
Custam Margins, Tt

1. Choose the Page Layout tab.
2. Click Margins in the Page Setup group. A menu appears.
3. Click Moderate. Word sets your margins to the Moderate settings.

Add Page Numbers

Page numbers help you keep your document organized and enable readers to find information quickly.
You can add page numbers to the top, bottom, or margins of your pages, and you can choose where
the numbers appear. For example, numbers can appear at the top of the page, on the left, right, or
center of the page. Word also offers several number styles from which you can choose.
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EXERCISE 6

Add Page Numbers

Insert H @rrm L5 Madings Rrview  Wiew #did-ins
) '\ 8, Hyperfink 4 'y
{ [P 2 id
A Bookmark
Page Table | Pictere  Clp  Shapes Smartirt Chart Page Twr ek Wordarn
o e ¥ q i) Cross-refe Qu

Break L Art = = Mambrer - B Paris -
| Tt

Tabdes Hhusiraotiones Lk Tep ol Page

: Simpde @ﬁ"] Betteem ef Page

Plair Numbar | =g Page Margin:

T v = =

2  Cwrent Position
1 ' Format Page Mumbers..

tk  Eemove Page Mumbess

Plaim Mumber 2
i 18 is a single-parent family,
fidren born in 1986 may spend 1
oe 18. Clearly, o growing

exlreme econgmic prodlems:

Plain Number 1 praent and vocational
enthood and the special pre-

@ > . ingle-parent families,
preil programs o meéel thode

W Gae Selechon a5 Page Nunber [Botiam)

Choose the Insert tab.

Click the Page Number button in the Header & Footer group. A menu appears.
Click Bottom of Page.

Click the right-side option.

Insert Page Breaks

As you learned in Lesson 1, you can display your document in any of five views: Draft, Web Layout,
Print Layout, Full Screen Reading, or Online Layout. In Print Layout view you see your document as it
will appear when you print it. You can clearly see where each page ends and a new page begins.

As you review your document, you may find that you want to change the point at which a new page
begins. You do this by inserting a page break. For example, if a page heading appears on one page
and the first paragraph under the heading appears on the next page, you may want to inser a page

break before the heading to keep the heading and the first paragraph together.
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EXERCISE 7

Change to Print View

@ Hw-u3 5 CreatingStyles.doo - Microsoft Word
1
Home  Insert  Page Layout References  Madings Review  View k

w1 | < PRuler Duumrll\.w 1
el o e A 2O
Print |Full Screen Web | Owtline  Draft . Ioom  100% <5 Page Width New :lﬂ'.ilﬂ

Layeut | Reading Leyowt
Dooument Views ShowHide Zoom

1

5

Single-Parent Family—Career

1. Choose the View tab.
2. Click Print Layout in the Document Views group. Your document changes to the Print Layout view.

Insert Page Breaks

@1 Hd9-u4 = CreatingStyles.docx - #
I' ) Home | lhserth@ References  Mailings  Review  View  Add-Ins
EREREE = OR-RTI oI Mot

Cover EBlank Page Table Picture Clip Shapes Smartart Chart Head
.Pagev Page Ereak - Art - ” ] Cross-reference .

Pages .| Tables |

Displaced Homemakers

®

Marital dissolution drastically reduces the new singl
Displaced homemakers are at an additional disadva

1. Place your cursor before the D in "Displaced Homemakers"
2. Choose the Insert tab.
3. Click Page Break. Word places a page break in your document.
To delete a page break, you select the page break and then press the Delete key.
"
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Preview and Print Documents

When you have your margins, tabs, and so on the way you want them, you are ready to print. In Word,
You can preview your document before you print. In the Preview mode, you can review each page,
view multiple pages at the same time, zoom in on a page, and access the Size, Orientation, and Margin
options.

If you press the Zoom button while you are in Preview mode, the Zoom dialog box appears. In the
Zoom dialog box you can set the sizes of the pages that display as well as the number of pages that
display.

When you are ready to print, you use the Print dialog box. In the Print Range area, choose All to print
every page of your document, choose Current Page to print the page you are currently on, or choose
Pages to enter the specific pages you want to print. Type the pages you want to print in the Pages field.
Separate individual pages with commas (1,3, 13); specify a range by using a dash (4-9).

EXERCISE 8

Print Preview

Click the Microsoft Office button. A menu appears.

Highlight the Print option. The Preview and Print the Document menu appears.

