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»  Getting Started

Screen Layout
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Menus

When you begin to explore Word 2007 you will notice a new look to the menu bar.
There are three features that you should remember as you work within Word 2007:
the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. These three
features contain many of the functions that were in the menu of previous versions of
Word. The functions of these three features will be more fully explored below.

The Microsoft Office Button
The Microsoft Office button performs many of the functions that were located in the
File menu of older versions of Word. This button allows you to create a new

document, open an existing document, save or save as, print, send (through email
or fax), publish or close.
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The Ribbon is the panel at the top portion of the document. It has seven tabs: Home,
Insert, Page Layout, References, Mailings, Review, and View that contain many new
and existing features of Word. Each tab is divided into groups. The groups are logical
collections of features designed to perform functions that you will utilize in
developing or editing your Word document. Commonly used features are displayed
on the Ribbon, to view additional features within each group, click on the arrow at
the bottom right of each group.
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Each of the tabs contains the following tools:
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Home: Clipboard, Fonts, Paragraph, Styles, and Editing.

Insert: Pages, Tables, Illustrations, Links, Header & Footer, Text, and Symbols
Page Layout: Themes, Page Setup, Page Background, Paragraph, Arrange
References: Table of Contents, Footnote, Citation & Bibliography, Captions, Index,
and Table of Authorities

Mailings: Create, Start Mail Merge, Write & Insert Fields, Preview Results, Finish
Review: Proofing, Comments, Tracking, Changes, Compare, Protect

View: Document Views, Show/Hide, Zoom, Window, Macros

Quick Access Toolbar

The quick access toolbar is a customizable toolbar that contains commands that you
may want to use. You can place the quick access toolbar above or below the ribbon.
To change the location of the quick access toolbar, click on the arrow at the end of
the toolbar and click on Show Below the Ribbon.
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Ripimize the Ribbon

You can also add items to the quick access toolbar. Right click on any item in the
Office Button or the Ribbon and click on Add to Quick Access Toolbar and a shortcut
will be added to the Quick Access Toolbar.
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Show Quick Access Toolbar Below the Ribbon

Mipimize the Ribbon
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Working with Documents

Create a New Document
There are several ways to create new documents, open existing documents, and
save documents in Word:

Cla
a3
= C(Click the Microsoft Office Button - and Click New or
= Press CTRL+N (Depress the CTRL key while pressing the “"N”) on the keyboard

You will notice that when you click on the Microsoft Office Button and Click New, you
have many choices about the types of documents you can create. If you wish to start
from a blank document, click Blank. If you wish to start from a template you can
browse through your choices on the left, see the choices on center screen, and
preview the selection on the right screen.
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Opening an Existing Document

Ca )
= (Click the Microsoft Office Button = and Click Open, or
= Press CTRL+O (Depress the CTRL key while pressing the "0”) on the keyboard, or
= If you have recently used the document you can click the Microsoft Office Button
and click the name of the document in the Recent Documents section of the window
Insert picture of recent docs

Saving a Document
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Cia
= (Click the Microsoft Office Button = and Click Save or Save As (remember, if
you're sending the document to someone who does not have Office 2007, you will
need to click the Office Button, click Save As, and Click Word 97-2003
Document), or
= Press CTRL+S (Depress the CTRL key while pressing the “S”) on the keyboard, or
= (Click the File icon on the Quick Access Toolbar
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Renaming Documents
To rename a Word document while using the program:

Cia )
)
= (Click the Office Button - and find the file you want to rename.
=  Right-click the document name with the mouse and select Rename from the shortcut
menu.
= Type the new name for the file and press the ENTER key.
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Froperties

Working on Multiple Documents

Several documents can be opened simultaneously if you are typing or editing
multiple documents at once. All open documents will be listed in the View Tab of
the Ribbon when you click on Switch Windows. The current document has a
checkmark beside the file name. Select another open document to view it.
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Document Views
There are many ways to view a document in Word.

= Print Layout: This is a view of the document as it would appear when printed. It
includes all tables, text, graphics, and images.

= Full Screen Reading: This is a full view length view of a document. Good for
viewing two pages at a time.

= Web Layout: This is a view of the document as it would appear in a web browser.

= Outline: This is an outline form of the document in the form of bullets.

= Draft: This view does not display pictures or layouts, just text.

To view a document in different forms, click the document views shortcuts at the

bottom of the screen

= C(Click the View Tab on the Ribbon
=  (Click on the appropriate document view.
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Print |[Full Screen ‘Web  Outline  Draft
Layout | Reading Layout

Document Views

Close a Document
To close a document:

=  (Click the Office Button
= C(Click Close

Customize the environment

Word 2007 offers a wide range of customizable options that allow you to make Word
work the best for you. To access these customizable options:

= (Click the Office Button
= Click Word Options

Compiled By Dr Paras Kothari



= dH0- & - Edil

Recent Documents
j Hew
1 ANGEL_Quiz_template =
=
% Open £ Merge Courses Directions
2 Course Backup L
Critline =
o 1
5 Table of Contents [
= B Styles 1=
Save As Bk
' 1 References and Citations i
Fm§ . . g Proofreading & Document =
-l":,'qJ i 9 Page Formatting =
: Magros =
% Frepare Lists =
Graphics =
_ﬁ Send k Formatting Text =
Formatting Paragraphs =
L/ Publish Creating Web Pages =
=
i=

_T' Close

!:J Word Options ||){ Exit Word |

Popular

These features allow you to personalize your work environment with language, color
schemes, user name and allow you to access the Live Preview feature. The Live
Preview feature allows you to preview the results of applying design and formatting
changes without actually applying it.

Word Qptions
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Display

This feature allows you to modify how the document content is displayed on the
screen and when printed. You can opt to show or hide certain page elements.

Word Options

Popular

- Display
Proafing
Save
Advanced
Customaze
Add.Ins
Trust Center

Resources

Proofing

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

Page display options
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This feature allows you personalize how word corrects and formats your text. You
can customize auto correction settings and have word ignore certain words or errors

in a document.
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Save

This feature allows you personalize how your document is saved. You can specify
how often you want auto save to run and where you want the documents saved.
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This feature allows you to specify options for editing, copying, pasting, displaying,

printing and saving.
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Customize

Customize allows you to add features to the Quick Access Toolbar. If there are tools
that you are utilizing frequently, you may want to add these to the Quick Access

Toolbar.
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Editing a document

Typing and inserting Text

To enter text, just start typing! The text will appear where the blinking cursor is
located. Move the cursor by using the arrow buttons on the keyboard or positioning
the mouse and clicking the left button. The keyboard shortcuts listed below are also
helpful when moving through the text of a document:

Move Action
Beginning of the line
End of the line

Top of the document
End of the document

Selecting Text

Keystroke
HOME

END
CTRL+HOME
CTRL+END

To change any attributes of text it must be highlighted first. Select the text by
dragging the mouse over the desired text while keeping the left mouse button
depressed, or hold down the SHIFT key on the keyboard while using the arrow
buttons to highlight the text. The following table contains shortcuts for selecting a

portion of the text:
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Selection Technique

Whole word double-click within the word

Whole paragraph [triple-click within the paragraph

Several words or |drag the mouse over the words, or hold down SHIFT
lines while using the arrow keys

Entire document choose Editing | Select | Select All from the Ribbon, or
press CTRL+A

Deselect the text by clicking anywhere outside of the selection on the page or press
an arrow key on the keyboard.

