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Getting Started

To start Word, do one of the following:
» Click once on the shortcut on the Quick Launch toolbar.

d'jStart| B akx -G g[n? w

» Double click on a shortcut icon on your desktop.
» Go to Start > Programs > Microsoft Office > Microsoft Office Word 2007 E
» Double click on a Word document on your desktop or in a folder on your computer. =050

Word Environment
If you are new to the Office 2007 environment, here is what Word 2007 looks like:

Quick Access

Toolbar tabs w
— —
Office C p—
BUtton Page Layaut Rederemces Mailings e Wiew Developer Add.Ing < He|p
o I s . 1 ] F 34 Find - button
. )| A A i= - i= - | % 100 9 W aapoce| aaBoce AaBh A i
Ribbon Paite 7 \' T e 30 5 A -ij.ﬂ.’ EEIN |5 3- T Mormal 17 Ho S5 Heading 1 o ';'Irul:"" S
y 13 et -
4

|
E launchers

Scroll Bar

Rulers

Status Bar

Pagelafl  At1 Codumin

Instead of a menu with commands and toolbars with buttons, you now have a ribbon where
buttons and commands are grouped under tabs. Some groups will include a dialog launcher
button in its lower right corner to bring up additional options. Another new feature is the Mini
Toolbar which appears nearby when you place your mouse over selected text (see page 12).

Take a few minutes and find the Title Bar, Quick Access Toolbar, Office Button, Help button,
Rulers, Ribbon, Home tab, Font group, Paragraph dialog launcher, Status Bar, Zoom Slider.

Intro to Word 2007 3



Office Button and Ribbons

J = 4 The Office Button in the upper left corner contains several commands formerly
found under a File menu in earlier versions of Office. When you need to open,
save, or print a file, clicking on the Office Button is one way to accomplish these
tasks.

The Office Button will also display a list of recently saved documents on the right
[ hand side until you click on one of certain commands from the list. Once you
select a command, additional options might appear on the right side.

L—i Save A L]
W=l e »
= = ' N 0 A & Findi -
= | S I= R smwca: :3:0:0: AaBb AaBbC AaBbCer AL,
. B L B a X, X N W i B E N = i 2phic Empseas Fcing L 7 Headereg 3 e -

Page Layout tab — change theme margins, onentatlon (portralt VS. Iandscape) msertapage border; format paragraph

Home It Page Layoul Feferenoes Mahng: Riwuiw ‘elaw Developer Add-lng Acicbal
o Add Tead - 4 i Ircert Enednirte . 4§ Manage Seunces %] Insert Table of Figuates Y L) Incert bredes =i b Indert Takde of Au
. =l =
P Update Table AL Hed Footnote = ' Wk Style APA . .
Tatile of Inarit Iniedt Inirt ) _ Mark
it - Faslmals Cilaties = B Ribliograpkey = Cagtion ) Cross-reference £

Table of Contents Footrcdes Citations & Bibkography Captions Il bl of Authorities

References tab — insert table of contents footnote, endnote, citation, caption, index; mark entry for index

-
= Home Insert Pa ge Layout References Ma lings Forriew Vi Developer Add-Ins
| Ruler Dieseurmiant Map vl OnePage y N == J—
. = | =] | o . = = 1 ™ 1]
Gridlines Thumbnails == Two Pages - - al
Frant w Outlrme  Draft Zoorn  100% = ge Sphit ch acros
Layout | R 3 Page Widsh do A
Document Views Show/Hde Zoom ‘Wiandow Macsos

View tab — change to Outline or Draft view, display the Ruler or Document Map, change the Zoom, arrange windows

You can add frequently used commands to your Quick Access Toolbar.

Refer to the handout distributed at the Transitioning to Office 2007 workshop for more details:
oit.wvu.edu/training/classmat/office/transition_office2007_handout.pdf
oit.wvu.edu/training/online/office2007/quickaccesstoolbar.html
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Start a New Document

1. Click on the Office Button in the upper left corner and select New from the list of commands.
New Document 71 x|

Templates = |_ > Blank document =

Blank and recent

Installed Templates Blank and rece...

My templates...
Mew from existing...
Microsoft Office Online

Blank document
Featured

Agendas

Award certificates @

Brochures ]
Business cards Mew blog post

Calendars Rd g

Create | Cancel ‘

2. Choose Blank document or some other template from the list of possible choices.
3. Click on the Create button.

Entering and Editing Text

Type: When you start a new document, your cursor will appear in the upper left corner of the
blank page. Just start typing!

Word wrap will take care of the ends of lines for you, based on your margins and
indentation settings.
O O I I S U - I S SUCIL ICICE -SRI I SN o

Entertext atthe cursor and just keep typing. The ted will braak automstically atthe
right hand margin.