Click Print Preview. The Preview window appears, with your document in the window.
Click One Page to view one page at a time. Click Two Pages to view two pages at a time.
To view your document in normal size, click 100%.

Click the Zoom Button. The Zoom dialog box appears.

Select an option and then click OK. Perform this task for each option and note the results.

Note: As you review your document, if you see changes you would like to make to the layout, use the
Margin, Orientation, or Page Size options to make the changes. If you want to make other types of
changes to your document, click the Close Print Preview button, to return to your document. Once you
are satisfied with your document, you are ready to print.

Print

Click the Print button. The Print dialog box appears.

Click the down arrow next to the Name field and select the printer to which you want to print.
Choose All as the page range.

Click OK. Word prints your document.

You have completed Lesson 5. You can save your document and close Word.

v
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Lesson 6: Creating section/chapter headers and footers
in MS Word

1.1

Home Insert Page Layout References Mailings
To help view how your - catir - [& 2)E]| =
document will be divided, Fromatoodeer B2 U 7 sbe %, o Aar|[#- -
turn on the “hide/show R il . — : e

1.8. Co 2 1 - | Show/Hide T (Ctri<*)

)| | aaBbeene | asBocene AaBb( AaBBC

i T Mormal | T No Spaci... Heading1 Heading 2

Fca Show paragraph marks and other
hidden formatting symbols.

paragraph " tool (located
within the "Home" tab.

This tool shows paragraph
marks and other hidden
formatting symbols.

1.2

Chapter 1 Title

(@) Press F1 for more help.

If the “hide/show

paragraph " tool is turned

on, the formatting style of the Cha pte r-1-Title 1'|

document will be visible.

SUBTITLE-1aY]

Loremdpsum-dolor-sit-amet, consecteturadipiscing-elit.-Aliguam-aliguet-al
eleifend,diamyt<onsectetureuvismod, odiodectuscondimentum4acus, at]

1.3

5 = return
Common formatting styles = space
that may now be visible in the — tab
document. -
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In this example,
http://www.coe.uh.edu/cite
training/tutorials/office/ chapters-
example.doc, the document has three
chapters with subpages in each chapter.

Header A

Chapter 1 Title

Subtitle 1a (with Footer A P
: : ---- Page Break ----

Subtitle 1b {with Footer A) g

) . 4— ---- Page Break ----
Subtitle 1c (with Footer A) 9

“_ === Section Break (Next Page) ===
Header B
Chapter 2 Title
Subtitle 2a (with Footer B)
Subtitle 2b (with Footer B)© Page Break

Subtitle 2c (with Footer E.}*_ ---- Page Break --—--
‘— === Section Break (Next Page) ===
Header C

Chapter 3 Title

Subtitle 3a (with Footer C)
Subtitle 3b (with Footer C)
Subtitle 3c (with Footer C)

---- Page Break ----
---- Page Break ----
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Differences between “"Page Break” and

“Section Break (Next Page)”

2.1 Page Layout References I‘-1ai|ings‘y View Developer Acrobat
— =l =
A “Page Bl‘eak" maI‘kS the 5 [j h=, Breaks j .l;;n 1 Indent
point at which one page ends : T : Page Breaks Left
g hins Crientatign  Size  Columns .
and the next page begins = o = Page Right:
= = = = e cat! Mark the point at which one page ends
(whl_le still being in the same Page s:t—” %) andthe next page begins,
section/chapter). e E o
T»  Column :
To insert a “page Break", — J Lndic:te_hhbatthe_te:‘thf-:ull-:;fin?the column
a reak will begin in the next column.
click on the “Page Layout” ==
tab © “"Breaks” © “Page” TextWrapping
= Separate text around objects on web
The paragraph format icon pages, such as caption text from body text,

will look like:

2. 2 Page Layout References Mailings Review View Developer Acrobat

3 — —4"—‘., o Indent
A “Section Break (Next J IJ Page Breaks : LB Left:

¥, Breaks =
Page)” inserts a break and ins Oriqtation  Siz ! Page Right:
Mark the point at which one page ends

Size  Columns
starts the new section on the Page Setup ’ ) andthe nex page begins.
next page. 0
| ] Column ([
- “ - Indicate that the text following the calumn
To insert a "Section Break =|  break will begin in the next column.
144
(Next Ffage) , place your Text Wrapping
curser in the area to begln = Separate text around objects on web
and new Section/Chapter, pages, such as caption text from body text.
click on “"Page Layout” © Section Breaks
“Breaks” © “"Next Page” Next Page relit.A
_’ Insert a section break and start the new -candi|
i _ﬁ—_ section on the next page. Burisn
The paragraph format icon — idunt f

will look like:

