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The Microsoft Word 2007 Screen

Starting Microsoft Word 2007

o If necessary switch on your computer and if required enter the necessary
logon and passwords. To start Microsoft Word 2007 click on the Start icon,
at the bottom left of your screen and you will see a popup menu.

e Click on All programs. Another menu levelis displayed and you can select
Microsoft Office. Finally select Microsoft Office Word 2007.

NOTE: These menu options may vary slightly from one computer to another,

but with a little hunting around you should be able to locate the Microsoft
Word option.

Once you click on the Microsoft Word option this will load the Microsoft Word
program from your hard disk into memory. You can then start using the
program.

The Microsoft Word 2007 screen

o When the Microsoft Word 2007 program loads, your screen will look
something like this.
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TIP: If you have seen previous versions of Microsoft Word, you will notice
that at first glance the screen looks different from the way Microsoft Word
used to look. Don't panic however, you will find that in fact it is not all that
different, and is in many ways easier to use than older versions.
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You will find that if you move the mouse pointer over items at the top of the
screen a help popup is displayed explaining the function of each item. Try
moving the mouse pointer over the big circular icon at the top-left of your
screen. Do not click on this circle; just leave the mouse pointer over it for a
short time. You will see the following popup.

[ e I
| Home | Insert Page Layout References
| 2 Office Button

- | Oy Click here to open, save, or print,
Poy [ | andto see everything else you can
dao with your document.

FParagraph

@ Press F1 for more help.

As you can see Microsoft Word is telling you what the function of this circular
button is.

Try moving the mouse pointer over the Change Case icon and you will see
information about this icon, as illustrated below.

63

l= Paragraj

an-|[ @A) =

Change Case L

Change all the selected text to
UPPERCASE, lowercase, or other
common capitalizations.

Aa~ | (i Press F1for more help.

and yo

ottom rig

I of the

Try moving the mouse pointer over it. You will find that if you move the
mouse pointer over the number (90% in the illustration shown, but this may
be different on your computer), that you get more detailed information
displayed.
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BRI =

Zoom level, Click to open the Zoom dialog box.

The levels of command organisation

e The Microsoft Word 2007 screen is made up of different levels of
organisation.

Office Button

O el
Tabs
| Home t Insert Page Layout References Mailings Review Wiew
Groups
=i | Calibri (B <11 A AT . @4 Find ~
|—__*| = ibri (Body) | :hREphIZIE I
| ot . B 7 U - oshe . X Aa-|[W- A - lz Setect~
|Clipboard & | Font = | Editing |

Dialog Box Launcher Buttons

Font 1|

il

| l Paragraph

Il Styles = |

The Office Button
gon tﬂffice M Pgl
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Save As L

| # Open
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H Save
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Mother Ship.doc
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|-'f Prepare #

Lﬁ Send »

Publish  *

Close

| 21 word Options | | X Egi‘tWord-l

¢ Within the dialog box displayed are common commands such as Open (for
opening a Microsoft Word document stored on your hard disk), Save (for
saving a Microsoft Word document to your hard disk) and Print (for printing
a Microsoft Word document). We will use these commands shortly. For now
just remember what is available when you click on the Office Button.

Tabs

¢ When you first start Microsoft Word, you normally see the Home tab
displayed, as illustrated.

Bb: AalthiCs

aetiig 1

|MBD-L'CD| i k

Heading I

within Microsoft Word, such as making text display as bold or underlined.
You can also find more advanced options such as paragraph alignment,
numbering and bulleting. Move the mouse pointer over some of the icons
and get a feel for what options are contained within this tab.

e Click on the Insert tab and you will see commands and options relating to
inserting items within your Microsoft Word document. Again move the mouse
pointer over the items and see what is available.
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o Click on the Page Layout tab and briefly examine what is available within
this tab. Do the same for the other tabs. In some cases, such as the
Mailings tab you won't make much sense out of the commands at the
moment, but all will become clear once you start using Microsoft Word for

real.
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Switching between tabs using the mouse wheel

¢ Move the mouse pointer over the ribbon which contains the tabs (displayed
across the top of your Microsoft Word document). Move the mouse wheel in
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one direction and then in the opposite direction. You should find that you
scroll through the various tabs.

Groups

¢ Did you notice that within each tab, commands are grouped? For instance
look at the Home tab. You normally see the following groups of commands.

o
aste
- F

Clipboard = |

Calibri [Body) -1 - A ﬁvl
B 7 U :' abe x. X Aﬂ'”EE":' A -

Font ]

=2 - | e o

Il
il
1]
i
[+

Paragraph F]
|AaBbCcDc || AaBbCeDe AaBbCi AaBbCc %
T Mormal T Mo Spaci... Headingl Heading 2 - Change
Styles -
Styles e

3 Find -

2, Replace

Ly select~
Editing

thP as LommandE
t of ' many groups

control called the dialog box launcher. Clicking on this will display a dialog
box containing even more options. Display the Home tab, and click in the
Font dialog box launcher.

FOR USE AT THE LICENCED SITE(S) ONLY
© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




Word 2007 Foundation - Page 12

e

IJ [ e 3 = Documantl - Thicrazoft W
” Home Insen Page Layout e N View
B -
T4 4 caten moam ST e A= = I X IPTIIE & |:
| =~k
Pate , |Bd Wo-oahe ' Aac[%7- - 2o et Bl N
Chpboasd (= Font = \Clicl-:. Here [ |

e You will see the Font dialog box displayed.

Font Character Spacing
Fonk Fank style: Size!
11
8 |
+Headings | | Tkalic 2 =1
Agency FE Bold 10
Algerian Biold Italic
Andale Mono IPA | 12 )
Fonk color: Underline skvle: Underline color:
| Automatic ~* | | (none) LS Aukornaktic
Effects
[] strikethrough [ shadow [ small caps
[] pouble strikethrough [ outline [ all caps
[] superscript [ Emboss [] Hidden
[] subscript [1Engrave
Prewiew
+Body

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

Default. ..

)|

Cancel ]

As you can see, this dialog box has a range of additional commands and
options such as adding a shadow effect to your text.

