Microsoft Word 2007 Lesson Plan
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Microsoft Word 2007 Lesson Plan

Introduction

Word Processing is when you use a computer program, such as Word, to create, edit and produce text documents.
Microsoft Word 2007s quite different from previous versions of Word. It has a vastly different user interface and
employs easier methods to efficiently create a wide variety of personal and business documents. It includes enhanced
accessibility of desktop publishing featarthat make documents more visually appealing and easier to read.

Word 2007 cannot open documents created in previous versions unless a compatibility pack is installed. Documents
created in Word 2007 have a different file extension than earlier versidmsWord standard file extension used to be
GPR206d LG Ad y26 aPR20E£ O

Follow the instructions below to learn how to use Woidote: The instructions refer to settings and customizations that
we have chosen for our Computer Lab. They may not be p@sgatir home computer.

Exploring the Word 2007 Environment
1. Open Word by using th8tartmenuor by doubleclickingon the desktop icon for Microsoft Office Word 2007

2. Pointthe mouse at th@fficq Button located on the left end of the title bar. E.g

o]
’/)
Home Insert PEgE LE)"DLIt

Noticethe ScreenTipvhich remainsiisible as you hover over the button.

3. Click on théffice Button to open theOffice menu The commands on the lefire for managing Word documents as
a whole rather thardocumentcontent
4. Close the menu by pressing 1 key on the keyboard or clicking in a clear anffaof the menu.
Look for theQuick Access Toolban the Title Bar just to the right of the Office button.
a. Itcontains frequently used commands and can be customimgtgthe drop-down menu.Pointto each
small icon to view its screen tip.

b. Click theCustomizIe Quick Access Toollbatton, checkNewon the menwand see it added to the Quick

Access Toolbar. l

c. TheQuick Acces3oolbarcan also be moved to show,

below theRibbon

pa Customize Quick Access Toolbar

Home Insert

J . Cali Open
Pavste F Format Painter B ||V | save
Clipboard IF] Sl
: Quick Print
El : Print Preview

Spelling 8 Grammar
Undo

Redo

Draw Table

| =~

Meore Commands...

- Show Below the Ribbo

Minimize the Ribbon
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6. Lookfor theRibbonin the area underneath th'itle Bar.

Documentl - Microsoft Word

o =
- Home Insert Page Layout References Mailings Review View Acrobat @
- o = = e | e s 34 Find - Py
Calibri (Bod 11 - T B [= - = - |2 £E|| 4 - % gt
alibri (Body) |A &[] 3= - = - S=|[3F |20 9| | AzpbcceDc | AaBbCcDe AaBbCc 2 Replace o
. === a . . - oy
¢ |B I U- de x, X Aav||W - A-[[|E[E = 5| [3=~|( &r - - TMormal | THo Spacing  Headingl = gg:;sgve [t Select - g
Clipboard Font F] Paragraph IF] Styles ] Editing

a. TheRibbonmakes all the capabilities of Word available in a single area.
b. Commands related tworking with document content are represented lasttons on the tabs that make up
the Ribbon Hover over some other active buttons to observe ScreenTips.
c. TheHometab is the active tab by defaulfry clicking on other tabs to view their buttons
d. Noticethat on eachTal the Buttonsare organized int@&roups
i. Onsomegroups thereis aLaunchetbutton which will open a dialogue box with related but less
common commands.

Calibri (Body) 11 - A A'||i_3' |
/B |4 U -abe X, X Aa~||%¥ - A

Font P

ii. Some buttons in thergups have arrows:

A‘_ Clickingthe actual button carries out the

A ~le— Clickingd KA & 0 dzi (
— + command with the current settings

arrow displays a list of
options

7. Lookbelow the document window area and find ti8tatus Bar

Page: 2of3 Line 18 | Words: 423 | & HE} R =EI= G‘)
Customize Status Bar
. i . Eormatted Page Number 2
a. The leftend gives current information about the document, / Section 1
such as the page number and line numbers where the cursor ig | 2sgeNumbe 2013
situated, how many total words are in tlilcument and ; f”N' "?EP”“”” ?;"
whether there are any spelling errors. oo o
b. Atthe right end are shortcuts to two groups on thieewtab, Bl word Count e
Document V|eWS and Zoom v || Spelling and Grammar Check Errors
c. TheSatus Barcan be customizedrightclick on the Status Bar | v | Lenguege
and look at optionsvhich can be checked and uncked V] Signatures il
V' | Information Management Policy Off
 » v | Permissions Off
Track Changes Off
Caps Lock Off
Overtype Insert
Selection Mode
Macro Recording Mot Recording
\ v | View Shortcuts
v | Zoom 100%
V' | Zoom Slider
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Creating, Saving and Closing a Document

Creating a document

1. When word opens, it will display a blank document ready for you to typé&e. words that you type and the
formatting that you use become your document.
2. Typeaae& FANBOG R20dz¥Sy i o¢

Sawung the new document
Eat document you create is temporary unless you save it as a file with a unigue name and location.

Prepare your save to locatiday inserting youflash drive

Open theOffice Menuand move your cursor to tHeave Asbutton. Amenu will open in the right pane.

Click orwword Document

Closdhe Restrictionsmessage box each time that it appears.

When theSave As dialog box opensgiavigate b the flash drive Be sure the address bar indicates a save location of
Computelf KINGSTON (F:)

Renam& 2 dzNJ FAES GaFANBRUGE @

7. ClickSave

8. Noticethe file extension in the ile b&t & ®R2 OE ¢ ®

ok wbdeE

o

Saving the new document in a different format

If you intend to send a Word document to someone using a previous version of Word, they may not be able to open iti
@2dz Al @S Al Fa F G22NR R20dzYSyidéd 22NR Hnannt LINRJARSaE
previous versions. ChoeSave AsVord 972003 document. Saving this way may cause some loss of formatting.

1. Open theOffice Menuand move your cursor to tigave Adutton, but this time,clickon Word 97-2003Document
2. Noticeh K4 GKS FAtS ylIYS KIFLa |y SEGSyarzy 2F adR20¢d
3. Clckcancel

Back-up savings

Li A& AYLENIFYG G2 &F@8 &2dzNJ 62 NdsanBhdrigds fisS/6usE wakimith A Y
your documentglickthe Savebutton on theQuick Access Toolbaf | @S FRXFFSNBY G FAES yI YS
you want to keep your current changes.

Closing a document -
1. Close the document by clicking the Closebutton on theOffice Menu ||| Close |

2. LT @&2dz OK?22 a Sutiyd wiDiotbdlylose the docuhefitdthe program as weM

Creating a new blank document
If you followed Step 1 above to closbe Word program is open, but there is no document to work in.

1. IntheOffice Meny selectNew. This will open a dialogue where you can choose a document type.
2. dickonBlank Documentand thenclickCreate Notethat our new document has a default name of Document 2

Created by Andrea Philo and Kathy Sweeney December 2008 Pagesof 15
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Opening an existing document

1. IntheOffice Meny selectOpen
2. Closédhe Restrictionsmessage box each time that it appears.

3. When the Open Dialogue box appeanrsticethatitis the F"ﬁ';mp — |

Desktoplocation that is displayed. a w
4. Foruse in the Lab, there is a pretyped file located on the 8 Gt o

desktop. —— .
5. The contents of tb desktop will display in the right pangou | compue

will need toscroll along he right paneto see all the contents A e

of the desktop.
6. When you locate the file callédternet Policy.docxlouble B st
clickit to open it 44 DVDDrive 8

File name: v | | Al Word Documents (*docx; v
[ Cancel |

3% Floppy

Moving Around in a Document
Insertion point , sometimes referred to as theursor,isthe name for the blinking line where anything you insert
goes. Therare several ways to move the insertion point to get it where you want it to be.

Clickin the middleof the firstline of the firstparagraph of the practice document. Refer to the thelow topractice
moving the insertion point aroungsing the keyboard.