2.3

Place “Page Breaks” and “Section Breaks (Next Page)” in the proper areas of your document
(refer to graphic 1.4 as an example).
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Creating section/chapter headers

3.1

References Mailings Review View Developer -nemm—’ Design
At the beginning Of a “Section elal _?4 Previous Section Different First Page _],t Header from Top:
break” double-click on the 2] HE A 5T} Next Section Different Odd & Even Pages | fz}h Footer from Bottom:
header. This will open the Ficture C_Ilrtp Fi%ter %4 Link to Previous ¥ Show Document Text 5 Insert Alignment Tab

“Design" tab_ ert Navigation Options Position
. - “8 ot rer s ke Double-click
: Fvious to enter the
|24 Link to Previous header
button will be
orange and already selected. ~
HEADER-AY|
Cli ect/turn it ernmasns _
'%é Link to Previous sttt «aptel"Z'TIUeﬂ
off . The button
will no longer be orange.
3 2 References Mailings Review View Developer Acrobat Design
2 Ellg J] _]:: Previous Section Different First Page 5]+ Header from Top:
After the “'Link to Previous” EJ ":‘““J G_otr (5, Next Section Different Odd & Even Pages || [+ Footer from Bottom:
option has been deselected/ - ‘_,S e FooteJr @4 Link to Previous V| Show Document Text =] Insert Alignment Tab
turned off, this will make sure & AEnvigalion Options R0sgics
the header is not linked to the R R I R R e BT Y LR 2 '

previous section/chapter.
Now make your text changes

to the header (to reflect the
new section/chapter).

3.3

—~

HEADER'BY|

Header -Section 2-

<~apter-2-Titleq]

SAANK, LOANAR,

e VO AN

Repeat steps (3.1 to 3.2) to create different headers for the beginning of each
section/chapter. Once the header has been changed, the new header will automatically
continue until the next section/chapter.

3.4

To exit the header, click on
the "Close Header and

144
Footer” button (located {5+ Header from Top: ~ 0.5° @
within the “Design” tab). 3 .
Pages | izjt Footer from Bottom: 0.5 =
Close Header
@ | Insert Alignment Tab and Footer
Close Header Position Close
and Footer
Close

Header & Footer Tools

Design

v
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Page number reset for each section/chapter

4.1

At the beginning of a “section
break” double-click on the
footer. This will open the
“Design” tab.
= evious”
*%4 Link to Previous

button will be
orange and already selected.

Cli i
"'%"?1 Link to Previous

ect/turn it

off . The button
will no longer be orange.

4.2

After the “Link to Previous”
option has been deselected/
turned off, this will make sure
the footer is not linked to the
previous section/chapter.

To reset the page nhumbering
for the section/chapter, click
the “"Design” tab, click on
“Page Number” © “"Format
Page Numbers...”

4.3

A “Page Number Format”
window will appear.

Click on the “Start at” radial
button and set it to "1"”.

Then click on “"OK".

References Talings Teview View Developer -W!Fﬁ' Design
Ellgl j’ j Previous Section Different First Page ‘]A Header from Top: 0.5° 0
|
= B 5T} Mext Section Different Odd & Even Pages || [z} Footer from Bottom: |0.5 3
Picture  Clip Goto Close Headear
Art Header ‘4‘4 Link to Previous V| Show Document Text j Insert Alignment Tab and Footer
rt Navigation Options Pasition Close
| W) ;; ) 1 | 2 30| 4 | 5 6 + o+ 4
Double<lick
to enter the
Footer -Section 2- footer Same as Previous
Page-|-4 4
In:eyl’age layout  References  Mailings  Revie st Design
| El® T Jiffere i
j i =| | | Skl

Top of Page
Bottom of Page
Page Margins

Current Position

Format Page Numbers,

i

Footer -Section 2-
Page |4

Page Humber Format

Mumber Format: |1, 2, 3, ..

[ ] include chapter number

Fage num

(%) Start at: |1 =

i

kinue from previous seckion

vy
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4.4

The footer has now been \

reset to reflect the start of Page.| 14
the new section/chapter. =

4.5

Repeat steps (4.1 to 4.4) to create different headers for the beginning of each
section/chapter. Once the footer has been changed, the numbering system will automatically
continue until the next section/chapter.

