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HOW TO OPEN MICROSOFT OFFICE WORD 2007

1%t Way

Click On Start Button => Open A Dailag Box => Click On
Microsoft Office => Select MicrosoftOffice Word 2007 =>
Enter

2" Way

Click On Start Button'=>0pen-A;Dailag Box => Type Winword In
Search Box

3"9Way

Window +R (Together Press ) => Type In Run Command
Winword => Enter
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USE OF HOME TAB

GROUP Clipboard

-

—) 46 Cut
= =3 Copy
Paste
= ¥ Format Painter
Clipboard E

Cut :- To Cut Of The Selected Tex
Goto >>/Home Tab >> Clipboard Group >> Click On
Cut

45 Cut

Copy :- To Copy Of The Selected Text We Can Copy
DataFrom Anywhere, Anything Incomput

Goto >> Home Tab >> Clipboard Group >>
Click On Copy

=3 Copy
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Paste :- To Paste Of The Copied/Cuted Text
Goto >> Home Tab >> Clipboard Group >> Click On Paste

y - -
-

=

Faets»

Format Printer :- To Copy Format Of The'Selrcted Text
Goto >> Home Tab >> Clipboard Group >> Click On
format painter

# Fumat Painzer

FONT GROUP

Calibri (Body) |11 - | A AT
B 7 U ~abe x, x* Aa~|/3®~- A~

Font P
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Font:- To Change Font Of The Text

Goto >> Home Tab >> FontGroup >>/Click On Font

3 db Cut Calibri

4

] Recently Used Fonts

1o Arial

~ All Fonts

1 ¥ hgency FB

1 O BRLGERIAN

1 0F Aparajita CE=iceiy
1 €F orial

1€} Arial Black

1 €F Arial Marrow

1¢F Arial Rounded MT Bold

1 F Arial Unicode RS AT
1 ¥ Bahnschrift

| ¥ Bahnschrift Condensed

7€ BEahnschrift Light

4 ¥ Bahnschrift Light Condensed

4 € Bahnschrift Light SemiCondensed

7 ¢ Bahnschrift SemiBold -~

Theme Fonts

Cambria (HeadingS)|E| ]
Calibri (Bodsyd =

Mangal (Headings)
Mangal (B odyd
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Font Size:~To Change Size Of The Selected Text
Goto=>>"Home Tab >> Font Group >> Click On Font
Size®™ - =] [
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A:- To Increase Size Of The Selected Text
Goto >> Home Tab >> Font Group >> Click On Increase
Size

(grow font)

A A

A:- To Decrease Size Of The Selected Text

Goto >> Home Tab">>Font Group >> Click On Decreasge
Size (shirnk font)

Clear‘Foermatting:- To Clear Format Of The Selected Text
Goto >> Home Tab >> Font Group >> Click On Clear
Formating
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Bold:- To make bold Of The Selected Text
Goto >> Home Tab >> Font Group >> Click On Bold

5

Itelic:- To Itelic Of The Selected Text

Goto >> Home Tab >> Font,Group >> Click On ltelic

A

Under Line:- To Make Underline Of The Selected Text
Goto >> Home Tab >> Fant.Group >> Click On Under Line

More Underlines...
52 Underline Color
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Strike Through:- To Make Strike Through Of TheSeélected-Text
Goto >> Home Tab >> Font Group >> Cliek ©n“Strike Through

abe

Super Script:- To Make Super Secipt.Selected Text
Goto >> Home Tab >> Font Group >> Click On Super Script
Ex- 10" , 12t

s

x

Sub Script:- To Make Sub Script Of The Selected Text
Goto >> Home Tab >> Font Group >> Click On Sub Script

.

EX- H,O, CH4
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Change Case:- To Change Case Of The Selected Text

3} 7 U -abe x, x* Aa-||¥
Sentence case.
lowercase 1
UPPERCASE
Capitalize Each Word

tOGGLE cASE

E

Upper Case:- To Make Upper Case Fo The Selected Text.

Goto >> Home Tab >> Fent\Group >>Change Case >> Click (
Upper Case
Lowercase:- To Make-Lowercase Of The Selected Text.

Goto >> Home Tab >>'Font Group >>Change Case >> Click
On Lower Case

Capital EachhWord:- To Make Capitelize Each Word
Goto >>Hame Tab >> Font Group >>Change Case >> Click
On Capital Each Word

Sentence Case:- TooMake Sentence Case Of The SelectedText.

