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The Office Button

The Office Button is in the upper left corner of you Microsoft Word 2007 document.

This button opens up options, such as “New,” “Save” and “Print.”

Save As
@ Print L4
5_4} Prepare »
‘@ Send »
" Publish »
_J‘\ Close

The Title Bar

The Title Bar is where the name of you document and the name of the program is located. The following
title bar shows the name of the document as “Letter” and the name of the program as “Microsoft
Word.”

I Letter - Microsoft Word I
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Windows Controls

You also have on the upper right corner the Windows Controls, where you can

“Minimize,” “Restore Down,” or “Close” your Microsoft Word document.

\m

The Ribbon

The “Ribbon” is a new and easier way to navigate Microsoft Word 2007. The “Ribbon” is composed of
Tabs, Groups, and Commands.
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Editing

Tabs, Groups & Commands

Each Tab represents an activity area. Within each Tab there are several Groups that show related items
together. Within each Group there are different Commands. A Command is a button, a box to enter
information, or a menu.

Tab Group Commands
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The Ruler
The Ruler helps you when you are lining up items or text in your document.
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Status Bar

The Status Bar has a variety of commands, such as the amount of

“Pages” you have, “Word Count,” “Spel] Check,” and “Zoom.”

Fage:3of19 | Words:503 | <8 |

Quick Access Toolbar

The Quick Access Toolbar has the most frequently used commands. By default the Quick Access Toolbar
will have “Save,” “Undo” and “Repeat.”

i

You can add more features to the Quick Access Toolbar by clicking the downward arrow next to the
Quick Access Toolbar. You can then choose to place the Quick Access Toolbar below the ribbon by
clicking “Show Below the Ribbon.” By default the Quick Access Toolbar will be above the Ribbon.
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Dialog Box Launcher

The “Dialog Box Launcher” is a small arrow in the bottom right of certain groups. It will give you more
options that are related to the group that it is in.
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Mini Toolbar

When you select a text the “Mini Toolbar” will appear. It can help you work with “Font,” “Text Color”
and “Bullets,” among many other things.
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ToWhom It May Concern:
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You can turn off the “Mini Toolbar” in “Word Options.” This is by clicking on the “Office Button,” "' *ﬁ
£ Word Optj
and “Word Options.” 2 Word Optjons

s Then uncheck the option that says “Show Mini Toolbar On
Selection” and click “OK.”

Word Options
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Recent Documents List

The “Recent Documents” list is a way to open a file in Microsoft Word. After you click on the “Office

Button” all the recent documents you have opened will appear in the “Recent Documents” list. You can

pin a file and click on the “Pin” icon so that the file will always remain in the “Recent Documents” list. To
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The Font Options

In the “Font Group” you can change the “Font,” “Font Size,” and add “Effects” among many other things.
For more options, click on the Font group’s “Dialog Box Launcher.”
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Heading Styles

There are different “Heading Styles” which appear when you click on the downward arrow in the

“Styles” groups.
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T Normal Mo Spacing  Heading 1 Heading 2 Title Subtitle
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AABBCCDC AABBCCDL AABBCCDC AaBbCcDe
Subtle Ref.. IntenseR.. BookTitle T List Para.

Save Selection as a Mew Quick Style...
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*»  Clear Formatting

@

Apply Styles..

Paragraph Options

The “Paragraph” group has a variety of different options. All the options in the “Paragraph” group

appear when you click on the Paragraph group’s “Dialog Box Launcher.”
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Paragraph

Afterwards, the “Paragraph” window will appear. You will be able to change the “Alignment,”

“Indentation” and “Spacing.” When you are done, click “OK.”

Paragraph
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To add a “Watermark” click on the “Page Layout” tab.
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Then, click on “Watermark” option and choose a predesigned watermark, such as “Confidential” or

“Urgent.” If you wish to choose your own watermark, click “Custom Watermark...”
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You can then add a “Picture watermark” or “Text watermark” and click “OK.”
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You will then see your watermark on your document.
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To remove the watermark, click on “Watermark” once again, and “Remove Watermark.”
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Compatibility Mode

When you click on the “Office Button” and “Save As” you have a variety of ways to save your document.
The documents saved as a Microsoft Word 2003 document can open in the Microsoft Word 2007
version. But you cannot always open the 2007 document in the 2003 version. If you wish to open the file
in a 2003 version click on “Save As” and “Word 97-2003 Document” so you can open your document in
any previous version of Word.

