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Bob Booth Introduction to Word 2007
1. Introduction

Word processors enable anyone to produce, with a little practice, beautifully laid out
documents, be they letters, dissertations, CVs, or whatever. For many years, the
University of Sheffield has provided versions of Microsoft Word. The current
version is Microsoft Office Word 2007.

The aim of these notes is to introduce you to the basics of word processing using
Word. It will tell you how to create a new document, type in your text, alter the
layout of your document, and finally print it out. There will also be a few pointers to
the more advanced aspects of Word.

Users of previous versions of Word will notice that the user interface, that is the
tollbars and menus, have changed radically. This document will help you find
familiar functions, and will also refer you to online resources that offer a guided tour
round the new interface.

All the features that are new to Word 2007 are detailed in the Help system. This
document is very much at an introductory level.
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2.1 Starting Word

To use Word you first need to start up your computer and log on with your usual
username and password. Click the Start button and select Programs, then from the
sub-menu that appears select Microsoft Word. There are many alternative ways to

start Word, these are covered in a later section. When Word loads you will see the
following screen.

Documentl - Microsoft Word

!I/tn@ = 3 )= - =X
- Home Insert Page Layout References Mailings Review View Add-Ins (7]
B : Calibri (Body) | S 2 ES AaBbCeDe | AaBbCcDe AaBbCi AaBbCc % o, Replace
5 ac

Paste |B & U -ahe x, x* Aa-||¥- A-||E THormal | TN Spaci.. Headingl Heading2 — Change
- < 4 u 1 — P 9 9 T Stylesv || ki Select -

Clipboard = Font F} Paragraph F} Styles F} Editing
Cd
z
Q
¥

Page:1ofl | Words:0 | English (U.K) IEEEEET e ) &)

The large white area is where you type in the text of your document, and the pale
blue area at the top of the window contains tools to help you with the layout and

formatting. You may notice that an entry for your Word document will appear on the
Taskbar.
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3. The User Interface

The user interface is very different to previous versions of Word. Once you get
used to it, it becomes very easy to use. Microsoft has created online training
modules that tell you how to find familiar commands in the new interface. You
can access these modules from www.shef.ac.uk/cics/office2007 where you
will also find a detailed CiCS guide to the new interface.

3.1 The Office Button

In the top-left corner of the new interface you will find the Office

%) button, which replaces the File menu from previous versions of

- Word. Click this button to reveal option allowing you to Save and

Print Files. It contains a list of your most recently accessed word documents,

and it contains the Word Options button, which take you to option previously
found in the Tools menu under Preferences.

3.2 The Quick Access Toolbar

D‘«:. = = Situated to the right of the Office button, the Quick

) Access toolbar holds buttons that can be accessed

: from all views of Word. Whatever you are currently

doing, you will be able to access these commands. Initially, the toolbar

contains a Save button and Undo and Redo buttons, but you can easily
customise the Quick Access Toolbar to hold your favourite commands.

3.3 The Ribbon

237
- Home Insert Page Layout References Mailings Review View Add-Ins
= ' Calibri {Body)] 1 <A ATy = i= - e || EE 2= E| (S| 1T
=| . A== AT A AaBbCcDe
F'ajte ¥ B 7 U-abex, x*Aa|-A-|E=EZESE|l=||H- - T Mormal
Clipboard ™= Font IF] Paragraph IF]

The ribbon contains eight tabs, each relating to a specific task.

Each tab contains several groups of tools, here the Clipboard, Font and
Paragraph group are visible.

Each group contains related buttons, menus and lists.

]

Some groups have an arrow in the bottom right corner, which gives a
dialog box when clicked.
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3.4 Typing in Text

You will notice that in the white area of the screen there is a flashing black vertical
bar. This is called the insertion point. Any text that you type in will always appear at
the insertion point.

To start writing your masterpiece simply type text from the keyboard, the insertion
point will march forwards as your words appear on screen. Don't worry about starting
new lines because Word automatically goes to the next line for you as you reach the
end of the current line.

e Tostart a new paragraph press the Enter key.
e Tostart a new line within a paragraph press Shift and Enter.

e To start a new page at any point press Ctrl and Enter.

