Word 2007

Using the new Interface
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In this lesson you will learn how to:

e Use the Office Button

¢ Navigate the New Interface

e Explore sections of Interface
e Show Shortcut Keys

e Use the Quick Access Toolbar
e Use the Mini Toolbar

e Access Help Feature

e Access View Feature

e Use Save features

e Use Print Features
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It is important to save and print out the .pdf file before starting this lesson.
You will then be able to work alongside it and practise the techniques

The Office Button

Open up a new word document, do this by clicking on the large button in
the left hand corner of the ribbon which is the Office Button.

-
Click on New — on the top of the dialogue box that opens up.

Word 2007 will present you with another dialogue box to choose what type
of new document you want.

Templates = |Search Microsoft Office Online for a kemplate > Blank document
| Elank and recent

Installed Templates Blank and recent

My templates..,

Mews from existing... j | @

Micros oft Office Onlin:

Festured Blank documen it Mew blog post

Agendas

Aueard certificates

Brochures

Business cards

Calendars

Contracks

Envelopes ]

Faxes

Flyers

Faorms

Gift certificates

iareeting cards
Inwitations
Inwoices

lahels

Along the left hand side of the new dialogue you can chose a template. An
installed template, or new office online templates. If you want to have a
look at all the installed templates, do so now. There are many to chose
from. A list of templates is shown.

In the screen above, there is a new blank document or a new blog, showing
so let’s chose a black document for this exercise and then click on Create.
You just need to find where all the tools are as Office 2007 uses the new
interface to help rather than hinder your work.
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The New Interface

When you have your new Word document opened up you will see the new
interface below.

E_g,-\.' H (LI Documentl - MicrosoftWoard
Y
—/ Haome Insert Page Layout References Mailings Rewiew: e
= &4 ibri o g & T || leal = — b= =S A sl dt
=] el u - W] [~ S - SR EEB 1 | aapocen: ‘ aaBbceDe AaBbCi AaBbCc A |
- a
Paste ¥ B I U-aex X Aa-||-A-|EE = E||l=|&- &~ Thormal | THo Spaci.,  Headingl Heading2 = gg:nge N
= = E5*

Clipboard ™ Font (F Paragraph {F] Styles (F]

The title bar is still in the same place | am using Document 1 in Word. If |
were to save and name my document it would be titled under the new title.

The default font is no longer Times New Roman but Calibre which | think is
nicer. There are seven sections/tabs on the New Interface that are designed
to work in your favour once you get the feel of them. The Home Tab opens
by default. The insert tab where you would insert objects into your
document such as tables, the page layout tab, references where you would
add footnotes, table of contents, indexes etc, Mailings, Review where you
would check spellings, add comments and View which replaces the old
view. Check them out now to get a feel of them.

Word 2007’s ribbon interface changes to reflect on whatever you are doing
in your document. If you click on the arrow at the bottom of the ribbon on
the Font section Word 2007 offers me the option of the font dialogue box.

The shortcut key of Ctrl D for this feature, is also shown when you hover
over the arrow in the corner of the Font Section...

Cx'_n A9~ - Word 2007.doce new interface.doc - hicrosoft Wo
B
— Hame Ihsert Page Layout References Mailings Rewies Wiew
? ikri - - =T || 24l P T M| A=A
=3 Calibri (Bodyl 14 A || =~ 82 - |[iE AR 24 &3BhCeDe
Paste ; B I U-abex X Aa-|¥-A-|EE = 5[z 8- E- | tromal

Cliphoard = Font [F] Paragraph ]

Font (Ctrl+D)

Show the Font dialog box,

There are arrows on many of the new groups. Paragraphs, Clipboard, font,
Styles which you can explore.
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Shortcut Keys

If you click on ALT on your keyboard. A list of Shortcuts keys will appear so
that when you use Ctrl and the shortcut letter that action will be carried
out. Try them out now. To remove the shortcut keys click on ALT again on
your keyboard.

The Quick Access Toolbar

There is a quick toolbar just under the title indicated with a few options
added such as save, and undo. It is possible to change your options here,
and add more tools, click on the arrow.

