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Course objectives

_ o General session topics
1. Develop word processing skills using

Microsoft Word 2007 with attention to other Session |
versions of Word as appropriate. 1. Structural overview
2. Improve productivity through 2. Formatting and styles
improved usage of the application. 3. Getting around better and
3. Explore topics listed for the session. using Views
4. Develop computer literacy. 4. Page layout
5. Address your questions and concerns. 5. Tables
6. Pictures, clipart and other
objects
Schedule
9:00  Registration Session 11
9:30 Morning session 7. Structural overview and
10:45  approximate break navigation review
12:00 Lunch 8. Modifying styles
1:00  Afternoon session 9. Working on shared
2:00  approximate break documents
3:30  Dismissal 10. Mail merge
11. More pictures, clipart and
Handouts available in PDF format at other objects
www.crowleycomputers.com/handout.htm. 12. Working better with long
documents

a. The power of page layout
b. Tables of Contents,
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Session |

Quiz
Versions
1. History
A. 2007
B. Recent history, all very similar
i. 2003
ii. 2002 aka Xp
ii. 2000
C. Ancient history
i. 97
i. 95
iii. 2.0

iv. DOS versions up to 6

2. What's New?

A.

AT IOINMOO®

L.

New GUI makes formatting easier

Galleries of preformatted elements

New charting and diagrams

Improved styles and document themes

Contextual spell checker

New comparison tool

Strip hidden metadata and personal information from documents
Digital signatures

Save to PDF (with download) and XPS

Prevent changes to finished documents

XML storage reduces size, prevents corruption and improves recovery
Improved document management

3. But not everyone has Office 2007!

A. Office 2007 can run on Windows Vista, Xp and 2000
B. Allusers running Office 2003 through 2007? should install the compatibility pack from
i.  http://www.microsoft.com/downloads/details.aspx?FamilylD=941b3470-3ae9-4aee-8f43-
c6bb74cd1466&displaylang=en
ii. Or Google “microsoft office compatibility pack” and it will be the first link
C. There are always winners and losers...
C3 - Crowley Computer Consulting Page 3
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Structural overview
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Office button Quick Access toolbar

Ruler

Status bar

/

Help

Scroll bar

Page 1ol

1.

V/
] y4

warapd | o

Application Bar identifies document and application

A. Minimize, Restore to window, Exit ~ *

B. Minimize, Maximize, Exit

&)

Microsoft Office Button
A. Think of the 2003 File menu
B. Application options are found on the bottom right.

| * I =

Quick Access Toolbar ﬁI
A. Only easily customized part of the Ul

i. Ribbon can be customized programmatically and via add-on apps
B. Standard commands are Save, Undo and Redo
C. Customize menu
The Ribbon — heart of the new User Interface (Ul)
A. Features

i. Same commands, new places

ii.
iii.
iv.
V.
Vi.

Vii.

No menus

One toolbar

Not customizable

Easy to learn, but tough to unlearn menus and toolbars
More extensive tooltips

Most items will preview

P -

B. Cutting the Ribbon to pieces

Tabs
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ii. Groups
iii. Commands
iv. Dialog boxes
C. Lost commands - Many specific, contextual commands do not show on the ribbon until the proper context is
available. For example, there are no picture formatting commands until a picture is inserted or selected.

Developer Add-Ins Acrobat Picture Tools

r Developer Add-Ins Acrobat Farmat
|_“| |AaBbCcDc¢ | AaBbCcD¢ AaBbCi AaBbcCc Ad]j . = l
| T Normal

[} Picture Shape E@| TkeringtaFront~ |2+ || [
| T Mo Spaci.. Headingl Heading 2 Title || G Picture Shape Wl 4 BringteFron _lf |—“_||.j- ;
‘ - EPicture Border = "h Send to Back ~ ]
& Styles = F‘05|t|on . Crop
: = | . Picture Effects = B Text Wrapping = Sk
& = &
: i : ¢ : i 2] & Arrange
| 4 | 5 i 5 "

D. Ribbons adjust to fill window

z @ i @ _J @ ﬁ @ m 2 AutoSum ~ ﬁ? Logical - il Lookup & Reference
| - ] .