Inserting Additional Text
Text can be inserted in a document at any point using any of the following methods:

= Type Text: Put your cursor where you want to add the text and begin typing

= Copy and Paste Text: Highlight the text you wish to copy and right click and click
Copy, put your cursor where you want the text in the document and right click and
click Paste.

= Cut and Paste Text: Highlight the text you wish to copy and right click and click
Cut, put your cursor where you want the text in the document and right click and click
Paste.

= Drag Text: Highlight the text you wish to move, click on it and drag it to the place
where you want the text in the document.

You will notice that you can also use the Clipboard group on the Ribbon.

Fag

Paste ake
= % J o
Clipboard = "= Clipboard Menu
1 of 24 - Clipboard W

[,_,jt_L, Paste all ] [j'q Clear all ]

Click. an item ko paste:

@’J The student preview is
located at the top right
hand side of the screen...

Rearranging Blocks of Text

To rearrange text within a document, you can utilize the Clipboard Group on the
Home Tab of the Ribbon.

Insert picture of clipboard group labeled
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= Move text: Cut and Paste or Drag as shown above

= Copy Text: Copy and Paste as above or use the Clipboard group on the Ribbon

= Paste Text: Ctrl + V (hold down the CTRL and the “V" key at the same time) or use
the Clipboard group to Paste, Paste Special, or Paste as Hyperlink

" Home Insert

j & Calibri [Body)

I|='tl_'"=I
{ Paste | 18 : T S |
L . 4 =

iy Paste

I5%  Paste Special...

|—_.

Deleting Blocks of Text

Use the BACKSPACE and DELETE keys on the keyboard to delete text. Backspace
will delete text to the left of the cursor and Delete will erase text to the right. To
delete a large selection of text, highlight it using any of the methods outlined above

and press the DELETE key.

Search and Replace Text
To find a particular word or phrase in a document:

= Click Find on the Editing Group on the Ribbon
= To find and replace a word or phrase in the document, click Replace on the Editing

Group of the Ribbon.

34 Find ~

23c Replace

i Sefect
Editing

Undo Changes
To undo changes:
= (Click the Undo Button on the Quick Access Toolbar

| - O &
..33

r Home Insert

Formatting Text

Styles
Style is a format enhancing tool that includes font typefaces, font size, effects (bold,

italics, underline, etc.), colors and more. You will notice that on the Home Tab of the
Ribbon, that you have several areas that will control the style of your document:
Font, Paragraph, and Styles.
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Change Font Typeface and Size
To change the font typeface:

= (Click the arrow next to the font name and choose a font.

Calibri [Body) - -1t a7 ||

|B I g + abe . W Aa

Font F]

= Remember that you can preview how the new font will look by highlighting the text,
and hovering over the new font typeface.
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Formatting Text
it ALGERLAN ¢
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r A.ﬂ" Slaok ool that includes font typefaces, font size, effects (bold, italic:
& Arial Namow i notice that on the Home Group of the Ribbon, that you hawe
r
v Arial Rounded MT Bold L:nf your document: FONT, PARAGRAPH, AND STYLES.
T Arial Unicode MS i

To change the font size:

= (Click the arrow next to the font size and choose the appropriate size, or
= (Click the increase or decrease font size buttons.

Calibri [Body) w11 - [Tl
B I U ~abe X, Aav || NA -

Font l=
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Font Styles and Effects
Font styles are predefined formatting options that are used to emphasize text. They
include: Bold, Italic, and Underline. To add these to text:

= Select the text and click the Font Styles included on the Font Group of the Ribbon, or
= Select the text and right click to display the font tools

zfaces, font size, effe
= Group of the Ribbon,
. Paragraph, and Styles.

Calibri {Bot~ 11 -~ A" A7 19.;:' &
W . A EE

T

Change Text Color
To change the text color:

= Select the text and click the Colors button included on the Font Group of the Ribbon,
or

= Highlight the text and right click and choose the colors tool.

= Select the color by clicking the down arrow next to the font color button.

Calibri ':E“""\li"' A s A
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Highlight Text
Highlighting text allows you to use emphasize text as you would if you had a
marker. To highlight text:

Select the text

Click the Highlight Button on the Font Group of the Ribbon, or

Select the text and right click and select the highlight tool

To change the color of the highlighter click on down arrow next to the highlight button.
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Copy Formatting

If you have already formatted text the way you want it and would like another
portion of the document to have the same formatting, you can copy the formatting.
To copy the formatting, do the following:

= Select the text with the formatting you want to copy.

= Copy the format of the text selected by clicking the Format Painter button on the
Clipboard Group of the Home Tab

= Apply the copied format by selecting the text and clicking on it.
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Clear Formatting
To clear text formatting:

= Select the text you wish to clear the formatting
= Click the Styles dialogue box on the Styles Group on the Home Tab
= C(Click Clear All
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List Paragraph

[] shiow Preview
| [ pisable Linked Styles

Opkions. ..
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Formatting Paragraphs

Formatting paragraphs allows you to change the look of the overall document. You
can access many of the tools of paragraph formatting by clicking the Page Layout

Tab of the Ribbon or the Paragraph Group on the Home Tab of the Ribbon.
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Change Paragraph Alignment

The paragraph alignment allows you to set how you want text to appear. To change

the alignment:

=  (Click the Home Tab

= Choose the appropriate button for alignment on the Paragraph Group.
= Align Left: the text is aligned with your left margin
= Center: The text is centered within your margins
= Align Right: Aligns text with the right margin
= Justify: Aligns text to both the left and right margins.
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Paragraph ]

Indent Paragraphs

Indenting paragraphs allows you set text within a paragraph at different margins.

There are several options for indenting:

First Line: Controls the left boundary for the first line of a paragraph

Left: Controls the left boundary for every line in a paragraph
Right: Controls the right boundary for every line in a paragraph

To indent paragraphs, you can do the following:

=  C(Click the Indent buttons to control the indent.
= (Click the Indent button repeated times to increase the size of the indent.
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= C(Click the dialog box of the Paragraph Group
= C(Click the Indents and Spacing Tab
= Select your indents
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Add Borders and Shading
You can add borders and shading to paragraphs and entire pages. To create a
border around a paragraph or paragraphs:

Select the area of text where you want the border or shading.

Click the Borders Button on the Paragraph Group on the Home Tab
Choose the Border and Shading

Choose the appropriate options
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Bgrders and Shading...

Apply Styles
Styles are a present collection of formatting that you can apply to text. To utilize
Quick Styles:

=  Select the text you wish to format.
=  Click the dialog box next to the Styles Group on the Home Tab.
= Click the style you wish to apply.

AaBbCcDt || A2BbCeDc AaBbhCi AaBbCc _ %
% Hormal |7 Mo Spad.. Headingl Heading - Change
/é Styles ~

Styles

Create Links
Creating links in a word document allows you to put in a URL that readers can click
on to visit a web page. To insert a link:

= Click the Hyperlink Button on the Links Group of the Insert Tab.
= Type in the text in the “Text to Display” box and the web address in the “Address”
box.