Click on the Cancel button to close the dialog box.

SAM

PLE
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Starting to Use Microsoft Word 2007

Using the default Microsoft Word document

When you first start Microsoft Word, it automatically creates a new Microsoft
Word document for you. This is like a piece of blank paper on to which you
can start typing.

Type your name.

Press the Enter key a few times. As you can see this drops you down a line
each time you press the Enter key.

Type in the following text.

There will be a meeting tomorrow at 11 am in room one to discuss
the introduction of our new range of products. Please can everyone
attend and bring samples and details of prices.

Saving Microsoft Word documents

You have typed in some text but this has not been saved. If your computer
lost power now then everything you have just typed in could be lost. Saving
your Microsoft Word document to disk means that the information will be
safely stored as a file on your hard disk and then at a later date you can
reopen this file from your hard disk.

To save your file, click on the Save icon (next to the Microsoft Office
button)

Do) i <: Click Here |
-

Home Insert Page Layout

This will display the Save As dialog box as illustrated.
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kb Rl
Save ini | uﬂ My Docurnents B | :a‘-‘) | X Ca E i
= Trusted | Cyberlink
Templates |3 My eBiooks
Eb My Recent @My Music
Documents lgMy Pickures
(& Deskiop [L3My Practice Files

— | IC3aMy PSP Files
=y My =
uD DiosihanEE I!_:_JMy Skype Content
—————| |IC My Skype Pictures
- s (@1 web Sites
Zomputer ¥

“3 My Metwark !,_QNErD\hlen
Places b Symantec

File name: |David Murray.docx s |

Save as Lype: |Word Docurnent (. docx) ~ |

= (oo

-

TIP: By default the Microsoft Word document will be saved into a folder
called My Documents (if using Windows XP) or Documents (if using
Windows Vista). If you wanted to change the folder in which the file is saved
you would click on the down arrow to the right of the Save in section of the
dialog box and navigate to the required folder.

By default Microsoft Word will attempt to create a file name taken from the
text at the start of the document.

e Click on the Save button and the document will be saved to disk as a file
using the file name suggested by Microsoft Word (probably your name).

Opening and closing documents

¢ Now that you have saved your document, you can close the file. To do this
click on the Microsoft Office button and select the Close command.

SAMPLE
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e The screen will now look like this. As you can see, most of the commands
are now greyed out as they will not be available until you create a new
document or open an existing document.
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To open a document, click on the Office Button and select the Open
command.

£
) e

Open

This will display the Open dialog box. Within this dialog box select the file
that you saved and click on the Open button. Your file will be copied from
your hard disk into your computer memory. You will now see your document
displayed on the screen again.

Saving your file using a different file name

Sometimes you might want to save different versions of a document. Once
you have opened the document that you typed in earlier, click on the page at
the end of your text and press the Enter key a few times to insert a few
empty lines. Type in the following text:

Please also inform the rest of your team that they need to attend this
meeting.

If we were to click on the Save icon that we originally used to save the
document, it would overwrite the old version of the file with the contents of
the amended document. To save the file using a different file name, click on
the Microsoft Office button and from the menu displayed, click on the
Save As command. This will display the Save As dialog box.

Use the file name:

Important Meeting

Then,save the file by clicking on the Save| button.

You now have two versions of this file saved to your hard disk.

Close the/document before cantinuing.

Creating a new document

Once Microsoft Word is displayed on your screen you can create a new
document by pressing Ctrl+N. This document will use the default Microsoft
Word template and be displayed on your screen. Try this now. Once the
empty document is displayed, type in your name and save the document
using the file name My New Document. Close the document.

FOR USE AT THE LICENCED SITE(S) ONLY

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



Word 2007 Foundation - Page 17

Using Help within Microsoft Word
Press Ctrl+N to display a new, empty document.

If you look at your Microsoft Word screen there is a Help icon towards the
top-right of the screen. This is in the shape of a question mark.

—

" |

34 Find ~ |

Click on this Help icon and you will see the following.

€ Word Help e
| |~ & search -
| = ey

Word

Browse Word Help

What's new

Getking help

Canverking docurments

Margins and page setup

Page numbers

Writing

Tracking changes and comments
Tables

Tables of conkents and aother

Activating Wwiord

Creaking specific docurnents

Yiewing and navigaking
Headers and footers

Page breaks and section breaks
Farmatkting

Liskts

warking with graphics and charts

Mail merge

below.

Try clicking on the '"What's New' item and you will see related topics, as
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rQ‘l.l"lnl'nc:m:iI—il?!;:h - = x
RO~ - T e ] &
| - PSmd‘v

] Ward Haorne il

What's new

Topics 6 lkems

What's new in Microsoft Office Word 2007

Up ko speed with Word 2007

Demo: Up to speed with Word 2007

Reference: Locations of Word 2003 commands in Word 2007

Up ko speed with Ehe new Microsaft OFfice

® 666 ne

Disclaimer: Use of Fictitious Mames

¢ Click on the 'What's new in Microsoft Office Word 2007 topic and you
will see a screen itemising the new features of this version of Microsoft Word.

SAMPLE
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€ Word Help - = X

() = 00 (%) A} | B AL & & &
~ B Search -

1-Wc-rEIHHc-me = Wll:ual:-'.s new

(i |}|,

— .

What's new in Microsoft Office
Word 2007

:
= Home | Insert

@ Cover Page=|  F== Tools that simplify

= creating and formatting documents are
z where you need them. Preformatted

" e choices make graat-looking documents
g =2 a snap-:

=

Microsoft Office Word 2007 helps you produce professional-looking
dacuments by providing & comprehensive set of toals far creating
and formatting your document in a new interface. Rich review,
cammenting, and camparison capahilities help vou guickly gather
and manage feedback from colleagues. Advanced data integration
ensures that documents stay connected to important sources of
business information.

ATl at e venan warsant fn An?

A il

e Scroll down within this window to see more information.
e Click on the 'Show table of contents’ icon to display a table of contents
down the left side of the window.