Goto >> Home Tab >> Font Group >>Change Case >> Click
On Sentence Case

Toggle:- To Make Toggle Of The Text Toggle Means

Opposite Of The Sentance Case

on
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Goto >> Home Tab >> Font Group >>Change Case >> Click
On Toggle Case

Text Hight Lighter:- To Make Text Hightlight Of TheSelected Text
Goto >> Home Tab >> Font Group >>Click On Text Hight Light

- abe %, X° Aa-|/%7 -

Mo Color

Font Color:- To Change Color Of The Selected Text
Goto >> Home Tab >>Font Group >> Click On Font Color

abe %, X* Aa~||®- A~

. Automatic

Theme Colors

Standard Colors
HR EREEER

:8) | More Colors...
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Paragraph

Bullets:- To add bullets of the selected Lines in the
Document
Goto >> Home Tab >> Paragraph Group >> Click On Bullets

Numbring:- to add numbring in the selected line numbring
can be, A, B,C, 1,2,3, 1st,2ed, 3ed many more
Goto >> Home Tab >> Paragraph Group >> Click On Numbrin

@[z
2=
Num| ng Libras
1. 1)
Hone 2 2)

3. 3)

: 13
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Short:- To short data in the document, Data short canbe
assending or dessending order.

Goto >> Home Tab >> Paragraph Group >> Click On Sort

k13

Sort Text ? %
Sorth
= 'Help
! d
Paragraphs v | Type: |Text - (@] Ascending
() Descending
Then by
p ext B
Then by
p ext
Descending
My list has
Alighment:-
L ]

Left:- To write data from left side of he decument

Goto >> Home Tab >> Paragraph Group >> Click On left
alignment
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Right:- To write data from the right side of the
document

Goto >> Home Tab >> Paragraph Group >> Click On right
alignment

Center:- To write data in center fo the document
Goto >> Home Tal >>'Paragraph Group >> Click On
center alignment

Justify:- To write data properly equal line botyh side left
right no jigjet

Goto >> Home Tab >> Paragraph Group >> Click On
Justify
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Line Spacing:- To add space between two lins of theselected

lins
Goto >> Home Tab >> Paragraph Group >> Click On Lin
Spacing
|| - A-|[EE = E|l=

3.0
Line Spacing Options...

Add Space Before Paragraph

=l i<

Remove Space After Paragraph

Shading:- To add page /paragraph, line in the shading ofthe
document seading means backgroud color of the document
Goto >> Home Tab >> Paragraph Group >> Click On Shading

Theme Colors

Standard Colors
N EEEEN

Mo Fill

18} | More Colors...

e
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Border:- To add border fo the selected text

=
e
EBolttom Border

Top Border
Left Border

" Right Border
I 2% Mo Border
> Al Borders

H
Cutside Borders

Inside Borders

Inside Horizontal Eaorder

Inside Wertical Border

Horizontal Line
Dirawvw Table
Wieww Gridlines

Borders and Shading...

L

Style Group:-

Goto >> Home Tab >> Paragraph Group >> Click On Border

| .ﬂ.aBchDc‘.ﬂ.aBchDc AaBb(C: AaBbCc AH_B daBbCc. AaBbCcDi AaBbCcDi
T Mormal T Mo Spaci... Heading1 Heading 2 Title Subtitle Subtle Em... Emphasis

AaBbCct  AaBbCcDt AgBbCcOi AaBbCcvi ALBBCCDL AABBCCDLC AABBCCDL AaBbCcDe
Intense E... Strong Quote Intense Cu.. Subtle Ref... Intense R... BookTitle T List Para...

Save Selection as a New Quick Style...
Clear Formatting

Apply Styles...

1 (B

Normal:- To make normal text
Heading:- To make hading in the document

Tittle:- To make title of the document SubTitle:-

Goto >> Home Tab >> Style Group >> Click On Any Style
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To make subtitle of the document
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Change styles:- To style of the heading, Title, subtitle of
the document.

Goto >> Home Tab >> Style Group >> Click On Change Style
>> Choose Any Style

3bCc Aalj AaBbCc. AaBbCcDi AaBbCcDt | Fﬁ‘!
_ |Change
T |Styles -

ding 2 Title Subtitle Subtle Em... Emphasis
—_ Default (Black and White] ~ A Style Set ko
L Distinctive n Colars 3
2
Elegant Fonts

Set as Default

Fancy

Formal

Manuscript

Maodern

Simple

Traditional

Waord 2003

Word 2007

Beset to Quick 5tyles from Template

Reset Document Quick Styles
Save as Quick Style Set...

Editing Group
Find:- to find any word in the file

Goto >> Home Tab >> Editing Group >> Find Option >>
type word >> Find in >> Ok

19
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Replace:- To replace/Change in the document

Goto >> Home Tab >> Editing Group >> Replace >>
type Replace word >> Replace All >> Ok

- I

O

| a '
! “ac Replace [

@, 3

Select:- To select all data of The document.
Goto >> Home Tab >> Editing Group >> Select >>

Select All
34 Find ~
}bCi AaBbCc ah_Replace
ing1 Heading?2 = g;?gﬁgf |H§ Select -
E[L Select Al |
ki | Select Objects 5
_ Selack Taudt wyith Similar Formatiing m'