Insert Text: Position the cursor where you need to insert a word or letter using your mouse or
the arrow keys on your keyboard. By default, your keyboard is in “insert mode” and any
new characters you type will be inserted.

Delete Text: Use the Backspace key to erase backwards one character from the cursor.
Use the Delete key to erase the character to the right of the cursor.

Select Text: Click and drag the mouse over text to select it. You can also double click on a word
to select that word or triple click to select the current paragraph. Press Ctrl A to select
the entire document.
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@ Home

Clipboard group under the Home tab, or press Ctrl C, or right click and

Copy: Once you have selected some text, you can use the Copy hutton on the E ¥

choose Copy from the shortcut menu. After you have copied the text to

Paste
the clipboard, move to where you want the copied text to appear and .
paste it in using the big Paste button or Ctrl V or right click and choose Clipboard T
Paste.

Move: You can select text and then cut (Ctrl X) and paste it as described in the
Copy operation listed above. Alternatively, you can select text, click on it %}
again, and then while holding down your left mouse button, drag it to a new
location in the document and release the mouse to drop it. While you are
dragging the text, your cursor has a small box attached to it.

Undo: To undo the last thing you did, click on the Undo button

on the Quick Access Toolbar or press Ctrl Z.

Redo: To redo the last thing you un-did, click on the Redo button.

K

5 o

It can change its shape depending on whether you have performed an "undo®”.

Find and Replace: You can replace words throughout your document with the Replace

command found under the Editing group on the Home tab.

Click on the More button to get more options.

Find and Replace

Find Replace | Go To I

21

Find what: I

[~

Replace with: I

<< Less |

Replace | Feplace Al | Find Mk I

=l

Cancel |

Search Options

Search: |Al
[~ Match case

™ Find whole words only

[~ Use wildcards

[T Sounds like (English)
[ Find all word Forms (Englishi

[~ Match prefix
™ Match suffix

r Ignore punctuation characters

[ Ignore white-space characters

Replace

Special - | NDFu:urmattingl

The Special button allows you to seek for and replace special symbols such as tabs, em
dashes, paragraph marks, section breaks, etc.
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Save a Document

1. Click on the Office Button in the upper left corner and select Save from the list of commands.
Save As ﬂﬂ
Savein: L_“] Ward Documents ﬂ f - ._j.? ab T

Trusted
o Templates

s, My Recent
Documents

(B} Deskrop
=y My
= Dacuments

40
Camputer

File name: |D.;..;2,.j.:..;x ﬂ
Save as bype! |Wurd Document (*,docx) ﬂ

Tools |- Save | Cancel

2. Select a folder to hold the file and give the file a name.
3. Click on the Save button.

Saving Files for Office 2003 Users

By default, newly created Microsoft Word 2007 files will be saved in a new XML-based file
format with the extension .docx; this new file format cannot be read by older versions of Word
unless that person successfully installs a free compatibility pack available at microsoft.com. If
you need to share documents with someone who is using an older version of Word, you might
want to use the Save As command to save the file in the older Word 97-20003 file format.

To Create a Word 97-2003 Format Document @\ DeR&s-- )
1. Click on the Office Button. D ] Save a copy of the document
Mew
2. Click on Save As. u‘j Word Document
~ = Save the document in the default file
3. Select Word 97-2003 Document. (@ o format.
4. Choose a folder location and give the file a name. =] ET] Covetie dovument s  template tha
. =2dve can be used to format future documents.
5. Click on the Save button. o Tormar it -
@ Word 97-2003 Document
‘_l Savehs | P Save a copy of the document that is fully
1 - compatible with Word 97-2003.

Change the Default File Format for Saving
1. Click on the Office Button.
Click on Word Options button at bottom of dialog
Choose Save from the list on the left
Change the value for “Save files in this format” to Word 97-2003 Document.
Click on the OK button.

arwbd

Intro to Word 2007 7




Open an Existing Document
1. Click on the Office Button in the upper left corner and select Open.

Open ﬂﬂ
Lok in: |j Ward Documents j & - ] -
JTrusted Mame Size | Type | Date Modified
Templates | i} sesignment. docx : 11KE Microsoft OFfice Wa,.. 11/19/2007 3:44 PN
s My Recent
Documents
(& Desktop
= My
‘JDDcuments
40
Camputer
1] |~
File name: | j

Files of type: |F'.II Word Documents O, docx; *,docm; *,dak; *,datm; *, doc; *,dat; * .kt * . html; *rtf; vJ

Tools |- | Cancel |

2. Look in the My Documents folder or on your Desktop or in other folders until you
find the file you wish to open.

3. Click once on the file name then click on the Open button
_or_
Double click on the file name.

Close a Document

Click on the Office Button in the upper left corner and select Close.
-or- Press Ctrl W .
-or- Click on the X in the upper right corner of the title bar =|2| x|
_Or_

Add the Close button to your Quick Access toolbar and use it.