Press To Move The Insertion Point
Home To the beginning of the current line
End To the end of the current line

Page Up To the previous screen

Page Down To the next screen

Left arrow or Right Arrow Left or right one character at a time
Up arrow or Down Arrow Up or down one line at a time

Ctrl + Left Arrow Left one word at a time

Ctrl + Right Arrow Right one word at a time

Ctrl + Up Arrow Up one paragraph at a time

Ctrl + Down Arrow Down one paragraph at a time

Ctrl + Up Arrow Twice To beginning of previous paragraph
Ctrl + Home To the beginning of a document
Ctrl + End To the end of a document

Ctrl + Page Up To the top of the previous page
Ctrl + Page Down To the top of the next page

Keyboard keys -there are several otheteyboardkeys that are importanto know.

1. Enter pressing the enter key will move the insertipaointto a new line, but it alsoreatesa new paragraph(When
you are typing in Word, the insertion point will move and show where the next character you type will appear.

When the insertion point reaches the right margin, the word you are typing moves to the nextline. Because of thi

word wrap feature, you should only press enter to start a new paragraph.)
2. SpaceBar pressing the spacearseveral times will create a small space between words.
3. Delete- pressing delete will remove charactéesthe right of the insertion point.
4. Backspacepressing backspace will remove characters to the left of the insertion point.

Created by Andrea Philo and Kathy Sweeney December 2008 Page6of 15
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5. Shift/Caps lockboth of these keys will change case to capitahft for only one letter. Caps lock fall letters
after it is pressed/Note ¢ Word 07 is preseto capitalize the first word ofeve Sy 4§ Sy OS | yR GKS 5

Undo button

Clickonthe Undo Buttonon the Quick Access Toolb#ryou do something by accident if you want to undo any

action.

| A =F] o
i

H t
I:lm| Undo Typing (Ctrl+Z) Iza)rou

Controlling the Appearance and Location of Text
If the Home tab is not activelick on itto access tools for controlling text

Highlighting
Importance to make any changes to your document, you need to select the word or area to be changed. Highlighting i
the way to do this.

Ways to highlight:

1. Mouse dragging put your cursor (it will be in the shape of :|: beam) just to the left of the beginning of your
selection, hold down the mouse button, move the cursor to the end of your selection, and [Ergg.across and
down at the same time to ghlight more than one line.)
2. Shift clicking- Place your insertion point to the left of what you want to highlight, hold down the shift key and while
doing so, click at the end of your chosen selection.
3. Shift clicking to add to or reduce your selectietf you have a selection already highlighted, you can increase or
decrease that selection by holding down the shift key and clicking at a different endpoint.
4. Clickingto selectlines, words, paragraph
a. Doubleclicking on a word will select the word.
b. Triple-dicking anywhere within a paragraph will select the whole paragraph.

5. Clicking in left selection areayour cursor will change to an arrow pointing to the righf"?
a. Singledicking to the left of a line will highlight the linBrag to select multiple lines
b. Double clicking to the left of a paragraph will select the entire paragraph.

Changing text attributes

1. Selecthe second line in the first paragraph.

2. In theFont group applythe Bold, ItalicandUnderline attributes. Noticehow the buttons change colors when they
are active.Clickin a blank area to see the changes.

3. Select thesecond paragraphUse the fontdrop-down box toselect a different fonand the font size drojdown box
to select a differentont size (Noticethat you can see the effects Live Previewbefore you make an actual
selection)

4. Experimentwith other buttons in tntgroup to change the appearance of your selected text.

Changing alignment and spacing
1. Selecthe first paragraph.

Created by Andrea Philo and Kathy Sweeney December 2008 Page7 of 15
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2. In theParagraphgroup, find theAlign Textbuttons = Notice that the Align Text Left Button is
highlighted. Changahe alignment of the paragraphy clicking on the other buttons
3. Inthe Paragraphgroup, usethe launcherbutton = to access more paragraph formatting options.
a. Drop the Line Spacing menu down and sdbeetble.
b. ClickOK.