Insert Page Layout References Mailings Review Wig

j lraal) t—jﬂ L_J') 8, Hyperiink

A Bookmark
Table Picture  Clip Shapes SmartArt Chart
- Art - (') Cross-reference

Tables Mustrations Links
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Change Spacing Between Paragraphs and Lines
You can change the space between lines and paragraphs by doing the following:

= Select the paragraph or paragraphs you wish to change.
= On the Home Tab, Click the Paragraph Dialog Box

= C(Click the Indents and Spacing Tab

= In the Spacing section, adjust your spacing accordingly

L = = = A |
1) (2 - 4= - vig-| i aF| 21 9 | | A2BBCeD(| AaBbCeDe
A-/EE X N = &- 13- | tHomal | 1HoSpad.
fa Paragraph i *—

Indents and Spacing | Line and Page Breaks
Gensral

Abgrnent: [T ~
Cugtline bevel: | Bodly Text »

Indent stic
Lefi: o = Special: Eny:
Eight: iy = (none) w =
[0 pirrce indents
Spacing
Eafore: Opt = Line spacing: faik:
After: o = Fatiple ~ 115 2]

[ Gon't add space betwean parsgraphs of the seme style

Pravisw

Femaate b s e B ra T b T b s e pe T s han s S b aa T e e
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e am e b e B e e

[ 1as.. | [pefa. | [« [ comel
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Styles

The use of Styles in Word will allow you to quickly format a document with a
consistent and professional look. Styles can be saved for use in many documents.

Apply Styles

There are many styles that are already in Word ready for you to use. To view the

available styles click the Styles dialog box on the Styles Group in the Home Tab. To

apply a style:

=  Select the text
= Click the Styles Dialog Box
=  C(Click the Style you choose

] A
AaBbCeDe | AaBbCeD: AaBbC: AaBbCc

% Hormal | 7 Mo Spad.. Heading1 w - ";:"al”‘?*
yles =

Styles

Creating New Styles

You can create styles for formatting that you use regularly. There are two ways to

do this: New Styles or New Quick Styles.

New Styles
To create a new style:

=  Click the Styles Dialog Box
= Click the New Style Button

I AaBbCeDt | AaBbCeDc AaBbCi AaBbCe 61}.
1 Mormal | f NoSpaci.. Headingl Heading2 — Change
Styles =
Styles _’ -
Styles v x
Clear &8
N Spacing T
Heading 1 12
Heading 2 ot ]
Tite wa
Subibitle o
Sublie Emphasis a
Emphass a
Intenss Emphasis a
Strong a
Quate o
Interse Quote b1}
Subte Refersnce a
Interse Reference a
Eook Tithe a
List Paragraph T

[0 Shems Preview

\ [ Cesabie Linkad Styles

—
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= Complete the New Style dialog box.

= At the bottom of that dialog box, you can choose to add this to the Quick Style List

or to make it available only in this document.

Create Mew Style from Formatting

Properties

Biarme: Stviel

Fryle bype: Paragraph

Style based on: W Mormal

Zyle fior Folovng paragraph: | T Stylel

Formatting

Calbri (Body) =11~ B -5 O Aubomatic -
EE 3 B = = = |2 12| ie &

Sampss Tt Samphe Tt Sampie Taod Sample Taak Birrple Taod Sampls Texd Sampls Tt Sample Tat
Sampie Text Sampée Test Sarmpie Tt Sampis Taxt Seemple Tt Sampie Text Sampée Test Sampie Tast
Lumpie Text Sampls Test Sarmpie Taer Sarmpi Tean Laenple Tes

Style: Quick Style, Based on: Normal

Rdd o Quick Style kst [ Automatically updste
=) Orly in this document () Mew documents based on this bemplake

o] [Cconce

New Quick Style
To create a style easily:

= Insert your cursor anywhere in the chosen style
= Click the Styles dialog box

AaBbCcDe | AaBbCcDe AaBbCeDt AaBbCi %
| TH | TStylel T Mo Spadi. i — Change
orma yle o Spaci _I;lndnnq... ks

Shyles

F

= Click Save Selection as New Quick Style

Compiled By Dr Paras Kothari

23



| AaBbCeDe | AaBbCeDe AaBbCeDe AaBbCi
| T Normal fiStylel T HoSpaci.. Headingl
aaBbce AQAD 4eBbce. assbceo:
Heading 2 Title Subdtitle Subtie Em..,

ApBbCcD:y AoBbCcly AaBbCeDi AoBbCclx
Emphasis  Intense E... Strong Quate

AgBbCcly  ASBECCDI AABBCCDL AABBCCDC
Intense Q... Subtle Ref.. Intense R.. Book Title

AaBbCcDe

T List Para... w
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'—'f}, Clear Formatting
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Style Inspector
To determine the style of a particular section of a document:

= Insert cursor anywhere in the text that you want to explain the style
=  (Click the Styles Drop Down Menu
=  (Click the Style Inspector Button

I AaBbCeDe | AaBbCeDt AaBbCeD: AaBbCi % '
% Mormal f5tylel 7 MoSpad. Headingl - Change
Styles -

Styles —

Styles i

| Cear Al

[ Mormal

No Spading

Heading 1

Heading 2

Tiths:

Sublitie

Subtie Emphasis

Emphass

Intense Emphass

Strang

Quate

Intense Quots

Subtie Reference

Intense Referemos

Book: Tithe

List Paragraph

—

A ppplEEe e BEEE A

[ Show Prevview
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Adding Tables
Tables are used to display data in a table format.

Create a Table
To create a table:

=  Place the cursor on the page where you want the new table
= C(Click the Insert Tab of the Ribbon
=  Click the Tables Button on the Tables Group. You can create a table one of four
ways:
= Highlight the number of row and columns
= C(Click Insert Table and enter the number of rows and columns
= (Click the Draw Table, create your table by clicking and entering the rows and
columns
= Click Quick Tables and choose a table

Insert Page Layout Referem

| el B P 3

Table Picture Clip Shapes Sm:

* Art -

Insert Table
I
I
I O
I O
I O
I O
I O
I O

j Insert Table...
_"I? Draw Table

£y

=

x| Excel Spreadsheet

0 | Quick Tables >

Enter Data in a Table
Place the cursor in the cell where you wish to enter the information. Begin typing.

Modify the Table Structure and Format a Table
To modify the structure of a table:

= (Click the table and notice that you have two new tabs on the Ribbon: Design and
Layout. These pertain to the table design and layout.
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- Haome Insert Fage Layout

¥| Header Raw ¥ First Column

Tatal Row Last Column

¥| Banded Rows Banded Columns

Table Style Options

Table Styles

On the Design Tab, you can choose:

= Table Style Options

= Table Styles
= Draw Borders

Table Tools

References Mailings Rewiew View -mp-n.‘ Design Layout “_

¥ Shading -
£ Borders=  pt

D
aZ Pen Color = Table

Draw Borders

To format a table, click the table and then click the Layout Tab on the Ribbon. This
Layout tab allows you to:

= View Gridlines and Properties (from the Table Group)
= Insert Rows and Columns (from the Rows & Columns Group)

= Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
= Merge or Split Cells (from the Merge Group)

= Increase and Decrease cell size (Cell Size Group)
= Align text within the cells and change text directions (Alignment Group)

| Cin R L el ¥ Dooum 5 = Microsoft Word Table Tools
-
- Heme Insert Page Layaut Referentes Mailings Rewiew View Deweloper Design Layaut -‘_
g Select - %) | b 8 menseow | i Hoar  :oF [S== A= |- eepet e e
(] View Gridiines o ; = ] tngert Lett El spdit Ceits o |22r 1 = - T—' = ft 5% Corwert o Teat
- eleéte e n el & Sor
% Properties ok Above HIF Insert Right _: Split Table i AutoFit - = = = oirecion ;_1;..‘.‘"-,-} J& Formula
Takile Rows & Columns ] Merge Cell Size ] Alignment Data
Graphics

Word 2007 allows you to insert special characters,

and watermarks.

