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»  Getting Started
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Menus

When you begin to explore Word 2007 you will notice a new look to the menu bar.
There are three features that you should remember as you work within Word 2007:
the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. These three
features contain many of the functions that were in the menu of previous versions of
Word. The functions of these three features will be more fully explored below.

The Microsoft Office Button
The Microsoft Office button performs many of the functions that were located in the
File menu of older versions of Word. This button allows you to create a new

document, open an existing document, save or save as, print, send (through email
or fax), publish or close.
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The Ribbon is the panel at the top portion of the document. It has seven tabs: Home,
Insert, Page Layout, References, Mailings, Review, and View that contain many new
and existing features of Word. Each tab is divided into groups. The groups are logical
collections of features designed to perform functions that you will utilize in
developing or editing your Word document. Commonly used features are displayed
on the Ribbon, to view additional features within each group, click on the arrow at
the bottom right of each group.
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Each of the tabs contains the following tools:
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Home: Clipboard, Fonts, Paragraph, Styles, and Editing.

Insert: Pages, Tables, Illustrations, Links, Header & Footer, Text, and Symbols
Page Layout: Themes, Page Setup, Page Background, Paragraph, Arrange
References: Table of Contents, Footnote, Citation & Bibliography, Captions, Index,
and Table of Authorities

Mailings: Create, Start Mail Merge, Write & Insert Fields, Preview Results, Finish
Review: Proofing, Comments, Tracking, Changes, Compare, Protect

View: Document Views, Show/Hide, Zoom, Window, Macros

Quick Access Toolbar
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The quick access toolbar is a customizable toolbar that contains commands that you
may want to use. You can place the quick access toolbar above or below the ribbon.
To change the location of the quick access toolbar, click on the arrow at the end of
the toolbar and click on Show Below the Ribbon.
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Mipimize the Ribbon

You can also add items to the quick access toolbar. Right click on any item in the
Office Button or the Ribbon and click on Add to Quick Access Toolbar and a shortcut
will be added to the Quick Access Toolbar.
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Working with Documents

Create a New Document

There are several ways to create new documents, open existing documents, and
save documents in Word:

Ca )
s
= C(Click the Microsoft Office Button = and Click New or
= Press CTRL+N (Depress the CTRL key while pressing the “"N”) on the keyboard

You will notice that when you click on the Microsoft Office Button and Click New, you
have many choices about the types of documents you can create. If you wish to start
from a blank document, click Blank. If you wish to start from a template you can
browse through your choices on the left, see the choices on center screen, and
preview the selection on the right screen.
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Opening an Existing Document

Cn

I |
= (Click the Microsoft Office Button = and Click Open, or
= Press CTRL+O (Depress the CTRL key while pressing the "0”) on the keyboard, or
= If you have recently used the document you can click the Microsoft Office Button

and click the name of the document in the Recent Documents section of the window
Insert picture of recent docs

Saving a Document
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Cin
= (Click the Microsoft Office Button = and Click Save or Save As (remember, if
you're sending the document to someone who does not have Office 2007, you will
need to click the Office Button, click Save As, and Click Word 97-2003
Document), or
= Press CTRL+S (Depress the CTRL key while pressing the “S”) on the keyboard, or
= (Click the File icon on the Quick Access Toolbar
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Renaming Documents
To rename a Word document while using the program:

Ca )
)
= (Click the Office Button — and find the file you want to rename.
=  Right-click the document name with the mouse and select Rename from the shortcut
menu.

= Type the new name for the file and press the ENTER key.
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Working on Multiple Documents

Several documents can be opened simultaneously if you are typing or editing
multiple documents at once. All open documents will be listed in the View Tab of
the Ribbon when you click on Switch Windows. The current document has a
checkmark beside the file name. Select another open document to view it.
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Document Views
There are many ways to view a document in Word.

= Print Layout: This is a view of the document as it would appear when printed. It
includes all tables, text, graphics, and images.

= Full Screen Reading: This is a full view length view of a document. Good for
viewing two pages at a time.

= Web Layout: This is a view of the document as it would appear in a web browser.

= Outline: This is an outline form of the document in the form of bullets.

= Draft: This view does not display pictures or layouts, just text.

To view a document in different forms, click the document views shortcuts at the

bottom of the screen l=or:

= C(Click the View Tab on the Ribbon
=  (Click on the appropriate document view.
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Print | Fult Screen \Web  Outline  Draft
layout | Reading  Layout

Dacument WViews

Close a Document
To close a document:

=  (Click the Office Button
= C(Click Close

Customize the environment

Word 2007 offers a wide range of customizable options that allow you to make Word
work the best for you. To access these customizable options:

= (Click the Office Button
= Click Word Options
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Popular

These features allow you to personalize your work environment with language, color
schemes, user name and allow you to access the Live Preview feature. The Live
Preview feature allows you to preview the results of applying design and formatting
changes without actually applying it.

Word Options ﬁ|f?|

ﬁ Change the most popular options in Word.
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Display

This feature allows you to modify how the document content is displayed on the
screen and when printed. You can opt to show or hide certain page elements.

Word Options
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Proofing
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Come ]

This feature allows you personalize how word corrects and formats your text. You
can customize auto correction settings and have word ignore certain words or errors

in a document.
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Save

This feature allows you personalize how your document is saved. You can specify
how often you want auto save to run and where you want the documents saved.
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This feature allows you to specify options for editing, copying, pasting, displaying,
printing and saving.
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Customize

Customize allows you to add features to the Quick Access Toolbar. If there are tools
that you are utilizing frequently, you may want to add these to the Quick Access

Toolbar.
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Editing a document

Typing and inserting Text

To enter text, just start typing! The text will appear where the blinking cursor is
located. Move the cursor by using the arrow buttons on the keyboard or positioning
the mouse and clicking the left button. The keyboard shortcuts listed below are also
helpful when moving through the text of a document:

Move Action
Beginning of the line
End of the line

Top of the document
End of the document

Selecting Text

Keystroke
HOME

END
CTRL+HOME
CTRL+END

To change any attributes of text it must be highlighted first. Select the text by
dragging the mouse over the desired text while keeping the left mouse button
depressed, or hold down the SHIFT key on the keyboard while using the arrow
buttons to highlight the text. The following table contains shortcuts for selecting a

portion of the text:
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Selection Technique

Whole word double-click within the word

Whole paragraph [triple-click within the paragraph

Several words or |drag the mouse over the words, or hold down SHIFT
lines while using the arrow keys

Entire document choose Editing | Select | Select All from the Ribbon, or
press CTRL+A

Deselect the text by clicking anywhere outside of the selection on the page or press
an arrow key on the keyboard.

Inserting Additional Text
Text can be inserted in a document at any point using any of the following methods:

= Type Text: Put your cursor where you want to add the text and begin typing

= Copy and Paste Text: Highlight the text you wish to copy and right click and click
Copy, put your cursor where you want the text in the document and right click and
click Paste.