4.6

. . Header & Footer Tools
To exit the footer, click on the

“Close Header and Footer” Design
button (located within the S = @
“Design” tab). i=j+ Header from Top: , 2

Close Header
=] Insert Alignment Tab and Footer

Position Close

Congratulations!
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Lesson 7: Creating tables of contents
and figures in Word 2007

This Lesson demonstrates how to create a table of contents or figures quickly and easily.

Table of contents

The contents page should be the last part of the document that you produce.
Word® can generate the table of contents automatically from the titles and
paragraph headings within the document. To allow the appropriate titles to be
identified, you must apply the “"Heading” style or mark the titles. Word® also
allows you to create a contents table manually.

Applying the Heading style

The Styles group can be found from the Home tab. You should use Heading 1 for main
titles and chapter headings, Heading 2 for sub-headings and Heading 3 for paragraph

headings.
AaBbCcDc | AaBbCcDc AaBbCi AaBbCc AaBbCcl AaBbCcD “%ﬁ

| T MNormal Mo Spacing Headingl Heading2 Heading3  Heading4 - g{‘lflmge
yles >
Styles [

e Highlight the text which requires a Heading style
e Click once on the style

Generating a table of contents

e Click where you wish to insert the table of contents
e Click the References tab
e Click the Table of Contents button

e Select a style for the table

A&
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Update the table of contents

If you change any of the headings in your document, you will need to update the table
of contents.

e C(Click the References tab

B¢ Add Text ~

o Click the Update Table button /%.jwpdamame
anie o

« In the box that appears, select Update entire
table

e Click Ok.

Tabie of Contants

Creating a table of contents manually

e Click where you wish to insert the contents table
e Click the References tab
e Click the Table of Contents button

e Select Manual Table

Table of Contents

1B (g | T o B R e A 7 Py P O Y e A R CE e A X Vo P 1
38 o0 B pode L zcae U0 374 e e e e e s G e T i R e e s b S ST e ou R AR e 2
TP CNapRen ARIG {lewel 3]s rriisvi s i i i e s s S Ae A SRR oo B wa s AR v SRRV U OO P RSO RO R SS 3
TP CHAPLET BIIE (IOVEY L) o corinironameiiossrisbbo s S b 4ep i o mary o o S b S R RS 64 00 43 MU €A 0 RS AT B a W b -
TYRE CADLOr T O {MEURE2D. cuxinsannunsuninicsnss noniais s sraon OondasaonaiasaKsa N A AR IA ORI ToATAS A PAAH LTINS SANDANA NS 5
TV PO CHEDTAT TRIOTIVAE D] davvniossvesuoevarnsnsnssnvinssnndrmrivesnoss savesnnsnsassissossnssshuassssspusens 6asuuntoressysssassss 6

An outline contents table will be inserted. You can click on each title and page
number to enter your own information.

Deleting a table of contents

e Click the References tab

e Click the Table of Contents button

« Click Remove Table of Contents

Yo
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Table of figures

A table of figures is a contents page which references graphs, pictures and tables. Before
you can create a table of figures, you need to create captions for each figure. Word® uses
the captions to generate the table.

Applying a caption

e Click once anywhere on the figure to select it

e Click the References tab —
ol

e Click the Insert Caption button g
Caption
e Customise the caption and click OK

Click here to enter your own title,

e.g. Table 1: Chemical Symbols

Caption
Caption:
Choose a label et
. |Table 1
that is suitable for ————— Choose where you
Options

the figure or click want the caption

New Label to——LMble v to be inserted —

create your own Position: | Below selected item 3 above or below the

label e figure
[] Exclude label from caption

l&utoCaptiJn...l [ (0] ] [ Cancel ]

Click here to
create your
own labels

v
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Lesson 8: Working with Tables in Micro-
soft Word 2007

The purpose of this document is to lead you through the steps of creating, editing
and deleting tables and parts of tables. This document follows a tutorial format so
that by the end of the document, you will have created and worked with tables in
Microsoft Word. This document was written using the procedures for creating
tables in Microsoft Office Word 2003, but the steps may also apply to older versions.

The Parts of a Table

It will be easier to create your tables if you are familiar with the parts of a table.
The following table shows a sample table with its major parts listed. You can build
a similar table to acquaint yourself with the steps for inserting tables into your
documents.