©) Word Help
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€ Word Help — T X
@ ROA @A &
= S Search ~
Table of Contents » Word Horme = Uhat's new A
at's new ~| = |
= L 2 — T - - - ——

What's new in Microsoft Office Word 2007 What's new in Microsoft Office

Up to speed with Word 2007

_ Word 2007

Demo: Up to speed with Word 2007

Reference: Locations of Word 2003 commands in

Up to speed with the new Microsoft Office ! il Hosi e

Terms of use = 1

= Jm Cover Page =~ .“—] .
Disclaimer: Use of Fictiious Mames o - Tools that SII'I"IP“fY
. sraating and formatting documents are

vating Word where you need them. Preformatied

ting help e berdipemrat sk choices make great-looking documents
ating spedific documents i SRR

verting documents

ving and navigating B

gins and page setup Microsoft Office Word 2007 helps vou produce professional-looking

TR documents by providing a comprehensive set oftools for creating

and farmatting your docurment in a new interface. Rich review,

e numbers . . o )

e commenting, and comparison capahilities help vou quickly gather

2 and manage feedback from colleagues. Advanced data integration

ing )

ensures that documents stay connected to important sources of

i business information.

*ing changes and comments

. - el Nl at da veaan warant fa cda? el
< 3.J 6 i | el |
il | Connected to Office Oniine_;;

You can click within the table of contents to jump to an item of interest. Try

it now.

You can use the Back button within the Help window to see previously

viewed pages. Clicking on the
window will display the default

Home button within the Microsoft Word help
starting page again.

You can search for help on a particular topic. For instance, try searching for
help relating to printing by typing the word 'Printing’ into the Search box.

 Word Help

(3 (x) (
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& Ward Help s~ T
€ s G0 AL e g
printing » B Search -
Table of Contents x| weod -
e What's new = L n "
B Searched for: "printing
sf1] 2 & Next W
e Creating spedfic documents Page: 1]
Conierting documents & Print on both sides of the paper [duplex printing)
- Fielp > Saving and printng > Printg
& Whewing and navigaling
i Marging and page setun @ Preview a page before printing
& o b Help = Saving and prinkng > Prinkng
*Wﬁﬁﬁ
& Page umbers W Cancel printing
4 Help = Saving and printng = Printng
dgizPage reaks and section bresks
o Viritng & Prnt
- i @ Create and print a singhe envelope
W Traddng changes and comments Helfp > Sawing and printng > Envelopes and abels
gt Lsts e
- @ Print a document with tracked changes
w2 Tables Help > Tradking changes and comments
Workang with graphics and charts o
s > # Save afile in POF format
g Tables of contents and ather reformnces Help > Savng and printng > Savng
gt Mal merge =
B saveAs
& Saeng and ntng
.‘gcnhhunm @ ASCII character chart
iz t Help > Farmatting > Formatting text
e Customizng @ Ward Dpticons (Advaneed)
Acresshil
’_6 o @@ Create and print envelopes for a mass mailing
g Security and privacy Heip = Mal merge
A Waorkdng in & differant language -
@ Check the progress of your print job
ﬁhmmuum and programmabity Help > Sxng and printing > Printng
o Acid-ns
4 @ save a file n XPS t
*mam Help > Saving and prinkng > Sawng
® publish as PDF or XP'S
§_Create and print labeks for a sinale item or address ¥
Word Help s oming Lo

e Use the help to find information about formatting, such as how to make a line
a text bold, or displayed in italic. Then use the Printer icon within the
Microsoft Word Help window to print out a page of instructions.

e Before continuing, close the Help window.

Alt key help

e Press the Alt key and you will see numbers and letters displayed over icons,
tabs or commands, towards the top of your screen.

Document3 - Microsoft Word

Paragraph

you type in a number or letter you will activate a command. For instance
in the example shown, the number 1 is displayed over the Save icon. Type
in 1 and you will see the Save As dialog box displayed. Close this dialog
box.

e Press the Alt key again and you will see an N displayed over the Insert tab.
Press N and you will see the contents of the Insert tab displayed.

e This is a very easy way of learning keyboard shortcuts. You now know that
Alt+S will display the Save As dialog box and that Alt+N will display the
Insert Tab.
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e Click on the Home tab before continuing.

Closing Microsoft Word

e To close the Microsoft Word program, click on the Microsoft Office button
and then click on the Exit Word command. If there are any unsaved
documents, Microsoft Word will always ask if you want to save these
documents prior to closing.

SAMPLE
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Text Formatting

What is text formatting?

You can format a document at different levels within Microsoft Word. The
most basic level is called text formatting. This relates to formatting
characters and words within a document and covers the font type, font size,
font colour and font attributes such as bold italic or underlining.

Font type

Open a document called Text formatting.

By default Microsoft Word 2007 uses a font called Calibri.

Make sure that the Home tab is displayed.

Select the paragraph starting with the text FONT TYPE within your
document (by quickly clicking three times within the paragraph) and
experiment with applying different font types. To do this, make sure that the

Home tab is selected, and then click on the down arrow, to the right of the
text within the Font control.

HMome Bnsert Fage Laycus

Click Here |i=-'=
— =m

Cabbel Body)

;:B_r]‘.[-i-x.:'

pisard e

You will be able to select a different font from the drop down list supplied.

Ca) = i Documentl - Microsoft Word

2

— Home Insert Page Layout References Mailings Review View

ey oy P B -l =l 5 A

= —_— ! A A= =T =24/ 1 ||| | aaebeec|| AsBbcede AaBBC: AaBbCe 2
g ot — == =||i= ||z - T Marmal |7 Mo Spaci.. Headingl  Heading2 ghﬂl
- s Carnbria (Headings) = ity
Clipboard = = Paragraph & Styles

Calibri {Body)

Recently Used Fonts

‘ T Arial Black
An Fonts/ |\
H fgency B

T ALGERIAN

" andals Mono IPA

T Arial

T Arial Black B

T Arial MNarrow

A n s e omeee o

Experiment with formatting your paragraphs using different fonts. You can
also experiment with applying different font types to individual words or
sentences.

TIP: This is just an exercise. In real life do not have lots of different fonts all
mixed up within a document. It looks cheap and conveys a very bad visual
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impression!