= Cut and Paste Text: Highlight the text you wish to copy and right click and click
Cut, put your cursor where you want the text in the document and right click and click
Paste.

= Drag Text: Highlight the text you wish to move, click on it and drag it to the place
where you want the text in the document.

You will notice that you can also use the Clipboard group on the Ribbon.

Pag

Clipboard Menu

1 of 24 - Clipboard T - ..

[pfl:' Paste all ] [ﬁt Clear all ]

Click anitem to paste;

w?'j The student preview is
located at the top right
hand side of the screen...

Rearranging Blocks of Text

To rearrange text within a document, you can utilize the Clipboard Group on the
Home Tab of the Ribbon.

Insert picture of clipboard group labeled
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= Move text: Cut and Paste or Drag as shown above

= Copy Text: Copy and Paste as above or use the Clipboard group on the Ribbon

= Paste Text: Ctrl + V (hold down the CTRL and the “V" key at the same time) or use
the Clipboard group to Paste, Paste Special, or Paste as Hyperlink

- Home Insert
J da Calibri (Body)

Paste’| o = |
J u

Deleting Blocks of Text

Use the BACKSPACE and DELETE keys on the keyboard to delete text. Backspace
will delete text to the left of the cursor and Delete will erase text to the right. To
delete a large selection of text, highlight it using any of the methods outlined above

and press the DELETE key.

Search and Replace Text
To find a particular word or phrase in a document:

= Click Find on the Editing Group on the Ribbon
= To find and replace a word or phrase in the document, click Replace on the Editing

Group of the Ribbon.

34 Find ~
34e Replace
L Seterf @

Editing

Undo Changes
To undo changes:

= (Click the Undo Button on the Quick Access Toolbar

|mnllial‘-'?'ﬂ§i!
3

Fi

— Home [nsert

Formatting Text

Styles
Style is a format enhancing tool that includes font typefaces, font size, effects (bold,

italics, underline, etc.), colors and more. You will notice that on the Home Tab of the
Ribbon, that you have several areas that will control the style of your document:
Font, Paragraph, and Styles.
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Change Font Typeface and Size
To change the font typeface:

= (Click the arrow next to the font name and choose a font.

& )

(Calibri (Body) *

Font ]

= Remember that you can preview how the new font will look by highlighting the text,
and hovering over the new font typeface.

=1 - w | oAt g ] i |
Calitort Hu - A W) E s SR i AaBbCeDc | AagbCche Aal
! Thedne Fonts :3 = 5B . :§-| {',-':r o i | ®normal |8 Mo Spaci.. Hea
| Cambria (Headings) | §
| = Paragraph = Sayfe
Calibri ﬂkdﬂl
iecently Used Fonts i
| " Verdana
fr Times New Boman
AR Fonts
i hgency B
T ALGERIAN Formatting Text
T Arial
I*r A.'“I Rinok jool that incudes fant typefaces, Tont size, effects (bold, italics
B Arial Nanow 'jﬁ natice that on the Home Group of the Ribbon, that you hawe
i Arial Rounded MT Boid k of yaur document: FONT, PARAGRAPH, AND STYLES,

B Arial Unicode MS |

To change the font size:

= (Click the arrow next to the font size and choose the appropriate size, or
= (Click the increase or decrease font size buttons.

Calibri (Bady] » 11 [AS n sk
B & U - abe x. Aa-(|%

Font
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Font Styles and Effects

Font styles are predefined formatting options that are used to emphasize text. They
include: Bold, Italic, and Underline. To add these to text:

Select the text and click the Font Styles included on the Font Group of the Ribbon, or
Select the text and right click to display the font tools

| CatibriBor~ 11~ A" A7 A F
afaces, font size, effect ;

2 Group of the Ribbon, |
»Paragraph, and Styfes.

1]
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Change Text Color
To change the text color:

Select the text and click the Colors button included on the Font Group of the Ribbon,
or

Highlight the text and right click and choose the colors tool.
Select the color by clicking the down arrow next to the font color button.

| Calibri :'E:a-.&t‘w AW
B 7 =% A - =

i

i g
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Highlight Text

Highlighting text allows you to use emphasize text as you would if you had a
marker. To highlight text:

Select the text

Click the Highlight Button on the Font Group of the Ribbon, or
Select the text and right click and select the highlight tool
To change the color of the highlighter click on down arrow next to the highlight button

[Shagecfit -JA & A 7
B 7 =# . A==z

Copy Formatting

If you have already formatted text the way you want it and would like another

portion of the document to have the same formatting, you can copy the formatting.
To copy the formatting, do the following:

Select the text with the formatting you want to copy.

Copy the format of the text selected by clicking the Format Painter button on the
Clipboard Group of the Home Tab

Apply the copied format by selecting the text and clicking on it.
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Clear Formatting
To clear text formatting:

= Select the text you wish to clear the formatting
= Click the Styles dialogue box on the Styles Group on the Home Tab
= C(Click Clear All

{ea S
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Headingl Heading2 . Change |

Styles = |
Styles i i \‘. | |
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Clear alf
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Mo Spacing

Heading 1
Heading 2

Title

Subtitle

Subtle Emphasis
Emphasis

| | Intense Emphasiz
|| strong

Quote

Intense Quote
Subtle Reference
Intense Reference
Book Tite

Lizt Paragraph
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| [] shiows Preview
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Formatting Paragraphs

Formatting paragraphs allows you to change the look of the overall document. You
can access many of the tools of paragraph formatting by clicking the Page Layout
Tab of the Ribbon or the Paragraph Group on the Home Tab of the Ribbon.

Hame Ingest Page Layoul Refeiences Maibings Rewiew Wiews Diereioper
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;‘_ Size = P uine Numbers = UMPageColor | B Lett 0 = :: Befare: O pt
Marging :
.u BE Columni = w¥" Hyphenation = I} Page Borders | B3 Right: 0 :: After. 10 pt " L §
Page Setup « || Page Backgraund Faragraph Arra
Home [resert Page Layout References baidings Reviesy Yiew D
Calibri [Body) AR [ e R R
7 B0 Uo-ahex 2 fa-"W-4A- EXEENE| D 52
s e ﬁ Pasagraph

Change Paragraph Alignment
The paragraph alignment allows you to set how you want text to appear. To change

the alignment:

= (Click the Home Tab
= Choose the appropriate button for alignment on the Paragraph Group.
= Align Left: the text is aligned with your left margin
= Center: The text is centered within your margins
= Align Right: Aligns text with the right margin
= Justify: Aligns text to both the left and right margins.