/D S B &m0 X))

If you haven’t saved your most recent typing or editing changes, you will be prompted to do so.
Click on Yes to save your document while you are closing it.

Print a Document

Click on the Office Button in the upper left corner and select Print.
-or- Press Ctrl P

_or_

Add the Print button to your Quick Access toolbar and use it.

LT EICEREES
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Margins
Use the Page Layout tab, click on the Margins button, and then choose from a selection of
predefined margins or set your own custom margins.

e Inzert Page Layout References Ma -
s Page Setup 2| x|
= =)
== = Breaks -
3 I j —— '_| Margins ] Paper l Layaut ]
- == 3 LineNun _
Margins Orientstion  Size  Celumns ook Margins
M M M M bE Fyphena Top: ll"——il Botkom: ,ﬁ
Normal Left: 0.7 =] Right: 0.7 =]
Tap: L Battam: 1"
Left: 1 Right: 1" Gutter: 0" EI: Gutter position: Left -
— Crrientation
Narrow =
Top: 0.5" Bottom: 0.5" .
Left: 0.5" Right: 0.5" E
— Portrait Landscape
Moderate Pages
Tap: 1" Battom: 1"
Left: 0.75" Right: 0.75" Multiple pages: ﬁ:rmal -
Wide )
Tap: L Battam: 1" Preview
Left: 2" Right: 2"
Mirrored = =
Top: " Bottormn: 1" = =
Inside: L.25" Outside: 1" e
Office 2002 Default
Tap: iy Battom: 1" Apply bo;  |Selected sections =
Left LIS Right: 125" PRl
Default... o] | Cancel |
Custom Margins...

You can also click the dialog launcher button in the bottom right corner of the Page Setup group
under the Page Layout tab to open a dialog box that will allow you to change the Margins,
Orientation, Paper Size and Source, and Layout. If you want these new margins to be the
default for new documents that you create, click on the Default button in the lower left corner of
the dialog box.

Ruler
An alternative method for setting margins and indentation is to use the ruler.
1. Make sure you are in Print Layout view: View tab > Print Layout.
2. If you cannot see a ruler, go to the View tab and check Ruler.
\ea/
Home Insert Page Layout References Mailings Review View Developer Ad

E Ed Web Layout || [V Ruler [ Document Map ;:) B % Mew Window
Outline

[ Gridlines [ Thumbnails | # ™ = M@ | B Arange Al

Print  Full 5creen Foom  100%
Layout Reading El Draft [ Split
Document Views Show/Hide Zoom Wil

3. You might need to drag the Indent buttons out of the way first. Drag the square at the
bottom to the right and drag the little house button on the far right a little to the left.

O N R T T S I R R R
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4. Position your cursor over the division between light and dark; your
cursor will change into a double-headed arrow.

5. Drag it to the left or right to change the margin for the document.
You can do the same thing to the ruler on the left for top and bottom margins.

>
Left MarginI_

You can drag the indent buttons to change the paragraph indentation for a selected paragraph.
Select the paragraph(s) first. Then:

« Drag the left indent square to bring the entire paragraph to the right. =

¢ Drag the upside house to the right to have a first line indent for the paragraph -

¢ Drag the house button on top of the square to the right for a hanging indent.

¢ Drag the house button on the far right side to the left to shorten the line length for the paragraph.

Paragraph Format Options Paragraph 2l
You can use the ruler to set first line indent or indents 3nd 5p3cng | Line and Bage Breaks

hanging indent. As an alternative to the ruler General

techniques or to specify other formatting options, Alignment:  fleft T

click the dialog launcher of a Paragraph group to Outine level: [ody Text ]

invoke the Paragraph dialog box.

§§ *;E %l Indentation

Il
1
.
111
P
u
|
1

Lefr: o 3: Special: By:
= ==/ 1=- «| 5| - = =
=== Right: o 3, |I{nu:une]l ﬂ | Zl
Paragraph << dialog launcher [ Mirror indents
Paragraph group under the Home tab
) Spacing

Indent Spacing _ ) )

e - Before: 0 pk - Line spacing: Ak

1= Left 0" : = Before: 0 pt :

; il IS P - ffter: 0 pk 3: |Single ﬂ | jl
= . . n - = . -

£t Right: 0 - += After. B pt x [ Dor't add space bebween paragraphs of the same style

Paragraph

Paragraph group under the Page Layout tab Preview

You can set the alignment, change the indentation
of a paragraph, and set the line spacing. Use
Spacing Before or Spacing After to control spacing
between paragraphs as an alternative to using two
hard returns between paragraphs.