3.5 Making Small Corrections

Correcting mistakes in Word is a two stage process. First you move the insertion
point to the offending text then you make the correction.

You can move the insertion point using the arrow keys to guide it through your text.
When it is adjacent to the error you can delete surplus letters using the Backspace
and Delete keys, and you can add the correct characters by positioning the insertion
point and typing from the keyboard.

3.6 Working with Files

Saving Files

As you type text from the keyboard it will appear on your screen and you can watch
as your document grows. While you are doing this however, your work is vulnerable,
it only exists on the screen and in the temporary memory of the computer. If the
machine fails both the screen and memory are wiped clean.

In order to make your work safe you need to make a secure copy of your document in
a computer file. For those of you new to computing, a file is an entity that sits in your
computer and will usually contain one piece of work. In the context of word
processing a file will contain one of your documents. As you write more and more
documents you will accumulate more and more files.

= To save your file either click the Office button and select Save from the menu, or
click on the save button in the standard toolbar. The first time you do this for a
particular file you will get a dialog box where you can supply a name for your
document, and specify a place in which to save it.
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Save As @
Save in: [} Desktop v @ -3 X ChE-
e | )References.Data
,J I ftpxdrop
Trusted IC2) APMIC Online Training Course
TenrEE WMy Network Places
_J My Computer

’J .DM‘;' Documents

Recent

@

Desktop

My Documents

==
58

My Computer

«)

- = .
T || T Doc1.docx

Places Save as type:

Tools -

Word Document {*.docx)

[ Save ][ Cancel ]

Specify a name for the file in the File name box. A file name can contain up to 256
characters, including spaces and capital letters. Initially, Word will suggest the first
sentence of your document as a file name, you can accept this if you wish or type in
you own name for the file.

Next you need to specify the location for the file. This can be any folder on your hard
disk or network account. Initially, Word will offer you the My Documents folder but
you can change this by selecting a new drive or folder from the Save in menu.

The file name is followed by the extension .doc The name helps you identify
individual files whereas the extension helps Word to recognise files that it has been
used to create. When you have entered a name click on the Save button to save it. All
subsequent saves will update the existing file without asking for a filename.

Closing Files

If you have finished working on a document for the time being, but want to carry on
using Word to edit a different document, you should save your work as described
above, then select Close from the File menu, or click the close button in the
document window. This will close the document down but will still keep the word
processor running. You can then begin work on your second document.

Opening Existing Files

When you want to continue work on a document that you started earlier you should
click the Office button and select Open from the menu. You will get the following
dialog box.
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Open @
Look in: |@' Desktop v| @-A | X E-

= '] ~srst Year Report.doc
_,J @First Year Report.doc

Trusted 8 2007-05-10 SYMPPA Task Force,doc
Tempiates [C)References.Data
- 23 ftpxdrop

_J @APMIC Online Training Course

Recent \-3 My Metwork Places
j My Computer

F‘[? I.I—JM‘F Documents

Desktop
My Documents

<

My Metwork
Places

File name: | w |

Files of type: |AI\ Word Documents (*.docx; *.docm; *.dotx; =.dotm; *.doc; =.dot; = htm; =html; =rtf; *.mht; *.n v|

Tools - Cancel

You can then select a file from the list, or use the Look in menu to access files in on
different drives, or use the History button to list your most recently used Word files.
When you have your file selected click on the Open button to load it into Word.

As a shortcut you can open any of your four most recent documents by selecting
them from a list that automatically appends to the bottom of the File menu.

Creating a New File

When you want to start a new document click the Ofice button and select New from
the menu. In the New Document dialog box, ensure that Blank Document is selected
then click the Create button.

Exiting from Word

When you have finished all your work for the time being, and all your documents
have been saved, you can leave Word altogether by clicking the Office button then
clicking the Exit Word button at the bottom of the menu.