Paragraph

Indent Paragraphs
Indenting paragraphs allows you set text within a paragraph at different margins.
There are several options for indenting:

First Line: Controls the left boundary for the first line of a paragraph

Hanging: Controls the left boundary of every line in a paragraph except the first one
Left: Controls the left boundary for every line in a paragraph

Right: Controls the right boundary for every line in a paragraph

To indent paragraphs, you can do the following:

=  C(Click the Indent buttons to control the indent.
= (Click the Indent button repeated times to increase the size of the indent.
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= =5 7

= C(Click the dialog box of the Paragraph Group
= C(Click the Indents and Spacing Tab
= Select your indents

(| 25]) 3= = 4= - el SR T | s ambcen:d asboen:
A- EE i-!:gri 5y = - f Hormal | % o Spai...
; Pasagraph i 4_

Paragraph

indents and Spadng | Line and Page Breshs
G al

Abgrmerit; “

Quthre lsvel: | Body Teut w

Enderitakion
Left: r = Special By
Right: 0" » {rona) ¥ :
1 [ o indents
Spacng
Before: 0 pt b Lige spacing: Ak
Aftar: i0pk & Muitipls | 1S 5

[l Don't add space batumsen paragraphs of the 2ams e

Pranviaw

Ti—e—g lempaea

1[ tbs.. | [pefek. | [k [ coxe |

Add Borders and Shading
You can add borders and shading to paragraphs and entire pages. To create a
border around a paragraph or paragraphs:

Select the area of text where you want the border or shading.

Click the Borders Button on the Paragraph Group on the Home Tab
Choose the Border and Shading

Choose the appropriate options
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Apply Styles
Styles are a present collection of formatting that you can apply to text. To utilize
Quick Styles:

=  Select the text you wish to format.
=  Click the dialog box next to the Styles Group on the Home Tab.
= Click the style you wish to apply.

|AaBbCeDe | AaBbCeDt AaBbCi AaBbCc _ %
| T Hormal Ir Mo Spad.. Headingl  Heading . Change
/A Styles -

Styles ]

Create Links
Creating links in a word document allows you to put in a URL that readers can click
on to visit a web page. To insert a link:

= Click the Hyperlink Button on the Links Group of the Insert Tab.
= Type in the text in the “Text to Display” box and the web address in the “Address”

box.
Infent Page tayout References Mailings Rvigw Vie
j (I | Elgl ,y = 8, Hyperink
| | " =

gid A Bookmark

Table Picturg: Clip  Shapes SmartArt Chart
- Art - [#) Cross-reference

Tables Mustrations Liniky
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Change Spacing Between Paragraphs and Lines
You can change the space between lines and paragraphs by doing the following:

Select the paragraph or paragraphs you wish to change.
On the Home Tab, Click the Paragraph Dialog Box
Click the Indents and Spacing Tab

In the Spacing section, adjust your spacing accordingly
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Styles

The use of Styles in Word will allow you to quickly format a document with a
consistent and professional look. Styles can be saved for use in many documents.

Apply Styles
There are many styles that are already in Word ready for you to use. To view the

available styles click the Styles dialog box on the Styles Group in the Home Tab. To

apply a style:

=  Select the text
= Click the Styles Dialog Box
=  C(Click the Style you choose

.naabccmfnaabcmt AaBbCi AaBbCc ‘@}S

T Hormal |7 Mo Spao.. Headingl  Heading _ Change
Styles =
ik

2FiICs r

Creating New Styles
You can create styles for formatting that you use regularly. There are two ways to
do this: New Styles or New Quick Styles.

New Styles
To create a new style:

=  Click the Styles Dialog Box
= Click the New Style Button

|AaB!JC-:D:-; azgbcede AaBbhCo AaBbCe “}35.

f Mormal | % No Spaci..  Meadingl  Heading2 - Shange
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Clear &l
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Title b ]
Subpde 5]
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Interse Quote £
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Bock Tithe a
List Paragraph T

::: Shew Pramee

\ [0 isable Lirind Sthes
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= Complete the New Style dialog box.

= At the bottom of that dialog box, you can choose to add this to the Quick Style List

or to make it available only in this document.

Create Hew Style from Formatting

Biame: stvlel

Style bype: Paragraph

Style pased on: ¥ Mormaal

yle for foovang paragraph: | 7 Stylel

Formating

Calbei (Body) (il B IO Ry oo atic =
E X3 R = ==|12 8 & &

Femple Tusl Sampla Ted farmgle Tard Sarmgie Tenk Bimpia Taxd Sampla Tet Sampht Tart Sampse Task
Sampée Text Sampl Test farmpie Tait Sarmple Teat Saemphe Teet Sampie Test Sampls TesT Sample Taxt
Lympia Ten: Samgi Tert Sampie Taer Lo Tes Lpmoin Tae

{Styhe Quuick Styke, Beied on: Homal

[¥] Add to Quick Style Bt [ ] Automatically update
(%) Oriy iny this document () Mew documents based or this templates

[ox ][ conce ]

New Quick Style
To create a style easily:

= Insert your cursor anywhere in the chosen style
= Click the Styles dialog box

AaBbCeDe | AaBbCeDe AaBbCeDe AaBbC: %
| T Hormal TStylel T Mo Spaci. i — Change
army yle o Spaci _ﬁn.mnn... ol

Shyfed

= Click Save Selection as New Quick Style

Compiled By Dr Paras Kothari

23



I,naabc:cm4 AaBbCcDe AaBbCcD: AaBbC
| T Haormal fiStylel T HoSpac.. Headingl

aaBbce AAD aaBbce assveen:

Heading 2 Title Subtitle Sublle Em..,

AoBbCcly AaBbCcly AaBbCole Ao8bCclx
Emphasis Intense E-.. strong Quoke

ApBbCcly AsBICCOT AABRCCDY AABBCCDLC
Intenmse Q... Subtie Ref.. IntenseR.. Book Title

AaBbCcln

T List Para... =
Save Selection a5 & Mew Quick Style...

!ﬂ] Clear Fermatting

M, Apply Styles...

Style Inspector
To determine the style of a particular section of a document:

= Insert cursor anywhere in the text that you want to explain the style
=  (Click the Styles Drop Down Menu
=  (Click the Style Inspector Button
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Adding Tables

Tables are used to display data in a table format.

Create a Table
To create a table:

=  Place the cursor on the page where you want the new table

= (Click the Insert Tab of the Ribbon

=  Click the Tables Button on the Tables Group. You can create a table one of four

ways:

= Highlight the number of row and columns

= C(Click Insert Table and enter the number of rows and columns

= (Click the Draw Table, create your table by clicking and entering the rows and

columns

= Click Quick Tables and choose a table

Insert Page Layout Referem

Table

-

Picture

= g )
| ea) B8 1

14

Clip. Shapes Smi
Art >

| Insert Table

Insert Table...

Draw Table

Quick Tables

I
I O
I
I O
I

Excel Spreadsheet

Enter Data in a Table

Place the cursor in the cell where you wish to enter the information. Begin typing.