0= J iyl | ¥
5

- Home Ingert Page Layout

=] Cover Page = j ElA
_) Blank Page —l -

Table Pecture  Clip
¥=1 Page Break - Art
Pages Tables

References Mailings Review Wiew Dreveloper

T = B Hyperlink ] 3 4
- : A Bockmark = 2
Shapes Smarthdt Chard Header Footer Page
i iy Cross-reference * =  Humber~
Diustrations Liniks Header & Footer

Symbols and Special Characters
Special characters are punctuation, spacing, or typographical characters that are not
generally available on the standard keyboard. To insert symbols and special

characters:

= Place your cursor in the document where you want the symbol
= C(Click the Insert Tab on the Ribbon

= Click the Symbol button on the Symbols Group
= Choose the appropriate symbol.
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Line =~ || T Equation -

e L2 symbol =

€ £ ¥ © =

™o+ % <

I

5 x =2 1) o

p = O 3y ©

£2 | More Symbaols...

Equations
Word 2007 also allows you to insert mathematical equations. To access the
mathematical equations tool:

Place your cursor in the document where you want the symbol

Click the Insert Tab on the Ribbon

Click the Equation Button on the Symbols Group

Choose the appropriate equation and structure or click Insert New Equation

) A | . Quick Parts - | Sigrmaremesmelp | T Equation |
Buitt-In
: Area of Circle

| # |

A=nrt
I

Binomial Theorem

(x+a)" = T ok gn—k
x+a Z;[k}x a

Expansion of a Sum

nx nin-—1)x?
{1+ﬂn=l+F+—{ ZIJ +

Fouwrier Sefies

(-

nmx g nTx
flx) =ap+ Z (aﬂcnsT + b, sin TJ

i n=1

TU  Insert Hew Equation  -alff—

= To edit the equation click the equation and the Design Tab will be available in the
Ribbon

Compiled By Dr Paras Kothari 27



g\l 9- 0 i F Documents - Microsoft Word Equation Toaks =

_/,- Haome Insert Page Layout References Mailings Blvianid View Developer Design L
&5 Brote = fa— J— [— — X X X
T )EEEREREE: ¥ e* ¥ [ ()} sin® lim A
€1 Line e e e e Y e X Ja i O} a
Equation lli>=llsll=llFlz!]= E_i w Fraction Script Radical Integral Large  Bracket Function Accent Limit and Operator Matnx
- abe Hormal Test S || Bl | LI | J [ - - - - Operator= = - r Log~ - *
Toals = Symbaks Ctructures

Illustrations, Pictures, and SmartArt

Word 2007 allows you to insert illustrations and pictures into a document. To insert
illustrations:

= Place your cursor in the document where you want the illustration/picture
= C(Click the Insert Tab on the Ribbon

=  Click the Clip Art Button

= The dialog box will open on the screen and you can search for clip art.

= Choose the illustration you wish to include

Irusert Fage i.ayuvuf! Rederendes Mailngs Rewiew Wiew Developer

L
- B Hypertink ] &l Quick Parts = | 2% Signature Line =TT Equation =
= ._u . 2l =
A Bookmark .i Wordart = () Date & Time 1 symbal -
Table Picture | Clip .Shanﬂ 'Slnal'r.uf Chart Header Fooler  Page Tt =
- Art - =) Cross-reference - - Mumber= || Box= E= Dvop Cap o Object -
Tables Mustrations Links Header & Fooler Teut Symbols
(5| Clip Art * x
/ . Search for:
-
Searchin:
Selacted collections b
Reouls chould be:
2l ks file bypes ~

To insert a picture:

=  Place your cursor in the document where you want the illustration/picture
= C(Click the Insert Tab on the Ribbon

= C(Click the Picture Button

= Browse to the picture you wish to include

=  C(Click the Picture

= C(Click Insert
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Smart Art is a collection of graphics you can utilize to organize information within
your document. It includes timelines, processes, or workflow. To insert SmartArt

=  Place your cursor in the document where you want the illustration/picture

= Click the Insert Tab on the Ribbon

= Click the SmartArt button

= Click the SmartArt you wish to include in your document

= (Click the arrow on the left side of the graphic to insert text or type the text in the

graphic.
insert | Pagelayoul  References  Mallings  Feview  View  Developer
BRE = " erlink Quick Parts = | Sagnatur
e || el B8 (P TS B, Hyperi @ g j A4 )
== A& Bookmark Al wordast - (ZlDate &T
Table | Picture cnp Shapes Smartart Chact Header Fooler Page Text
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Choose a SmartArt Graphic
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Resize Graphics

All graphics can be resized by clicking the image and clicking one corner of the image
and dragging the cursor to the size you want the picture.

Watermarks

A watermark is a translucent image that appears behind the primary text in a
document. To insert a watermark:

Click the Page Layout Tab in the Ribbon
Click the Watermark Button in the Page Background Group

Click the Watermark you want for the document or click Custom Watermark and
create your own watermark

To remove a watermark, follow the steps above, but click Remove Watermark

Hame Insent Page Layout References

Ksilings Reaview Wik Dieveloper
E- J 'y Orientation = ¥=, Breaks = A Watermark =|  Indent Spacing
A= [ Size - EJuine Numbers = | Confidential - |
Marging ic G —
= - BE Columni = B2 Hyphenation ~
L] Fage Setup
COMNFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY L

DO NOT COPY 2
A Custom Watermark...

% Bemove Watemmank
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Proof reading a document

There are many features to help you proofread your document. These include:
Spelling and Grammar, Thesaurus, AutoCorrect, Default Dictionary, and Word Count.

Spelling and Grammar
To check the spelling and grammar of a document

= Place the cursor at the beginning of the document or the beginning of the section that
you want to check

= C(Click the Review Tab on the Ribbon

= (Click Spelling & Grammar on the Proofing Group.

/n_n) il'.l -3 1:;‘ E Documents - Microsoft Waord
]
- Home Insert Page Layout References Mailings Revicw View Developer

.% i), Research  (F4- | ) Delete _‘;? _] 2 Final Showing Markup .
= Previous Show Markup ~

g Thesaurus 9% * ] Previous |

Spelling & i Hew ST Track  Balloons XS

Grammar 33 Tr wml || Comment T Mes Changes= = (] Reviewing Pane -
Proofing Comments Tracking

= Any errors will display a dialog box that allows you to choose a more appropriate
spelling or phrasing.

Spelling and Grammar: English (L.5.)