Changing location of text
1. To move text by cagging highlightthe third paragraph Change the Font color to rad/ith your cursoion the
highlighted paragraphhold down your mouse butt@nd move the insertion point to th#ank space between the
first and secongbaragrapts. Noticethat your cursor is an arrow with a small square attached to i@ and the
insertion point looks like dotted line. — Release your mouse button.
2. Cut/copy and pastethese commands are located in tiipboardgroup of the Hometab.
a. Cut/paste with the same paragraph selecteclick theCutbutton. Move your insertion point to trepace
betweenthe secondndthird paragraphsthe clickhe Pastebutton.
b. Copy/pasteg select thethird paragraph and click th€opybutton. Move your insertion point tine space
betweenthe firstand second paragraphand click thd?astebutton. Noticethat the selection appearsin
both locations.

Changing paragraph indentation

1. Select the first paragraph and align left. Shift click to add the second paragraph to the selected area.

2. No indent- In the Paragraphgroup use thdauncher buttonto access more paragragformatting options Under
the Indentation areg click the drop down arrow und8pecial Click oMNone Click ok. Notice how the first line of
each paragraph is not indented.

3. Hangingndent(all lines of a paragraph are indented except the first linging the same instructions as above,
change inderdtion to HangingunderSpecial Click ok.Again notice the changes.

Controlling the Appearance of your Document
Open thePage Layoutabto access buttons to change the appearance of your document

Changing page margins

1. InthePage Setugroup, click on theMarginsbutton. A drop down menu will appear that will have your current
settings highlighted Click on th&Vide option to see how it will affect your document.

2. Clickon Custom Margiisat the bottom of the menu When the dialog box opens, use the arrows to change the top,
f STUX 6200G2Y | YRCIMKIKOG YINBAYya (2 noyeéd

To add interest 8
PageBackgroundgroup

1. Click on th&>age Colobutton to display a palette of colordouseover the coloreandobserved.ive Preview
changes to your documentlickon anylight color that you like (Use a color from the second row.)
2. Click orWatermarkto place a semtransparen message or picture on your document.

Created by Andrea Philo and Kathy Sweeney December 2008 Page8of 15
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3. Click orPage Borderso place a border around your documer@n thePage Bordetab, click on different settings,
styles, color, width or picture. See a preview in the right padickthe drop down arrow in the art selection box.
Scroll down and select the Christmas Ti€lickok to addthe border.

4. Removehe borderby clicking intd?age Bordergagain andselectNone underSettingon the Page Bordetab. Click
ok.

PageBreaks ¢Placeyour insertion point at the end of paragraphOnthe Inserttab, in the Pageggroup clickon
Page BreakNoticehow the lines below are now on the next page.

Headers and Footers

1. Clickon thelnserttab.

2. IntheHeader & Footegroup, clickon the Headerbutton to open a menu of different headeptions. Scroldown
the menu to view all the options and click Brank(Noticethat a newContextual Tal§Design)has openedl. Click
anywhere on the type text boxand tyflea @ 52 ©dxrY Sy (i

3. Remaining in th®esign Contextualab, in the Header & Footegroup, clickon the Footerbutton to open a menu
of different footer optionsAgain,Scroldown the menu to view all the options artllen dickon Blank (Three
Columns).

a. Clickon the leftType Texbox andtypeyour name Do not hit enter.

b. Clickon the middleboxand still inthe Contextualtab, goto the Insertgroupandclickon the Date & Time
button. Whenthe dialog box opengilickon the third option undeAvailable Formatsn the left pane and
clickok.

c. Clickon the right boxclick on thePage Numbebutton in the Header And Footegroup. Moveyour cursor
to Qurrent Position and a menu of options will operscroldown the menu to view all the options and then
clickon Plain Number

d. Closeheader and footer bylickingon the x at the right end of the tab——

Close Header
and Footer

Close

4. Notice K i avYeé R20dzySyidé¢ FLIWISIENE d GKS (2L 2F SOSNE |
appear at the bottom.

5. If youdouble cliclon the Header you open theContextualtab again and you can experiment with differédeader
andFooteroptions.