. Sample Table Click Insert Table of Figures

e Customise the table and click OK.

Column 1 Column 2 Column 3
Cell 1 Cell 2 Cell 3
Cell 4 Cell 5 Cell 6
Cell 7 Cell 8 Cell 9
orumns
Rows
i Cells
Columns the vertical sections of
® thetable
Rows the horizontal sections of
o Lhetable

Yy
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Cells the individual squares in which you will place text or images

Creating the Table

You will need to insert the main part of the table to begin editing and manipulating
it to suit your document's needs. To do this, perform the following steps.

To insert a table:

1. Place your cursor in the general area where you want the table to be; you can be
more specific with its location once you have inserted it.

2. In the Word menu bar, click Table > Insert > Table.

Tools

i@

in o+ 1

=

Table | RoboPDF  Window Help Adobe PDF  Acrobat Cof

&l

[

[nsert 3 | | ] Table...
Delete ¥
Select r | B

.

£«

"

"L S

Figure 1: Table option in the Windows menu bar

3. A dialog box will display with the options for setting up your table. The
following figure and paragraphs explain these options.

Insert Table x|
Table size

Number of columns: IE E‘

Number of rows: |2 E‘
AutoFit behavior

% Fixed column width: Auto =

" AutoFit to contents

" AutoFit to window
Table style: Table Grid AutoFormat. .. |
[~ Remember dimensions for new tables

oK, I Cancel |

Figure 2: Insert Table dialog box

4. In the Table size section of the Insert Table dialog box, select the number of
columns and rows you want in your table. If you need to, just estimate. You can
always add and delete columns and rows later.

5. In the AutoFit behavior section, select the option for how you want the

YA
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table sized within your document.

Fixed column width makes all the cells of equal width. You can select a width with the up and

down arrows, type in a width or use the default Auto setting. The cells may
resize as you begin

adding content.
AutoFit to contents automatically sizes the width of each cell as you add contents to the cell,

whether it is text or an image.

ﬁg‘t:amtem \gullcl?‘w makes all the cells of equal width across the length of the

cells will remain at this width, even as you begin adding content to the cell.

Note: If you want to use these same dimensions for any future tables, check the Remember dimensions
for new tables check box.

6. Click OK.

Using the settings of 3 columns and 4 rows with the Fixed column width option
selected, your new table will display as shown below. We will call this our
framework table.

Framework Table

vAa
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Editing the Table

Now that you have inserted the table, it is time to edit, or customize, it. Microsoft
Word offers many options for customizing tables but most are beyond the scope of
this paper. The following instructions are for very basic editing, such as adding and
deleting rows and columns, resizing table and cell size, aligning the table on the
page and working with text within each cell.

Remember our sample table at the beginning of this paper:

Column1l = Column 2 Column 3
Cell 2 Cell 3
Cell 5 Cell 6
Cell 8 Cell 9

The following sections will help us take our framework table that we just inserted
in the above steps and make it look like the sample table.

To add columns or rows:

To match our sample table, the framework table needs another column.
1. Place your cursor in the first cell in the framework table.

2. In the Windows menu bar, click Table > Insert > Columns to the Left. The
table will now display as shown below.

To align the table on the page:

1. Right click anywhere inside the table to display the menu (you can also click
Table on the menu bar once you have the cursor anywhere in the table). On
this menu, select Table Properties to bring up the Table Properties dialog box.
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| w Tzble | Row ICngmnI cell I

Size
Table / [™ Preferred width: ID E‘ Measure in: IIn-:hes vl

Tab

Alignment

’ Indent from left:

I

Eordersandshading...l Options. .. I
oK I Cancel |

Figure 3: Table Properties dialog box

2. Be sure the Table tab is selected.

3. In the Alignment section, click Left if you want the table aligned with the left
margin of the paper, Center if you want the table centered, and select Right if
you want the table aligned with the right side of the paper. For our sample table,
we want to select the Center option.

4. Click OK to save your settings, or click Cancel to exit
without saving. Our framework table will now be

centered.

