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Introduction to Microsoft Word 2007
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Finding Commands in Office 2007
The Microsoft Office Button
Quick Access Toolbar
Adding a Button to the Quick AccessToolbar
The Status Bar
View and Zoom
The Ruler
Page View Icons
Typing a Document
Check Boxes and Radio Buttons
Creating a New Document
Naming and Saving Documents
The Document Name
Understanding and Using 2007 File Formats
Re-saving Existing Documents
Using Save As
Opening a Document
Closing a Document
Printing a Document
Printing a Document Selection
Printing the Current Page
Printing a Range of Pages 
Print Preview
Landscape Printing
Efficient Editing
Inserting Text
Typing Over Existing Text
Deleting Text
Formatting Marks
Changing the Case of Text
Undo and Redo Functions
Moving Around the Document Using Cursor Keys
Moving With Mouse
Selecting Text
With the Mouse
Selecting a Column of Text
Selecting Non Adjacent Text
Selecting the Entire Document
Selecting an Odd Amount of Text with the Mouse
Selecting Odd Amounts of Text with the F8 key
Selecting With the Keyboard
Character Formatting
Making Your Text stand out: bold, Italic or Underlining
Further Formatting: Strikethrough, Subscript and Superscript
Using Fonts
Changing Font Sizes
Handy Hint for Increasing or Decreasing Text Size
Change the Colour of Text or Numbers
Paragraph Formatting
Text Enhancements
Paragraph Indents
Indenting a Paragraph From Left
To Move a Paragraph Indent Back
Setting Paragraph Formats through the Menu
Setting Alignment with the Keyboard
To Take a Paragraph Back to it's Default Setting
Boxing Text
Line Spacing
With the Keyboard
Moving Text
Moving by Dragging
Copying Text
Copying by Dragging
Clipboard Task Pane
Paste Options Tag
Page Breaks
Deleting a Page Break
The ‘Go To’ Key
Inserting Symbols
Inserting Automatic Date and Time
Setting Margins
To Adjust Margins with the Ruler
Set Margins with the Page Setup Command
Align Text Vertically
Working with Tabs
Inserting Tab Stops with Ruler and Mouse
Moving Tabs with the Mouse
Deleting Tabs with the Mouse
White Space - Show or Hide White Space in Print Layout View
Creating a Numbered or Bulleted List
Proofing a Document
Checking Spelling
Turn Off the Check Grammar & Spelling as You Go
AutoCorrect
Activating an AutoCorrect Entry
Document Recovery
Using Help
Deleting Files
Exiting from Word
Where to from Here? 
Word Quick Reference Sheet