Tabs... ‘ Default. .. ‘ K | Cancel

For more document formatting options, look under the Page Layout tab.

o "N EHaSE -0 D AasS-x a x |- e L0 ke chowcr - Rlicros o Wmsd
=

— Horrm Ere Fage Layout Tefe e VsdErey: Fiew Vi Deesiops
sl
Ha

= a

heernes. Fage Setup

il
!

z K
1

lagpes Onentsbon Soe Columes | Natzorane Page
Eferss - - - - e Hyphesaton -

|
I
-Ir
]
-
)
v
=

&

BrrEngE
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Alignment

There are four buttons in the Paragraph group on the Home tab that
are specifically for alignment. Once you have highlighted the
paragraph(s) that you want to work with, click on the appropriate

button (left, center, right, full justify).

First Line Indent

A first line indent is where the first line of the paragraph is indented (e.g. 5 spaces or half inch).
1. To accomplish this, go to the Home tab and click on the Paragraph dialog launcher.

Paragraph 2 x|
Indents and Spacing \ Line and Page Breaks ]
General
Alignrment: Left -
Qutling level;  |Body Text -
Indentation
Left: hg 3: Special; By
Right: T [First line x| e 2

2. Click on the Indents and Spacing tab if it is not on top.

Pené est né en 1898 3 Lessines et
lertinchamp  hes denx fréres, Raymond ot
que lui Perit. il aimait dessiner et son p
cnfance. nous reticndrons deoux événements.

D’abord. un sentiment de mystére.
souvenir. I1 I'éprouvers pour la premiére o
contenu. prés de son bercean. C'est la c

3. In the Indentation section, click on the down triangle under Special;
the current value is probably set to “(none)”.

4. Select First Line and specify how far you want the first line indented.

This paragraph format will stay in effect for the rest of your paragraphs.

Hanging Indent

A hanging indent is where the first line of the paragraph touches the
left margin but subsequent lines are indented. You may choose to
create hanging indents for a list of references at the end of your

document or for a glossary.

Custis, Joanne and Gail MchMillan, “Likrar
of Asynchroncms Teaming™, Jonrs
Learning Networks, V. 2, Tssue 1

1. To accomplish this, go to the Home tab and click on the Paragraph dialog launcher.

Indentation

Left: 0" El: Special:

B!

Right: 0" El: |Hanging

M ENE

2. Click on the Indents and Spacing tab if it is not on top.

3. In the Indentation section, click on the down triangle under Special.
4. Select Hanging and specify how far you want the subsequent lines indented.

This paragraph format will stay in effect for the rest of your entries. If you have already typed in
your list of references, select all of the entries and then apply this formatting.

Intro to Word 2007
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Change the Font

Font Group under the Home tab: To change the appearance of existing text, select it with your

mouse; then use the font tools found under the Home tab. You can change the font family, the

text size, text color, apply bold formatting or italics, etc. There is also a Clear Formatting button.

Arial 12 .| A A
B 7 U - x = Ma- ¥ -A -

Font ]

Mini-toolbar: Another option is that if you select text and then hover your mouse over the
selected text, a very dim mini-toolbar will appear. As your mouse cursor gets closer to it, it
becomes more visible. You can select any of the text formatting tools off the floating toolbar.

Arial .12 BA‘ A A

B I =E¥%.A -4iE

L

...
Il
4

Font Dialog: In addition to using the formatting
tools to modify text appearance, you can bring up
the Font dialog: Home tab > Font dialog button.
In this dialog, you can change several attributes
at one time. You can change the font itself, text
size, its underline and font style, and its color.
You can add special effects such as

strikethrough, shadow, or SUPerscriPt
Default Font

You can make a font your default font for all new

documents by clicking on the Default button in the lower left corner of the Font dialog. Word will

Font 21

Fonk l Character Spacing ]
Eont: Font style: Size:
|eial [eld [14
+Headings il Fegular J 10 ﬂ
Agency FB Ttalic 11 1
flgerian BD:;‘ I 12
allegro BT Biold Italic 14
firial ﬂ J 16 ﬂ
Fonk colar: Underling skyle:
| Aukornatic j | {none) ﬂ | J

Effects
[ Strikethrough N Shadl:lﬂ [ Small caps
[~ Double strikethrough [ Outline [ all caps

ask you to confirm the current font choice for your normal document template.