All your documents will close one by one and you will be prompted to save any
documents that have changed. Finally Word itself will close down leaving you at the
Desktop.
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4. The Power of Word

In this section we introduce some of the features that enable you to alter the structure
and layout of your document.

4.1 Basic Principles

Repositioning the Insertion Point

As an alternative to the arrow keys, you can quickly reposition the insertion point
using the mouse. Whilst the mouse cursor is within the document area of the screen it
assumes a shape similar to a capital I, called the 'lI-beam’. If you position the I-beam
within the text, then click the left mouse button, the insertion point will immediately
move to that position in the text.

If you wish to start a new paragraph at an indented position, or at any point on the
page you can simply double-click in any white space to mark a new paragraph
position, then type from the keyboard.

Selecting an Area of Text

If you have a string of text that needs re-working, you can select consecutive words
by clicking the mouse whilst the 1-beam is above the first word, then with the button
still held down move the mouse so that a line, or area of text becomes selected. This
is called dragging over an area of text.

If yrom berve: & string of text that needs re-working, sou can select consecuttve words by clicking
the raouse wialst the [-beam is aboree the first word, then with the button still held down mose

It is also worth knowing that:

e A word can be selected by clicking on it twice in quick succession (double-
clicking).

e A sentence can be selected by holding down the Control key (labelled Ctrl)
whilst you click within the sentence.

e A paragraph can be selected by triple-clicking it.
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4.2 Deleting, Copying, and Moving Sections of Text

Paste

-

Clipboard

]

Rather than deleting mistakes character by character, you can delete an entire word,
phrase, or paragraph by selecting it then pressing the delete key, or better still you
can select it then simply type in the new text, which will immediately replace the
selected text.

If you need to restructure your document you can move or copy chunks of text to a
different part of your document using the following general principle.

1. Select the text in question.

2. Copy it into a temporary storage area (called the Clipboard).
3. Move the insertion point to anywhere in your document.
4

Copy the text back from the clipboard into your document at the new
location.

The commands that enable you to do this are called Cut, Copy, and Paste and they
are available from the ribbon, in the Clipboard group on the Home tab.

To move a section of selected text from one position in your document to another,
first transfer it into the clipboard by clicking on the Cut button. Then move the
insertion point to the preferred position and click on the Paste button. If you want to
copy the text rather than move it (i.e. leave the original selection where it is) then you
should place the text in the clipboard using the Copy button rather than Cut.

In Office Word 2007, the clipboard can hold up to 24 items. So, to perform radical
restructuring of your document, select the first item and click the Copy button, then
select the second and click Copy.

| To view the collected items in your clipboard, click the arrow in the bottom-right
corner of the group. The clipboard pane will open, diplaying its contents.

To paste any of these in click the entry that you
wish to use and it will be pasted into the
document.

3 of 24 - Clipboard v

[.._:“_l, Paste Al ] [& Clear Al ]
Click an item to paste:

|.E|_'_J 4 | The commands that
~— 4| enable you to do
F | this are called Cu...

Finally, if you only want to move a section of text
a short distance you can select the text, then click
and hold down within the selected text. The
mouse cursor will change shape to represent an |-
beam with a block of text attached to it. Position
this I-beam at the appropriate place in your

h_!I_'_J To move a section of
zelected text from one

position in your documer. ..

] In Office Word 2007, the
dipboard can hold up to 24
items. So, to perform ra...

document then release the mouse button and your
selected text will miraculously move to this new
position. If you hold down the Crtl key while you
perform this operation your text will be copied to
this new location rather than moved to it.

10
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4.3 Recovering from Serious Mistakes

If you have built up your document very nicely, then make some terrible mistake,
don’t panic! Word provides you with an undo facility. This stores a sequence of all
your previous edits and enables you to rewrite history by removing the effect of each
edit, restoring your document to a previous form. Naturally, Word provides you with
a redo button for those times that you undo a sensible edit!

FIGIELERE

Hi

Clear

Clear

. Typing p

Typing

Typing

taove Chject

Clear

Move Chject

Maove Chject

Format Drawing Chject
Paste

Clear

Cancel

o]

You use these facilities via two pairs of button on the
quick access toolbar. Click on the curved arrow to undo
the previous edit only, or click on the downwards
pointing arrow to produce a list of your previous edits
with the most recent at the top.