You can then check off the options you want on your quick toolbar. For
example, Quick Print or Print Preview, etc. Word 2007 will then add it to
your quick toolbar, you can change the options whenever or keep them the
same. There is also an option for more commands if the tool you use most
often is not shown. If you are using a tool on the Interface and you decide
that you would like to add it to the Quick Access Toolbar. Right Click on your
mouse and you will be given an option to add it to the Quick Access
Toolbar.

E.g, h H (L] ¥ Documentl - Microsoft Word
- Haome Insert Page Layout References Mailings Rewiew: e
iy —  pmm— | #
- S ibri - « et Ll fe = e | = =] A b !
=] Caibiktd] el =B e E S| . ‘ aapbceDe AaBbCi AaBbCc % .
- =
Paste B 7 U ~ae x, X' Aa~||®”~ A-IEE EE |$§'| ,{2‘1' i Thormal | Mo Spaci., Headingl  Heading? - Change
- F =L Styles = || b
Clipboard ™ Font (F Paragraph {F] Styles (F]

The Mini Toolbar

Type some text into your Word 2007 document and right click on your
mouse, you will see the mini toolbar. Word 2007 has further options here
that you can use to format your text quickly.

Paste

Font...

Paragraph...

Bullets 3
Murnbering 3

Hyperlink..

B g o e

Look Up..
Synonyms 3
Translate 3

Shyles 3

Calibri [Boc ~ (11 = A" A7

&
4
<

BJIEW-A-&=i=ic-
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There is no need to keep going up to the top of the toolbars any more, to
format text, by right clicking on your mouse Word 2007 puts these options
right at your fingertips.

Help Feature

To access the help function click on the question mark on the far right of
your screen.

@) word Help m ¥
SRR N A s
| = P Search ~

I3

The help dialogue box is
different, it applies to this

document on|y and you go
Wwhat's new Activating Wors .
Getting help Creating specific documents onllne to access the help
Converting documents Viewing and navigating fu nCtiOﬂS. There iS a |SO the
Margins and page setup Headers and Footers Sea rch Tool for you to type |n a

Page numbers Page breaks and section breaks

different help file that you would
like to read. At the top of this

Writing Farmatting

Tracking changes and comments Lists

Tables ‘Working with graphics and charts dialogue bOX, yOU can print, gO
it el back, go forward, show table of
Saving and printing Collaboration COﬂtentS or gO tO the home help
File management Customizing Of you r fi Ie. Experiment nOW’
Accessibility Security and privacy us i n g th e b UttO ns at t h e tO p of
Working in 2 different language Automation and programmability
m— - your help box.

Al wiord | @b Connected to Office Online

View Feature

Click on the View tab. You can tick the box option to show rulers, gridlines,
thumbnails or the Document Map. There is an option for zoom and a
window style.

To view more than one document side by side open up the documents and
then click on View side by Side, you will be presented with two views to
look at and work on. If you switch to the switch windows tab you can move
from one document to the next.

On the other side of the ribbon there is a full screen reading option, this will
change the screen giving you the option to read text as it should be read on
full screen.

You then have a web layout, an Outline view if you want that or a draft
view. Print Layout view is the most usual view. Whatever view you are in,
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except on print layout view, there is a close button that will only close that
view, it will not close the document. Try it now.

t.'.’-n. H9-0 = Word 2007, doce new interface.doce - Microsoft Ward
—;f/. Horme Insert Page Layout References Mailings Feview e
J M ﬂ __ J V| Ruler Document Map [ \l %J Cne Page o5 Mewe Windawe | Wiew Side by Side L j
Gidlines Thumbnails = 1] Two Pages || = Arrange All 4] Synchronous Seralling s;\:itch

Print | Full Screen Web  Outline  Draft : Zoom  100% . , .
Layout | Reading Layout =] Page Width || =] Split

] A U D Windowes
Document Wiews ShowifHide Zoom Wfind o

Save

To save your work you can use the Quick Toolbar. If you have not named
your document you will be presented with the save as option.