Microsoft Office Word

9 ‘fou are about to change the defadlt Font to (Default) Arial, 14 pt.

Mo | Cancel ‘

\_\_ﬁ
rj Do wou wank this change bo affect all new documents based on the NORMAL template?

X

Format Painter

You can use the Format Painter tool found under the Home tab or the mini-toolbar to apply

font characteristics to additional text:

1. Select text and make your formatting changes
Make sure the text is still selected

SGEFNNANIN

Click on the Format Painter tool (double click if you want to use it several times in a row)
Click on a word or select text to change its appearance to that of the previously selected text
If you double clicked on the tool, click on it once to turn it off or press the escape key.

12
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Styles

A style is a set of formatting instructions that control the appearance of your text. You identify
this unique set of instructions by giving it a style name. Any text can be altered quickly,
consistently, and easily by using the style that you have identified. Styles can be very handy if
you need to modify your formatting later and heading styles can be used to generate an
automatic table of contents.

Styles are collections of character and paragraph formatting decisions that you make and then
save using names that are meaningful to you. Although you aren't always aware of it, any time
that you are using Word, you are using styles.

Apply Styles from the Home tab

1. Place the insertion point in the paragraph that you want to format or select several
paragraphs.

2. Select a style from the Styles group on the Home tab.

asBrcendee 4aBbCcDa AABb AaBbC AaBbC“DGclick this to see another row
T Capticn Emphasis THeadingl  THeading2 THeading3 _

Click on the down triangle to see another row of choices

-

AaBbCcD AaBb AaBbcedé AaBbCcD¢ 4aBbCcDa
THeadingd THeading5 THeading6 T Heading7 ﬂHeadingSBMore button

Styles
Click on the More button to see additional choices including “Clear Formatting”

AsBbCeDEEe 4aBbCcDa AABl AaBbC AaBbCcD .

T Caption Ermphasis THeadingl THeading2  THeading3

AaBbCcD AaBbh AaBbCeDé AaBbCeDé 4aBbCcDa
THeading4  THeading5 THeading6é  THeading?  THeading8

AzBbCcDc AaBbCcDe AaBhCeD: AaBbCel AaBb
T Heading 9 T Mormal Strong T Subtitle T Title

5

AaBbCcDé AaBbCecDa AaBbCeDw AaBbCcDa AaBbCelh

T Mo Spacing  Subtle Emp.. Intense Emp.. Quote Intense Quote

AABBCCD] AABBCCD AABBCCD AaBbCcDe
Subtle Refer.. Intense Refe..  BookTitle T List Paragr.. J

Save Selection as a Mew Quick Style...

clE
el

Clear Formatting

Apply Styles...

&

Intro to Word 2007
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Modify Existing Heading Styles

If your style guide dictates a different appearance for the heading

text, here are the steps to customize the heading style:

1. Go tothe Home tab

2. Right click on a heading style in the Styles group

3. Choose Modify from the shortcut menu

Modify Style

Properties
Mame: |Heau:|ing 2
Style bype: |F'aragra|:uh
Skyle based an: | T Marmal

Style for Following paragraph: | T Mormal

Farmatting

Arial * |6 «||B & 0O Aukomatic j

= =E EE | = = = £ £ & i
Choose Modify

Based on; Marmal, Following skvle: Marmal

W add to Quick Skyle list [ Automakically update

& nly in this document © Mew documents based on this template

Farmak =

Font: (Default) Arial, 16 pt, Bold, Space After: & pt, Keep with next, Level 2, Stwle: (

Ay | BAF

AaB Update Heading 2 to Match Selection
T Head
= |‘>4 Modify...

Select All 19 Instance(s)

Rename...

Remaove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

4. Make changes to the font, font size, style, color, alignment, line spacing.

Farmat =

Font...

‘ Paragraph... ‘
Tabs...

Border...

Click on the Format button to get to dialog boxes to change more formatting.

5. Click on OK to save your changes to the style. By default, these changes will apply only

to this document.

14
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Keep lines of a paragraph together

1.
2.

3.

Select the paragraphs.

On the Home menu, click Paragraph, and then

click the Line and Page Breaks tab.
Select the Keep lines together check box.

Keep a heading with
its first paragraph

1.

2.
3.

Select the paragraph you want to keep with the

Paragraph

Indents and Spacing | Line and Page Breaks |

Pagination
V! widowCrphan contral
W] keep lines together

[T suppress line numbers
[ pon't hyphenate

next on a page. This is usually used when you have text you want to act as a heading and
you don’'t want it to be separated from its first paragraph. If you use Word’s built-in heading

styles, this option is already in effect.