Mot in Dictionary; )
|

|
Suggestinns:
spiebog |
Speeding hangs
o [t ]
pecing [ utocopect ]
Check grammar

If you wish to check the spelling of an individual word, you can right click any word
that has been underlined by Word and choose a substitution.
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Thesaurus

The Thesaurus allows you to view synonyms. To use the thesaurus:

=  C(Click the Review Tab of the Ribbon
=  (Click the Thesaurus Button on the Proofing Group.

= The thesaurus tool will appear on the right side of the screen and you can view word

options.
a7
Hame Inient Page Layaut Refarences Mailings Réview Wit Developer
g |u ﬂ.tsll-r{lli lr:], 4 Delete j ".\_; Final Showing Markup v i‘x‘} Reject =
I = _? :Er'f?
S Thetaurus #] Previous ] Show Markup = W} Previous
Spelling & Hew - Track Ballaans Agtept
Grammiar anslate ﬁ Comment —d Hed Changes= = E Reviewing Pane = N L
Proofing Camments Tracking Changes

Final

B EEEEE
- &
Campare '.-." & {4 Protet

- Dot Domument ~
Protect

Compare

E; Research * x
Search for:
Final %]
Thesaurus: Englsh (LL5.) w
@soc v | @~
o Thesaurus: English (1.5} ~
= last (adj.)
last
candhadng

You can also access the thesaurus by right-clicking any word and choosing

Synonyms on the menu.
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Customize AutoCorrect

You can set up the AutoCorrect tool in Word to retain certain text the way it is.
customize AutoCorrect:

=  Click the Microsoft Office button
= (Click the Word Options Button

=  C(Click the Proofing tab

=  Click AutoCorrect Options button

Word Options

Papular ABC|

J’: | Change how Word corrects and formats your text.
Display

e | pPe— T~
Save Change how Word comects and formats text a3 you type: [ AutoCorrect Options... ]
Advanced
‘When commecting spelling in Microsoft Office programs

Cuttamizs

] lgnore words in UPPERCASE
Add-ing Igmiore words that contain numbers
Trust Center [*] tgnore Internet and file addresses

Flag fepeated words
Resources

[[] Enforce sccented uppeércase in Frénch
[ suggest from main dictionary only

Lustom Dictionaries...

French modes: | Traditional and new spellings

= On the AutoCorrect Tab, you can specify words you want to replace as you type
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AutoCorrect: English [L.5.]

AutoFormat St Tags
AutoCorrect Math AutoCorrect fustoFormat A You Type
Show Autoomect Options buttons
Cgrrect Two INtial CApitals
[] Capitakien First letter of gerbences
Capitslize First latber of babls cals
[] Capitalize names of days

Cormect accidental usage of CAPS LOCK key

Fieplace beod ae you bype
Replsce: With: (%) Plair bt () Erarnatbad baxk

{r) ®
{tm) =
= w

[] awtomastically use suggestions From the speling checker

L_ox J[ coxe ]

Create a New Default Dictionary

Often you will have business or educational jargon that may not be recognized by
the spelling and/or grammar check in Word. You can customize the dictionary to
recognize these words.

=  Click the Microsoft Office button

= (Click the Word Options Button

=  Click the Proofing tab

= Click the When Correcting Spelling tab
= (Click Custom Dictionaries

Word Options

I AR |
b 2‘ Change how Ward corrects and formats your text.
isplay )
Proofing AutoComect options.
Save Change how Werd eormects and formats tet as you type: | AutoCorrect Optians... |
Advanced

When comecting spelling in Microsoft Office programs

Custamize

[¥] Ignore words in UPPERCASE
Add-ns Ignore words that contain numbers
[#] tgnore Internat and file addresses
Flag fepeated words
] Enforee sccented uppercase in Frénch

Trust Canter

Resources
] swggest from main dictionary anly

Custom Dictionaries... i "‘_

French modes: | Traditional and new spellings

Compiled By Dr Paras Kothari



= C(Click Edit Word List
= Type in any words that you may use that are not recognized by the current dictionary.

Dictionary List —
All Languages:
[#] CUSTOM.DIC (Default)

CUSTOM.DIC gdled
| i
Dictionary:

Abouinasr -~ 0K
] Ala

Alkson

Angels

Arm

Arna s

[_peete | | Deleteat |

ox ) [ concet |

Check Word Count

To check the word count in Word 2007 look at the bottom left corner of the screen.
It will give you a total word count or if you have text highlighted it will tell you how
many words are highlighted out of the total.

Ke

Tt

Page:1 of 2 | Words: 14/295 |

Page Formatting

Modify Page Margins and Orientations
The page margins can be modified through the following steps:

Click the Page Layout Tab on the Ribbon

On the Page Setup Group, Click Margins

Click a Default Margin, or

Click Custom Margins and complete the dialog box.
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I Custom Margins...

To change the Orientation, Size of the Page, or Columns:

= (Click the Page Layout Tab on the Ribbon
= On the Page Setup Group, Click the Orientation, Size, or Columns drop down menus
=  Click the appropriate choice

b; d?-0& -+

Home Insert Page Layout References
j E- 'y Orientation = #= Breaks -
b SO [ Stz ~ £ Line Humbers =
Thtm:s Margins
_I' F‘IJ B Columns - b Hyphenation -
Themes Page Setup s

Apply a Page Border and Color
To apply a page border or color:

= (Click the Page Layout Tab on the Ribbon
= On the Page Background Group, click the Page Colors or Page Borders drop down

menus
Page Layout References Mailings Revi
Irigntation - *,Z:: Breaks - 4] Watermark ~
ize * £3 Line Numbers = || < Page Calor =
‘olumns ~ b Hyphenatlwg Page Borders
Page Setup F‘age Backgrnund
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Insert Common Header and Footer Information
To insert Header and Footer information such as page numbers, date, or title, first,

decide if you want the information in the header (at the top of the page) or in the
Footer (at the bottom of the page), then:

= (Click the Insert Tab on the Ribbon
= (Click Header or Footer
= Choose a style

Insert Page Layout References Mailings Review View Developer
=[[FEIVE-X" JreiRICIE e
4 u] I - =1 =
—_ - J o A Bookmark -—J =
Table Ficture Clip  Shapes Smartart Chart Header Footer Page
z: Art - i1 Cross-reference - = Mumber=

I Tables lustrations Lmﬂ_.' Header & Footer

= The Header/Footer Design Tab will display on the Ribbon
Choose the information that you would like to have in the header or footer (date, time,

page numbers, etc.) or type in the information you would like to have in the header or
footer

o
- -"‘l Home Insert Fage Layout References Maslings Review View Developer

Design
= j j '=-;: = ElE _]" T, Previous Section Different Firsk Page S Header from Top: 0.5 =
# ELigh ) | (= HE) =
o e e = e &) Mext Section Different Odd & Even Pages || 5 Footer from Battom: 0.5 -
Header Footer  Page Date  Quick Picture  Clip Gate b
- - Mumber= & Time Partg= At Header Faat oo Link ta u o Show Document Text j Insert Algnment Tab
Header & Faoter Insert Mand gation Options Pasition

Create a Page Break
To insert a page break:

= (Click the Page Layout Tab on the Ribbon

On the Page Setup Group, click the Breaks Drop Down Menu
= (Click Page Break

Insert Page Layout References Mailings Review View
'y Orientation ~ i-',__-,TBr_uF'" ) Watermark - Indent
[3 size | Page Breaks
argins
- BR Columns - Bage

Mark the point at which one page ends
b
Page Se'ludl and the néxt page begins.