As you go down the list you retrace the history of your
document. You can either undo the edits one-by-one, or

| you can select an entry further down the list and undo that

edit PLUS all subsequent edits, so you are returning the
document to the exact state it was in before the selected
edit.

If you go too far you can redo any group of these edits by
clicking on the redo button to produce a list of the edits
that have just been undone. In a similar way you can
reconstruct your document piece by piece.

4.4 Formatting the Text Font

Word allows you to write text in various forms, bold, italic, underlined, as suscript OF
sUperseriPt |t also lets you have many Many different fonts in various SIZ€S.

To format the font of some text simply select the text then apply the formatting. The
most common choices are available from the ribbon, in the Font group on the Home
tab.

Times Mew Roman 111 - A‘ A E_H

B 7 U-abe x, X’ Aa~||®¥- A~

Font P

If you click on the font menu, above, you will see a formatted list of fonts displayed,
S0 it is easy to identify suitable options.

“ Alternatively you can give yourself the full range of options by loading up the
Font dialog box. Click the arrow in the bottom-right corner of the group.

11
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Font Character Spacing

Font:

Font style: Size:
Times Mew Foman Regular 11
Sylfaen ~ :] -~
Symbol Italic i
Tahoma Bold 10
Tempus Sans ITC Bold Italic
> 2 =
Font colar: Underline style:
Automatic | | (none) v
Effects
[ strikethrough [ shadow [ 5mall caps
[] Couble strikethrough [ Qutline [ all caps
[ superscript [ Emboss [ Hidden
[ subscript [Jengrave
Preview

Times New Roman

This is a TrueType font, This font will be used on both printer and screen,

[ 0K l’ Cancel ]

Not only does this give you a greater choice of formats, but it provides a preview of
the selected text so you can see exactly how your choices will affect the text. When
you have it perfectly set up click on the OK button to return to your document.

4.5 Formatting Paragraph Layout

In a similar way you can alter the way that paragraphs are formed:

They can be left aligned, in which the left hand side of the paragraph is

positioned so that consecutive lines line up neatly on the left, but are
staggered on the right

Alternatively, they can be right aligned in which the lines of the paragraphs
line up beautifully on the right hand side of the page but are staggered on the
left. This looks strange as flowing text, but is useful for addresses on letters

etc.

Posters, and menus can have their paragraphs centred so that the lines of the
paragraph are staggered on the left and right, but are symmetrical about the
centre.

Or finally, paragraphs can be Justified, such that the spaces between words

are adjusted so that the lines of the paragraph are beautifully aligned on both
the left and right.

In addition, you can also define indents, line spacing, and how a paragraph behaves
at the bottom of a page.

12
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To format a paragraph you first position the insertion point anywhere in the
paragraph or select any text within it, then apply the appropriate formatting. You can
align or indent your paragraph using buttons available from the ribbon, in the

Paragraph group on the Home tab.

]

&

3=~ = - = =)
| |35~ | S~ i

Paragraph ]

Alternatively you can give yourself the full range of options by loading up the
Paragraph dialog box. Click the arrow in the bottom-right corner of the group.

Paragraph

Indents and Spacing | Line and Page Breaks

General
Alignment: Justified w
Qutline level: |Body Text W

Indentation

Left: 2.54m| 5 Special: By:
Right: Ocn |3 {(none) v | |
[ irror indents

Spadng
Before: Line spacing: At
After: |5ingle L4 | |

[] Don't add space between paragraphs of the same style

Preview

[ Tabs... ] [Qefault... ] [ QK ][ Cancel ]

Again, this has a preview area which displays the effect. Click the OK button when
you have made your choices.

13
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4.6 Inserting Special Characters

At some stage in your writing you are likely to need to use a character that is not on
the standard keyboard. Quite possibly you could need ©, °, or &. Also available, but
less vital are @, 6, and &.