Modify the Table Structure and Format a Table

To modify the structure of a table:

=  (Click the table and notice that you have two new tabs on the Ribbon:

Layout. These pertain to the table design and layout.
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Tatde Style Optians Table Sytay D Barder

On the Design Tab, you can choose:

= Table Style Options
= Table Styles
= Draw Borders

To format a table, click the table and then click the Layout Tab on the Ribbon. This
Layout tab allows you to:

= View Gridlines and Properties (from the Table Group)

= Insert Rows and Columns (from the Rows & Columns Group)

= Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
= Merge or Split Cells (from the Merge Group)

= Increase and Decrease cell size (Cell Size Group)

= Align text within the cells and change text directions (Alignment Group)

| i = r . P . ik
| o J'.‘ n-=a \{';i e Doouments = Microsoft Word Table Toois
=
e Heme Inaert Page Layaut Referendes Maifing: Rewiciw View Developer Derign Layaut -‘_
g Select - x| | Al B Insert Below 3 oar T = A= ,-:\,l =8 Repeat Header Rows
| 1 L T & ¥
2 View Gridlines e ! <X tnsert Lett i spit Ceiny 5 22 i .. — Z 5k Corvert to Text
- Dielete Infen A 1 = oo L 1 . Tead Cell Sort
5 Properhes i spove AF bnsert Right = Solit Table i Autakit - o bl pirection Marging I Formula
Takis Hows & Columng 0 Merge gl e » Aligniment Oata

Graphics

Word 2007 allows you to insert special characters, symbols, pictures, illustrations,
and watermarks.

E: .d } \:'_-;l o sraphies - Micrasoft Waord

o

- biome Ingert Page Layout References Makiings Rivigw View Developet
) CoverPage = || === T = b ﬂ 8, Hyperink s ~| 4 B A | 2| Guick Parts = 2 Sigrature Line »
_] Blank Page J s 11+ IS e A Bookmark = il ..ﬁ WordArt - j} Date & Time
i Table Paure  Clhp - Shapes Smartant Chad Header Footer Page Text =
=2 Page Break : Art t 21f) Cross-reference - = Mumber=  -Box= ~=DropCapr g Objed -

Pages Tables Blustratians Limks Header & Footer T et

Symbols and Special Characters

Special characters are punctuation, spacing, or typographical characters that are not
generally available on the standard keyboard. To insert symbols and special
characters:

= Place your cursor in the document where you want the symbol
= C(Click the Insert Tab on the Ribbon

= Click the Symbol button on the Symbols Group

= Choose the appropriate symbol.
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Equations
Word 2007 also allows you to insert mathematical equations. To access the
mathematical equations tool:

Place your cursor in the document where you want the symbol

Click the Insert Tab on the Ribbon

Click the Equation Button on the Symbols Group

Choose the appropriate equation and structure or click Insert New Equation

Y A | d QuikParts » |3 Sigrawereemels | TT Equation =]
Built-In =
Ir.ﬂ.rea of Circle

||d=rr?

Binomial Theorem

(x+a)"= i {:) xkgnTk
k=0

. Expansion of a Sum

nx nin-—1)x?
1+ x)"= 1+F+RT+

Fouwrier Sefies

(-]
i it
flxl=ag+ Z [a,._tns% + by, =in n—rj

L
i n=1

| T’c Insert Mew Equation h

= To edit the equation click the equation and the Design Tab will be available in the
Ribbon
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Tools

Illustrations, Pictures, and SmartArt

Word 2007 allows you to insert illustrations and pictures into a document. To insert
illustrations:

Place your cursor in the document where you want the illustration/picture
= C(Click the Insert Tab on the Ribbon

=  Click the Clip Art Button

The dialog box will open on the screen and you can search for clip art.

= Choose the illustration you wish to include

Iresent Fage Larout References ailings Rewvarw Witw Develoger

Lo
j _ ‘*‘l E I :'-'IJ. }_ﬁ “ B Hypertink ='-| —-l -] A | L Quitk Parts = 3% Signature Ling = || T Equatien -
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= @

To insert a picture:

Place your cursor in the document where you want the illustration/picture
= C(Click the Insert Tab on the Ribbon

= C(Click the Picture Button

= Browse to the picture you wish to include

=  C(Click the Picture

= C(Click Insert
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Smart Art is a collection of graphics you can utilize to organize information within
your document. It includes timelines, processes, or workflow. To insert SmartArt

Place your cursor in the document where you want the illustration/picture

Click the Insert Tab on the Ribbon

Click the SmartArt button

Click the SmartArt you wish to include in your document

Click the arrow on the left side of the graphic to insert text or type the text in the
graphic.
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Resize Graphics

All graphics can be resized by clicking the image and clicking one corner of the image

and dragging the cursor to the size you want the picture.

Watermarks
A watermark is a translucent image that appears behind the primary text in a
document. To insert a watermark:

= (Click the Page Layout Tab in the Ribbon

= Click the Watermark Button in the Page Background Group

=  (Click the Watermark you want for the document or click Custom Watermark and
create your own watermark

= To remove a watermark, follow the steps above, but click Remove Watermark

Hame IFseEid Page Layoul Refesenses Mailings Fevigw Widay Diewelaper
H' Ly Drjentation = ¥ Breaks |eA] Watermark = Indent Spacing
‘._7‘-.' —— ':‘i e - ) Line Numbers = Confideniial - |
Marging _ il
IE] & Bl Cotumns = 2 Hyphenation =
Fage Setup I
COMFIDENTIAL L CONFIDENTIAL 2 DO NOT COPY 1

DO HOTCOPY 2 -
d  Cugtom Watermark..,

e Bemowe Watesmark
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Proof reading a document

There are many features to help you proofread your document. These include:
Spelling and Grammar, Thesaurus, AutoCorrect, Default Dictionary, and Word Count.

Spelling and Grammar
To check the spelling and grammar of a document

= Place the cursor at the beginning of the document or the beginning of the section that
you want to check

= C(Click the Review Tab on the Ribbon

= (Click Spelling & Grammar on the Proofing Group.

D) id 9 -0 & 7 Documents - Microsoft Ward

o
Haome Insert Fage Layout References Mailings Review Wiew Developer
? ), Research (- “ Delete L P & 5 Fnal Showing Markug =
e Thesaurus 9 _J # ] Breviau i =8 -] Show Markup -
Spelling & e Hew Track  Balloons
Grammar L Tra axd Comment —a Hert Changes - - [F] Reviewing Pane -
Praofing Caimments Tracking

= Any errors will display a dialog box that allows you to choose a more appropriate
spelling or phrasing.

Spelling and Grammar: English (L.5.)

