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Overview: New to Word?

- —m——

Do you need to use Word 2007, but
you're not quite sure how to get
started?

This course Is designed to help you
learn the basics of creating your first
document.

You'll find out how to type where you
want to on a page, fix spelling errors,
change spacing and page margins,
and save your work.
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Course goals

- A— o ——— —

Create and save a document.

Accept or reject suggested revisions for spelling and
grammar as you type.

Change page margins.

Adjust spacing by deleting any extra spaces between
words or extra lines between paragraphs.

Create your first document



Meet the docL




Meet the document

When you open Word,
you see a blank
document.

It looks like a sheet of
paper and takes up
most of the screen
space.

You need to get to work, but being new to Word, you
may wonder how to get started.

Let’s begin by helping you get comfortable with some
Word basics.
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Just start typing

EL,I = By - | Documentl - Microsoft Word Start Wlth th e Rl b b on
Home Insert Page Layout References Mailings Review Wiew and the C u rS O r .

Calibri [Eil:uj'_ll-']
_J -
e g B LU e x, X Aa-|[®7 - A |||

Clipboard = Font ] Paragraph

@ Above the document, the Ribbon spans the top of Word.
You use buttons and commands on the Ribbon to tell
Word what you want to do.

@® \Word waits for you to start typing. The cursor, a blinking
vertical line in the upper-left corner of the page, shows
where the content you type appears on the page.
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Just start typing

—

. Documentl - Microsoft Word Start Wlth the Rl b b on
Home Insert Page Layout References Mailings Review Wiew and the C u rS O r .
=& i’-=||ﬁl || T |

Calibri [Body) 11 - |A A ||_ | E
S
Paste ; B I gv#xth||_,’vé| =

Clipboard = Font ] Paragraph

If you'd like to start typing further down the page instead
of at the top, press the ENTER key on your keyboard
until the cursor Is where you want to type.

If you want to indent the first line you type, press the
TAB key on your keyboard before you start to type. This
will move the cursor one-half inch to the right.
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Just start typing

EL,I = By - | Documentl - Microsoft Word Start Wlth th e Rl b b on
Home Insert Page Layout References Mailings Review Wiew and the C u rS O r .

Calibri [Eil:uj'_ll-']
_J -
e g B LU e x, X Aa-|[®7 - A |||

Clipboard = Font ] Paragraph

As you type, the cursor moves to the right. When you
get to the end of a line on the right side of the page, just
continue to type. Word will move on to the next line for
you as you type.

To start a new paragraph, press ENTER.
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What's that?

‘ : :
Imagine that you've
typed a few
-+ Thankyouverymuch-foryourenguiryaboutthenewestmodel-
ofltra-Wheelsskates, thelltra-Glide.-Wethinkyou'llbesurprised-and- paragraphs

pleasedawithUltra-Glide.q

o 1| They seem far apart,

2,

T and the second

- -+  Thedltra-Glideis-designedfortherecreational-skater

whodemandsthe convenienceandstylingofa-three-buckleskateatan- parag rap h starts

affordablesprice.f farther tO the rlght
Jt} 3 than the first.

You can see what’s going on by looking at the formatting
marks Word automatically inserts as you type.

These marks are always in documents, but they are
invisible until you display them.
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What's that?

%

To see formatting
marks, use the
-+ Thankyouverymuch-foryourenguiryaboutthenewestmodel- .
ofltra-Wheelsskates, thelltra-Glide.-Wethinkyou'llbesurprised-and- Rlbbon’ at the top Of

pleasedawith4 Hra-IEIil:iE.-Tl the Wl ndOW
"V — ‘1
2

- N Thedltra-Glideis-designedfortherecreational-skater

whodemandsthe convenienceandstylingofa-three-buckleskateatan-

affordablesprice.f
%% 3

On the Home tab, in the Paragraph group, click the
Show/Hide button. Click the button again to hide
formatting marks.

These marks aren’t just for show. You can get rid of
extra spacing by deleting extra marks.
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What's that?

%

So what are formatting
marks, and what do
ofdlltra-Wheelsskates, thedltra-Glide.-Wethinkyou'llbesurprisedand- they mean’) The

plea-:.El:iﬂ.-'-.-'ithi_lITra-EIil:iE.-Tl plCture ShOWS a feW

o examples.
)

4

-+ Thankyouverymuch-foryourenguiryaboutthenewestmodel-

- N Thedltra-Glideis-designedfortherecreational-skater

whodemandsthe convenienceandstylingofa-three-buckleskateatan-

affordablesprice.f
%% 3

@ Extra paragraph mark: ENTER was pressed twice.