6. Doubleclickin the body of the document when finished.

Correction and Editing T ools
1. Find/replace
a. Place your insertion point at the beginning of the doeatm
On theHometab, in the Editinggroup, clickthe Findbutton.
A dialog box will open.
In the Find Whatfield, typed f A 0 NI NE ® ¢
Clickthe Reading Highlight Buttoand thenclickHighlight Al
Clickthe Replacetah.
g. IntheReplace WitHfield, typest A0 NBE¢ ¢KAAa A& RSTAOSNIGSte aLIStf

~oooo
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h. ClickReplace AllEvery instance of the word library in the document has now been changed.
i. A dialog box will appear telling you how many words have been replackckOK
j- Closehe Find And Replacdialogbox
2. Spelling & Grammar Cheaks you type your documenyou may notice that some words or phrases have wavy red
or green lines beneath them. This indicates that Word detects possible spelling or grammar errors.
a. Moveyour insertion pointo the end of thedocument and type the name Andaspaceand themisspelled
g2NR GSESNHAOSE
b. Clickon the Reviewtab, and theninsert your cursoat the beginning of the document
c. IntheProofinggroup, clickon the Spelling &Grammarbutton.
d. A dialog box will open and Word will address every issue of misspelling or grammar mistakéhthlas iit
finds. You options:
i. If there is an errorselectthe suggested optiothat is )
correctandclickChangeor Char?ge All (Wﬁenthe — . =
| GENRE dHALLREERE A) eritown pute Linan| et
ii. If there is no errorclicklgnore Onceor Ignore All The -+ (200 0 oiconan |
computer is not alwaysight! (clicklgnoreOncewhen || i —— oo

ube'rtv

iKS g2NRa G NB F2dzyRé | WIS ND | ittt
iii. If aword (usually a name) is highlighted that you ) chec grarmar -
normally use and it is correct, you celitkAdd to [ gotons.._| =T

Dictionary. The word will never appear again on spell chdest this feature with the name Andie
iv. If awordis highlighedthat you commonly misspell, you caerlectAutoCorrectand every time you
misspell it again, itwill be correctetlVhen exersice lsighlighted, makesure that the correct
suggested spelling is highlightadd clickAutoCorrect
v. If no suggestions are amct, make your own correctioandclickchange.
e. A spell check complete message will appear when all has been corrected.
f. Retypethename Andiey R (i KS YA & a LISt Whakhappend®R G SESNHE A 0S¢
3. Auto CorrectWord is programmed with many common spellingegs and fixes them automatically as you type.
Move your insertion poirtb the end of the documentii & LJS anil préKtife space baNoticehow it
FdzG2YlF GAOFEf& OKFy3aSR (2 aiKS®E

Printing your document
1. Always preview before you print
a. Openthe office menumoveyour cursor to print and in the right paneljckon print preview.
b. Noticehow the page coloris not being displayed. This is because printing background colors and images is
an option you have to selectin the Print Options. By defidws option is not checked because printing
background colors uses a lot of toner.

c. Checkhe number of pages in your document by looking at the Status Bar at the bottom of the screen.
d. IntheZoom Groupclickthe Two Pags Button to view your pages sidey side.
e. Zoom in and out as desired, using the slide in the bottom right corner of your screen.
f. If you need to amend your document, close print previewcligkingthe red x and make all
necessary changes. Cenert
Preview
Created by Andrea Philo and Kathy Sweeney December 2008 PagelOof 15
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To print
g. Openthe office menumoveyour cursotto print and in the right paneglickon print.

h. A dialog box will open. You can choose to print all?: . LS = >

. - Printer
the pages by leaving th&ll radiobutton checked or | '\ ;i cscioras B

you can print only selected pages by checking the e es

i ifvi I er.e: serle [C print to file
Pagesradlqbutton and specifying whichages you | e et S
want to print in the adjoining box. (In the example