If you wish to check the spelling of an individual word, you can right click any word
that has been underlined by Word and choose a substitution.
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Thesaurus
The Thesaurus allows you to view synonyms. To use the thesaurus:

=  C(Click the Review Tab of the Ribbon
=  (Click the Thesaurus Button on the Proofing Group.
= The thesaurus tool will appear on the right side of the screen and you can view word

options.
-
Hame Ingest Page Layaut Bétasences Maifings Réview i Develaper L]
g !ﬁ‘ﬂﬁlﬂﬂl': I}:.'I‘ I s] Delete j } fJ Final Shovang Marup - :’ &nqm = ] A 5
S ipesaurus B : # | Pravioiu - ; ] ‘Show Markup - 35 @Y Prevows | — = B
Spelng & Hew Track  Ballgons Aftept Campare ino Prote
Grammoe anlate ﬁ Comment —d 'ied Changes= = E Rewrewing Pane - = #hest - Dok Document =
E Propfing Camments Tracking Changes Compate Protest
E‘j Research * x
Final Search fr:
Final
| Thessuns: Englsh lfL:‘.S.:l. w |
. Sreck[~] B-
= Thesaurus: English (05.) ~
= last (adj.)
last
conduding

You can also access the thesaurus by right-clicking any word and choosing
Synonyms on the menu.
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Customize AutoCorrect
You can set up the AutoCorrect tool in Word to retain certain text the way it is. To
customize AutoCorrect:

=  Click the Microsoft Office button
= (Click the Word Options Button

=  C(Click the Proofing tab

=  Click AutoCorrect Options button

Word Oplions

Popul Al
s -JF Change hiow \Word corrects and formats yoor text.
Display
Besomgs 71| AutoCorect options \
Save Change how Word comects and formats text a3 you type: | AutoComrest Options.., I
Advanced
‘When commecting speliing in Microsoft Office programs
Cuflamiza

[#] Ignore words in UPPERCASE
4dd-Ins [#] tgmore words that contain numbers
[#] tgnore Internet ana file aodeesses
[#] Fiag tepeated words

Tt Center
Resaurces [[] Enforce sccented uppercase in Frénch
[ suggest from main dictionary onty

Lustom Dictionaries... i

French modes | Traditional and ngw spellings w

= On the AutoCorrect Tab, you can specify words you want to replace as you type
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AutoCorrect: English (L1.5.)

Spolorme) St Tags :
it MethAutoComect |  RutoFormat As You Type

Shewy Aubocarect Oplions bastbons

[7] Correct Two INitial CApitals
[+#] Capatalive First lotber of genbances

Capaakes Frst latker of tabls cals

[#] Capitaken names of days

[#] Correct accidental usage of cAPS LOCK key

Replace bact &% you bype

Replace: With: (%) Plar besck () Erornatbed bast
I [Fna

o _______1e___________________________J}

|{x] B
{ (o) i
l o
.{ ] »

[#] ausomats sy use suggestions from the speling checker

L_ox J[ coxe ]

Create a New Default Dictionary

Often you will have business or educational jargon that may not be recognized by
the spelling and/or grammar check in Word. You can customize the dictionary to
recognize these words.

=  Click the Microsoft Office button

= (Click the Word Options Button

=  Click the Proofing tab

= Click the When Correcting Spelling tab
= (Click Custom Dictionaries

Word Oplions

Popul AR
s -_)TJ" Change how Ward carredts and farmate your text:
Criaplay
Proofing AutoComect options
Save Change how Ward cormedts snd farmats test a1 yau type: I_ futaComedt Options... 1;
Advanced
When comeding speling in Microsoft Office programs
Custamize

[#] Ignore words in LIFPERCASE
Adddng ] tgnore words that contain numiees
[#] tgnore Internet and file addresses
[#] Flag jepested woids
] Endoree sccented uppercase in Frenth

Trust Canter

Resources

] Suggest from main dictionary anly

Custom Dictionaries... I "‘_

French modes: | Traditional and new spellings
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= C(Click Edit Word List
= Type in any words that you may use that are not recognized by the current dictionary.

Cuntom Dictionaries
[¥] CUSTOM.DIC (Default)
CUSTOM,DIC |
|
' f
mm .
I
| Adeson
Angela
Arry
LAMnA |
|__peete | [ Deeteat |
[ ][ coca |

Check Word Count
To check the word count in Word 2007 look at the bottom left corner of the screen.

It will give you a total word count or if you have text highlighted it will tell you how
many words are highlighted out of the total.

Ke

Tt

Page:1 of 2 | Words: 14/295 |

Page Formatting

Modify Page Margins and Orientations
The page margins can be modified through the following steps:

Click the Page Layout Tab on the Ribbon

On the Page Setup Group, Click Margins

Click a Default Margin, or

Click Custom Margins and complete the dialog box.
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To change the Orientation, Size of the Page, or Columns:

= (Click the Page Layout Tab on the Ribbon
= On the Page Setup Group, Click the Orientation, Size, or Columns drop down menus
=  Click the appropriate choice

E';) d9-0& -

Home Insert Page Layout References
|_j iy Crientation = 4= Breaks =
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Apply a Page Border and Color
To apply a page border or color:

= (Click the Page Layout Tab on the Ribbon
= On the Page Background Group, click the Page Colors or Page Borders drop down

menus
Page Layout References kailings Bevi
frigntation = r;:' Breaks: | _3.] Watermark ~
EZE T E_] Line Numbers = @ Page Color 7
olumns T b Hyphenatlwﬂ Page Borders
Page-Setup F‘age Eackgrnund
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Insert Common Header and Footer Information
To insert Header and Footer information such as page numbers, date, or title, first,

decide if you want the information in the header (at the top of the page) or in the
Footer (at the bottom of the page), then:

= (Click the Insert Tab on the Ribbon
= (Click Header or Footer
= Choose a style

Insert Page Layaut References Maidings Review View Dieveloper
Ex I | BBl ",J Z_h B Hyperfink 'l'a-[ ] g J-.[
(e g LU e & Bookmark =) = it |

Table Picture  Clip  Shape:s Smartért Chart Header Footer  Page
b At = n) Cross-reference - - Humber =

I Tabies lustrations Llnﬂ_.' Header & Fooler

= The Header/Footer Design Tab will display on the Ribbon

= Choose the information that you would like to have in the header or footer (date, time,
page numbers, etc.) or type in the information you would like to have in the header or
footer
=)
= Home Ingert Page Layout References Madtings Reviee Viewr Developer Cesign
iy .J _] =:_¢ =l [ B —r 5} Previaws Section Diffesent First Page e Header from Top: '0.5" =
LI — X =0 = == EE T Mext Section Different Ddd & Even Pages || B Footer from Bottom: 0.5 =
Header Footer Page Date Quick Pcture Clip bate N :
- =  Humber= | &Time Parti« hrt Header Footer T HRLIOF o Show Dotument Ted o] Irvsert AlgRment Tak

Header & Faates Insert Havigation Optioni Eosition

Create a Page Break
To insert a page break:

= (Click the Page Layout Tab on the Ribbon

On the Page Setup Group, click the Breaks Drop Down Menu
= (Click Page Break

Inzert Page Layout References Mailings Review View
|y Orientation - *_‘: Breaks " A Watermark + | Indent
. [ Stee= | Page Breaks |
W | |
g R Columns = | Bage

B, Mark the point at which one page ends
7 tug *
“HI= .Se.ugé —j and the next page beging.
1
Colamn
Indicate that the texd Tollowing the column
Break will begin in the next calumn.