Column
Indicate that the text following the column
break will begin in the néat column.

Text Wrapping
Separate text around objects on web
pages, such a: caption text from body texd.

(1%

Section Breaks
Hext Page
b Insert a section break and start the new

_=-\1 s&ction on the nest page.

Continuous

Insert a section break and start the new
section onthe same page.

Even Page
Insert a section break and start the new
section on the ned even-numbered page.

Wk (i

Odd Page
Insert a section break and start the new |
section on the next odd-numbered page.

PE
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Insert a Cover Page
To insert a cover page:

= C(Click the Insert Tab on the Ribbon
= (Click the Cover Page Button on the Pages Group
= Choose a style for the cover page

k. t

(N EECT T, 0
ol

- Home Insert Fage Layout References Mailings Re
i._‘l Caver Page = = | El& | ) ey o 2, Hype
Built-In - r
2 |
o [V 221
TYPE THE DOCSMENT BFLE Lo
Alphabet annual Austers
[Type thee document title]
[vear]
Consenative Contrast Culbicles -
|Ex | Bemove Current Cover Page
i
Insert a Blank Page
To insert a blank page:
=  C(Click the Insert Tab on the Ribbon
=  (Click the Blank Page Button on the Page Group
loayd9-o&
o
Home Insert

|] Cover Page ~ || ===

|_] Blank Page -fff=—s——_

z Table
P,::: Page Break -
Pages Tables

Macros

Macros are advanced features that can speed up editing or formatting you may
perform often in a Word document. They record sequences of menu selections that
you choose so that a series of actions can be completed in one step.
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Recording a Macro
To record a Macro:

=  (Click the View Tab on the Ribbon
= (Click Macros
= (Click Record Macro

" View Developer ¥
'r_é 1_ ) one page L8 News Window | 1] View Side by Side [ "‘:":"1 -
i} J‘_:i.Twu:- Pages = Arrange All i; Synchronous Scrolling T | =rd
Zoom 100% : g Switch | [Macros|
3] Page Width || =] spiit 4 Reset Window Position | windows = -
Zoom Window [ = : |

{2 View Macros
T4 Record Macra...

11"

Record Macro E|E|

Macro name:
Macros
Assign macro ko

Button Eerbow

Shore macra in:
All Docurments {Mormal, dotm) b

[Drescription:

ok | [ cowe |

= Enter a name (without spaces)

=  Click whether you want it assigned to a button (on the Quick Access Toolbar) or the

keyboard (a sequence of keys)
= To assign the macro a button on the Quick Access Toolbar:
= Click Button

= Under the Customize Quick Access Toolbar, select the document for which

you want the Macro available
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Word Options

it ﬁ Customize the Quick Access Toalbar and keyboard sharteuts.

Drisplay
5 \Eusmmqt Quick Access Toolbar
Praafin
eoting For all documents [default) o

Save

Advanced <Separators I Save
s Normal.NewMatros.hacros " undo k
Customize ™ Redo
Add-Ins i Print
Trust Center
Refources
I Add > > !

= Under Choose Commands: Click the Macro that you are recording
= Click Add

= (Click OK to begin Recording the Macro

= Perform the actions you want recorded in the Macro

= (Click on Macros

= (Click on Stop Recording Macros

olling
Switch |Macros|
sition | windows ~ -

:; Wiew Macros

@  Stop Recording
II@ Pause Recording

= To assign a macro button to a keyboard shortcut:
= (Click Keyboard
= In the Press New Shortcut Key box, type the key sequence that you want
and click Assign
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Customize Keyboard Es_j Eﬂ
Specify & conminand

Comimands:

Mormal NewMacros.Macrob

Spexify keyboard sequence
Cugrent keys: Press new shortout key:

Save changes in: | Normal b

Description

Click Close to begin recording the Macro

Perform the actions you want recorded in the Macro
Click on Macros

Click on Stop Recording Macros

Running a Macro
Running a macro depends on whether it's been added to the Quick Access Toolbar or
if it's been given a Keyboard Shortcut.

= To run a Macro from the Quick Access Toolbar, simply click the Macro Icon

0 ) i O @ s
i

— Home nsert |

= To run a Macro from the Keyboard shortcut, simply press the keys that you have
programmed to run the Macro.

Table of Contents

The easiest way to create a Table of Contents is to utilize the Heading Styles that
you want to include in the Table of Contents. For example: Heading 1, Heading 2,
etc. based on the content of your document. When you add or delete headings from
your document, Word updates your Table of Contents. Word also updates the
page number in the table of contents when information in the document is added or
deleted. When you create a Table of Contents, the first thing you want to do is mark
the entries in your document. The Table of Contents is formatted based on levels of
headings. Level 1 will include any text identified with the style Heading 1.
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Mark Table of Contents Entries
You can mark the Table of Contents entries in one of two ways: by using built-in
heading styles or by marking individual text entries.

To Use Built-In Heading Styles

Select the text that you wish to be the heading

Click the Home Tab
In the Styles Group, click Heading 1 (or the appropriate heading)

AaBbCcDc  AaBbCcDi |AaBbCi| AaBbCc _ %
Heading 1 Him:fj': Change

T Marmal T Mo Spaci...
Styles -

Styles [

= If you don't see the style you want, click the arrow to expand the Quick Styles

Gallery
= If the style you want does not appear click Save Selection as New Quick Style

AaBbCeDd AaBbCecDe | AaBbCi| AaBhCe

T Hormal 7 Mo Spaci.. | Headingl | Heading 2
aaBbcdd AAD 4aBrce
Heading 3 Title Subtitle Subtle Em...

AgBbCct AoBbCcin AaBbCeDe AoBbCcD:

Emphasis Imtense E... Strong Quote
AgBbCeDy  AsBECCDC AABBCCDC AaABRCCDL
Intense (... Subtle Ref.. Intense R.. Book Title
AaBbCche
T List Para...

Savie Selection &5 & Mew QLII':I' Style .--‘_

Zlear Formatting

Apply Styles...

& &

To Mark Individual Entries:

Select the text you wish to make a heading

Click the References Tab

Click Add Text in the Table of Contents Group

Click the Level that you want to label your selection
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Home Insert Page Layout References

(2t Add Text = aql LnjInsert Endnote

Do Mot Show in Table of Contents [otnote =
Table of
Contents = (| / || Level1 otes
Table [
Level 2
Level 3
=

Create a Table of Contents
To create the table of contents:

Put your cursor in the document where you want the Table of Contents
= C(Click the References Tab

=  (Click the Table of Contents button

-
- Home Insert

Page Layout Referances Mailings
rinsert Endnote -‘1
~ I Update Table l‘g Mext Footnote - —V’
Table of Insert o Insert
Contents = Footnote Citation -
| Buiitin
| Automatic Table 1
Contents
L5 ) SR— -1
vaading 3 = = -
Automatic Table 2
Table of Contents
Heading 1o -1
raading I 1
Manual Table

Table of Contents
Typee ¢ haprter ithe {level 1)
Type chapter tithe level 2} .
Type chagter tithe flevel 31
Type chaptar 55 lovel 1)