shown, only pages 1, 2, 3 and 8 of the document ill-

Page range Copies
Mumber of copies: |1

ﬁ ﬁ Collate

prlnt) ype-page numbers and/or page
ranges separated by commas countin
i. Do not printClickCancel Fom e St of the document o
or plsi, pls2, p1s3-p8s3
Print what: |Document Zoom
Print: All pages in range % Pages per sheet: 1 page |Z|
; Scale to paper size: | No Scaling |z|
?avevyourfﬂas eivx{ord document angtnameA U4 a4 Y e
R20dzyYSyue¢ o
Close Word
Tables
Insert Page Layout References
Inserting Tables = B2
1. OpenWord agek Tasle Picture S\I:_;E Sna'pes Sme
2. Clickonthe Inserttaband in theTablesgroup, click on theTablesbutton. | x5 Table
3. MoveyourCursorover the squares in th&able Pando determine the size of yo e
table. Noticehow the squares change color and the dimensi Qodd
aregiven at the top. When ydoave arx5 table pressthe left mouse button. Your EEE
table will be inserted where your insertion point was located. EEEEEEEEEE
4. Note: Acolumnin a table runs vertically, @w runs horizontally and each individual | 500000000
section is aell. 3| Insert Table..
j Draw Table
-h;il Excel Spreadsheet
T Quick Tables 3

Entering Information

1. Placeyourinsertion Pointin the first cell of the first row. You can move between cells by usingjdab&ey,the
Directional Arrowsor the Mouse Experimentvith all ways to move your insertion point.

2. Type the days of the week in thalls of the second romNoticethe autocompletefeature which pops up after
typing the &' letter. Use it Usethe Tab Keyto move to each cell.

Customizing Tables
1. To format your table, you must select either individual cells, columns or rows.

. | _
a. To select @ell, move your cursor to the left edge of the cell until a small black arrow ap #—tken click.
Click and dragp select several cells.
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b. To select a column, move your mouse to the top of a column until the cursor changes to a small black arrov
Clickto select one columrglick and drado select several columns. 1

c. To select a romnove your mouse to the selection area to the left of a row until the cursor changes to a
right pointing white arrow. 57 Clickto select one rowglick and drado sekct several rows.

d. To select the entire tablelickthe Select Tabldutton that appears at the top right corner of the table.
(Your cursor must be positioned on ‘he table for the select table button to appear).

=

Resizéutton
2. Selecthe first row. Noticethat, when you have any part of a tabdelectediwo new Contextual TabsDesigrand
Layout,appear on theRibbonunderTable Tools

a. Clickon thelLayouttab. In theMerge group, clickthe Merge Celldutton.

b. PlaceyourlnsertionPointin the row andtypethe word$chedule ®  Aligyimeitérdbip, clickthe Align
Centerbutton.

c. Clickon theDesigrtab. In theTable Stylegroup, clickthe Shadingoutton. A menu of colors will appear.
Moveyour cursor over the colors teeeaLive Previewand thenclickon any color you likeNoticethat only
the cellsselected are shaded.

3. Select the entire tabley clickingon the Select Tabldutton. On theDesigntah, clickthe Launchelin the Draw

Bordersgroup. A dialog box will ope
a. IntheBorderstab underSetting clickAll.

b. Scrolthrough theStyle Menuand as youlickon different options seethe preview in the preview pane.
Choosevhatever style you prefer.
c. Clickthe Colorlist arrowandchoosea color from the menu.
d. Clickthe Width list arrowandchoosea width.
e. ClickOkto applyyour changes.
f. Clickin a blank area to view your table.
4. To move your tablglickon the Select Tabldoutton anddrag your table to a new location.
5. Toresize your table, use thesizebutton on the bottom right corner of the table. o
6. To adjust the width of columnsgjoveyour cursor oveenyvertical line until it changes into a two sided arr(j*_
Dragthe line where you wantit. (If yadouble clickthe column will auto adjust to the sizd your text)
7. To adjust row height, move cursor ovaryhorizontal line untiladouble arrow appears, £ drag as above.
8. To add or delete rows or colummgth a column or row selected, click the Layouttab. In theRows& Columns
group, clickon the Delete button for a menu to delete or on one of thidd buttons.