On the Home menu, click Paragraph, and then click on the Line and Page Breaks tab.

Select the Keep with next check box.

Widows and Orphans

In documents, an “orphan” is a heading or first line of a paragraph as the last line on a page and
a “widow” is the last line of a paragraph alone at the top of the next page. Some style guides
discourage allowing paragraphs to split so that orphans or widows are created.

1. Select the desired text (keyboard shortcut: Ctrl A for whole document)
2. Click on the Paragraph dialog launcher from the Home menu.

3. Click on the Line and Page Breaks tab

4. Put a check mark in front of Widow/Orphan control
This will move a line at the bottom of a page to the top of the next page as needed.

Magrims. Sadon kod, b oo anth pramites chose qoe poitos resssntic o eafa
comeralt rien e décomre mams cexse Ca amomiioe et awrod sneynficabhle mdogse o or

e plus e mmene. Nest oo pas e propre ds opemese Jere smymerienn a1 dooc

Encsie Jr soicide de 3 mise. Dipragcive, alle seafisin e oot de chez alls poa

before "Widow/Orphan" control
one line at top of next page

aymesiens: gu appanl dams cemains de res ableann O semsimem bescen
Mageime Selom bui, Je smomdee et premmibee choge que prstos regoea oo eofy

coma¥ rien a1 décomvee mao oepoe. O amepitne et s snexplicable podsooe o oo

Exrcsste Je osicide de o mése Ddpregoive, elie senfivics moe oot de chez elle pos
after "Widow/Orphan Control" is checked
line from previous page joins the lonely line

AETQN 555 PUETLS, 1SDCOWRATEA. LA SO0 SOIANCE, DOWS MNSDGI0NS SN SVEDME DT

Dabord, wn seotimant de areméas, oo vesdlls o souvenin. 11 Téprosvera powr la pram

babe en comemplant moe catwe, dont 1 fgooee Je comiem, prés de som bescean. Cent!
mrsdrieme g apranal daos cemiss de ses ablamn O sesfmest bescera feof

before "Widow/Orphan" control
first line of paragraph at bottom of page

admad se3 peintures, feacouragea. De son safance, sous retiendnons doux dvdoements

Dabord, we seotiment e ositce, oo vesdls s= souvenin. 11 Tdpromvera poer b prear
babd an comemplant woe caioos, doot Al ignore e comaans, prés de son bescean Cant

after "Widow/Orphan Control" is checked
that lonely line jumps to top of next page
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Breaks

To add a line or page break to the document, select the Page Layout tab and click on Breaks.
Then choose the type of break you'd like to insert in your document from the list that drops down.

Page Break: choose Page from the top of this list for a
forced break between pages.

Column Break: used to force text to the top of the next
column when you have set up your document or
section with columns.

Next Page Section Break: if you want some pages to
have a different orientation, different
header/footers, a different style of page numbers,
or different margins, you will have to insert a
section break.

Continuous Section Break: useful for having a portion
of a page with columns or different margins.

Even or Odd Page Section Break: avoid these unless
you know what you're doing. They are meant for
those documents where the new chapter must
start on an odd or even page. These should not be
used at all in WVU theses and dissertations.

Line Break: To insert a line break instead of a paragraph
break, press Shift Enter. This is useful when you
want to break a document heading or block of text
in a specific location.

Note: If you delete a section break, the previous section
will inherit the characteristics of the former second
section (formatting will flow backwards)

=l
'= Breaks =

ﬁ \qj m Ind

Fage Breaks

Page
Mark the point at which cne page ends

ﬁ and the next page begins,
T Column
Indicate that the text following the celumn
= break will begin in the next celumn,
Iy Text Wrapping .
= Separate text arcund chjects on wek
pages, such as caption text from body text,
Section Breaks
J MNext Page
b Inzert a zecticn break and start the new
— secticn on the next page,
Continuous
K Insert a section break and start the new
— secticn on the same page.
Even Page
2 Insert a secticn break and start the new
'=iﬁ secticn on the next even-numbered page,
Odd Page
1 Insert 2 section break and start the new
’=3iﬁ section on the next odd-numbered page.

Another way to insert a simple page break is to choose Page Break from the Pages group on

the Insert tab or press Ctrl Enter.

83/ ™
Home Insert Pag

=
Rl=
Cover  Blank | Page Tahle
Page~ Page | Break -
Pages Tables
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Headers and Footers

Sometimes you want more than just a page number at the top or bottom of your pages. You can
create a running title or a running footer that will print on each page.

To create or work with your header or footer, go to the Insert tab and select Header or Footer.