) | Insert Table of Cantents...
{2 Remove Table of Contents

-d

Update Table of Contents

If you have added or removed headings or other table of contents entries you can
update by:

Apply headings or mark individual entries as directed above
= Click the References Tab in the Ribbon
= C(Click Update Table
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i
—J Home Insert Page Layout References

[Ep Add Text ~ [y Insert Endnote
2 Update Table f=———=AE Iext Footnote =
Table of Insert
Contents ~ Footnote J Show Motes
Table of Contents Footnotes [=

Delete Table of Contents
To delete a table of contents:

= C(Click the References Tab on the Ribbon
= (Click Table of Contents
= (Click Remove Table of Contents

=)
—-j Home Insert Page Layout References Mailings

[ Add Test - iy Insert Endnote LY

!
=" _)? Update Table AE Next Footnote ~ =
Table of | Insert Insert
Contents ~ Footnote I Note Citation =
| Built-in

Automatic Table 1

Contents

Heading 1. . ; . . 1
Hpacing 4 1

Automatic Table 2

Table of Contents

asding 2 i

Manual Table

Table of Contents
Tyt ¢ hapter tithe (lewel 1) 1
Type chapter tithe flevel 2]
Type chapter title flevel 3] .. - —

J Insert Table of Contents...

[ Bemove Table of Contents  -ifm—
3

Creating Web Page

Simple web pages can be created in Word using the Save as Feature. In a web
document, you can insert pictures and hyperlinks. To view the document as you
would a web page:

= C(Click the View Tab on the Ribbon
= C(Click the Web Layout Button in the Document Views Group
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i
- Page Layout

Ul B (el =] =]
Print  Full Screen| Web |Outline Draft

Layout Reading [Llayout
Document Views

Hame Insert

Entering Text
To enter text into the document, simply begin typing. If you want to adjust the
layout of the page and text, you should use tables to format the page properly.

Hyperlinks

Hyperlinks, or links, allow the reader to click on text and go to another web site.

Create

Insert

=

Table

Tables

a hyperlink:

Select the text that will be the link
Click the Insert Tab of the Ribbon

References Mailings Review Wiy
Fuler Document Map (_ﬂ }
Gridlines Thumbreails it
S Zoom 1005

Show,/Hide i)

Click the Hyperlink Button on the Links Group
Type in the web address, or URL, of the link

Click OK

Page Layout References Rewview

|| Em [{ i'i
al g )s%i
Picture Clip Shapes Smartart Chart
Art >
Mustrations

Mailings

B, Hyperlink
A Bookmark

Links

Insert Hyperlink

View

e N—

Header Footer Page
(‘4] Cross-reference - - N

Lirk bo: Text bo dicplay: |Facu
8 lookin: |3 My Documents
Existing File or -
‘Web Page 1) Angel
%‘Lﬂf [ ANGEL Training Materials
I Camtasia Studio
Place in This |2 Lange Graphics
Document: Browsed | [ My eBooks
Pages | =N my Music
[} My Pictures
: =2 My Videos
Create New Recent
Document Files |2 Office 2007 Tutorial
I Snaglt Catalog
i Address: I'lttp:ﬁ,.-am.l‘qw.ed.lﬂ
E-mail Address

Developer

i
Header & Footer

A j Quick Parts = | 2% Sig

: | wordart - 3} 0at

mber B;:t' =ED'°P Cap~ Mg ob
Text

)%

‘@

ScreenTig...

~| [ Bookmark...
Target Frame...
M
W
[ ok ][ concel

Saving Web Pages
To save a web page:

Click the Office Button
Move the cursor over Save As
Click Other Formats
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®\ d9-0&H *

j Hew Save a copy of the document

- Word Document
~ : Save the document in the default file
J Qoen format.

E;‘_ o | Word Template

l I Save Save the document as a template that can
be used to format future documents.

Word 97-2003 Document
Save a capy of the document that is fully
compatible with Waord 97-2003.

.‘—;] Brint § I PDF or XPS
I = J Publish a copy of the document as a FOF or
XPS file.

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

i lish *
L/ Publis

L]
= Close

| 23 word Optjons | [ X Exit word

= Under Save as Type, click Web Page
= Type in the name of the document (without spaces)

Save jn: Jl'fh'bacmunis v = I | K_Jav
e e v 1ot ot
JANGEL Training Materials
'_;al"'lvl?ﬂﬂ CCambasia Studk

Doouments E)Large Graphics
(i} Desktop My eBocks
Ay Music
| s | (G ees
i My Widaos
B oer | [COFice 2007 Tutorial
Cysnagit Catalog

‘j:rms = Technology Trainings

File name: ' [Fecu v: :
Save as ype: [web Page hdl
Page title: Change Tithe., ..
Tools = I Save ] [ Cancel ]’
Lists

Lists allow you to format and organize text with numbers, bullets, or in an outline.
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Bulleted and Numbered Lists
Bulleted lists have bullet points, numbered lists have numbers, and outline lists
combine numbers and letters depending on the organization of the list.

To add a list to existing text:

= Select the text you wish to make a list
=  From the Paragraph Group on the Home Tab, Click the Bulleted or Numbered Lists

button
Hame Insert Fage Layout References W.‘- Review View De
& I A 2 - & 27 [ T P T S e | [ Y
Calibri (Body) 11 e E =R PR B P YYIE
<3
v BIH-nhx‘x‘An".'?'ﬁ' EXEZXEDNE = L‘a'_'

-

: Fant a Paragraph
d = ont aragraph

To create a new list:

=  Place your cursor where you want the list in the document
= (Click the Bulleted or Numbered Lists button
= Begin typing

Nested Lists
A nested list is list with several levels of indented text. To create a nested list:

= Create your list following the directions above
= C(Click the Increase or Decrease Indent button

Formatting Lists
The bullet image and numbering format can be changed by using the Bullets or
Numbering dialog box.

= Select the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet

= Right click

= Click the arrow next to the bulleted or numbered list and choose a bullet or
numbering style.
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Calibri (Boy - li - ;ﬂf A .f"j i u’r|

e
B I EY-A-irEisHe—

| Recently Used Bullets

2 L ]

Bullet Library

Mo

*
Q‘Q

e O = 4
> v
Document Bullets

=#=  Change List Level k

Define Mew Bullet...

References and Citation

Word 2007 offers great tools for citing sources, creating a bibliography, and
managing the sources. The first step to creating a reference list and citations in a
document is to choose the appropriate style that you will be using for formatting the
citations and references.

Style
To choose a publishing style:

= C(Click the References Tab on the Ribbon
=  (Click the drop down box next to Style in the Citations & Bibliography Group
= Choose the appropriate style.

References hailings Review View Developer

nsert Endnote :'ijManage Sources (28] Insert Tz

lext Footnote » | —¥ [ Style: APA = Update
Insert I—nm-t
how Nates Citation = dp Biblioy APA :
stes F Citations & Bibliq Chicago |
GBT714

GOST - Name Sort

GOST - Title Sort

150 890 - First Element and Date
150 690 - Mumerical Reference
MALA

SISTO2

Turabian
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Citations
To insert a citation in the text portion of your document:

Click the References Tab on the Ribbon
Click the Insert Citation Button on the Citations & Bibliography Group
If this is a new source, click New Source

If you have already created this source, it will in the drop down list and you can click
on it

References Mailings Review View

iert Endnote C*LjManage Sources

(3 style: APa -

wt Footnote -

Inzert
ow Motes Citation = g_jjEiiI::lIi::ugra;:uh}.r'r

85 Fa Smith, Jennifer

Learning to Use Word
2007, (2007)

ég | Add New 3ource..
=5 Add New Placeholder...
@'z Search Libraries...