Pictures/Clip Art /Shapes/Text boxes

Inserting Clip Art/Pictures
1. Placeyourinsertion Pointoutside of the table. On thimserttab, in thelllustrations group, click theClip Art
button.
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3.
4.,

Formatting and Moving Pictures
1.

AClip ArtPanewill open on the right side. In tiBearch Fobox, typed & L3 NJcl&kihe GofuRon. A question
box will pop up asking if you want to search the online collectlamswemo. A selection of art will appeaMove
your mouse pointer to the football helmet aralickon the Drop Down Arrowthat appears.Clickinsert. The
picture will be inserted into your document at the insertion point.

Clickin a clear space to deselect the picture.

To insert a pictureglick he picture button. Choosene of your saved pictures, and thelickinsert.

When you click on the helmet picture, notice the small circles and squares that surround it.
Dragging the picture from one of the small circle$ wisize the picture proportionately.
Dragging from one of the squares will change the shape of the picNim¢icethe small green
circle. If you click and drag there, you will rotate the pictugelect corner circle and resize
the picturetoappr&c A Y+ 0 Sf & oyé &l dzZl NB o

If you try to move your picture by clicking and dragging it, it will be difficult. To make it easier, follow these steps.
When the picture is selected,Ricture Tools Contextual Tahill open Clickhe Formattaband in theArrange

group, clickthe Text Wrappingoutton. Clickin Frontof Text This procedure turns your picture into an object and
you can now dlick on your picture and drag it anywhere you chodgeveyour picture to the last column in your
table.

With your picture selectedclickon the Formattaband move your cursor over the buttons in tRecture Styles

groupto see d.ive Previewof their effects. Click thBrop Down Arrowto see more options and click on the last
one (metal oval). Click on tiRedure Borderbutton and click on any color that you likbeselecyour picture.

Inserting lines, arrows and shapes

1.

Clickon thelnserttab. In thelllustrations group, clickthe Shapesutton. A menu of shapes will operin the Line
section clickon the double arrowIn the documentclickwhere you want your line to start ardragit to where you
want it to end.

Repeat the above steps, excagitoosethe 5 point star shape located in the Stars and Banners section.

When your line or shape has begrgerted and while it is still selectedDrawing Tool<ontextual Tal{Format)
appears with buttons to format your shapén the Shape Stylegroup,clickthe drop down arrow.Mouse over the
selections to see a live preview of the different sty@gkon whichever one you like.

Inserting text boxes
A text box is a free standing object that can contain words. Some of the shapes that you can insert are actually text
boxes.

1.

Clickon theInserttab. In theTextgroup, clickthe Text Boxbutton, a menu otext boxes opens and variety of text
box styles will open.To have more control over placement and size, click on Draw Text Box.

Clickin your document where you want the text box to start and drag to where you want it to end.

The blinking cursor within the box indicates that what you type will be inserted into the hgeyour name
Resizehe text box to just fit around your name.

You can change formatting using buttons on Text Box Tools Contextud@lab(Formai. With the text box
selectedclickon the Formattab. In theText Box Stylegroup,clickon the drop down arrow of th&hape Outline
button, movedown toWeightand over to the 3 pt button Clickon it.
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5. To move your text bgxmoveyour cursor to the edge of thbox until a founway arrow appears. Theglick and drag
your boxwherever you choose.

Bulleted/Numbered Lists (optional) - when youwanto present a list of items in a document, you will
usually want to put each item on its own line. When the orddteshs is not important; for example, a list of items to
carry out a task use Bulleted List. When the order is importantfor example, steps in a procedutaise aNumbered
List

1. To createBulleted Listg
a. Openanewworddocumemty R G @8LXS adaYeé LISGaéod |l AdG 9y iSN®
b. Qickon the Bulletsbutton in the Paragraphgroup. Typeli KS ¢ 2 NiRRssEn@r-thedtypeé R préks T
Enter, thentyped ¥ A Br&s&Edierand thenpressthe Bulletsbutton. This will end your listNoticehow
each word is on a separate line and preceded by a bullet.
2. To createa Numbered List
a ¢@LJS aOFNAYy3I FT2NJYe R23I£0 L pracedttBedzNdit éntaNE 2 NJ A & Yy 2
b. Clickon the Numberingbutton in the Paragraphgroup.
c. Typefeed; hit enter.Typewalk; hit enter Typeplay; hit enterPresshe Numberingbutton to end your list.

