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1.0- Word Lists

Creating and sorting lists is very easy in Word 2007. Start by highlighting a current list, and therHdiok on the
tab, go to th&®aragraphgr oup, then click on the oMultil evel L
newlistbyclickm on the OMultilevel Listo6 button and the
indent and move you to the next level of the list in the Multilevel List.
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You can also click the o0Sortoé bllywtton to al phabet

Numbering and Renumbering can be done by Turning
clicking on the |ist to be numbered, and then ch
Numberingdé to r esmfromtapreviouslismber i ng to co

List appearance can be modified, too. Just select the list that needs to be modified, click the down arrow ne:

the button corresponding to the type of list you want to create, and then select the type of list yowateant to cre
from the gallery.
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Try This: Create a list of some
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Then you can play around wit

List Library

the different list styles in word b
”) 1%1 clicking on the Multilevel Lis

N a AL .
one ) i1 button in the Paragraph Group
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2.0- Tables and Charts

Word2007 makes it very easy to create professional tables and charts. Existing tables can be easily modifie
meet your needs and style. Since Word 2007 uses the new tabbed menu system, tables are now modified w
contextual tabs that only appear whenifyind tables.

Table Tools

View Cresign Layout

Modifying Cell Structure

Merge Cells will merge cells together. This is done by clicking on the
Layout contextual tab.

S===
Split Cells will split cells to separate data cells within the same table that, ., .. E Split
need to be added to a different cell -ells  Cells  Table
Merge
Split Table will split cells off to a newly created table that is automatically
populated with the data from the selected row(s).
Using formulas in tables idi&lesbo fweircyt i @ansy .c anY dowe

manipuation in tables easier. To use a formula in a table, select the cell where you want a calculation to be n
then go in théayout tab and th®ata group, and click the formula button.

Sort Repeat Convert |Formula
Header Rows to Text
Data

Formula

Add aformula to a cell to perform
a simple calculation, such as
AVERAGE, SUM, or COUNT.
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Charts are also easy to create in Word 2007. To add a chart, justrdeitthe b, cl i ck on o0Ch
select the type of chart that you want (there are several types just like Excel). Word will then launch a dual E
Word session that wilpen half and half on the screen. You can then enter your data in a spreadsheet that wil
then be converted tochart.

e 2 = =

| Chart Hyperlink Bookmark Cross-reference | Header Footer

- -

Links Header & Fo

[

| Insert Chart

Insert a chart to illustrate and
compare data.

Bar, Pie, Line, Area, and Surface are

I I I some of the available types,
z J |

(@) Press F1 for more help.
300 300 300
650

3.0- Customizing Word Style and Paragraphs

To modify font, font size, spacing, etc. there is a Font Dialogue Box Launcher (a smail thettoottorright
corner of the font group) that will launch the font options window. This window is very similar to previous
versions of word options. Character spacing options such as Kerning (spacing between letters) can also be
modified.

Calibri (Body) -1 | A AT == | [EEE AT
|B £ U -shex, ¥ Aa~| %~ A-||S=E = 5||l=|&- 5
Font [= Paragraph P

Fonk Character Spacing

Font: Font skyle: Size:
11
8 ~
Italic q 3
Bold 10

Pagepbreak breaks are also very easy to make. Click where you want to start a new pag€«e page -
On thelnserttab, inthePagesgr oup, click oPage Br eak. @ganpage

P,:::" Fage Break

Pages
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Sometimes you may need to prevent page breaks in the middle of a paragraph. To do this, select that paragr
you want to prevent from breaking onto two pages. (et Layouttab, click the Paragraph Dialog Box
Launcher, and then click thee and Page Breakgah Then, select the 0Keep

According t o Mi cfapasagréph by itselfTahtlee top af a pagelisikmoen as a widow. The first
|l ine of a paragraph by itself at the bottom of a
dondt show up on your doc umhichtyau wanytopeventavidows antl e c t
orphans. On the Page Layout tab, click the Paragraph Dialog Box Launcher, and thémeliakdieage

Breakst a b . You can then select the oOWi dow/ Orphano

4.0- Inserting/Customizing Pictures

Word has many graphic features that can easily dress up a document. Under the Insert tab, there are five gr
options under the lllustrations group. You can insert a picture from a file, insert clip art from Office 2007, or i
shames, SmartArt,ca@harts.

(8] SR
/s A=
5o Y 42
Picture Clip Shapes Smartart Chart
Art v
[llustrations

Insert a picture: Click on the Picture icon, and then browse to the file on your computer. Word will ther

insert a picture that can be moved and resized with the sizing bars on the edges of the picture.

¢ Insert Clipart: Click on the Clip Artttan, then from the Clip Art box that pops up on the right side of the
screen, type in a search term and click go.
0Search I n: 6 drop down menu and malk eMisaumr @s @ fEtv
Clip Art database.

¢ Insert Shapes: Click on the Shapes icon, then clicking the shape that you want to use. Your mouse ct
will then turns into crosshairs, allowing you to click where you want the shape, then drag outward until
shape appears in the proper size/proportion.

¢ Insert SmartArt: Click on the SmartArt icon to easily edit and format diagrams. There are about 115 pr

SmartArt graphics layout templates. When SmartArt is inserted, a Text Pane appears next yoit to guid

through entering text in the hierarchical levels. There are a number of "quick styles" for each graphic tl

apply largely different 3D effects to the SmartArt, and the graphic's shapes and text can be formatted

through shape styles and WordArt styles.
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Word Art

Word Art has been a popular feature of MS Word for many years. Word Art is also available and slightly enh
for the 2007 version. Word Art can be accessed frdnséretab in theText group.