T=

= If you are creating a New Source, choose the type of source (book, article, etc.)
=  Complete the Create Source Form
= If you need additional fields, be sure to click the Show All Bibliography Fields check

box
= C(Click OK
Create Source Elgl
Type of Scurce [0 W
Bibliography Fields for APA
Auther
[ Corporate Author
Title:
Yioar
City
Publicher
(] Show Al Biblography Fields
T2 name
Flacehodder] [ e ] [ cens
Placeholders

Placeholders can be utilized when there is a reference to be cited, but you do not
have all of the information on the source. To insert a Placeholder:

= (Click Insert Citation
= C(Click Add New Placeholder
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References Mailings Review View

sert Endnote eﬁh’lanage Sources

3 Style: APA -

ext Footnote -

Insert
Citation - g} Bibliography ~

v Motas
10W INOTEs

tes E Smith, Jennifer

Learning to Use Waord
2007, (2007)

Add Mew Source...
Add Mew Placeholder...

Search Libraries...

@
—> B
Q

Manage Sources

Once you have completed a document you may need to add or delete sources,

modify existing sources, or complete the information for the placeholders. To Manage

Sources:

Click the References Tab on the Ribbon
Click the Manage Sources Button on the Citations & Bibliography Group

From this menu you can Add, Delete, and Edit Sources (nhote, you can preview the

source in the bottom pane of the window

Source Manager @E
Seanch: Sort by Author w
Sources avalable in: B
Master List Cyrrent Lisk

Seeathy, Janndfer: Laarning bo Lse Weed 2007 {2007) Copy == o Senith, Jeradfer; Learring bo Use Waord 2007 {2007)
Sorith, 2, DJones, Susan; How to Incorporste: Cloatons (2006)
Sparrow, Jennifer; How to Use Word (2007)

¥ cked source

7  placeholder source

Prenvieve (APA):

Citation: {Smith, 2007) -
Bibliography Entry:
Smith, J. (2007). Learning fo Use Word 2007. New York: Pearson.

w

Bibliography
To add a Bibliography to the document:

Place the cursor in the document where you want the bibliography

Click the References Tab on the Ribbon

Click the Bibliography Button on the Citations & Bibliography Group

Choose Insert Built-in Bibliography/Works Cited or Insert Bibliography
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-J (4) Manage Sources j ..} Insert Table of Figures j ) I
(3 style: aPA - ¥ Update Tab

Insert pmp——— Insert Mark
Citation = | 4} Bibliography * Caption (% Cross-reference Entry
Ciatia  Built-In |
| Bibliography |
Biblingraphy

ke, I (PO00) CRotions ond Arferemcrs. Mew Yorks Contons Prass.
Hasd, ). [2005). Creating & Farmal Publieation. Beiton: Prosewire, Ing.

Wraered, |, O [BOOE) How to Write Blbliographics. Dhicage: Adventure Weerka Preda

Works Cited

Works Cited
Chen, I (P000). CRatians ond Refereneri. Mew York Contens Prass.

Hasa, I [P0O5). Creating & Faemal Publication. Beilon: Prosewere, Ing.

Wrwered, . O [BOOE) How o Writr Biblographies. (hizage: Adveniure Werks Preda

aP Insert Bibliography

Insert Footnote
Some types of academic writing utilize footnotes. To insert a footnote:

= C(Click the References Tab on the Ribbon
= (Click Insert Footnote (or Insert Endnote depending on your needs)
= Begin typing the footnote

Page Layout References

_jijInsert Endnote

ﬁi Mext Footnote =
Insert
Faotnote A Show Motes

Footnotes [=

Track Changes

Track Changes is a great feature of Word that allows you to see what changes have
been made to a document. The tools for track changes are found on the Reviewing
tab of the Ribbon.
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Home rert Page Layowt Eeferenaes MLadrgy Rerew Whewr
- L e i y ! g % Firkal Shesvanig Maroug - Q}Pﬂn: =
7 oo 8|y Saown | TR [, B e Z )
2 Thef i '-}, o | - R Mariug - i ) eyl F
b -5 L Tenck | Balloont o Arcepd Campane fro
[ Jk Tranalsle Gy | Comment Changes = . | Brviewang Pang = . * ) Mot - Dy
Proafing Comatenty Tracking {hangel Compane
Thist i nllldu[u'r\.gj:'.ur'.rackngchangu;_.w.m—-n-“--ui & purpoie of this document & 10 deiabi-d
whim st frv e g 10 &0 wnd adjust Student filed 2o that | can they & vidw their
submission along with my comemenis o ensune that they have sspdpani-consiructae feedbaci,
Tvwould also Bee to determineg if | do track changes and add comements if they will remain when | Save mry
- documint & RTF. This will allow ma 1o check on the compatibilty of Word 2007 with sarkerversions]

Begin Track Changes

To keep track of the changes you’ll be making to a document, you must click on
Track Changes icon.

To start Tracking Changes:

= C(Click Review Tab on the Ribbon
= (Click Track Changes
= Make the changes to your document and you will see any changes you have made.

&5 Mailings Rewiew Wiew

_}; } JL‘_'J Final Shewing Markup
2] Shiow Markup ~
Track alloons
Changes = - E Reviewing Pane =

Tracking

Document Views
There are four ways to view a document after you have tracked changes:

= Final Showing Markup: This shows the document with the changes displayed
= Final: This shows the changed document, without the changes displayed

= Original Showing Markup: The original document with the changes displayed
= Original: The original document without any changes.

To change the view, click the appropriate choice in the Tracking Group of the Review
Tab on the Ribbon.

Mailbngs Feview Wi

n‘;}? “a ":1 Firnal Shawing Markup =
— _] Final $Showing Markup I
Track  Balloons Firal

hanges = =
1 Origenal Showing Markup

Qriginal I

The Show Markup feature allows you to view different items (comments,
formatting, etc.) and choose to view different authors’ comments.
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Rewiew

Wiew

b -f_l Firial Shawang Markup v ?t -':}}Fl!_ptu. .

: 2} Show Markup -

ons

v
I
| |Ed
v

v

Accept or Reject Changes

#} Previous
Lomments e %} Hext
Ink I_ Changes
Insertions and Deletions I
Eormatting |
Markup Area Highlight
Beviewers [ | W AN Rieviewers

When you view the changes in a document you can either choose to accept or reject
the changes. This allows you to review the document by each change to accept or

reject each change.

Comments

v}¢ v Reject - ]
“'.ﬂ- 4:} Préviaus m—
Accept Compare
- |9} Mext :

{‘} Accept and Move bo Next

| %@ | Agcept Change

Accept Al Changes in Dooument

The New Comments icon also lets you add comments to the document. To add a
new comment, put your cursor where you would like to add the comment and click

on New Comment.

_J A Drelete =

2] Previgus
Hew

#
Comment = Next
Comments
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