To create aMultilevel LLstc A

a. Typed2 KSNB (K HiyERtar. | NB Y €

b. IntheParagraphgroup, clickon the Multilevel Listbutton. A menu of styles will operHoveryour mouse
cursor over the various styles to view them and then uridst Library clickthe first option on the second
row.

c. TypeOffice. Presenter, pressTab,typedesk Presenter, press tab,typetop drawer.Pressenter, pres tab,
typepencils; press enter, type stapler; press enter, type ruler. Press enter twice; type middle drawer. Press
enter, press tabtype paper; press enter, type tax formBress enter three timegsypefiling cabinet (Press
enter to create a new item at the same levélabto move down a level anBntertwice to move up a level.
When finished with your lispressEnteruntil no more bullets appeay.

3. To customize your lists

a. Changing the style of bullets or numbers
i. Selecthe cat,dog and fish lines of textn theParagraphgroup, clickthe drop down arrows on the
Bulletsor Numberingbutton and hover over each option to see a live preview of changes.
b. Changing the inderg selectthe list you want to change. In tHearagraphgroup, pressthe Increase Indent
or the Decrease Indenbuttons to make changes.

Close word without saving changes

Templates (optional)

1. Open a new word document.

2. In the Officemenu, selectNew. This will open a dialogumoxwhere you can choose a documeyipe.

3. On the left there is a menu where you can choose templates to base your new document on. There are some that
are already installed on the computer. And there are some that can be obtained online.

4. Scroll down through the online templatentil you seeCalendarsand click on it.
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a. Inthemiddle pane will appear the templates available in that category. (You may have to click on a sub
category to see the templategjlickon Other Calendars.

b. Once you can see some templatesroll down and dect Calendar Wizaradly clicking on it and then press
downloadin the lower right corner of the dialogue window.

5. With the wizard we can choose specificscreate our calendarWhen the wizard opens, click next. Choose the
boxes and borders style, cligext. Choose landscape and check the no radio buttlick next. Choose the date
range of May 2009 to May 2009: click next. Click finish.

6. [ SGQa R2 a2YS F2NXIGOGAYy3Y

Select all the numbers and change the font size to 14 and right align them.

Add a grid ¢ the calendar. Hometab A Paragraphgroup A Borders Buttonarrow A All Borders

Insert a text box into the first day of the monémd type May Day into it.

Format the text box to have no outlinf-ormattab A Text Box StyleggroupA Shape Outlindbutton A No

Outline)

7. If you access templates from thestalled Template®r My Templates press either create or ok to access them.

coow

Using Help (optional)
2 KSyYy @2dz FNB g2NJAy3 Ay 22NRX (KS Y2 idnhelDgsiedBofeva yhé LX
help system in Word 07 is not as straightforward as in previous versions.

Clickthe small question mark in the upper right cornet:
A dialog box will openTypeW O2 f dzYy aQ Ay (tlikkSeardhS I NDK FASER IYyR
Scroll down and seleCtreate newsttter columns.
ClickAdd newsletter columns to part of a document
Read the instructions. Note that help will give you one way to solve the problem. There is often more than one
way.
Access the table of contents by clicking on the icon on the @ werd Help
toolbar. Clicking on the book icon before each topic will x @ G | i AL ® <
further expand the menuSuppose that you forgdtow to [Show Table of Contents}
insert a page number in your document. ~
a. Clickon the Helpbutton
b. Clickon the Table of Contentdutton.
c. Clickon the book icon before Page Numbers P JR—
d. Clickon Insert or Remove Page Numbers. et ek et specifc document
e. Inthe right paneclickon Create a header or footer | | . . eming and navigstng
that contains only the pge number. e s
f.  The instructions will appear in the right pane. E— mieCo00R e L0 Qe ol e -

agkrwdE
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