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Beginning Microsoft Word 2007

MS Word is a word processing computer software program.

Create, edit, save, and print documents such as letters, reports, lists and resumes.
From the Start menu, select “Programs” and then select “Microsoft Word.”

Or, double-click on the Word icon

Once the new document has been opened, begin typing in text.

# Type several sentences about yourself.

Before we begin, a word about selecting text...
Make changes to text by highlighting the word or words you want to change.

You can highlight or select text in several ways:

To select text using the mouse, you can click-and-drag across the text in
guestion. OR

You can also use [SHIFT] with the four arrow keys to select text.
To select a single word Point to the word with your mouse and double-click

To select a series of words Click on the first word, then, while holding down
[SHIFT], use the arrow key to highlight across the series of words

To select a paragraph Triple click in the paragraph

To select the entire document [CTRL] + A



The Office Button
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Click the Office Button (click the Office Button again to close the menu)
Name & Save the Document:

Click “Save As”

Choose a Location for the Document (Desktop)

Name the file

Click “Save”



The Quick Access Toolbar

Hl The Quick Access Toolbar has

| 3 buttons: Save, Undo. and Redo.
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Undo allows you to “undo” the last change made to the document.

Redo allows you to “do again” the last change made to the document.



Right-click on the B (Bold) button and add to the Quick Access Toolbar
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on the Home tab.

i The Clipboard group
|

Cut a piece of text.
Copy a piece of text.
Paste the text you have cut or copied to a different location in your document.
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The Font group

on the Home tab.




Increase the Font size Highlight the text

Change the Font style Change the Font color

B Bold

| ltalicize

U Underline
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on the Home tab.
Align text Right, Left, Center, Justify
Adjust the Line spacing of your text
Add Border to the text
The Insert Tab
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| The Header & Footer group

on the Insert tab.




Insert a Picture —browse “My Document” & “My Pictures” to insert a picture into the
document.

Insert a Header & Footer into the document

The Page Layout Tab
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The Page Setup group
on the Page Layout tab.
Adjust the Margins on the document
Change the Orientation-from Portrait to Landscape-on the document
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| The Paragraph group

on the Page Layout tab.

Notice the Indent command
Notice the Line Spacing command

The Contextual Tabs

Some tabs appear only when needed.

They are called contextual tabs.

The Picture tab is a contextual tab.
Click on the picture you inserted.
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Picture Tools allows the picture to be cropped, re-positioned, reset, and much more.

Change your picture using some of the features from the Picture Tools tab.

The Review Tab
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Perform the Spelling & Grammar Check on the document
Note the Thesaurus

More New Featur eseéeé

Find the Help button
Search for information about Margins

| The Help button. ’

Adjust the magnification of the document with the Zoom Slider
Note the Word Count
Change the Document View
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