You can select a Built-In style from the menu
that appears.

finctors iEven Pansi
Austers (bven Faoe)

_ You can enter text by clicking Edit Header or
Edit Footer from the below the list of built-in
styles and typing in the dotted box that appears.

EEEm e e, e e
IEGUET O FOWE | S

Diezinr
Liecigr

» [5G} previous Section | Different First Page 3¢ Hesderfrom Top 02"

5T\ Mext Section | Differant Odd & Fren Pages

Header & Footer insert Havigation Ogtions Fosition Ciose

1 EEES EEETEEES TR EEEY SRR RS SRRy SRR

|
. | EvenFage fzader . ' |
e To insert text such as the title or the author name: QuickParts > Document Property.
e To insert text such as the filename or AutoText: QuickParts > Field

e Toinsert a page number, click on the Page Number button.

e To change page number appearance, click on the Page Number button and choose
Format Page Numbers.

e You can include the total number of pages.

e You can insert the current date or time or an image into the header or footer.
e You can switch between editing the header and the footer.

e You can go to a previous or next section’s header or footer.

e Quick trick: once a header or footer exists, you can double click in that area to start
editing it. You can double click back in the body or press Esc to return to the document.
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Insert Page Numbers

1. Go to the Insert tab and select Page Number...
2. Select a position for the page numbers or select Format Page Numbers.
3. You can choose a number format (Letters, Roman Numerals, etc.) and the page you want

the numbers to begin.

Page Text  Quick Words
Mumber = Box+ Parts + -
& | Top of Page 3 !
[# | Bottem of Page b P
] | Page Margins 3 /
Current Position [
Format Page Numbers...

Page Number Format

2]

Nurnber format; FLJ 2ot

[ Include chapter number

reading 1 7]
[ thphen) -]

Page numbering

* Continue from previous section

™ Skart ak: 3:
004 |

5

Cancel ‘

An alternative technique for page numbers is to place them in a header or footer.

Insert Today’s Date

1. Go to the Insert tab and select Date and Time from the Text group.

AE % Signature Line =

- j?) Date & Time

Quick WordArt  Drop -
Parts - - Cap ~ "4 Object ~

Text

2. You can choose the format of the
date or time that you want to insert.

3. Put a check mark next to Update
automatically if you always want the
date on the document to be the date
the document was opened.

4. Click on OK.

Date and Time d B
Available formats: Language:
111512007 =] [Enalish (.53 |

Thursday, Movember 15, 2007
Movemnber 15, 2007
11115/07

Z007-11-15

15-Meowe-07

11.15.2007

Mov, 15, 07

15 Movember 2007
Movember 07

More-07

11M15/2007 11:37 AM
111152007 11:37:06 AM
11:37 AM

11:37:06 AM

11:37

11:37:06

Defaulk. ..

J [ Update autormatically

a4 | Cancel
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Insert a Table

1. Go to the Insert tab and click on Table.

'_i j == ﬂf .l
(EEEEEE
HEEEEEN

LILC
LI
LI
LI
LI O
HEEEEEN
I | Insert Tabile
j Diraw Tahle
- ey

2. Either select the number of rows and columns with your mouse — then click.
_Or_

Click on Insert Table and enter the number of rows and columns in the dialog.

Insert an Image

1. Goto the Insert tab and click on Picture

Inserk Picture

Look in: IE] Sample Pictures

D) My Recent
Diocuments

@ o -
Tl
D Dacuments

Compuker

Sunset, jpg water lilies.jpg Winker.jpa

2. Look in your folders until you find the image you wish to insert.
3. Double click on it or click once then on the Insert button.

When you click on an inserted picture, you will have an additional ribbon:
Picture Tools > Format that you can use to modify the image (brightness, contrast, crop, etc)

ﬁ;-r."'. ITEFHd&F?- 3 H=S-A O E F ol ® . Bicture Tools  werd30T islio doee - Micrasolt Wi =
I
=" Homt  Jaed  Pegeliyout  Refeences  Midings  Review  Veew  Developer Addlu  Acrobit Format o
@ Brightness = Ji{ Compress Pictures — - — — . ¥ Picture Shape - - : B “ ¥l (180"
B Coctrwie - W Chunge Picture B - — n o B2 Pictire Bordes - . - B
Podition Crop 1 -
Wy Recolor - il Peset Picture A = Picture [Hects - « [l Tet Wigging = Sk - =
Adiust Phehuss Stybes - Bantent Sire
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Word 2007 Options

Office Button > Word Options button > choose a category on left > choose responses > OK

Word Options

2 x|

Popular

Display
Procfing
Save

Advanced

Customize

Add-Ins

Trust Center

Resources

Change the most popular options in Word.