Font size

The font size refers to the height of the text. Below 8 pt font size text is
almost unreadable, so try and use a font size that is easy to read on the
screen and also easy to read when printed.

Make sure that the Home tab is displayed. Select the paragraph starting with
FONT SIZE. Click on the down arrow to the right of the Font Size control
to display a drop down from which you can select the required font size. Set
the font size to 20.

) H 26>

H
—t Home Insert Page Layout References Mailin
= S arial - |H &[Sl a==
: |3 —
F‘a.ste 7 B 7 U - abe 'g a2 . & f =
Clipboard = Font |10 F]

|-2-|-1-.-§-|-1:|I1; RS

14
16
o 18
& 20
iz 22
24
%6
28
= 36
48
72

Grow Fontand Shrink Font icons

Experiment with selecting text and then clicking on the Grow Font and
Shrink Font icons.

-
A A

FontiSize keyboard sherteut

Make sure that the paragraph starting with the text FONT SIZE’ is selected.
Press down the Ctrl key and while keeping the Ctrl key pressed down, press
the ‘closing square brackets’ key ]. While keeping the Ctrl key pressed
down, repeatedly press the ‘closing square brackets’ key. As you can see,
each time you press the ] key, the text gets bigger.

To make the selected text smaller, use the Ctrl+[ keys.
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Bold, italic or underline

You can add emphasis to parts of your text by displaying them in Bold, Italic
or Underlined, or in a combination of these attributes. Select a word within
the paragraph relating to bold, italic or underline.

TIP: To select a word, double click on the word.

To format the selected word as bold, italic or underlined, click on the icons
displayed on the Home tab.

B I U

TIP: You can combine these attributes by clicking on the Bold icon and then
the Italic icon.

To remove this formatting from a word, Select the word and re-click on the
Bold, Italic or Underline icon.

Experiment with applying this formatting to words or entire paragraphs.

Subscript and superscript

Sometimes you need to display a character above or below the normal text
line. Superscript refers to characters displayed above the normal line. An
example would be the famous Einstein equation below.

E=MC-=2

Subscript refers to text displayed below the normal line of text. An example
would be the chemical formula for water.

H-O

Within the paragraph relating to subscript and superscript, select the 2°within
Einstein’s equation. To format this as superscript, click on the Superscript
icon in the Font'section of the Home tab.

sl 5 - 2 & AfvE AR
= = |l W B =
Font I

Select the 2 within the formula for water. To format this as subscript, click
on the Subscript icon in the Font section of the Home tab.

B J U -abe x| Aa~||®- A -
Font F
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Case changing

This feature allows you to select a portion of text and then change the
capitalisation within that text. For instance you could select a heading within
your document and format it to display as all upper case letters.

It is also very useful if you have accidentally pressed the Caps Lock key and
have then typed in text with the capitalised appearing reversed. This feature
allows you to correct this mistake without having to delete the text and start
again!

Select the entire the paragraph relating to case changing. Within the Font
section of the Home tab click on the Change Case icon. This will display a
drop down list of options. Click on the UPPERCASE command.

(C¥a 9= -
Y
- Home Insert Page Layout References Mailings

i R e -1 - AT AT |
8 £ :
Paste ¥ B I U -~ abex x Aav||%- A=

R

Clipboard ™ Fant Sentence case.

L] ..:...1...5...!..4 lowercase
[
|

UPPERCASE

p—

Capitalize Each Word

™

tOGGLE cASE

Experiment with applying the other case change options to this paragraph.

Highlighting

The highlighting feature is great if you are reviewing a document and is used
in the same fashion as you would use a pen highlighter on a printed copy.
You can change the highlighting colour but if you intend to print the
document in black and white, do not use a very dark highlighting colour, as
you may find/the highlighted words/are blackedout'and unreadable.

Within the paragraph relating to highlighting, select some text and then click
on.the Text Highlight Colar icon (located in the Font section of the Heme
tab). \This‘will.apply highlighting/to the selected text.

|abz

To change the highlighting colour click on the down arrow to the right of
this icon. You can click on one of these colours to change the highlighting
colour the next time you apply highlighting.
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—

Mo Color

Select another portion of text and try applying a different highlight colour.

TIP: To remove highlighting from highlighted text, select the text and then
click on the down arrow to the right of the Highlight icon. Select No
Color.

Font colour

You can apply different colours to your text which can add impact to your
documents if you are going to print them using a colour printer. Do not use
too many colours on a single page as this can look messy. The rule with

colour is that less is good.

Be careful when using faint colours which may not show up well when
printed.

Finally consider that some people have various types of colour blindness and
may not be able to read some colours as others would.

To change the font colour click on the down arrow to the right of the Font
Color icon. You can click on one of these colours to change the font colour
the next time you change the colour using the Font Color icon.

'&'I = '||<'.-!

. Automatic

« {pptheme Colors .
-ﬁ.tll.mll L

_'II l‘ll‘l

Sl gl
mE Ay IIIII

i) More Colors..,

-

Within the paragraph relating to Font Colour, select some text and then click
on the Font Color icon. This will apply colour to the selected text.

A
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Experiment with applying different font colours to different words within the
paragraph.

Copying text formatting

This feature allows you to pick up the formatting that has been applied to one
portion of text and apply that formatting to another portion of text.

Click within the paragraph relating to ‘Copying text formatting’. Click on
the Format Painter icon (displayed on the Home tab within the Clipboard
section).

(Ca H9-0
i)
e Home Insert

-| - Arial

Paste : B I U
g 7 = i;

Clipboard T«

You will notice that the shape of your mouse pointer has changed.

Move the mouse pointer to the start of a different paragraph within the
document and while pressing the mouse key down drag to the end of that
paragraph and then release the mouse button. The formatting contained
within the original paragraph is now copied to the second paragraph. The
mouse pointer now displays its original shape.

TIP: If you double click over a paragraph that you want to copy text
formatting from, then the mouse pointer changes shape until you press the
Esc key. This means that you can copy formatting to more than one portion
of text ata time.

Removing formatting

This feature can be very useful if you get yourself into a mess with your
formatting, or if you receive a document from someone else that has been
‘'over formatted!.