To change the size of the cells:

1. Highlight the cells that you want to change.

2. Right click and select Table Properties from the menu to display the Table
Properties dialog box.

3. Select the Cell tab.

AN
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Table Properties 2=l

Table | Row ICo\gmn Cel |

Size

¥ Preferred ydﬂ‘ll 1.33" ﬂ Measure in: IIn[hEs "I

Wertical alignment

=RERE

Top Center Bottom
Options... I
QK I Cancel |

4. In the Preferred width area, use the arrow keys or type in a width for the
cells to shorten or widen them.

5. Click OK to apply the changes or click Cancel to exit without applying the changes.

For our framework table we want each cell to be 1.33 inches in width, so type in
1.33 in the Preferred width field.

Changing the Color of a Cell, Row or Column

A good way to help draw attention to an important cell, row or column (such as for
headings for columns or rows) is to change its color to provide contrast and draw
the eye of the reader. It might also help your reader follow the information in a row
or column of a lengthy table if you alternate colors between rows or columns. For
example, if you have a table that has 100 rows and 15 columns, with each cell
containing numbers, if might be easier for the reader to scan a row if each row
alternates between white and light gray, such as in the sample table.

To change the color of a cell, row or column:

1. Click and drag to highlight the row or column of which you want to change the
color. To change the color of a single cell, just place the cursor in that cell.

2. Right click to bring up the menu, or click Table in the menu bar. From the right
click menu, select Borders and Shading. From the Table menu, select Table
Properties, click the Table menu, then click the Borders and Shading button
to display the following screen.

AY
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x
Borders | Page Border  Shading |
Fill et Preview
|+t
Tab
EEEEEEEE .
I
I
T
I_I_I_I_I_I_I_I_ Mgre Colors. ..
Patterns
Style:
ID Clear j Apply to:
Color: Cell -
: Paragraph -
Automatic - F]“ |
I J Table =
Show Tooloar | ’TI Canczl I

Figure 4: Borders and Shading dialog box - Shading tab selected

3. In the Fill section, select a color for the cell, row or column.

4. In the Apply to: section, be sure Cell is selected or the color will be applied to the
entire table.

5. Click OK to apply the changes, or click Cancel to exit without applying the changes.

To get the look of our sample table, on the framework table, highlight the last
three cells of the top row. Right click, select Borders and Shading, click the box
with the color Gray - 55%. Click OK. Then highlight the last three cells of the
first column in the framework table. Right click, select Borders and Shading, click
the box with the color Gray — 55%. Click OK. Finally, highlight the last three cells
of the third row. Right click, select Borders and Shading, click the box with the
color Gray - 12.5%. Click OK. The framework table should now look like the
following:

To change the borders of a cell, row or column:

1. To change the borders of a row or column, click and drag to highlight the row or
column. To change the borders of a single cell, just place the cursor inside that
cell.

2. Right click and select Borders and Shading from the menu. You can also select
Table from the menu bar, click Table Properties, and from the Table tab, click
the Borders and Shading buttonto display the Borders and Shading dialog box,
as shown below.
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Figure 5: Borders and Shading dialog box - Borders tab selected

Be certain the Borders tab is selected. From this tab you can
customize your table by controlling what lines of the table, cell, row
or column is displayed and at what line thickness. You can play
around with the settings in this tab until you are happy with the
results, but for our purposes, we want the first cell in the first row
of our framework table to NOT display. To do this, perform the
following steps.

3. Place the cursor in the first cell of the first row of the framework table.

4. In the Borders and Shading dialog box, click the Custom box in the
Setting: area.

5. In the Preview area, click the buttons for the lines that you don't
want to display. The image in the center of the Preview area will
show you which lines will display and which ones won't, based on
the button you have pressed. For our purposes, we don't want the
top or left side borders of the cell to display, so click the appropriate
buttons. In the Apply to: area, be sure you select Cell so that your
changes don't apply to the entire table.

6. Click OK. The table should now display as shown below:

The top and left side borders of the first cell in the first row will
now be grayed out. These borders will not display when the
paper is printed.

Working with Text

Similar to changing the color of a cell, row or column, changing the
color or style (if the text is bold, italic, underlined or plain) of the text
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within your table can also help draw your reader's eye to important
text. For example, bolding the text of a heading for a column will
indicate to the reader that this is a heading and not a data cell.

To add text:

1. Place the cursor inside the cell. Begin typing.
2. You can also copy and paste text into the cell.

For our framework table, we want to simply label each cell. Each row
and column will have a heading, and each data cell will be labeled as
well. Our table should now look like the following:

You may notice that we left the bottom row blank. This is because we
will delete this row later in this document.