File name: I Wiord 2007 . docx new interface, docx j
I

Save as bype: IWurd Document (¥, docd

‘i'ord Docurment (%, docx)

Authars: vword Macro-Enabled Document £*.docm]
‘iord 97-2003 Document (*,doc)
Word Template (*.dokx)
Word Macro-Enabled Template (*.dakm)
Word 97-2003 Template (*.dot)
Single File \eb Page ¢*.mht;* . mbkml)

“  Hide Fu:uldersl ‘ieh Page (*, bty ™ heml)
‘ieb Page, Filkered (*,htm;* . html)
Rich Text Forrmat (*.rtf)
Plain Texk (%, kxt)
Word XML Document (¥, oml)
‘'ord 2003 XML Docurment £, xml)
weordPerfect 5.0 (*.doc)
‘ordPerfect 5.0 Secondary File %, doc)
WordPerfect 5.1 For D05 (*.doc)
WordPerfeck 5.1 or 5.2 Secondary File (*.doc)
WordPerfect 5.x For Windows (*.doc)
Warks 6.0 - 9,0 (¥ wps)
eorks 6.0 8 7.0 (*.wps)

If we click on the arrow on the Save as type box, there are many options to
save the document as: for example we can save the document as an old
Word 2003 document for someone who does not have Word 2007 say, we
can even chose to save as a very old Word Perfect document. Notice that
Word 2007 documents are .docx and not the old .doc file type. If you save
as a .doc Word 2007 title will show it is in be in compatibility mode.

It is important to keep saving your work as there may be anything happen, a
power cut for instance, get into the habit of saving your work often.

Send a Document

To send a document. Click on the Office button in the far left hand corner of
your screen. This button is similar to the old file menu. And chose send as

from the drop down list. You can chose to send it as an email, in which case
it will be attached to a new email or you can chose to send it as a Fax, if you
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have fax enabled. There are many Fax Providers, some are free on the
internet.

e = 9-3 \Ward 200
@ J

j N Send a copy of the document to other people
lﬂ E-mail
y | senda copy of the document in an e-mail
7 QOpen message as an atkachment.
- Internet Fax
| I Saye Use an Internet fax service to fax the
= document,
H Save &5 b
y -
"’1';"“1 Frint 3
3
55 Prepare  »
_ﬁ Send b
Fublish  #
™
il Llose

|3 wrord Options | |3 Exit wiord |

Screen

If you look at the bottom left hand side of the screen. You will get the page
numbers of your document. Look to the left and you get the layout views.
On the side of your screen on the right are the arrows to move around your
document. Clicking on the arrows up, your document will be moved up one
page and the arrows down your document will move one page down.

Fage:ﬁofll Words: 1,649 (5 English (Urited Kingdlom) [EEEEEr @—Uq

Print

Printing a document. Use the quick toolbar, but if the Quick Print option is
not there you will have to customize the toolbar by clicking on the arrow.

To print a document and show all the Print options do not use the Quick
Toolbar but use the Print option in the Office button menu.

By right clicking on the Print icon, you can save it to the quick access
toolbar.
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H9-0

Preview and print the document

Print
E Select a printer, number of copies, and

Qpen other printing options before printing,

@ Quick Print
Send the document directly to the default

Save X " ;
printer without making changes,

I Print Preview
Previews and make changes to pages before
printing.

Sawve A3 b

Print »

N EZT U LU@

Prepare ¥

Wiord 200

This dialogue box opens when
you click on Print, we have print,
quick print and print preview.
Click on the Print icon.