To get access to these symbols click the Insert tab, then §2 symbol ~
in theSymbols group, click the Symbol button. You can

. - £ £ ¥ © ®
choose any of the frequently used symbols displayed in
the palette, you you can click the More Symbols itemto | ¢ 3+ - =
access the full collection of symbols in various fonts.

I

+::(DC|I_|_|1_
P o 2 ¥ @

£}  HMore Symbaols...

Symbaols | Special Characters

Eont: | {(normal text) Subset: |Currency Symbaols v|
IR %] ¢ [N/ ™| Qe
AEAPAEARAAEE AHEINE
SI=|/]-|V|=elL|N|]|=|#|=||2|a| =
=T T T E e =0

Recently used symbols:
ele|¥|ol®|™ t]#|<|z]=|x|=|ulalp

EURO SIGH Character code: |2EIAC | from: |Uniccu:|e (hex) v|

’&utu:uCu:urrect... ] [Shu:urtu:ut Key. .. ] Shartout key: Alt+Ctrl+E

[ Insert ][ Cancel ]

Click on the symbol you require then click on the Insert button to place it in your
document at the insertion point. If you don't see the symbol you require use the Font
list box to select a different character set. The Symbol and Wingdings fonts contain
some interesting characters.

14
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5. Using Styles

1|

Styles are predefined formatting specifications that you can apply over and over
again in your document. They are often used for headings, lists and quotes. In Word
2007, different ranges of styles are available in sets, so you can have a collection of
formal styles, decorative styles, space saving styles, etc.

Quick Styles are available in the Styles group on the Home tab

1. A¢ 1.1 A: AaBbCc 1.1.11 + %

THeadingl THeading2 THeading3 THeading4 = gthﬁlm*':lﬂ
yles =

Styles P

To experiment with different formats, click anywhere in the text, thenyou’re
your mouse over the different quick styles displayed. They selected tect will
morph into the different styles. To select a specific just click that style. To
access the full set of styles, click the lowest arrow button in the column of
three.

AaBbCcDc|| AaBbCcDc AaBbCi AaBbCc
T Mormal || T Mo Spaci.. Headingl Heading 2

AaDB a4wBice acsbceo. assbeen

Title Subtitle Subtle Em... Emphasis

AaBbCcDt  AaBbCcDt AaBbCcD: AaBbCchi

Intense E... Strong Quote Intense Q...

AABBCCOC AABBCCDL AMABBCCDL AaBbCcDe

Subtle Ref.., IntenseR.. BookTitle T List Para..

Save Selection as a New Quick Style...

LClear Formatting

& &

Apply Styles..,

5.1 Modifying Style Sets

Each style sets uses a small palette of colours and uses a specific fiont for headings
and a specific font for paragraph text. You can modify any style set to specify a
diffent choice of colours and a different pair of fonts.

To change colours, click the Change Styles button, then from the menu select Colors.
You will see a menu containing a large choice of palettes, with an additional option
to Create New Theme Colors.

To change the fonts used in your style set, click the Change Styles button, then from
the menu select Fonts. You will see a menu containing a large choice of font pairs,
with an additional option to Create New Theme Fonts.

15
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5.2 Changing Style Sets

To change a style set, click the Change Styles button, then from the menu select Style
Sets. You will see a menu of eleven style sets. Run your cursor up and down the list
tom see how each set would transform your document. Click any style set to use it.

You can revert to the original formatting of your document by selecting Reset to
Quick Styles from Template.

5.3 Creating Your Own Styles

|

To create your own styles, format any text in the desired way. Select it then
click the lowest arrow button in the column of three. At the bottom of the
quick styles display, select the Save Selection as a New Quick Style option.
After you give this new style a name, it will appear alongside the existing
styles in the Quick Styles display.

5.4 Copying an Existing Format

J

As a simpler alternative to styles you can use the Format Painter to duplicate the
formatting of some existing text. It is found in the Clipboard group on the Home tab.

If you want to reproduce a format many times you should first highlight the correctly
formatted text string or paragraph, then double-click the format painter button. After
that every text string you highlight, or paragraph that you highlight will automatically
adopt the specified formatting. To cancel this effect you should click once on the
format painter button.

