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New in Word 2007 

Á Microsoft Office Button ï Think of this as the old File Menu combined with Tools|Options. This is 
where you can prin t, save, and set Word options . 

Á Tab Bar ï Tabs display tools and commands in the ribbon.  

Á Groups ï Once a tab is selected , related items are grouped together like fonts and styles.  
Á Ribbon ï Contains the groups used in Word 2007.  
Á Launcher ï Provide s old famil iar looks to group properties.  
Á Quick Access Toolbar ï Customizable shortcuts to commonly used commands.  
Á Title Bar ï Shows the document title and format. Ex:  New .docx format  or compatibility mode.  

Á Help ï Help  is available for items you canôt locate or simple and complex tasks.  

 
 
Opening Word ï Click Start | Programs | Microsoft Office | Microsoft Office Word 2007  

 
 

Customize the Quick Access Toolbar ï The Quick Access toolbar can be used to quickly access icons used 

most often like Save  and Print . 

Á Click the dropdown arrow in the Quick Access Toolbar.  

 
Á Select the options you want to appear in the toolbar . 

Launcher  

Microsoft Office Butt on  

Tab Quick Access Toolbar  

Millsaps College | Information Technology Services  
            

Title Bar  

Groups  

Zoom  View Toolbar  Page Info  

Ribbon  Help  
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Page Creation 
 

Creating a New Document 
Click the Office Button | Select New | Select Blank Document.  

 
 

 
Open Existing Documents 
Click the Office Button | Select Open. Youôll also see a list of recently opened documents for quick access. 

  
 

 
Creating a New Document Using Templates 

Á Click the Office Button | Select New | Select from the Templates on the left of the page.  

Á The templates will display on the right.  
Á Double-Click the template you want to use.  
Á Microsoft will verify your copy of MS Office is genuine.  
Á The template will open.  

 
 
Setting Page Margins 

Á Click the Page Layout Tab . 
Á Click the Margins button in the Page Setup group.  
Á Select a pre -selected margin or select Custom Margin to set custom margins.  
Á Page Orientation, Page Breaks, Paper Size, and Column settings are located in the Page Setup group 

also.  

 

 
 
Headers and Footers 
Click the Insert tab  
In the Header & Footer group, Select the drop  down arrow beside Header or Footer . 
Select a blank or built - in Header or Footer.  

 
 
Selecting a built - in Header replaces the Ribbon  with the Header Footer Tools Ribbon  and  additional options . 
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Page Setup 
 
Click the Page Layout Tab  | Select the Page Setup Launcher . 

 
 

The Page Setup p roperties box will  open. Tabs at the top contain M argins, Paper, and L ayout.  

 
 

Á Use the Margins tab to set left, right, top and bottom margins for the document.  

Á Use the Orientation area to set Portrait or Landscape orie ntation . 
Á Apply changes to the entire document or from the cursor forward.  

 

 
Selecting Text 

Á Press and hold the left mouse button and drag over text to select it.  
Á Double click the  word to select that word.  
Á Press the CTRL key and click in a sentence to select  the entire sentence.  
Á Click in the left margin to select one line of text.  
Á Press the CTRL key and click in the margin to select the entire document.  

 

Editing 
Contextual Spelling 
Word automatically checks spelling and grammar errors as you type. A red under line identifies a possible 
spelling error. A wavy green underline  identifies a possible grammar error.  

Á To make changes to the spelling or grammar error, right -click the word and choose  from options to 
correct or replace the word.  

Á To check  spelling and gram mar at once, Press  the F7key . 
Á To disable the spelling and grammar check:  

Click the Office button  | Click Word O ptions | Click Proofing | Un-check Use Contextual Spelling | 
Click OK.  

 
 
Correcting Typos 

Launcher  
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The AutoCorrect feature detects and corrects typos and  incorrect capitalization. For example, it changes ótheô 
to óTheô and óyour aô to óyouôre aô. You can also use this feature to auto -complete a word by typing an 
abbreviation.  

Á Select the text or symbol you want to add to the AutoCorrect list.  