_ﬁ Send 3
L/ Publish >
Jﬂ Close
| 23 wora options | | X Exitword |
Print 21 x|
e The print dialogue
Mame: I 1] Lexmark 730 Series j Properties | bOX appears JUSt llke
ctatus:  Idle S, | the old one in Office
1 FINCEr. .. .
Tvpe: Lexmark 730 Series F = 2003. ‘Click on
. Print ko File .
Where:  LISB001 ° Properties Your
Comment: [~ manual duplesx . X
Printer Options
~Page range —Copies

(o Current page " Selection

" Pages: I

Tvpe page numbers andfor page
ranges separated by commas counking
framm the skark of the document or the
section, For example, type 1, 3, 5-12
ar plsl, pls2, pls3—pds3

& all Murnber of copies: |1 E‘

I@ ﬁ v Callate

appears and you can
apply changes if you
need to here.

Click on Options and
the following

dialogue box

Print what: IDUcument j rZoarm

Print: I.D.II pages in range j Pages per shest:

appears.

|1 page

=

Scale ko paper size: IND Scaling

=

Opkions...

o]

Cancel |

Change Word Options

Click on the office button and choose the Word Options tab at the

bottom of the menu.

There are many options that you can change to make your document show
on printing or not. For example we can choose to have my details printed at
the end of the document. Click on print document/properties.
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!{E!;, H9-5 =

B
Paste

Clipboard =

R o

OO

Ll e g

Text Box Toals

word Opti N

4| Poputar
=3 ‘ | Display :‘
s Proofing
Save

Adwanced
Customize

Trust Center

Resources

=
| g Change how document content is displayed on the screen and when printed,

Page display options

¥ Showwhite space between pages in Print Layout view

¥ show highlighter marks ()

W show document tonltins an hower

Always show these formalting marks on the screen
™ Isb characters -+

I spaces

™ Paragraph marks 1

™ Hidden text :

[T optional hyphens -

[T Object anchors A

W show all farmatting marks

Printing options

T

r
=
r
r
C

Print drawings created in word &
Print background colors and images
Print document properties

Print hidden text

Update fields befare printing
Update linked data hefore printing

Cance
il

_mLa @
Find -

B Replace

L5 Select~
Editing

Page: Gof§  Words 1,199 @ English (United Kinadom)

{ostart| B @ &) P ¥ CilsersichristineiDocu... || 5] Word 2007.docx new i... | ©1] Dacument1 - Microsoft ... | 1} Untitled - Paint

We can print to show the formatting or paragraphs marks. And much more,
take a while to study this box and its options. Change what you need to.

Clic

k on OK.

In the Print dialogue box, make sure that the printer you have highlighted is
the one that you want to use.

2]

Printer
Mame: 5% Lexmark 730 Series - Properties |
' ] Y
?:::Is' @; doPDF w5 —1 Find Printer... |
Where: I Prirt: to file
Comment: ™ Manual duplex
Page range - .
S ) -
& gl % Microsoft Office Document Image 'Witer 3
" Current .
-y
s ‘w Send To Onehlote 2007 s
Type pa -
ranges 5
from the v
section, For example, type 1, 3, 5-12
or plsl, pls2, pls3—pds3

Prink wihat: IDocument

Prink:

Zoam

IAII pages in range

Options. ..
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Scale to paper size: IND Scaling j

Pages per sheet:

Il page j

.

Cancel |




prive 2 x|

rPrinter

Marne: I =5 Lexmark 730 Series j Propetties |
Status: Idle Find Printer... |

Type: Lexmark 730 Series

where:  USBO0L I™ Print to file
Comment: [~ Manual duplesx
—Page range —Copies

Lo Mumber of copies:

Iﬁ =
(@ Current page " Selection
" Pages: I q1 @
Type page numbets andfor page '
ranges separated by commas counting
fram the start of the document or the

section, For example, tvpe 1, 3, 5-12
or plsl, pls2, pls3-p8s3

Prink what: IDocument j rZaor
Pnt:  [all pages in range <] | Pasespersheet:  ICETERMG—_—__I="NGG -
Scale bo paper size: IND Scaling j

Options. .. | OF I Cancel |

Note | have the collate button ticked so that my document will get printed
in order. If | just wanted to print the current page | would click on that
option. Or chose in the pages box what pages | want printed, you must
insert a comma after each page in this box.

In the Zoom box | can print how many pages per sheet | want to print or
scale the paper to size.
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