Select a portion of text and apply formatting such as bold, italic and
underlining/

Click»on the Clear Formatting icon. The formatting is removed.

ﬁtﬁﬂ TRER W | Y R o
i T o o
g Home Insert Page Layout References
E ) Arial -1 <A AT
33 Aal
Paste B F U ~abe x, x' Aa~|/®%*~ A - —_— |
- J = L

Clipboard ™ Font P

Save your changes and close the document.
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Manipulating Text

Select, then format

Remember the general rule when using Microsoft Windows. Normally you
need to select an item first (so that Windows knows what you are interested
in), and then format it.

Selecting text

Use the Microsoft Office button to open a document called Editing.

Click once in the middle of a word within your document. Press the Shift key
down (and hold it down). Press the Left arrow key or Right arrow key
once. Then let go of the Shift key. As you can see you have just selected a
character.

Repeat the last operation using a different word, but this time press the
arrow key a few times. This allows you to select more than one character.

Selecting a word is even easier. Double click on any word within the
document. The word is now selected.

Experiment with selecting to the beginning of a line. To do this click within
any line of text. While keeping the Shift key pressed, press the Home key.
Release the Shift key.

Experiment with selecting to the end of a line. To do this click within any line
of text. While keeping the Shift key pressed, press the End key. Release
the Shift key.

Experiment with selecting an entire line of text. To do this move the mouse
pointer to the left of the line which you wish to select, until the mouse pointer
changes from an | bar shape, to an arrow shape pointing upwards and to the
right, You are now in the “Selection Bar’l, a specialiscreen area. Click'once
withithe mouse'button to select the line.

ExXperiment with,selecting a 'sentence. To| do this, move the mouse pointer
within the sentence which you wish to select. Depress the CTRL keyand then
elick within the sentence.

Experiment with selecting a paragraph. To do this triple click within a
paragraph.

Experiment with selecting the entire document. To do this press Ctrl+A.
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Inserting, deleting, undo and redo

Click at the very start of the text within the document and then press the
Enter key twice. This will add some spaces to the top of the document.
Type in your full name and then press the Enter key twice to insert some
space.

Within the first paragraph click just before the word "Windows'. Type in the
word 'Microsoft’ and press the Spacebar. As you can see inserting a word
within a paragraph is easy.

Select your name at the top of the document and delete it, by pressing the
Delete key.

Click on the Undo icon and undo this deletion. Your name reappears!

'..-".‘* H 2 -o =
- ,

H

om = D=y
. | Undo Clear |'Ctr|—2'|i

Click on the Redo icon. What happens?

Insert and overtype mode

You should know the difference between insert and overtype mode, when
using the keyboard. By default when you are editing a document the new
text is inserted within the existing text. In overtype mode new text may
overwrite existing text, if you are not paying attention you can lose data!

Click once between two words within the document and you will see that if
you type in a new word, it is inserted between the existing words. Click on
the Undo icon to undo this.

In older versions of Microsoft Word pressing the INS (or Insert) key would
enable overtype mode typing. This had the effect of typing in a new word
between existing words and overwriting the existing text. The good news is
that pressing the Insert key when using this version of Microsoft Word has
no effect.

TIP: If you really want to enable Overtyping mode then you can enable it via
the Word Options available via the Office Button) Most people however
will be glad that accidentally. pressing the [Insert key will ho longer cause
problems.

Copying text within a document

Select the first paragraph. Press Ctrl+C. This copies the selected text into
the Clipboard.

Click at the end of the document.

Press the Enter key to insert a space.

Press Ctrl+V. This pastes the text from the Clipboard to the current position
of the 'Insertion point'.
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TIP: The ‘Insertion Point' is indicated by the flashing, vertical cursor.

Click on the Undo icon to reverse this action.

Moving (cutting) text within a document

Select the first paragraph. Press Ctrl+X. This cuts (i.e. moves) the selected
text onto the Clipboard.

Click at the end of the document.

Press the Enter key to insert a space.

Press Ctrl+V. This pastes the text from the Clipboard to the current position
of the Insertion point.

Click on the Undo icon to reverse this action.

Save your changes and close the document.

The Clipboard

Using the Clipboard

When using Microsoft Word you will find the Cut, Copy and Paste icons
under the Home tab.

=& o
aste B
- F

Clipboard =

You can also use the normal Microsoft Windows shortcuts:

Cut Ctri+X
Copy Ctrl+C
Paste Ctri+V/

Youw,will notice that there is'a down arrow underthe Paste commahnd:
Clicking on thisswill display more/options, such as the Paste Special option,
which, when clicked on, will allow you more| control on how items in the
Clipboard are pasted into a document.

FOR USE AT THE LICENCED SITE(S) ONLY

© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com



Word 2007 Foundation - Page 32

Source:  Microsoft Office Word Document
Document2

As:

@) paste: Microsoft Office Word Document Object
4 Formatted Text (RTF)
g, = z Unfarmatted Text
{ E:.".l \ H 9 o Picture (Windows Metafile)
ﬂ/’ Picture (Enhanced Metafile

Home Insert
Unformatted Unicode Text

l_h‘j E Calibri (Body)

’F'aste'j (B r U - Result

|2 Paste
|-_|-_'|!_i] Paste Special..,

| ik ! K ] [ Cancel
1

l Inserts the conkents of the Clipboard as HTML Farmat.

The Office Clipboard

Open a document called Office Clipboard. This document contains a few
items that you can copy into the Office Clipboard.

If you click on the Clipboard dialog box launcher, you will see the
Microsoft Office Clipboard pane.

(Oa) H9~-0 +
?if
— Home Insert Page Layout

=0}

f 4 Vil POV st — 41

Paste

% 7 =
':|I|:‘t‘-:l.=|l'd_ la CIICk Here
|

Select all the text and press Ctrl+C to copy the text to the Clipboard. You
should see a representation of this copied_text displayed in the Microsoft
Office Clipboard pane!

Select the first graphic within the document and press Ctrl+C to copy the
graphic to the Clipboard. You will see the graphicdisplayed within the
Microsoft Office Clipboard pane.

Repeat this for the'other graphics within the document.

