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 Tabs are designed to be task-oriented.
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 Groups within each tab break a task into subtasks.
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 Command buttons in each group carry out a command or display a menu of commands.
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Open a blank document

1. Click the Microsoft Office Button [image: image5.png]


, and then click New. 

2. Double-click Blank document.
OR

3. Under Templates, do one of the following: 

· Click Installed Templates to select a template that is available on your computer. 

· Click one of the links under Microsoft Office Online, such as Flyers or Letters and Letterhead. 

 Note   To download a template that is listed under Microsoft Office Online, you must be connected to the Internet.

4. Double-click the template that you want
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	Open a file

1. Click the Microsoft Office Button[image: image7.png]


, and then click Open. 

2. In the Look in list or Navigation pane, click the folder, drive, removable media (such as flash drive, CD, or DVD), or Internet location that contains the file that you want to open. 

3. Click the file, and then click Open. 
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	Close a document

1. When you are through with the document and have saved your work, close the file. 
2. Click the Microsoft Office Button[image: image10.png]


, and then click Close. 
3. To close Word, click the Microsoft Office Button[image: image11.png]


, and then click Exit Word in the lower-right corner. 
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 To save your new document, click the Microsoft Office Button[image: image13.png]


. 
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 Then click Save. A dialog box opens. Use this box to tell Word where you want to store the document on your computer, and what you want to call it.          
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	· To print a document, click the Microsoft Office Button[image: image16.png]


 at the top left of the window

· Click Print. Click the one of the following options: Print, Quick Print, or Print Preview.

· Once clicking Print, choose the options that you want, such as the number of pages or which pages you want to print
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	1. To find out how to do something, click the Microsoft® Office Word Help button [image: image18.png]


in the upper-right corner of the window.  

2. A dialog box will appear.

3. Then type your question in the Type words to search for box, next to Search.
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	If you're concerned that no one will be able to read your Microsoft Word 2007 document when sharing, then you will want to save the document with an older file format before sending it. 
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 Click the Microsoft Office Button [image: image21.png]


, and on the menu, point to the arrow at the end of the Save as command.
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 Click Word 97-2003 format on the list of options.

You may get a warning that saving in the older file format will cause certain features to be lost or modified.
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	Change Page Margins
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	To change margins, use the Ribbon at the top of the window. 

1. On the Page Layout tab, in the Page Setup group, click Margins. 
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2. Click the margin type that you want. For the most common margin width, click Normal. 


	Select Page Orientation

1. On the Page Layout tab, in the Page Setup group, click Orientation. 

2. Click Portrait or Landscape. 


	

	View Ruler

1. Click the Microsoft Office Button [image: image26.png]


, and then click Word Options. 

2. Click Advanced. 

3. Under Display, select the Show vertical ruler in Print Layout view check box. 
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	1. On the Insert tab, in the Header & Footer group, click Header or Footer. 
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2. Click the header or footer design that you want. 


 Note   The header or footer is inserted on every page of the document.





	· To check spelling and grammar, click on the Review tab, because this is part of reviewing your work.

· Look toward the far left, in the Proofing group and click on Spelling & Grammar.
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	· Red underline This indicates either a possible spelling error or that Word doesn't recognize a word, such as a proper name or place. If you type a word that is correctly spelled, but Word doesn't recognize it, you can add it to Word's dictionary so that it is not underlined in the future. You'll see how in the practice. 

· Green underline Word thinks that grammar should be revised. 

· Blue underline    A word is spelled correctly but does not seem to be the correct word for the sentence. For example, you type "too," but the word should be "to." 





	Insert a Page Break

1. Click where you want to start a new page. 

2. On the Insert tab, in the Pages group, click Page Break.
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	Insert a Section Break

1. On the Page Layout tab, in the Page Setup group, click Breaks. 
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2. Click the type of section break that you want to use. 