Alternatively, if you only want to reproduce some formatting in one other string or
paragraph you can single click the format painter button. This will then copy the
formatting once, into the very next area you select.

16
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5.5 Creating Tables of Contents

Using styles in your document makes it easy to create tables of contents. Word will
pick out the headings you have created using styles and automatically build up a
contents list.

To add a table of contents to your document position the cursor at the point that the
table should appear, and click the References tab. In the the Table of Contents
group, click the the Table of Contents button. You can choose one of the instant
tables from the menu or you can select the Insert the Table of Contents option to
see the following dialog box.

Table of Contents
WWeb Preview
~ . ~
HEADING 1
Hearoeg 2
Heading 3
s s
Show page numbers |Use hyperlinks instead of page numbers
Right &lign page numbers
Tah leader: | ....... w |
General
Formats: |Fru:|m template w |
Show levels: |3 s
[ Options. .. ] [ Modify. .. ]
I OK l [ Cancel ]

Choose the layout you like from the Formats menu, and select the number of
heading levels that you wish to have displayed. Click the OK button and the table
will be added to your document.

17
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6. Tabs, Lists, and Tables

6.1 Tabs

F] &

This section outlines some facilities in Word that enable you to present information
in a well structured layout. Although these facilities are very powerful and can be
configured in Word to produce complex structures, they can also be used in the
trivial way described below to produce very attractive results.

Tabs are used to exactly align rows of text, without having the constraints of a table.
They might be used in the following way:

Description of product

Price: £27
Description of another product
Price: £34

The Tab key is situated on the keyboard to the left of the letter Q. Each time you
press the Tab key the cursor jumps to the next pre-defined position. This provides a
very simple and effective way to produce an elegant layout.

To change the default tab positions you can set your own. If it is not already
displayed, you can view the ruler by clicking the button above the vertical scroll bar.

Click any position in the ruler to produce a left aligned tab. You can create right
aligned, or centred tables by clicking the Tab button to the left of the ruler.

To have full control of your tabs you can access the Tabs dialog box. From the Home
tab, click the buttonon the bottom-right corner of the Paragraph group.

In the dialog box, click the Tabs button, on the Indents and Spacing tab, to produce
the following:

Tab stop position: Default tab stops:
1.27cm e
Tab stops to be deared:
Alignment
@ Left (O Center O Right
O Decimal O Bar
Leader
® 1None DB eee HE=—=
Ca__
Clear all
I OK l [ Cancel ]

This gives all tab formatting options including a choice of Tab leaders that you may
find useful when creating forms.
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6.2 Lists

Lists have the following properties:
Word enables you to quickly convert a series of paragraphs into a list.

e The list can be bulletted, perhaps for a list of points like this.

e The list can be numbered like the list of steps to be taken, below.

e Inalist, each point has a marker on the left and a paragraph on the right. Each
line in the paragraph is aligned at a distance from the marker to increase
clarity.

To make a list:
1. Type inyour list items as a series of paragraphs.
2. Select all the list items.
3. In te Paragraph group on the Home tab, click on the appropriate.

—
= W D= ¥ g
-—_ - p— i-

Some additional points:

e To add more entries to an existing list put the insertion point at the end of a list
entry an press the Enter key.

e To convert a list item to an ordinary paragraph put the insertion point in that
item and click on the list button to reverse the effect.

e |If you add or remove items from a numbered list the numbering will
automatically re-order.

To change the bullet or numbering style, click te downward pointing arrow to the
right of each list button.
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6.3 Tables

Tables are one of the most elegant features in Word, and are fairly easy to master. To
create a table in your document, to position the insertion point at the right place, then
click the Insert Tab, and in the Tables group, click the Tables button.

= Use your mouse on the grid to select the number
of rows and columns that your table will have,

Table here a 4x7 table is being created. As you select
* cells in the grid the corresponging table will be
7x4 Table . drawn in your document. When you release the

1010 i mouse button the table will be created.