Recently Used ~ Text ~ Math & Trig =
AutoSum Recently Financial Logical Text Date& Lookup & Math Ej - L‘&‘ ﬁﬂ -

i Used ~ * ¥ = Time= Reference~ & Trig~ FUﬂCtrC, @3 Financial = fﬁ“Date & Time ~ ﬁ'_]h-‘lnre Functions -

Functian Library : Function Library

E. Mice are for Wimps
i.  Navigate the Ribbon by tapping the Alt key and then resulting KeyTips. ESC moves to previous selection.
ii. There are many keyboard shortcuts.
a. Most are unchanged from older Office editions.
b. From Help, search for “keyboard shortcuts.”
F. Other Screen parts

a. Ruler and Scroll Bar (top) b. Ruler and Scroll Bar (bottom)
N " & Scroll bar down ane
lina | l
Split screan T —
— o % Previous page
i ' ; Vi rul
|@ = - Select Browse Q T —
S @ — —_— Object {rather than
Panning Hand i page} ;
! Seroll bar - up one Next page
lime
c. Status Bar (left) d. Status Bar (right)
C3 - Crowley Computer Consulting Page 5
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Page Proofing Error .\-'iews:
Shortcut to Find, Status Print layout -,
Replace and Go To Shortcut to EUsereen m?'"s Zoom buttons and
3 proofing review Aol slider
= Dutline
Draft
I[ Page:10f3 | Words:559 | <& | 3
EEEET T @‘_ml
Word Count
Shortcut ta Macro Recording Soormat
document stats ogtcut to Macros Shortcutto Zoom Window camer for
resizing
G. Task Panes [Cin At =
Seareh for
e ekt e )
Application versus document T B
Al collections -
H. Pieces we’ve been discussing are the Word program or application. In a disaster, the | Remdts shoud bes

Selected media S types -]

application can be simply re-installed.
I.  What you type, layout, format and print are the document. The document is what has
value, as it represents your work. Recreating this may take hours or be impossible. Backup!

Getting Help

J. ? button in upper right hand corner of window. e
i.  Office help programs access Microsoft web pages for improved results.
K. Web searches, Google works!

Open and Close, Save and Save As...

L. Save makes a copy of the current document onto your hard disk, floppy drive, network
drive, USB flash drive (USB memory key)... {8 o ..

M. Save As makes a new copy of the current document onto your hard disk, etc. by giving you . "::;,“.L“‘;,"“
the opportunity to give the file a new name and/or select a new location to save the
document. Actually, any new Save is a Save As since you have the opportunity to select the document type and
location

C3 - Crowley Computer Consulting Page 6
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] Save As (=5
—
@Uv| ;¢ Jim Crowley » My Documents » - | 5 | |SEGm’J 2|
‘ Organize = oo Views =+ ' Mew Folder
Eavorite Links Namé Date modified Type Size Tags -
) Templates o ;Tramlng ‘i|
More L JErEE
@ Adobe
Folders ¥ | [l AdobeStockPhotos
. Downloads o @ Bluetooth
[ Favorites A @ BPOET72a
[ Links & 3 forms & labels
. logitech & 3 graphics
. Music & CCWin
@ My Documents e T hd
File name: Doc2 -
Save as type: ’Word Document -
Authors: James Crowley Tags: Add atag
[ Save Thumbnail
“ Hide Folders Tools ~ [ Save | [ Cancel
=
Save as type: ‘Wmd Document v' Favorite Links Name
o B \Word Document [
Gl Word Macro-Enabled Document j Templates
Word 97-2003 Document More »» ; My Documents 1]
Word Template - B .
Word Macro-Enabled Template Folders % Recently Changed
e Folders Word 97-2003 Template %= R t Pl ==
Single File Web Page . Downly =5 Recent Flaces B
Web Page L IE Favorit| B Desktop 3
Web Page, Filtered L m Link
@:Rim Text Format | Inks | (M Computer B
3 | Plain Text J logitec :
Word XML Document Music E Pictures b
Word 2003 XML Document ' & Music 2z
Works 6.0 - 9.0 & My Do 3
Works 7.0 E Searches
Fi i
. J Public
i. Save as type —

a. Word Document = 2007

b. Word 97-2003 Document = older type, larger, may not support all

formatting

Save as type: | Word Document

ii. Favorites Links helps
you select
commonly used
areas on your

computer.
N. Open makes a copy of a stored document in your Word application
Getting around a document
1. Keyboard navigation basics
Keyboard Character / Line Word / Line / Screen or  Scroll Screen Printed Page Document
Navigation Paragraph GoTo
Left «— Ctrl-« Home
Right - Ctrl-— End
Up T ctrl-T Ctrl-PgUp PgUp Ctrl-Alt-PgUp | Ctrl-Home
Down 2 ctrl-4 Ctrl-PgDn PgDn Ctrl-Alt-PgDn | Ctrl-End
C3 - Crowley Computer Consulting Page 7
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Delete commands Edit commands Keyboard Mouse Format

