
Welcome to Office 2007 ς Word Tips 

(Excel and Power Point) 

We have prepared a little cheat sheet for those who are new to Word 2007. This does not cover every 

feature of Word, but it will introduce you to the new look of the program and some of the common 

functions that we use on a daily basis. 

 

The first thing we would like to introduce is the look: 

 

 

 

 

 

 



The most commonly used (and most elusive at first) window is the Office Button: 

 

 

Here is a close up of what you will find inside this button: 

 



You will notice on the top of the page there are tabs όǘƘŜǎŜ ŀǊŜ ŀŎǘǳŀƭƭȅ ŎŀƭƭŜŘ άwƛōōƻƴǎέύ - Home, Insert, 

Page Layout, Reference, Mailings, Review, and View. Here is a close up of what each one looks like and 

what features you will find listed within them: 
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Interesting Font Things: 

 

 

!ƴƻǘƘŜǊ ƛƴǘŜǊŜǎǘƛƴƎ άŦƻƴǘέ ŦŜŀǘǳǊŜ ǘƻ ƭƻƻƪ ƻǳǘ ŦƻǊ ƛǎ ǘƘŜ ŀǳǘƻƳŀǘƛŎ Ŧƻƴǘ ǳǇŘŀǘŜǎΦ 

Here is an example of what we mean. Here is a paragraph taken from our pre-instruction sheet: 

 



Now, when I highlight the entire paragraph including the space after my punctuation and change the 

font to italics this is what happens to the rest of the document: 

 

Word thinks that now you want to change the entire document to match this change. 

This is easy to change back without affecting the part that you actually wanted to change. Simply click 

ƻƴ ǘƘŜ άǳƴŘƻέ ōǳǘǘƻƴ ƻƴŎŜ ŀƴŘ ǘƘŀǘ ǿƛƭƭ ǘŀƪŜ ǘƘŜ ŦƻǊƳŀǘǘƛƴƎ ƻŦŦ ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘΦ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Inserting page or section breaks is a pretty common and regular occurrence when working in Word. 

These actions are considered as άtŀƎŜ [ŀȅƻǳǘέ ŦǳƴŎǘƛƻƴǎ and therefore are located on that ribbon. 

 

 

 

The main goal of this cheat sheet is to give all of you a chance to see the *new* look of Word 2007 and 

introduce you to the location of favorite features .Essentially, this version functions the same as 2003; it 

just looks different. It will take some time to get used to the new look and feel of it, but in no time you 

will be using it like a pro! 

Excel and Power Point 2007 also functions the same as the 2003 versions. Again, the look is new and will 

take some time to get used to. They also use ribbons for then their menu items and features. 

 