%%% Alternatively, you can select the Insert Table
option to access a pull down the Table menu

L0 and select Insert, then from the sub-menu select

OOOOOOO00 0] § Table, you will see the following dialog box.

N

I [ [ x|

N o o [ [

j Insert Table... "?

j Draw Table _?

+

=] )

x| | Excel Spreadsheet ﬂ;
=

Cuick Tables L4

™ AukoFit to window

Table style: Table Grid AutoFormat. .. |

[ Remember dimensions For new kables

Ik I Zancel

In this dialog box specify the number of rows and columns for your table then click
on OK. A blank table will be drawn and you can fill in the cells. To alter the width of
any column click on a cell in that column (but don't select it) and then drag the square
markers in the ruler.

o] Y 2 @B e s e B0 R

If you wish to remove the borders from your table pull down the Format menu and
select Borders and Shading. In the dialog box that appears click on the None icon
then click on the OK button

The new way to create tables is to use the Table Draw tool. From the Table menu
select Draw Table. The mouse cursor will change to a pencil icon and the Table tool
panel will appear.
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Tahles and Borders

4] |

- =86 Alialil=

- 1ﬁv£v|v{%v

You can then draw a big box to represent the size of the whole table, then draw in
horizontal and vertical lines to create rows and columns. When you have finished

drawing your table outline, click the close button on the Table tool panel to close it
down and begin typing.
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7. Working with Graphics

Many documents now benefit from pictures and illustrations. These may be Excel
charts, or scientific images. Word makes it very easy to include graphics in your
documents, and has greatly improved the ways that graphics can be positioned.

To place a graphic in your document, create a new paragraph for your insertion point,
then click the Insert menu and select Picture. From the pop-up menu select
From File to add one of your own images, ClipArt to select an image from Word’s
own image library, or select any other option to create an image within Word.

When you have selected your image click the OK button to add it to your document.
The image will appear in its own paragraph and you can press Enter to carry on
typing below the picture. If, however, you want your text to flow around the picture
you should right-click the image, then from the pop-up menu select Format Picture
(or Format Object for some images). In the dialog that appears select the Layout tab

Format Picture il
Colors and Lines | Size Layouk | Pickure | Texk Box | Web I
Wrapping stwle
In line with ket Sguare Tight Behind text  In front of bext

Horizonkal alignment
£ Left " Center ™ Right &+ Other

Advanced. .. |

(0.4 I Cancel |

From here you can select the type of wrapping you require. Square will align the text
next to the picture, whereas Tight will flow the text close to the border. Behind text
is useful for arty watermark effects, and In front of text is useful to place pictures in
margins without affecting the existing text layout.
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8. Spelling and Grammar

8.1 Automatic Spell Checking

You will probably have noticed by now, that as you type, Word will identify spelling
mistakes and underline them in red, for standard spelling errors it will even correct
your mistakes automatically. It will also recognise bad grammar and underline that in
green. If you right-click any such mistake you will get a pop-up menu that will
contain a list of correct spellings and grammar.

You can develop these automatic functions by adding to Word’s list of standard
spelling errors. From the Tools menu select AutoCorrect Options to get the

following
AutoCorrect: English LLK. x|
AutoTexk | AutoFormak I Smark Tags
AutoCarrect | AukbaoFormat As You Type

¥ show AutoCorrect Options butkons

¥ Correct TWwo IMitial Capitals Exceptions. .. |

[ Capitalize First letter of sentences

I¥ Capitalize firsk letker of table cells ¥ Correct kevboard setting
¥ Capitalize names of days
¥ Correct accidental usage of cAPS LOCK key

—I¥ Replace text as wou kype

Replace: with: % Plain bext " Formatked text
L] il
(r) @
l:tITI:l TH
=i
Add | Delete |
¥ automatically use suggestions From the speling checker

K I Zancel |

There is a list of mistakes or codes from which correct words or symbols can be
automatically generated. To add to this list type a spelling mistake or shortcut into
the Replace box then type in the correct word or expression into the With box then
click the Add button. When you have finished adding entries click the OK button.
Now whenever you type a specified mistake or code in a word document, then as
soon as you press the Space Bar the correct text will be substituted.