Word left Ctrl-Backspace Undo Ctrl-Z e I

Character left Backspace Cut Ctrl-X Drag selected

Character right Del Copy Ctrl-C Ctrl-drag selected | Ctrl-Shift-C

Word right Ctrl-Del Paste Ctrl-v Ctrl-Shift-V
2. Mouse navigation basics

A. Scroll bars

B. Panning hand

C. Find Next/Previous / GoTo buttons
Formatting and styles

Hame Ineert Page Layout Reterenoes Madings EeviEw Wiew Developer Add-ns Acnabat
_.. Calitin ey =l - A IS - R AaBbCs .-b.uBb(\'.Cl:. aabblely AaBbC: AaBbCc AaBbCcl Aj“"‘l ,H :‘:_1;r
?a.ill F Fomat Pusner B 5 U - ohe x, ¥ Au- W7 ol Sk & N UM § Hamed wat # Modmal Headingl  Headingd  Heading3 | '-"_‘ﬂ'_ii_! -\f'e'l-:t'
2 ﬁ-:::'c I Fonk . Parageaph Seyles o ?r‘.:'-'-

1. All formatting is done from the ribbon or keyboard short cuts.
2. Font

A. Commands remain very much the same.

B. Don't forget the dialog box 2 &
C3 - Crowley Computer Consulting Page 8
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Font

Font Character Spacing

Font

Eont: Font style:
+Body Reqular
- 7
+Headings (i Ttalic
Agency FB — | |Bold
aharoni Bold Italic
Algerian &7 T2 i
Font color: Underline style: Underline color:
Automatic |z| {none) El Automatic
Effects
[ strikethrough [ shadow [ small caps
[ Double strikethrough [ outline [ Al caps
[ superscript [7] Emboss [ Hidden
[ Subscript [] Engrave
Preview
+Body

This is the body theme font, The current document theme defines which font will be used.

Font
Scale:  |100% [=]
Spading: | MNormal IEI By: =
Position: | MNormal El By: =
[ Kerning for fonts: = Points and above
Preview

+Body
This is the body theme font. The current document theme defines which font will be used.

[ CK J [ Cancel l ’ Default... l [ OK J [ Cancel l
3. Paragraph 1.0 |
A. Remember a paragraph is defined by Enter. | T | is the Show / Hide v | 115 !
command to see hidden characters. 1.5
*=v .y . . 1
B. Line Spacing | = | becomes very critical. Notice the drop down choices 2.0
and settings. 2.5
3.0
Line 5pacing Cptions...
é: Add Space Before Paragraph
f: Remove Space After Paragraph

C3 - Crowley Computer Consulting
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Paragraph [ 5 Paragraph -7 |5
Indents and Spacing | Line and Page Breaks Indents and Spacing |; Line and Page Breaks
General Pagination
Alignment; IEI Widow fOrphan control
Keep with next
Qutline level: |Body Text Izl [l keep ) =
Keep lines together
[7] Keep lines togeth
[7] Page break before
Indentation Formatting exceptions
Left: o = Spedial: By: [7] suppress line numbers
Right: o = (none) E = [ pon't hyphenate
Mirror indents Textbox options
Tight wrap:
Spadng Maone
Before: 0pt = Line spacing: At:
After: opt = Single E s
Don't add space between paragraphs of the same style
Preview Preview
S Taoet S0 ek Tioct S0 Tk S0 ik Tiloe™ S0 ik T S0 i Tt S ik Toom Sem i T S i Tt T Tk S ek T S0 o Tt S0 i Tk S0 2 Tk S i Tt 50w ik T 5 ol Tk S i T
S Taoc: Sae e Tioc: Sarmgie Tt Saemie Teor: S T Saemie Teoct Saem i Taocs Saermie Teoct Sampie Teot T Tk S ek T S0 o Tt S0 i Tk S0 2 Tk S i Tt 50w ik T 5 ol Tk S i T
Sarrghe Tao: Saemie Taot Samgie Teos S i Taoet S Tiect S0 Tt
| Tebs.. | | Defaut.. | [ ok || cancel | | Tbs.. | | Defaut.. | | ok || cancel

4. Styles
A. Critical to making longer documents easy to format and reference.
B. Stores all formatting commands for reuse.
C. Consistent across most Microsoft Office programs.