W Show Mini Teolkar on selection (3
¥ Enable Live Preview (i)

I~ Show Developer tab in the Ribbon )
¥ Always use ClearType

[T Open e-mail attachments in Full Screen Reading view ()

Color scheme: IEIue v|

ScreenTip style: I Show feature descriptions in ScreenTips j

User name: ITechnicaI Support Services
Initials: TS5

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

Popular Options — control interface for working with Word

Word Options

2%

Popular
Display
Proofing
Save

Advanced

Customize

Add-Ins

Trust Center

Resources

Change how document content is displayed on the screen and when printed.

¥ Show white space between pages in Print Layout view (i)
¥ Show highlighter marks(i)

¥ Show document tooltips on hover

[T Tab characters —+
[ Spaces

[T Paragraph marks 1
™ Hidden text ahe
[ Optional hyphens -
[T Object anchors sJr
™ Show all formatting marks;

Display Options — control page display, visibility of formatting marks, printing options
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Word Options

X

2=

Popular
Display
Proofing
Save

Advanced

Customize

Ldd-Ins

Trust Center

Resources

Change how Word corrects and formats your text.

Change how Word corrects and formats text as you type:  AutoCorrect Options... |

¥ Ignore words in UPPERCASE

¥ Ignore words that contain numbers
¥ Ignore Internet and file addresses

¥ Flag repeated words

[T Enforce accented uppercase in French

[T Suggest from main dictionary only

Custom Dictionaries... |

French modes: ITraditionaI and new spellings j

¥ Check spelling as you type

Proofing Options — AutoCorrect, spell check

Word Options

Popular
Display

Proofing

Save

Advanced

Customize

Add-Ins

Trust Center

Resources

H Customize how documents are saved.

Save files in this format: IWord Document (*.docx) j

¥ Save AutoRecover information every minutes

AutoRecover file location: IC:\Documents and Settings\ksfletcher\ Application Data\Microsoft\ Word', Browse... |
Default file location: IC:\Documents and Settings\ksfletcher\My Documents', Browse... |

Save checked-out files to: ()

% The server drafts location on this computer

™ The web server
Server drafts location: IC:\Documents and Settings'ksfletcher\My Documentsh SharePoint Drafts' Browse... |

[T Embed fonts in the file(D

[~ Embed only the characters used in the document (best for reducing file size)

[T Do not embed common system fonts

0K I Cancel

Save Options — default file format, autorecover, embedding fonts

Intro to Word 2007
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Word Options

Popular
Display
Proofing
Save

Advanced

Customize

Ldd-Ins

Trust Center

Resources

Advanced options for working with Word.

¥ Typing replaces selected text

[ When selecting, automatically select entire word

¥ Allow text to be dragged and dropped

W Use CTRL + Click to follow hyperlink

[T Autornatically create drawing canvas when inserting AutoShapes

¥ Use smart paragraph selection

¥ Use smart cursaring
[T Use the Insert key to contral overtype mode
[T Use overtype mode
[ Prompt to update style
[T Use Normal style for bulleted or numbered lists
¥ Keep track of formatting
[T Mark formatting inconsistencies

¥ Enable click and type

Default paragraph style: I Mormal j
Pasting within the same document: I Keep Source Formatting (Default) j
Pasting between documents: IMatch Destination Formatting j

Pasting between documents when style definitions conflict: IUse Destination Styles (Default) j

Pasting from other programs: IMatch Destination Formatting j

Insert/paste pictures as: IIn line with text j
W Keep bullets and numbers when pasting text with Keep Text Only option

[T Use the Insert key for paste

¥ Show Paste Qpticns buttons

¥ Use smart cut and paste (i) Settings...

Advanced Options — selecting text, overtype, default paragraph style, copy & paste formatting
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Word Keyboard Shortcuts
Bold = Ctrl B
Center a paragraph = Ctrl E
Copy =Ctrl C
Cut = Ctrl X
Exit = Alt F4
Find = Ctrl F
Go to a certain page = Ctrl G (or F5)
Go to beginning of line = Home
Go to beginning of document = Ctrl Home
Go to end of line = End
Go to bottom of last page = Ctrl End
Hanging Indent = Ctrl T
Help = F1
Italicize = Ctrl |
Open =Ctrl O
Paste = Ctrl V
Print = Ctrl P
Print Preview = Ctrl F2
Replace = Ctrl H
Right Align paragraph = Ctrl R
Save =Ctrl S
Save As = F12
Select word = double click on it
Select paragraph = triple click in it
Select All text in document = Ctrl A
Spell Check = F7
Undo = Ctrl Z
View Paragraph Formatting = Shift F1
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