Á Click the Off ice button | Click Word Options  | Click Proofing | Click AutoCorrect Options. The selected 
text will appear in the With field . 

Á Enter the abbreviation in the Replace field  | Click OK | Click OK  
Á Enter the abbreviation and press the spacebar to test the new e ntry.  

 
 
 

Formatting Selected Text 
Select the text you want to format. Move the mouse slowly upward and the new Mini Toolbar  appears right 
above the selected area. The M ini Toolbar  keeps you from moving the mouse to the top of the screen for font, 
format pa inter, highlighter, and bullet changes. Formatting options are also located under the Home tab.   

 
 
 

 
Bulleted and Numbered Lists 
You can add bullets or numbers to new or existing lists using the Mini Toolbar (described above). You may 
also select your lis t, Click the H ome tab, and then click the drop down arrows  in the Paragraph group.  Place 
the mouse over the options for help.  

 
 
Inserting Tables 

Click inside the document where you would like to insert your table.  
Click the Insert tab.  
Locate the Tables g roup.  
Click the Table drop dow n arrow and select the number of  rows and columns for your table. Youôll also see 
additional options here for inserting an existing table, inserting an Excel sprea d sheet or selecting from built - in 

table templates called Quick  Tables.  
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Views 
Documents are viewable in different ways. Click the View tab  to see different panel groups. The Document 
Views, Show \ Hide, and Zoom group s are located here . 

 

View Multiple Documents 
To view several Word documents  simultaneously , follo w these steps.  

Á Open the documents you want to view  
Á Click the View tab  
Á In the Window group, Click View Side by Side .  

  
 

Á Enable Synchronus Scrolling when comparing docs.  

 
 

 
 
Moving Within a Document 

Á Move the mouse pointer to the desired location in the do cument and click once.  
Á Use the arrow keys to move up/down a line at a time, or left/right one character at a time.  

Á Press and hold the CTRL key down then press the left/right arrow keys to move one word to the 
left/right.  

Á Press and hold the CTRL key and pre ss HOME to move to the top of the document.  
Á Press and hold the CTRL key and press END to move to the end of the document.  
Á Press the  HOME key to move to the front of the line . 
Á Press the  END key to move to the end of the line . 

 
 
Inserting Pictures or Art 

Á Click inside the document where you want to  insert the picture or art.  
Á Click the Insert tab.  

o To insert pictures, click the Picture button in the Illustrations group. Browse and select the 
picture file and click Insert.  

o To insert clip art, click the Clip Art b utton in the Illustrations group.  Use the Clip Art Task 
Pane to search your computer or online for clip art.  

Á The Illustrations group also houses Charts, Text boxes, Callouts, Smart art, Flow charts, and more.   
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Working with Graphics 
Once your picture or art is in place, you may find it needs to be resized.  

Á Select  the picture and the Format tab will appear in the Ribbon.   

Á Click the format tab for options on formatting your picture.  

Á Note the Size group on the right of the Ribbon.  
Á Key in the height and wi dth you want  the picture  

o You may lose the aspect ratio resulting in a distorted picture . 

 
 
Click the Size group ôs Launcher for more options  on resizing . 

  
 
The Format Picture properties box appears.  
  

Á Use the Size tab  to set the picture to a specif ic 
percentage  of its original height .  

Á Use the Layout tab to specify how the 
surrounding text  should wrap around the picture.   

Á Use the Colors and Lines tab for effects.  
  
 
 
 
 

 
 
 
 
Printing Documents 
Steps taken to print a document :  

 Click Office button in th e upper left hand corner  

 Select Print As depicted to the right  
 Within the right hand plane select Print 
 Select print er and other document specific s etting s  
 When completed Select OK  

 
 
 

 
 

 
 
 
 

 
 
 
 
                       
 
 

 
Saving Documents 

Launcher  
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Steps taken to s ave  a document :  
 Click Office button in the upper left hand corner  
 Select Save  

 

Note: Word 2007ôs default file format has changed and is not compatible with previous versions of 
Microsoft Office products. To change the file format to a compatible file type  Select Save As, as 
shown below.  
 
 

 
 
 
 

 

 
 
 
 

 