AaBbC: AaBbCcDc AaBbicDc AaBbCi AaBbCc AaBbCcl
. . . . _ AaBbCcl
Mames wit.. TMormal 7T MNo Spacd.. Headingl Heading 2 Heading 3 -
Heading3 - |Change
AaBbeen | AaBbeeD | AA D aaBbce. acsbeen: acsbecne Styles -

Heading 4 Heading 5 Title Subtitle Subtle Em... Emphasis St_'ll_'lE set 4 |

7
AaBbCcD( AaBbCeDt AaBBCcD( AaBbCcDi AABBCCDL  AABBCCDL B colors 3
Intense E... Strong CQuote Intense Q... Subtle Ref... Intense R... F

onts 4

AABBCCDL | AaBbCcDa EEt as Default
Book Title | T List Para...

Save Selection as a New Quick Style...

Clear Formatting

& &

Apply Styles...
- Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat L7
J = IE I:I | Ruler Document Map C% T J Oine Page B E 11 View Side by Side % =
Gridlines Thumbnails =gl Two Pages _Fi' 247 synchronous Scrolling ==
Print |Full S5creen Web  OQutline  Draft Zoom 100% . Mew  Arrange S5plit N - Switch Macros
Layout | Reading Layout Message Bar =l Page Width || window Al +ld Reset Window Position | windows = -
Document Views show/Hide Zoom Window Macros
C3 - Crowley Computer Consulting Page 10

Copyright 2007 \\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Word outline.docx Printed 10/15/2008




Page Layout

L | - —y
t_—/ Home Insert | Page Layout | References Mailings Review View Developer Add-Ins Acrobat @
n' @ IE ¥=) Breaks ~ 4] Watermark - | Indent Spacing 4| Lk Bring to Front ~ | Align ~
' % £[3 Line Mumbers ~ @ Page Color — 5 Left: 0" = :i Before: O pt : 414 5end to Back E Group
Themes Margins Orientation| 5ize |Columns . . | e= - Position .
- @' - - - - bE~ Hyphenation ~ Q Page Borders = Right: |0° - 4= After |10 pt - @Tex‘t Wrapping Ik Rotate
Themes Page Setup & || Page Background | Paragraph Pl Arrange ]
e £ . . .
5. Ifyou can't find it or get it done, look on the Insert ribbon.
Rt —
Home | Insert | Page Layout References Mailings Review View Developer Add-Ins Acrobat @
] Cover Page ~ E ElE @ & Hyperlink j A A~ |&signature Line ~ | TT Equation ~
[,Qﬁ = —
|_1 Blank Page L] E A Bookmark E Date & Time £2 Symbol ~
= Table Picture Clip Shapes SmartArt Chart Header Footer Page Text Quick WordArt Drop .
%=, Page Break - Art - "# Cross-reference - +  MNumber~ || Box+ Parts+ - Cap - "§g Object ~
Pages Tables | Tllustrations Links Header & Footer Text Symbaols |
- 5 Documentl - Microsoft Word =
L) T
Home Insert Page Layout References Mailings. Review Wiew Dreveloper Add-Ins Acrobat @
i Brightness ~ ﬁ Compress Pictures —~ _ S = — — . @ Picture Shape ~ =3 ‘E& Bring to Front ~ |&=~ ‘:JIJ .1,88' .
(P contrast - %Change Picture ‘ d ‘ ‘ T zpicture Border = = ‘EE;Send to Back - %
; = Fosition Crop =i = =
% Recolor = ‘E Reset Picture = | = Picture Effects = ol ET&H Wrapping = Sk~ P fai[281 %
Adjust Picture Styles (F] Arrange Size F]
=1
3000
Cower Bank  Page Tably
Page = Pege  Break =
Brriert Fable
T et Tabie.
T Deaw Tabke
X Coegen Ted 1o Eabie
Ih Dpeel Spresdihant
O Qusck Jubiec "
(D'I 9w = Documentl - Microsoft Word Table Toals = = x
R, — T i
el )
b Home Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat Dresign Layout @
¥ Header Row ¥ First Column | Temrmoremny| —m— — — —— Q Shading = —
[ Total Row | Last Column —— e | —o = | ————— > ¥ pt ¥,
= 5 aprEecerell] [epwascoml] lseeapsoal] oo = Draw  Eraser
¥| Banded Rows || Banded Columns = o Pen Color ~ Tahle
| Table Style Options Table Styles Draw Borders "1
[ |
---F)l Home Indert Pagr Layoul Rrfereemors Mailing Revirwr  View Drwrdeper Add-ny Acrabat Dhesign Layoul
I il " i r . i —
53 ,E. J}‘ ﬁ Bﬂ | | [+ mm| | meigne |24z = || HF Distribate Rows EE=3 A= | 21 "~ :5.: fl’
- EOES "l : HEE —
Telect | View Pregedich | Delele | Insed Insest  Inserd  Insed coge Solt Splt | AuboFit | 3 wimne (3810 || T Disribute Cotumns Tert el feel Frorsl  Comd Farmula
= Gridlines = | Abowe Betew Left  Pight ei:  Cell  Table - - = wl w girection Rarged Header Rows ko Test
Tabile Rgaws & Columan - Meige Cell Sice e Aligrmerd Dala
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Inserting other objects

