Welcome to Office 2007 ¢ 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.
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The first thing we would like to introduce is the look:
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This is what Word 2007 looks like.
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The program runs and functions the same as the 2003 version, it just looks different and has a few added features.
You will notice the top bar looks very different from what you are used to. Do not fear, this layout is meant to make things easier for you and to

have heavily used functions right at your finger tips. The top bar is called the “Ribbon”.

Please spend a moment examining the icons above and the few that are below.
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The most commonly used (and most elusive at first) window is the Office Button:
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Here is a close up of what you will find inside this button:
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By clicking on the window button above you are able
to access these action items. You will notice that
some ofthese options are the same as the quick
buttons above. The difference is thatthese menu
items are more flexible. For instance the button on
Print » |the top for "save” is only save and not "save as”.

Save As

Also notice that your most recent documents are
Prepare » |listed here as well.
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You wil notice on the top of the page there aretabsi KS&aS | NB | Ol dzadHorhedinsért; £ £ SR

Page Layout, Refanee, Mailings, Review, and Vielere is a close up of what each one looks like and
what featuresyou will findlisted within them:
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Interesting Font Things:
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Here is another cool feature.
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Here is an example of what we mean. Here is a paragian from our preinstruction sheet:

[Congratulations you are a recipient of a NEW '08 computer! Below is some information on how this
upgrade process will take place and what we need from you to help make this transition as smooth as
possible for both of us.
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Now, when | highlight the entire paragraph including the space after my punctuation and change the
font to italicsthis is what happens to the rest of the document:

Congratulations you are a recipient of a NEW 08 computer! Below is some information on how this
upgrade process will take place and what we need from you to help make this transition as smooth as
possible for both of us.

Short story

We are pianning to upgrade your computer on <date>, after 5:00pm.

Please clean up files on your C: drive (hard drive) by moving anything that you wish to keep to one of
our network drives.

Piease tidy up the space around your computer to alfow us room fo work.

Piease label your computer with your name so we know we are at the correct workstation

We will contact you on <date= before 4pm to ensure that you are ready for us. Please make every
effort to accommodate our need for speedy and efficient upgrades.

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

This is easy to change back without affecting the part thataauallywanted to change. Simply click
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Insertingpage or section breaks is a pretty common and regular occurrence when working in Word.

These actions are considered@g | 3S [ | & 2 dnd therefodzyir@otated ghahatibbon.
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Indicate that the text following the column
break will begin in the next column.

™ Text Wrapping
1= Separate text around objects on web
= pages, such as caption text from body text.
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Section Breaks

I Next Page
: Insert a section break and start the new
—— section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

2 Even Page
; Insert a section break and start the new
':iiﬁ section on the next even-numbered page.
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Odd Page
Insert a section break and start the new
*:Iiiél section on the next odd-numbered page.
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The main goal of this cheat shéasto give all of you a chance seethe *new* look of Word 2007 and
introduce you to the location of favoriteatures.Essentiallythis version functions the same as 20@3
just looks different. It will take some time to get used to the new look and feigl lodit in no time you

will be using it like a pro!

Excel and Power Paoint 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.