Text Wrapping
Separate tesi around objects on web
pages, such as caption text from body text

Section Breaks
Hext Page
¥ Insert a section break and start the new

_._-11 section on the nest page.

Continuous

Insert 2 section break and start the new
section on the same page.

I Even Page

Insert & section break and start the new
b=dSN  gection on the next even-numbered page.

i=| Ogdd Page

Insert 2 section break and start the new |
=3 section on the next odd-numbered page,
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Insert a Cover Page
To insert a cover page:

= C(Click the Insert Tab on the Ribbon
= (Click the Cover Page Button on the Pages Group
= Choose a style for the cover page

) -0 -
:-."/’l Home Insert

Pege Layout Rafereness Maitings Re
[Sconrpaper] == [ ]| B3 [T ¥ gla S
Built-in ‘-_r

vprin [~ 5
o [Year] ‘

TP Th COUSIARNT TERLE

dlphabet Arnusl Autters

[Trper e dorumess 1tle]

Congenative Contrast Cubicies -

&% Remove Current Cover Page

Insert a Blank Page
To insert a blank page:

= (Click the Insert Tab on the Ribbon
=  (Click the Blank Page Button on the Page Group

HEQIH"T'P‘@
.-j

Haome Insert

|] Cover Page - [r—

| ] Blank Page -afff——

: Table
P,—_:Jl Page Break -

Pages Tables
Macros

Macros are advanced features that can speed up editing or formatting you may
perform often in a Word document. They record sequences of menu selections that
you choose so that a series of actions can be completed in one step.
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Recording a Macro
To record a Macro:

=  (Click the View Tab on the Ribbon
= (Click Macros
= (Click Record Macro

L] View Developer L2
."_{ 1_ Jl one Fage 2% Mew Window | ] ] View Side by Sidé CL] 3
i) 'ﬂfwn Fages ﬂ.l.rrange-ﬁlt i, Synchtenou Strolling —jl
foom 100% 1 Lwilch MiELTos|
43d Page Wigth | =] split 14 Reset Window Portion | windews - ¥
Zoom Window

! 3 view Macros
T4 Record Macre...

Record Macra E|E|
uau!:_nam:
Maxros

Assign macro ko

PN TES

ahore macra In:
All Docurments (Normal, dotm) w
[rescription:

[oc J[ conced ]

= Enter a name (without spaces)

=  Click whether you want it assigned to a button (on the Quick Access Toolbar) or the

keyboard (a sequence of keys)
= To assign the macro a button on the Quick Access Toolbar:
= Click Button

= Under the Customize Quick Access Toolbar, select the document for which

you want the Macro available
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Word Options RIX

PHEIE i;l Customize the Quick Access Toolbar and keyboard shortauts,

Display
f \Arus!om-:t Quick Access Toolbar
Praafin
oafing For all doruments (defaus) o

Save

hdvanded < Separators: | s
laa Harmal.Newhacroshiagod 1 Undo i
e g o
ik
Agdd-Ins WAl Frint
Truat Center
Retaurces

[[a0a>> ]

Under Choose Commands: Click the Macro that you are recording
Click Add

Click OK to begin Recording the Macro

Perform the actions you want recorded in the Macro

Click on Macros

Click on Stop Recording Macros

olling |
: Switch |Macrnsg
asition | Windows = v

Q Wiew Macros

@  Stop Recording
i@ | Pause Recording

To assign a macro button to a keyboard shortcut:
= (Click Keyboard
= In the Press New Shortcut Key box, type the key sequence that you want
and click Assign
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Customize Keyboard

Specify & command
Cormmands;
Normal Mewiiacros. Macrob

Specily keyboard seguence
Curment keys: Press Dew shortout key!

Saye chianges in: | Normal w

Description

Click Close to begin recording the Macro

Perform the actions you want recorded in the Macro
Click on Macros

Click on Stop Recording Macros

Running a Macro
Running a macro depends on whether it's been added to the Quick Access Toolbar or
if it's been given a Keyboard Shortcut.

= To run a Macro from the Quick Access Toolbar, simply click the Macro Icon

Home Insert |

= To run a Macro from the Keyboard shortcut, simply press the keys that you have
programmed to run the Macro.

Table of Contents

The easiest way to create a Table of Contents is to utilize the Heading Styles that
you want to include in the Table of Contents. For example: Heading 1, Heading 2,
etc. based on the content of your document. When you add or delete headings from
your document, Word updates your Table of Contents. Word also updates the
page number in the table of contents when information in the document is added or
deleted. When you create a Table of Contents, the first thing you want to do is mark
the entries in your document. The Table of Contents is formatted based on levels of
headings. Level 1 will include any text identified with the style Heading 1.
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Mark Table of Contents Entries

You can mark the Table of Contents entries in one of two ways: by using built-in

heading styles or by marking individual text entries.

To Use Built-In Heading Styles

= Select the text that you wish to be the heading

=  (Click the Home Tab

= In the Styles Group, click Heading 1 (or the appropriate heading)

AaBbCcDr  AaBbCcDe [ AaBbC
T Marmal T Ma Spaci.. | Headingl

Styles

AaBbCc %

Heading 2. | = Ehange
Shyles =

[ar

= If you don't see the style you want, click the arrow to expand the Quick Styles

Gallery

= If the style you want does not appear click Save Selection as New Quick Style

AaBbCeDy AaBbCcDd

T Normal Mo Spaci...

waebeer AAD

Heading 3 Titke

AoBbCety AaBbCcin

Emphasis Intensz E.

AaBbCely ASBSCCOC
Intense Q... Subtls Ref,
AaBbCchy
T List Para...

AaBbCi|

Heading L
iaBHE
Subtitle

AaBbCclx

Strong

AABBCCDH

Intense R..

AaBbCc

Heading Z

Subtle Em..

A088CcDn

Quots

AABRCCDE

Book Title

Save Selection a5 8 Mew Quitk Style -‘—

225 Clear Formatting

"1"_, Apply Styles..