Customizing

Once a graphic is inseriatb the document, a ndRicture Toolstab,

called a contextual tab, appears at the top of the window. This tab Hag=!

several new functions for editing some beautiful, more professional H
=&

graphics. ..

Picture Tools | Microsoft W

Format

AaBbCcDe

LaBbCche

Adjust Group

TheAdjust group gives the user basic phaotoamcing and adjusting
options. Users can adjust the brightness, contrast, color, etc. of photos
and other graphics to make them fit in to documents.

ix Brightness = ﬁ Compress Pictures
(P contrast - % Change Picture

%RECUIUF' "@Reset Picture
Adjust

l
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Try this: insert a photo, and

hover your cursor over the Picture Styles Group
LA Ol dzNB A of S The picture styles group is one of the more interesting

additions to Word 2007086s gr ¢
predefined picture styles, a user can modify pictures with
different affects to make them appear more stylized.

Previewfunction will show you
how your photo will look with
different types of formatting
applied, real time.

o )

_J) Picture Shape ~

; e; -‘- ; ; ." D ~ L& Picture Border ~

¥ (! Picture Effects ~

-
L}

Picture Styles

The advanced graplediting options of Word are very powerful, and users can format images with a very adva
| ook . Many power users have said that Word 2007
application.

5.0- Configuring Text Layout )
3 Q Q ﬂ j 4{[ A= (& signature Lr

j?:) Date & Time

Adding Header: Click omsert tab, then header. You can then Choos@u s eage | et oue worant oo o

MNumber - Box~ Parts ~

an acceptable header from the gallery of headers. To delete or edit ther £

Blank

headers, you can click on the respective buttons in this menu to do go-

Type test)

Adding Footer: Click dmsert tab, then footerYou can then choose
an acceptable footer from the gallery of footers. To delete or edit th
headers, you can click on the respective buttons in this menu to dogso. ™= e

&ank (Three Columns)

Advanced Options: Headers and footers in Word 2007 can now easilye:

handle many of the gitaic options talked about before. Shapes, Clip Art, E—

etc. can be placed in a header to give it an extra stylistic edge. Try ¢reating

a header, then click on your insert tab, and click on Picture, Clip art,’or

Shapes, you can then try to create a logotdodocument. Type the document it | [vear]
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6.0- Macros

Microsoft Word 2007 can use automatic scripts, called Macros, to automatically format documents of the san
type. Macros can be very useful and save a lot of time for multiple documents that all need to be quickly forn

To create macros you must first follow some steps to shDewblepertab.

BS Mailings Review View Developer
b’ Design Mode g & Scthema By fiw I
Structure . Protect Document

| ¢ Expansion Packs || Document~ | Template
trols AL Protect Templates

[ On
Click the Microsoft Office Buttoi- * , and then click Word Options.

1. Click Popular.
2. Under o0Top options for working with Word, 6 s

box.

To use the macro recorder, follow the following steps

1.
2.

»

OntheDevelopert ab, i n the Code group, <click ORecc
In the Macro name box, type a name for the macro.

Note: If you give a new macro the same name asia maltro in Office Word Bd, the new

macro actions will replace the builinacro. To view a list of buitt macros, on thBeveloper

tab, in theCodegroup, click Macros. In the Macros in list, click Word Commands.

In the Store macro in box, click the template or document in
which you want to store the macro. piam =y T Record Macro
Note: Template: A file or files that contain the structure and _cl B

tools for shaping such elements as the style and page layout'ofual Macros
finished files. For example, Word templates can shape a singfé™*
document, and FrontPage tengsatan shape an entire Web

site.

In the Description box, type a description of the macro.

Do one of the following:

I\ Macro Security
Code

. To begin recording the macro without assigning it to a button on the Quick Access Toolb
or to a shortcut key, click OK.
. To assign the macto the Quick Access Toolbar, do the following:

a. Click Button.

Under Customize Quick Access Toolbar, select the document (or all documents) for whic

you want to add the macro to the Quick Access Toolbar.

c. Under Choose commands from dialog box, click the it you are recording, and then
click Add.

d. Click OK to begin recording the macro.

o
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o] To assign the macro to a keyboard shortcut, do the following:

1. Click Keyboard.

In the Commands box, click the macro that you are recording.

3. In the Press new shortcut Kk, type the key sequence that you want, and

then click Assign.

Click Close to begin recording the macro.

5. Perform the actions that you want to include in the macro.
Note: When you record a macro, you can use the mouse to click comman
and options, Hunot to select text. You must use the keyboard to select text.
For more information about selecting text by using the keyboard, see Selec
text.

6. To stop recording your actions, click Stop Recording Gotlegroup.

N

»

7.0- References Tab

Word makes it easier to write research papers and articles than before. The new references tab works to hel
create tables of contents, in text citations, bibliographies, and more.

Table of Contents S Add Text - |y Insert Endnote “”j?(
. ~ pdate Table ﬁtg Mext Footnote - —
I f foll owing Wordos | ruct ums®, ' YyOoU CaNnimdkS e
the Table of Contents button that will SO - e Citation ~
Built-In

automatically add a table of contents to your
document. Just click on tReferencegab,
then choose one of the Bdiittable styles, or

Contents
choose the Insert Table of Contents DULLON 1O | meaing 1o 4

_[ Automatic Table 1

create a custom table of caonge HEAING 2 1oeere—vrceree .1
LT Lo T 1
Footnotes
You can use the Footnotes group to insert footnotes to facilitaxe eitation. This is
easily done by clicking the olnsert F bu

footnote to the end of the page you are workingradd a reference mark to a current
footnote, so you can add a citation or comment.