	



	· Select the text you want to call attention to. 
· Click on the Ribbon, then on the Home tab.

· In the Font group, choose how to format the text. For example, click Bold[image: image33.png]



· You can change the font color by selecting the text, then on the Home tab, in the Font group, point to Font color [image: image34.png]
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	Type a bulleted or numbered list

1. Type * (asterisk) to start a bulleted list or 1. to start a numbered list, and then press SPACEBAR or the TAB key. 

2. Type any text that you want. 

3. Press ENTER to add the next list item. 

Word automatically inserts the next bullet or number.

4. To finish the list, press ENTER twice, or press BACKSPACE to delete the last bullet or number in the list.


	Add bullets or numbering to a list

1. Select the items that you want to add bullets or numbering to. 

2. On the Home tab, in the Paragraph group, click Bullets [image: image37.png]


or Numbering[image: image38.png]


. 
[image: image39.png]Paragraph 5







	Insert a table by using Quick Tables

1. Click where you want to insert a table. 

2. On the Insert tab, in the Tables group, click Table. 

3. Point to Quick Tables, and then click the table that you want. 

4. If necessary, replace the placeholder data in the table with the data that you want. 

Add ClipArt and WordArt

· On the Ribbon, click the Insert tab, and click ClipArt or WordArt. 
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Bullets, Numbers, and Lists
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· In the dialog box that appears, type the text that you want in the WordArt in place of "Your Text Here." You can change the font type or size here, and apply bold or italic formatting.
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· When you're ready, click OK.



	Track changes while you edit

1. Open the document that you want to revise. 

2. On the Review tab, in the Tracking group, click the Track Changes image. 

To add a track changes indicator to the status bar, right-click the status bar and click Track Changes. Click the Track Changes indicator on the status bar to turn track changes on or off.

3. Make the changes that you want by inserting, deleting, moving, or formatting text or graphics. You can also add comments.


	·  Balloons show formatting changes, comments, and deletions.
[image: image42.png](Formatied)
sorem psury (e
oo 5t amet (camment

consectetuer £ (S i
iz adpiscing
e, sed dom_(BeeEed

macna,erae _ L Bore

[






	Insert a comment

You can type a comment. On a Tablet PC (Tablet PC: A computer that runs Microsoft Windows XP Tablet PC Edition. With a Tablet PC, you can write directly on the screen by using a tablet pen and use the pen to perform mouse functions. Also known as a tablet computer.), you can insert a voice comment or a handwritten comment.

Type a comment

1. Select the text or item that you want to comment on, or click at the end of the text. 

2. On the Review tab, in the Comments group, click New Comment. 

3. Type the comment text in the comment balloon or in the Reviewing Pane. 


	



	Mark entries by using built-in heading styles

1. Select the heading to which you want to apply a heading style. 

2. On the Home tab, in the Styles group, click the style that you want. 
	

	Create a table of contents from built-in heading styles

1. Click where you want to insert the table of contents, usually at the beginning of a document. 

2. On the References tab, in the Table of Contents group, click Table of Contents, and then click the table of contents style that you want. 
	

	Update the table of contents

If you added or removed headings or other table of contents entries in your document, you can quickly update the table of contents.

1. On the References tab, in the Table of Contents group, click Update Table. 

2. Click Update page numbers only or Update entire table. 
	



	Basically, creating a blog post is the same as creating any document—you click and type your text as you want it to appear. 

1. Start Word 2007. 

2. Click the Microsoft Office Button[image: image43.png]


. Then click New.
3. In the New Document window, click New Blog Post. 
4. The Blog Post window opens, and a popup dialog box asks you to register your blog account. If you already have a blog account with one of the blogging service provides (such as Windows Live Spaces, Blogger, or other services, as shown in Figure 2), you can select the service to enter the information for that account. 
5. For now, click Register Later and you are returned to the Blog Post window. 

 Note   For more information about registering your blog account, see Help with blogging in Word.
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