To Mark Individual Entries:

Click the References Tab

Select the text you wish to make a heading

Click Add Text in the Table of Contents Group
Click the Level that you want to label your selection
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A
h-/l Home Insert Page Layout References

i:_’]‘,g.dﬁ'[extv .ﬂ.ﬂl '._J:I’:_']IHSEFt Endnote

Do Mot Show in Table of Contents [otnote =
Table of |
Contents = || f | Levell Jotes
Tabile| | F
Level 2 -
Level 3
=

Create a Table of Contents
To create the table of contents:

= Put your cursor in the document where you want the Table of Contents
= C(Click the References Tab
=  C(Click the Table of Contents button

-

Home Irezert Pags Layout Refarences Mailings
—] [ Add Text - AB: iinsert Endnote '53
s I_j!l_lpdale Table Afrlen\i Faatnote =
Table of | Insert Insert
Contents = Footnote al Show Note Citation =
| Builtln

| Autematic Table 1

Contents
Hogding 1 .. ... - - —— - a1
Hasding 1 ... - ]

| Automatic Table 2

! Table of Contents

Heading 1 . i
Hoa aing 1 1
Weadegd._ — 1

Manual Table

Table of Contents
Tiper ¢ haptar tithe [leved 1)
Trpechiptestithe flevel 2t 00
Type chapter tithe el 3]
Ty chagter Sths (level 1)

e

0] | Insert Table of Contents...
[B  Remove Table of Contents

a4

Update Table of Contents
If you have added or removed headings or other table of contents entries you can
update by:

=  Apply headings or mark individual entries as directed above
= Click the References Tab in the Ribbon
= C(Click Update Table
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-4
Home Inzert

Page Layout References
2 Add Text [;yInsert Endnote
|2® Update Table “_Af_?:Nert Footnote ~
Table of Insert i )
Contents = Footnote = ShowDlotes
Table of Contents Footnotes ]

Delete Table of Contents
To delete a table of contents:

= C(Click the References Tab on the Ribbon
= (Click Table of Contents
= (Click Remove Table of Contents

-

Homa Irzert Page Layout Refarences Mailings
_ |2 Add Text = iy Insert Endniote }F
—IT0 Y Update Table AR Mest Footnote = =
Table of Insznt Insert
Contents = Footnote = 5! Mote Citation =
| Built-ln

| Automatic Table 1

Contents
Haadarg 1 SR 5 T . ]
Hasding 7 1

Automatic Table 2

Table of Contents
Hpading 1 . 1
vapating 3 ]

Manual Table

Table of Contents
Tyee chapter titke (levsl 1)
Type chapter tithe flevel 7}
Type chapter title flevel 1)
Tywn chagster title {level 1)

R

1] | Insert Table of Contents...
[ Pemove Table of Content;  fjmm—

¥

Creating Web Page

Simple web pages can be created in Word using the Save as Feature. In a web

document, you can insert pictures and hyperlinks. To view the document as you
would a web page:

= C(Click the View Tab on the Ribbon
= C(Click the Web Layout Button in the Document Views Group
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Ly

Hame Insert Page Layout References
1 o B E Ruber
EH{TS _d =] J
Gridlings
Print  Full Screen | Web [Outling  Draft . :
Layout PReading [layout Message Bal
Document Views Show/Hige

Entering Text

Mailing:

Revigw

Document Map

ThHumbreails

L

View

Lid

Zoom 100%

il

To enter text into the document, simply begin typing. If you want to adjust the
layout of the page and text, you should use tables to format the page properly.

Hyperlinks

Hyperlinks, or links, allow the reader to click on text and go to another web site. To

create a hyperlink:

= Select the text that will be the link
= C(Click the Insert Tab of the Ribbon
= Click the Hyperlink Button on the Links Group
= Type in the web address, or URL, of the link
= C(Click OK
Insert Page Layout References kailings Review View Dewveloper
| ER ) S 1 S Hyperink sff— :
j loal B P iﬁi}r “ A& Bookmark L ;
Table Ficture Clip Shapes SmartArt Chart Header Footer Fage
2 Art - 4] Crass-reference - | Hu
L Tabies Mustrations Links Header & Footer

Insert Hyperlink

Link bo:
.:ﬂ Look in:
Existing File or
Weh Page
Current
'_L_] Folder
Place in This
Document frowsed
Pages
Craste New Recent
Dacurment: Files
T Address:
| E-nail Address

Text to dsplay: | FGCU

| =3 My Documents

1) Angel

|} AMGEL Training Materials
| Camtasia Studio

|5) Large Graphics

[ My eBinoks

2N My Music

|5 My Pictures

123 My Videos

|27 Office 2007 Tuborial

|2 Snaglt Catalog

et fowen Facu.echl]

Al &
&

bt Bax = :—_ED'DD Cap.~

Quick Parts = | 2% Sig

Waordar -

Teut

_ﬂ Dat
" Ob

3

ScreanTig...

i

v (@
Al

Target Frame..,

ok ][ concel |

Saving Web Pages
To save a web page:

Click the Office Button

Click Other Formats

Move the cursor over Save As
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L d9-0vah -

'-"nl Save a copy of the document

w o Word Document
- Save the dotumant in the dafault file
J Qpen farmat.

E'TJ ‘Word Template

I | Save =] Save the dotument as a template that can
be uied to format futurg dacuments.

‘Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

Y =
2 E‘I'“ » % - PDF or XPS
[ & Publish a copy of the document asa POF or

XPS file.

Other Formats
Open the Save As dislog bow to select from
all possible file typas.

i/ lish »
g Publis

N
=4 Cloge

| -} word options | | X Exit Word |

= Under Save as Type, click Web Page
= Type in the name of the document (without spaces)

Save As

Sava jn:

I Femplates
D
(& Desktop
ot...
ifﬂv
Compuber

Lists

-y My Mabwoek
‘dmm

£l

[ Trusted |

?

[ &) My Documents v @ @AIXcm-

Caingel

LIANGEL Trairing Materials
I Camtasia Studa

\iLarge Graphics
My eBooks
My s

[EZiry Putures

ity Widaos
I Ciffice 2007 Tuborial

{ysnagt Catalog

i Tachnology Tranings

Lists allow you to format and organize text with numbers, bullets, or in an outline.
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Bulleted and Numbered Lists
Bulleted lists have bullet points, numbered lists have numbers, and outline lists
combine numbers and letters depending on the organization of the list.

To add a list to existing text:

= Select the text you wish to make a list
=  From the Paragraph Group on the Home Tab, Click the Bulleted or Numbered Lists

button
Haomme Insert Fage Lyout References W Revigw Wiew De
& - (g = R « celTal el b =3 s
Calibri (Bady 11 A A Flil o= el == = iE = _a_l |
<3
B J U-shax, x Aa-|V-A-EEBE | H-02

s

Font a Faragraph

To create a new list:

=  Place your cursor where you want the list in the document
= (Click the Bulleted or Numbered Lists button
= Begin typing

Nested Lists
A nested list is list with several levels of indented text. To create a nested list:

= Create your list following the directions above
= C(Click the Increase or Decrease Indent button

Formatting Lists
The bullet image and numbering format can be changed by using the Bullets or
Numbering dialog box.

= Select the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet

= Right click

= Click the arrow next to the bulleted or numbered list and choose a bullet or
numbering style.
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Colibri (Boc - 11 = A" 4° Ai= - ;|
B fEW- A - iE s ge—

| Recently Used Bullets

L
2 L
Bullet Library

N-:mei ello| = TR

v
Document Bullets

:-_-: Change List Lavel *

Define MNéw Bullet...

References and Citation

Word 2007 offers great tools for citing sources, creating a bibliography, and
managing the sources. The first step to creating a reference list and citations in a

document is to choose the appropriate style that you will be using for formatting the

citations and references.

Style
To choose a publishing style:

= C(Click the References Tab on the Ribbon
=  (Click the drop down box next to Style in the Citations & Bibliography Group
= Choose the appropriate style.