1. Clipart Clip Art v x 08 5 Oniline s
Search for: s Pt el e de sy | WA | Teswews Sl 0w
|gEEk | I Go I Tl il il i W Oy ¥ =
L | o i === Rt e,
Search in: o -__: —— '--—.-..
|AII collections |Z|
Results should be: b e — T
st iy Moy than 120,000 Sres Fapes and S0unds e
|Selected mediz file types Izl . e =
Finally, a Dﬂ'vn'ﬂul anmnu
|&] organize dips...
Eﬁ Clip art on Office Online
i@ Tips for finding dips
2. Pages E Y= T e B 0P P gl | 3. Shapes ] i__: T ol s @
A. Cover 1 ioeg =l lomadl it Mt et A. Use Drawing Tools after & Page | Table  Pture Cip
N e eak - Al w
page = — > inserted. (e
B. Blank = ; B. Pick a shape, use the [ .ﬁ..lj:l O0ALLD G
Page | | E=vear) mouse to approximate its ::,_: = g
C. Page " - size. R My I
iy Baskc Shapes
Break ey T —r—] — 1 BOOTC0m A RO DD
= = CEIR0OOBAY | &
C~00S0 24
ey e ok ArTows
= _— o QR DR LPR IS
— ggmmﬂuDEEﬁiﬁ
g R
Comartne Calhict Flovchant
= ICo=onpDRD@=caY
IJ 0 codRN@® I 6 ATED
& QgaaLo
Callcuts
— P52 0.0 00 18 46 A
- !Eﬂ':. = Az =l =) K3 AT AD
Tapeacer la:.q%l = [ - Stars and Banners
A Bemas Carmemd Comer Page LA RO
1

=[]

A [itw Drawing Canvas

L'::E) d9-0

Detipthpml « Ryl Wiewd

Heme fmsart Padeispmd  Eeienen  Masep 0 Bewes Vew  Desless  BSdim Resbat

OENSE0 . o munerer: _] 4 =) e Pl 1N
B=yn L ) s Elasdie - - VA E-'.':'.;:" a, e-'I-E: q Faittiin Tt vospping = 5 Ritety = | B H

Irintt 2ot Ahagy Jyies Ihedre IMevh O B hangt g=2
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4. Page numbering

£

Pypatini Begamam Cnperdeanis  rasder Faane | Pege
[l

Trugpr Smankn
: T (8 eatrae o
Aempe = fid - timen i Pager
Flan Wumsar | el Faps Mages
W) et Poutics
AN Peewat Page Numben
=k Bemowr Fape Numban
Flam Womter |
Fisn ipimter §
Page ¥
| Wt Bt L
T
Argwmi Ras 3
E
© Moo B 3
i
E
5. Smart Art
S Process --
o
7 Cyde
;h . —————— Ili o ! o 9
Hierarchy :I
@ Relationship
& Matrix —
N BES BEE ggm HEH .
A Pyramid =2aa
Use to show non-sequential or grouped
(. = v:' blocks of information. Maximizes both
b -1 ' horizontal and vertical display space for
) shapes
= o - :
_ﬁ;‘-ﬂ:"‘""" . [ PR [ SRR
Ju—r—n*_r—n—.mu—n—u—nuu-u—-n—.-n— .o
= ] - ..."'¢.| - F
e < o s lasg] Y eSlen it e el et e e T
W= 3 et s i E ||
Lo e [ L =i
ﬁ ol W= @ ] - o i st R ] - W ¥
‘J“muuhhhhm—mamhw V=T
N FOR— — L e v A et - B =t PR -
"*ﬂu:- B = B —.-!u. |u-|:n.--z_'-qua-c- ,-'Eh & = B bt s + g =3 | i l_{"‘"" :
e — —_— i - T | [ i Tasd € - - Raisle' | 22 v W
e hape i } et Byt . Sy L
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