To change font color:

1. Highlight the text.

2. Inthe Windows menu bar, click Format and select Font to display the
Font dialog box.

IS

Ly Font I Character Spadng I Text Effects |
Font: Font style: Size:
[Fives ew Romer B ~—

FontTab

raditional Arabic Italic

rebuchet MS Bold 1E|

unga Bold Italic

w Cen MT ~—

I

Font golor: Underline style: unda line color: F
/+ Automatic J | (none) " Automatic ' (o]
Effects n
I™ strikethrough ™ shadow ™ small caps
I Double strikethrough ™ outiine ™ &l caps
™ superscript ™ Emboss [ Hidden
I Subsaipt [~ Engrave

Previsw

Times New Roman

This is & TrueType font, This font wall be wsed on both printer and screen,

Default... | OK I Cancel

Figure 6: Font dialog box

3. Make sure the Font tab is selected. In the Font color: section, select
a color from the drop-down list.
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4. Click OK to apply the changes or Cancel to exit without applying the

changes.

For our framework table, we want the heading cells for each column
and row to display in white text, so we will select white. So now our
framework table should look like the following:

Column 1

Column 2

Column 3

Cell 2 Cell 3
Cell 5 Cell 6
Cell 8 Cell 9

To change the style of a font:

1. Highlight the text that needs to be changed.

2. Inthe Windows menu bar, click Format and select Font to display the
Font dialog box.

3. In the Font style: section select the style for the text.
4. Click OK to apply the changes, or click Cancel to exit without applying

the changes.

For our framework table, we want the heading cells for the columns
and rows to be bolded. So we would select Bold in the Font style:
section of the Font dialog box. (See Figure 6: Font dialog box.) The
heading cells for the columns and rows should now be bolded, as
displayed in the table below:

Column 1

Column 2

Column 3

Cell 2 Cell 3
Cell 5 Cell 6
Cell 8 Cell 9

To adjust the alignment of the text within the cell, row or column:

1. Highlight the text for which you want to change the alignment.

2. Right click and click the arrow next to the Cell Alignment option on

& Cut
53 Copy
2% Paste Cells
[{% Paste as Nested Table
I InsertTable...
Delete Cells...
(i Merge Cells
Borders and Shading...
“ﬂ Text Direction...
=] cell Alignment Il e
| AutoFit V|2 EE
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the menu.

3. In the option menu that displays after you click the arrow, the top
row will align the contents of the cell to the top of the cell(s). The
middle row options will align the contents of the cell to the center
of the cell(s). The bottom row options will align the contents of the
cell to the bottom of the cell(s).

For our framework table, we want the heading cells for the columns
to be aligned in the center of the cell, so we will highlight the heading
cells for the columns, right click, click the arrow on Cell Alignment,
and select the option that will align the text in the middle center.

The framework table will now display as below: (notice the column
headings are centered)

Column 1

Column 2 Column 3
Cell 2 Cell 3
Cell 5 Cell 6
Cell 8 Cell 9

Deleting Tables, Cells, Rows and Columns

Once you have created a table, it may be necessary to delete parts
of the table, or the entire table. The following instructions will lead
you through deleting tables, cells, rows or columns.

To delete a table:

1. Place the cursor in a cell of the table you want to delete.
2. In the Windows menu bar, click Table > Delete > Table.

To delete a cell:

1. Place the cursor in the cell you want to delete.
2. In the Windows menu bar, click Table > Delete > Cells.

x

= Shift cells up
" Delete entire row
~ Delete entire column

QK I Cancel |

Use the Shift cells left option if you are deleting a cell from a column
and want the other rows to move to the left to fill the empty cell.

Use the Shift cells up option if you are deleting a cell from a row and
want the other rows to move up to fill the empty cell.

Use the Delete entire row option if you want to delete the whole row.
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Use the Delete entire column option if you want to delete the whole column.

To delete a row:

1. Place the cursor inside any cell of the row you want to delete.
2. In the Windows menu bar, click Table > Delete > Rows.

To delete a column:

1. Place the cursor inside any cell of the column you want to delete.
2. In the Windows menu bar, click Table > Delete > Column.

For the final step in making our framework table into the sample
table, we want to delete the bottom row of the table. To do this, we
place the cursor in any cell of the bottom row. Click Table > Delete >
Rows. Our framework table is now finished and should look like the
following:

Column 2 Column 3
Cell 2 Cell 3
Cell 5 Cell 6
Cell 8 Cell 9

Column 1
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