Scroll down to an empty part of the document. Click where you would like to
insert a copy of an item that is stored on your Clipboard. Click on that item
within the Microsoft Office Clipboard pane. The item will be displayed.
Experiment with pasting both text and pictures.
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Removing items from the Office Clipboard

e Select an item within the Office Clipboard, as displayed within the Microsoft
Office Clipboard pane. Right click on the item and from the popup menu
displayed, select the Delete command. Try this now for a few items
displayed within the Microsoft Office Clipboard pane.

L Oy
z 1

@J @ Paste
¥ Delete :

e Save your changes and close the document.

SAMPLE
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Paragraph Formatting

What is paragraph formatting?

Paragraph formatting includes items such as alignment and indenting as well
as numbering and bulleting of lists. If you click on the Home tab, you will
see a paragraph section within the Ribbon.

=i 1= - N ||2E EE| (4] 1T

== ==|l=4- 5
Paragraph ]
TIP: To select a paragraph triple click within the paragraph.

Paragraph marks

To insert a paragraph mark, press the Enter key. This inserts a single
paragraph mark. Often you will insert two paragraph marks to end one
paragraph and insert a space on the screen before starting the next
paragraph mark.

To remove a paragraph mark, click at the end of a paragraph and press the
Del (Delete) key.

TIP: To see a paragraph mark, click on the Show/Hide icon and you wiill

see the paragraph break as illustrated below. This makes it easier to identify
and then remove the paragraph break.

||

Ac-paragraph-break-looks-like-this-when-vou-click-on-the-Show Hide-icon¥
Eememberto-re-click-on-the-icon-to-shop-the-displav-of-non-printing-characters?

Open.a document called Paragraph Formatting. Click on the Show/Hide
icon‘and you'will'be \able to see the paragraph marks within the document.
Click at the end of a paragraph/and press the Enter key. You will see a new
paragraph mark displayed. Press the'Backspace key to“delete this
paragraph mark.

Soft paragraph (line break) marks

When you press the Enter key you insert a paragraph mark. If you press the
Shift+Enter keys you insert a soft paragraph mark, which is also known as a
line break.
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The visual effect is often the same, but when you insert a line break, then the
text after the line break (up to the next paragraph mark) will be treated as a
single paragraph.

To remove a soft paragraph mark, click at the end of a line break and press
the Del (Delete) key.

TIP: To see the line break, click on the Show/Hide icon and you will see the
line break as illustrated below. This makes it easier to identify and then
remove the line break.

Acline-break-looks-like-this-when-vou-click-on-the-Show /Hide-icons
Fememberto-re-click-on-the-icon-to-shop-the-displav-of-non-printing-charactersfl

Click at the end of a sentence within a paragraph. Insert a soft paragraph
line break. Insert another soft paragraph line break and notice that this type
of mark looks different from a paragraph mark. Delete the two soft
paragraph line breaks.

Click on the Show/Hide icon so that the marks are no longer visible.

Aligning text

Text can be aligned to the left or to the right. Itcan also be centred or
justified. If you justify text, Microsoft Word inserts extra spaces into the lines
of text so that the left and right edges of the text line up vertically, and you
do not see a ragged edge down the right side of the text.

Click within a paragraph. Experiment with using the alignment icons
displayed within the Home tab.

Indenting paragraphs

Itisyeasy to indent a paragraph. You would normailly indent a paragraph
from the left by a specified amount, but you can also indent from the right.
You may wish to format your, text/using hanging indents; as illustrated below.

]

- Txi

Click within a paragraph that is aligned to the left. Experiment with using the
Increase Indent and the Decrease Indent icons displayed within the
Home tab.
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TIP: Each time you click on the Increase Indent icon, the paragraph is
indented further to the right.

Click within another paragraph that is aligned to the left. Click on the
Paragraph Dialog Box Launcher.

Click Here

This will display the Paragraph dialog box.

Indents and Spacing | Ling and Page Breaks l

General

Alignment: Left

Cutling level: | Body Text w

Indentation

Left: cm Special: By

4F

Right: Oecn % |(nnne) W | |

[ irrar indents

You can use the dialog box to set exact left or right indents. Experiment with
setting both left and right indents for this paragraph.

Use the Undo icon to reverse these left and right indents. Click on the down
arrow next to the Special section of the dialog box. Select Hanging.

Indentation

g like this. The fi k

while the rest of the paragraph is indented.

Floppy disks are also known as diskettes. They are very slow compared 1o hard disks or CD-
ROMs, and hold relatively small amounts of data (1.44 jbytes). Sometimes people will
backup (i.e. copy) important data from their hard disk to floppy disks. However, as
diskettes are notoriously unreliable this is not the best way of backing uwp valuable data
(butis better than nothing ).
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Applying single or double line spacing within paragraphs
¢ Within a paragraph you can adjust the spacing between the lines of that
paragraph.

NOTE: Do not confuse adjusting line spacing within a paragraph with
adjusting the spacing between each paragraph.

e Click within a paragraph. On the Home tab, within the Paragraph section,
click on the Line Spacing icon.

=~ =~ S |[E ) 1
= == =(F=2 o e —
Paragraph (]

This will display a drop down list, from which you can select line spacing
options.

= | |
[3==| da - - TMormal | THo

1.0
v || 115
1.5

L

2.0
2.5
3.0
Line Spacing Options...

Add Space Before Paragraph

=M =

Remove Space After Paragraph

Select 1.5 and look at what happens to the formatting of your paragraph.

Applying spacing above or below paragraphs

o__You can adjust.the spacing betweenyour paragraphs. This can sometimes
make, long documents clearer, or can be used to bring attention to certain
paragraphs within a document. In/the example below we have increased the
Spacing before a‘paragraph.

e Select a paragraph within your document. Within the paragraph section of
the Home tab, click on the Paragraph Dialog Box Launcher. Within the
Spacing section of the Paragraph dialog box, use the Before and After
control to set the space that will be inserted before and after the paragraph.
Experiment with inserting different amounts of spacing and look at the effect.