It is well worth checking the other tabs on this dialog box.
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8.2 Performing a Manual Spell Check

To do a spell check pull down the Tools menu and select the Spelling and Grammar
option. The first thing that may happen is that Word will ask if you want to create
your own custom dictionary. Say yes to this because this is used to add words that
you use from time to time but which don't appear in Word's central dictionary.

Word will then prodduce a dialog box highlighting the first suspicious spelling that
occurs after your insertion point. It will usually suggest an alternative spelling which
you can accept or reject.

Spelling and Grammar: English LS. il

Mot in Dickionary )

ﬂ | Ignore Once I
Word will then prodduce a dialog hox

highlighting the first suspicious spelling that lgnore Al |
occurs after your insertion foint.

;l fdd ko Diu:tiu:unaryl

Suggesktions:

Change |
produced Change All |
produces

LI AukoCarrect |
Dickianary language: English 11,5, j

¥ Check grammar
Cpkions. .. [mdm | Cancel |

To change a mistake you can either select a word from the list of suggestions or type
in your own alternative. You can then click on Change to correct this instance or you
can click on Change All to correct every instance. If it is a word that you frequently
mis-spell you can click on the AutoCorrect button which will tell Word to
automatically correct this particular mistake each time you subsequently mis-spell it.

If, on the other hand, the word that has been questioned is a valid word that the spell
checker hasn't heard of, then you should click on the Add button to put this correct
word into your custom dictionary. This will ensure that it doesn't get picked out in all
future spell checks. You can then continue with your spell check by clicking on
either the Ignore or Ignore All button.

Word will tell you when it reaches the bottom of the document and ask you if you
want to continue from the top. When it returns to the insertion point it will inform
you that it has completed the spell check.
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9. Printing your Document

9.1 Previewing your Document

Before you send your document to the printer you can check the overall layout by
previewing each page. You can do this by selecting Print Preview... from the File
menu or by clicking on the preview button on the standard toolbar.

) % Introduction to Word 2007.doc [Compatibility Mode] (Preview) - Microsoft Word i 3

&S00

Print Options || Margins Orientation Size

(@] : w— —
V| Magnifier - ;

Shrink One Page &

Previous Page | Close Print
preview

4

e e s i, e e

26 24 22 20 18 16 14 12 10 8 &

Your document will be loaded into the following Preview screen, in which you can
check the layout.

To flick through the pages simply click on the scroll bar or use the Page Up and
Page Down keys.

The size menu on the toolbar lets you zoom into any page to view it in more detail,
and you can alternate between viewing on or four pages at once using the toolbar
buttons.

When you want to return to the normal view of the document click on the Close
button.
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9.2 Printing Your Document

Having previewed your document you can go ahead and print it. Select Print from
the File menu or click on the print button and you will get the print dialog box.

print 21x|
—Frinker
Mame: | &2 WSHEFUNIicics-arm155-344 =l Properties |
Skakus: Idle Find Prinker. .. |
Twpe: SHARP AR-M155 PCLe
wWhere: ipp: [ ishefuniprt, shef. ac, ukfippfoics-arml55-344 [ Prirk ko file
Comment: [ Manual duplex
—Page range H_opies
o+ Mumber of copies: |1 ﬂ
() Current page " Selection
" Pages: v Collate
Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12
Frint what: ID-:u:ument j e
: Pages per sheet: 1
Prink: I.ﬁ.ll pages in range j d=sPEr s I pag= j
Scale to paper size! ||'-.].:| Sealing j

opkions, ., (] 4 I Close |

® You can choose your printer from the list in the Name box, and use the
Properties button to select double-sided printing is your printer supports it.

® In the Page range section you can choose to print your entire document or only
selected pages.

® In the Copies section you can set the number of copies to be printed.

® In the Zoom section you can choose to have several pages on each sheet of

paper, for proofing purposes, maybe.

When you have chosen the settings you need click the OK button to send your
document to the printer.
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