Save a copy of the document

[L:,' 5 Word Document
= Save the file as a Woard Document.

[I.:"J Word Template
< = Save the dacument as a template that can
H Save

be used to format future documents,

= Word 37-2003 Document

Save a copy of the document that is fully
compatible with Waord 97-2003,

] Print > [L:"J OpenDocument Text
o Save the document in the Open Document
] Format,
PDF or XPS
= Publish a copy of the document as a PDF or
XPS file,
s—J| Other Formats
Publish »

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

Jﬁ Close

Using Help Screen

If you need assistance with your Microsoft Word 2007 document click on the “Help Icon” @ on the
upper right corner of the screen. The “Word Help” window will appear. You can then type your question
in the search box and a list of links on the topic will appear.

@ Word Help - = x
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downloads | images | templates

Get help with Word 2007
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Keyboard Shortcuts

If you click on ALT you will see “Key Tips,” which allow you to access commands quickly.
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Page Margins

If you click on the “Page Layout” tab and “Margins” you will be able to edit your document’s margins.

Insert Page Layout References Mailings Revii
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Wide
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Mirrored

Top: 1" Bottom: 1"

Inside: 125" Dutside: 1"

Office 2003 Default

Top: 1" Bottom: 1"

Left: 1.25" Right: 125"

Custom Margins...

Page Borders

When you click on the “Page Layout” tab and “Page Borders” a new window will appear.
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The “Borders and Shading” window will appear and you will be able to add a border with different
“Styles” and “Color.” After you edit your border, click “OK.”

Borders anu Shading

Borders | Page Dgder |_

Setting: Presvigw

- Click on diagram below or use
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You can change the color of your page by clicking on “Page Color” in the “Page Layout” tab.
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You will then get a variety of “Theme Colors” to choose from.

Theme Colors

Standard Colors
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Page Orientation

To change the orientation of your page go to the “Page Layout” tab and click “Origntation.”
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You will then be able to change the orientation of your page to “Portrait” or “Landscape.”

E_I Partrait

EI Landscape

Protecting your Document

To protect your Microsoft Word 2007 document click on the “Review” tab on the Ribbon.
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Then click “Protect Document.”
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Choose an option from the “Protect Document” drop-down list. Click “Restrict Formatting and

Editing.”
I Developer
v ? L}
Protect Document Document

Document ||| Template Panel
Restrict Reviewing Options

Restrict Formatting and Editing
Restrict Permission
V' | Unrestricted Access

Restricted Access

Manage Credentials

A new window will open on the side of your document. You will then be able to change the
“Editing restrictions” and add any “Exceptions” if you wish certain people to freely edit parts of

the document. Then click “Yes, Start Enforcing Protection.”

Restrict Fermatting and Editing X
1. Formatting restrictions

[ Limit: formatting to a selection of
styles

2. Editing restrictions

Allow only this type of editing in
the document:

choose users who are allowsd o
freely edit them.
Groups:

fecro—

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

‘fes, Start Enforcing Protection

See also

Restrict permission...
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Afterwards, you can add a “Password” to protect your document and click “OK.”

Protectigf method

@ Password

file and remaove the password.)

Enter new password (optional): |"--uu

Reenter password to confirm: |--n--

() User authentication

(Authenticated owners can remove documght protection. The
document is encrypted and Restricted Agfess is enabled.)

| ok || cancel |

To unprotect the document click “Stop Protection,” type in the “Password:” and click “OK.”

7| Restrict F ing and Editing ¥ X
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This document is protected from
unintentional editing.

You may freely edit in this region.

Find Next Region I Can Edit
Show All Regions I Can Edit

Highlight the regions I can edit

Stop Protection
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