FOR USE AT THE LICENCED SITE(S) ONLY
© 1995-2010 Chekenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com




Word 2007 Foundation - Page 38

Spacing
Before; Zpt S Line spacing: Ak
After: 2 pk S Single £ -

[[] Don't add space between paragraphs of the same style

Applying bullets to a list

You can easily format a list to display using bullet points. Scroll down your
document and you will find a list of first names. Select the list of first names
by clicking in front of the first name and then while pressing the mouse
button, drag the mouse pointer to the end of the last name in the list.

Click on the Bullets icon (located within the Paragraph section of the Home
tab). The list will then be displayed as a bulleted list.

i —
i —
B —

TIP: If you have time, click on the down arrow to the right of the bullets
icon. This will display a drop down menu allowing you to use different types
of bullets.

i=ri=- S |E =T AzBbCe LA
Recently Used Bullets

®
1
Bullet Library
&
Mone ® (@ | + 0‘0

> v

Define Mew Bullet...

Numbening a list

Microsoft/Word can automatically number(a|list for you. [Select the list of
second names.

Click on the Numbering icon (located within the Paragraph section of the
Home tab). The list will then be displayed as a numbered list.

TIP: If you have time, click on the down arrow to the right of the
numbering icon. This will display a drop down menu allowing you to use
different types of numbering styles.
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IS = |=r |25 2|4
i=5e||#= == 24| ) ] asebcendl Ag

MNumbering Library

1 1)
Mane 2 2
3. )]

I
i

I A, al
Il B. b
i, . £

Define New Mumber Format...

(i

NOTE: If you add a name to the end of your list it will automatically be
assigned the next sequential number. If you delete a name within the list
then the whole list will be automatically renumbered. Experiment with
adding deleting items within the list.

Save your changes and close the document.

Adding borders and shading

You can display a border around a paragraph to add more impact to that
paragraph. You can also add shading. To emphasize a paragraph you could
reverse the normal colour display, so that text within that paragraph is
displayed as white text on a black background.

Adding™a border

Open a document called Borders and shadinge

Clicki within the“header (containing the words Computer Memory).

Within the Paragraph section en the Home tab, click on the Down arrow
to the right of the Border icon.” This will display a drop down list from which
you can select the type of border you wish to apply. In this case select the
Outside Borders command.
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| |TINormaI T Mo Spaci.

Bottom Border
Top Border
Left Border
Right Border
i+i| No Border

EH AllBorders
[ Outside Borders

- Inside Borders
Inside Horizontal Border
Inside Vertical Border
Diagonal Down Border
Diagonal Up Border
Horizontal Line

Draw Table

View Gridlines

Eorders and Shading...

A border will be applied around this paragraph.

| Computer Memery ]

o Click within the next paragraph. Apply a bottom border to this paragraph.
Click on the Undo icon to remove this border. Experiment with applying
some of the other border types (after each time click on the Undo icon).

Modifying your borders

¢ Click within a paragraph which does not have a border applied to it. Within
the Paragraph section on the Home tab, click on the Down arrow to the
right of the Border icon. From the list displayed, select the Borders and

Shading command.

iew Gridlines
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Borders and Shading

Borders | Page Border || Shading

Setting: Shwle: Presvigw

Click. on diagram below or use
buttans o apply borders

[ i [

Box

Shado

|

i

i

i

i

i

[
)

Aukarmakic W |

=
CL
T
-

Cuskom 15
U pt — W
i Apply ba:

|F‘aragraph w |

Opkions...

._.
]
=
L |
—

[ Horizontal Line. .. Cancel ]

You can use this dialog box to change the shading setting, style, colour and
width.

¢ From the Setting section of the dialog select the 3-D. Use the Style section
of the dialog to select a different border style.

arrow ta the ft ction to displa:
lou
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Color:

Aukarmatic F| ‘
IE Automatic

Theme Colors
H EEEEEEN

Standard Colors
nn fEEEEN

Maore Colors...

e Click on the down arrow to the right of the Width section to display a list of
widths. Select a width.

Width:

Bept — r

& pt

14 pt
T owmopt

1pt
1 1 pt

2 pk

4 14 pt

& pk

e Click on the OK button to close the dialog box and apply the border.

Adding shading
e Click within a paragraph.
Within the Paragraph section on the Home tab, click on the Down arrow

icon. T drop down list
sh to apply.

ur of
FOR USE AT THE LICENCED SITE(S) ONLY
© 1995-2010 Chektenham Courseware Pty. Ltd. - www.cheltenhamcourseware.com

Standard Colors
L ] fEEEERE

\:l Mo Color

i1 More Colors..,




Word 2007 Foundation - Page 43

e Click on the Undo button and apply a different colour of shading.
TIP: Try applying Black shading.
Eelal=Rd
Theme Colors
.
As you are applying black shading to be used as a background for black text,
you might expect the text to become invisible (i.e. black text on a black

background). In fact Microsoft Word automatically reverses the text colour in
this case so that you see white text on a black background.

Raad Only Mamory (ROM) &5 D name suggests 5 @ spesisl 1y poof memory chip wiech holds
Aoibware whch can be i bul nol wirlen 1o, A good cocamgle i (hs ROM-BIOS chip, wisch
conlaiis fasd-only soltwars, O ennedwork cands and veded cands alsa contian ROM chips

Most moderm comguiers ame actually suppledwith a Mash BIOS rather than & ROM-BIOS. This

chp contains mxactly the same type of injull soffware, bul has the acvaniage thal the softwane

on tho chip can be upgraded. This upgrace is achieved by simply running a small program
—simohod b the comoater mandtectee—————————————

Modifying your shading
o Click within a paragraph. Within the Paragraph section on the Home tab,

click on the Down arrow to the right of the Shading icon. From the list
displayed, select the More Colors command.

Colors
{Standard || Custom | [ ok ]

Mew

e

Current

e Select a colour and then click on the OK button.
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Applying borders to selected text

You can apply borders and shading to an entire paragraph. However if you
select a word or portion of text within a paragraph, then you can apply
border and shading to just the selected text. Try experimenting with
selecting words or sentences within your document and apply border and
shading effect.

Save your changes and close the document.