References hailings Review View Developer

E ﬁ i) Manage Sources
lext Footnote = = I3 style: APA 'v'

Insert

nsert Endnote

fow Motes Citation = ﬂjﬂihlin APA £
jtes M Citations & Bibli{ Chicago i
GBT714

GOST - Name Sort

GOST - Title Sort

[S 690 - First Element and Date
[50 690 - Numerical Reference
MLA

SI5TO2

Turabian
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Citations
To insert a citation in the text portion of your document:

Click the References Tab on the Ribbon
Click the Insert Citation Button on the Citations & Bibliography Group
If this is a new source, click New Source

If you have already created this source, it will in the drop down list and you can click
on it

References Mailings Review View

sert Endnote = -:\;Manage SOUrces
ot Footnote = — L4 Style: APA -
Insert
oW Maotes Citation = gljjEiil::lli::n;|ra;:|h3.r'r
s 4 Smith, Jennifer |
Learning to Use Word
2007, {2007) |

i | Add New Source..
=5 Add New Placeholder...
&3 search Libraries...

= If you are creating a New Source, choose the type of source (book, article, etc.)
Complete the Create Source Form

If you need additional fields, be sure to click the Show All Bibliography Fields check

box
= C(Click OK
Create Source EJE'
Type of Source |9 W
Bibliography Fields for APS
L
[] Corpreate: fusthor
Tithe
vour |
City
Pubdshar
(1 Showe &l Esbibography Fields
Tag name:
i | o || conce
Placeholders

Placeholders can be utilized when there is a reference to be cited, but you do not
have all of the information on the source. To insert a Placeholder:

= (Click Insert Citation
= C(Click Add New Placeholder
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References Mailings Review View

sert Endnote 3 l__ﬂr'»‘ﬂﬂnagual SOUrces

ext Footnate = B9 [[L siyle: APA -
Insert

10w Notes Citation - GH Bibliography ~

ies i Smith, Jennifer

Learning to Use Waord
2007, {2007)

i Add Mew Source..

—{ _-3;- Add Mew Flaceholder..,

fﬁ Search Libraries...

Manage Sources
Once you have completed a document you may need to add or delete sources,

modify existing sources, or complete the information for the placeholders. To Manage
Sources:

= C(Click the References Tab on the Ribbon

= (Click the Manage Sources Button on the Citations & Bibliography Group

=  From this menu you can Add, Delete, and Edit Sources (note, you can preview the
source in the bottom pane of the window

Search: Sort by Authos -
Sources avalsbls n:
Mt [eome.. ] e

Sewith, Jsnndier: Learring b Lisa Woed 2007 (2007) 1 [ copy > | [+ Semith, Jereier; Lastring ko Usa Word 2007 (2007)

Smith, 2, DlJones, Susan; How to Incorporate Chations (2006)

Sparrow, Jenndfer; How o Use Word (2007)

¥ ghed source
T placeholder source

Prerviews (AFA);

Citation: {Smith, 2007) -

Bibliography Entry:
Smith, J.{2007). Learning fo Use Word 2007, New York: Pearson.

Bibliography
To add a Bibliography to the document:

=  Place the cursor in the document where you want the bibliography

= (Click the References Tab on the Ribbon

= Click the Bibliography Button on the Citations & Bibliography Group

= Choose Insert Built-in Bibliography/Works Cited or Insert Bibliography
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J’ {3} Manage Sources _] |} Insert Tabie of Figures -] T
= . ==
= fitate 1 L

(L style: apa
ST | et — insert Mark
Citation = '\_-.i! Bibllography = Caption Uh Sross-reference Entry
Citatia Buflt-In
Bibliography
_—_
Bibliography

Cheny, L (D030 CRosions andf Brferener. Maw York: Contean Prass
Hasa, L [POOS). Crevting & Fovmal Publcotion. Benson: Prosrire, I

Wraerr, | O [BOOE). Mo o Wireikte B e hazage A Werks Press

‘Works Cited

Works Cited
e, I, (R000). CRatans ond Brfiereners. Mow York Contons Press.

Hass, L [PDOS). Crearing & Feemal Publication. Bnlnh: Prosmete, IRC

Ermerer, | 0. [BO0E). Hew f White Bilographies. (hitage: Adveriure Wrks Press.

il Insent Bibliography
Insert Footnote
Some types of academic writing utilize footnotes. To insert a footnote:

= C(Click the References Tab on the Ribbon
= (Click Insert Footnote (or Insert Endnote depending on your needs)
= Begin typing the footnote

Page Layout Referances

| iyInsert Endnote
ﬁti Mext Footnote =
Inzert =
Footriote = Show Notes

Faotnotes T

Track Changes
Track Changes is a great feature of Word that allows you to see what changes have

been made to a document. The tools for track changes are found on the Reviewing
tab of the Ribbon.
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Begin Track Changes

To keep track of the changes you’ll be making to a document, you must click on
Track Changes icon.

To start Tracking Changes:

= (Click Review Tab on the Ribbon

= (Click Track Changes
= Make the changes to your document and you will see any changes you have made.

&5 Mailings Revitw Wiew

3 Ly ) = e
-}f : T Final Showing Markup
= J 1] Shiow Markup =

Track alioons
» ¥ Reviewing Fane -

Tratking

Changes -

Document Views
There are four ways to view a document after you have tracked changes:

= Final Showing Markup: This shows the document with the changes displayed
= Final: This shows the changed document, without the changes displayed

= Original Showing Markup: The original document with the changes displayed
= Original: The original document without any changes.

To change the view, click the appropriate choice in the Tracking Group of the Review
Tab on the Ribbon.

Kiailmgi Beview Wiew

= 3 "' 5 Final Shawing Markup

) J
s -8 —
--"j —" _} Final Showing Markup
Teack Balloont
Hanges = ¥

Final
Qrigenal Shewing Markup
Qrigimal :

The Show Markup feature allows you to view different items (comments,
formatting, etc.) and choose to view different authors’ comments.
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RevreEw View

§ -f_l Fimal Shawing Markup - ﬁv r‘;} Repect =
et e i
L2} Show Markup = i Previgus
o 1 Acept
W | Comments < @) e
| g I Changed
|| o || Ensertions and Deletions I
¥ | Eormatting |
V|| Markup Ares Highlight
Reviewers Bl | AR Reviewers

Accept or Reject Changes
When you view the changes in a document you can either choose to accept or reject

the changes. This allows you to review the document by each change to accept or

reject each change.

Comments

The New Comments icon also lets you add comments to the document. To add a
new comment, put your cursor where you would like to add the comment and click

on New Comment.

o Pl Reject - I
A |
<= A} Previous —

I&ccspt Compare S
. S} Next -

-uf‘} #ccept and Move bo Mext

| %3 Agcept Change

Accept AW Changes in Dotument

_J ) Delete =

ui‘rrulqu:
H

W &>
Comment ol Mext

Comments
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