Finding and replacing text

Sometimes documents can be very long and you may need to search that
document for a particular word or phrase. You can use the built-in search
feature to do this for you. If you need to find a particular word or phrase and
replace this item with alternative text, then you can use the search and
replace feature.

WARNING: Using the search and replace feature sounds great, but you need
to be careful. | always make a backup copy of a document before using this
feature as it is very easy to get it horribly wrong. Many words have within
them smaller words. The word WARNING for instance has the words WAR
and WARN within it, and if you replaced the word WAR with something else,
then the first three letters of the word WARNING will also be replaced.
There are ways to stop Microsoft Word from doing this, but you must be
careful!

Finding text

Open a document called Searching and replacing.
Click on the Find button, located within the Editing section of the Home tab.

(7]

..l“l%ﬂd ¥

an'g
sacReplace
.‘a

e
L Select
W Ehiing

This will display the Find dialog box.
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Find and Replace

Find |Reglan:e || Go To |

Find what: | w |

Reading Highlight = Findin Fird Mexk

e Within the Find what section type in the text you wish to search for, in this
case type in the word Internet. Click on the Find Next button. The next
occurrence of the word Internet will be found and highlighted within the
document. Keep clicking on the Find Next button to find more occurrences
of the word. When there are no more instances of the text to be found you
will see the following dialog box.

Microsoft Office Word

e Close the Find dialog box.

TIP: An easy way to display the Find dialog box is to press Ctri+F.

Replacing text

|83 Replace | I

T g select

| —

This will display the Replace dialog box. In this case we will replace the text
World Wide Web with WWW, as illustrated.
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Find and Replace @E|

Find Reglace | GoTo

Find what: Warld Wide Web w

Replace with: | Wi w

Replace ] [ Feplace Al ] [ Eind Mext l [ Cancel

Click on the Find Next button. The next instance of the text will be selected.
Click on the Replace button. In the same way replace all instanced of the
text World Wide Web with WWW.

TIP: To display the Replace display box, press Ctrl+H.

Save your changes and close the document.

Tabs

Tab stops

In early versions of Microsoft Word, using 'Tab Stops' was a vital method for
formatting particular items within a Microsoft Word document. Tabs were
commonly used for displaying columns of data, with each column of data
being separated from the next column by a tab space.

As newer versions of Microsoft Word have been released over the years the
use of tab stops within a document has lessened, as Microsoft Word will now
automatically insert tab spaces into document elements such as a ‘table of
contents’. Microsoft Word 2007 also has many pre-designed pages available
tonyou such asgeustomisable front pages whichragain makes the needpto
manually insert tab stops less important than it used\to be in earlier \versions
of Microsoft/Word.

When you create'a new; blank document, byrdefault the Ruler does not
contain tab stops.

Setting and removing tabs

Before manually inserting tabs stops, you should display the Microsoft Word
Ruler. This Ruler allows you to easily insert tab stops. If the Ruler is not
displayed click on the View Ruler button (displayed at the top of your
vertical scroll bar).
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4 Find = |
IbCe = L R

E

View Ruler
Button

If clicking on this button removes the display of the Ruler, click on it again
and the Ruler will be displayed again across the top of your document.

[ B B E L S S L L S-S L - S = S S A LI S & S RS L Sl = I L S E-B N B S B PR B =
' ' ' ' ' ' ' ' ' ' '
-

You can set the tab type by repeatedly clicking the tab selector (displayed at
the left edge of the ruler) until it displays the required tab type.

@W_ﬂ

| Home | Insert Page Layout References Maili

=R & A

ria
qu__._1
Pa

u & xlE) =

X Aao||%- A-| [

Tab Selector |! T ——

B 3]
:

You can click along the ruler at the location you wish to insert the tab.

hlcF display lhe right anu

Centre Tab stop:
This sets the position used for the middle of the text, which will centre on this

tab stop as you type in text.

Right Tab stop:
This sets the right end for your text and when you enter text at this tab stop
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it will move to the left.

E Decimal Tab stop:
This is used to align numbers around a decimal point.

Bar Tab stop:
This displays a vertical bar at the tab stop location.

NOTE: There are two more options, but these relate to indents rather than
tab stops.

@ Indent First Line:
If you click on this control and then click on the top part of the horizontal
ruler where you would like the first line of that paragraph to begin.

Hanging Indent:

If you click on this control then click the bottom half of the horizontal ruler

where you would like all the lines after the first line of the paragraph to be
indented to.

To move a Tab Stop left or right you can drag it using the mouse pointer
(with the mouse button pressed down when you are dragging the tab stop).

To delete a Tab Stop drag it off the Ruler (with the mouse button pressed
down when you are dragging the Tab Stop).

Open a document called Tabs.
Select the data within the document as illustrated.

R

94

East Region 64 83

West Region 23 77

Click on the Ruler above the start of the text '2005 Sales’, as illustrated.
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o Drag this tab stop to the right, as illustrated.

es' illustrate
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Area 2005 Sales 2006 sales

North Region 89 ‘94
South Region 67 ’98
East Region 64 33
West Region 23 ?‘?

e Drag the tab stop to the right, so that the data now looks like this.

Area 2005 Sales 2006 sales
North Region 89 94
South Region 67 98
East Region 64 23
West Region 23 77|

To change the tab type, double click on one of the tab stops on your Ruler
and you will see the Tabs dialog box. Experiment with changing the tab
types of each of your Tab Stops and check the effect of your changes.

SAMPLE
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Tab stop position: Default kab stops:
3,25 cm 1,27 cm 3|
3.25
5.75 Em Tab stops to be cleared:
Alignirment
(%) Left ) Center ) Right
) Decimal ) Bar
Leader
(& 1 More e e
O+
[ Set J [ Clear ] [ Clear all J
L (0]4 J [ Cancel J

o Try deleting one of your tab stops by dragging it off the Ruler. Use the Undo
key to reverse this deletion.

¢ When you have finished experimenting, save your changes and close the
document.

SAMPLE
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

m
A complete library of quality training courses na j Q

Includes Windows 7 and Office 2010 Courseware j & \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 )

The most cost effective courseware solution for your IT
training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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