® Extra tab mark: TAB was pressed twice, making the
second paragraph indented more than the first.

® Extra space between words: The SPACEBAR was
pressed twice instead of once.
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What are those underlines in my document?

As you type, Word
p— might on occasion
Thankyouveryl  fanced westmodel insert a wavy red,
A > Sl green, or blue
andiolan underline beneath
‘gnore 2009.9 text.

Ignare All

blanched

1 Add to Dictionary

AutoCorrect

Language

Spelling...

« Red: Indicates either a possible spelling error or that
Word doesn’t recognize a word, such as a proper
name or place.

« Green: Word thinks grammar should be revised.

« Blue: Aword is spelled correctly but does not seem to
be the correct word for the sentence.
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What are those underlines in my document?

The picture shows an
— example of what you
Thankyouwery lanced westmodel- can dO abOut the Wavy
ij_ll'tid'“u'hEElkd:t‘E L-r launched irprised-and- Underhnes, |n thIS
pleasedwithUltra-Glid| ™ i hed )
case, red for spelling.

blanched -and-plan:

[gnare -2009.9

Ignare All

1 Add to Dictionary

AutoCorrect

Language

Spelling...

Right-click the underlined word to see suggested
revisions (every once in a while Word may not have any
alternate spellings).

Click a revision to replace the word in the document and
get rid of the underlines.
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Change page margins

-

Haome Insert Page Layout References

pa H' |:| |2y Orientation ~ F':jllEirEakgv
P

i —
S| Size -

Themes N

" o)

Margins

| Columns - be~ Hyphenation =

Bottom: 17

Themes Mormal
Tap: 1
| Laft: 1"

Right: 1"

Marrow
ﬂ ap 0.5" Bottom: 0.57
[ aft: 0.5 Right: 05"
l. 1 L
G 1" Bottom: 17
[ eft: 2" Eight: 2"

;l_'l Line Mumbers -

Mailings Review

|4] Watermark ~ | Indent
¥ Page Color - | £E o
] Page Borders | E% 0°

Page Background

uch-foryour-enguiryaboutthen,

Glide.\Wethinkyou'llbesurprise

Page margins are the
blank spaces around
the edges of the page.

There is a 1-inch
(2.54-cm) page
margin at the top,
bottom, left, and right
sides of the page.

But if you want different margins, you should know how

to change them, which you can at any time.

When you type a very brief letter, for example, or a

recipe, an invitation, or a poem, you might like different

margins.
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Change page margins

s A

Haome

HT

Alr

Themes N

" o)

Themes

-

Insert Page Layout References

W

Marginsg| _

L]
L]
i

LY

|y Crientation - ,:j Breaks =

y Size - £ Line Numbers -
Columns - be~ Hyphenation =

Mormal
Tap: 1 Bottom: 17
Laft: 1" Eight: 1"

Marrow
Top: 0.5" Bottom: 0.57
L eft: 05" Right: 05"

Wide
Bottom: 17
Right: 2

Mailings Review View
|4] Watermark ~ | Indent
¥ Page Color - | £E o
] Page Borders | E% 0°

Page Background

uch-foryour-enguiryaboutthen,

Glide.\Wethinkyou'llbesurprise

To change margins,
use the Ribbon at the
top of the window.

Click the Page Layout tab. In the Page Setup group,

click Margins.

You'll see different margin sizes, shown in little pictures

(icons), along with the measurements for each of the

margins.
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Change page margins

-_-.-""'. H q - u‘ =
Haome Insert Page Layout References

H' |:| |2y Orientation ~ ,:jareakgv

"y Size + £ Line Numbers -

Alr

Themes _ Margins

" o)

Columns - be~ Hyphenation =

Themes Mormal
Tap: 1 Bottom: 17
| Left: 1" Right: 1"

Marrow
ﬂ Top: 0.5" Bottom: 0.57
[ Left: 0.5 Right: 05"
Wide
G 1" Bottom: 17
[ \ eft: 2" Eight: 2"

Mailings Review View
|4] Watermark ~ | Indent
¥ Page Color - | £E o
] Page Borders | E% 0°

Page Background

uch-foryour-enguiryaboutthen,

Glide.\Wethinkyou'llbesurprise

The first margin in the
listis Normal, the
current margin.

To get narrower margins, click Narrow. If you want the

left and right margins to be much wider, click Wide.

When you click the margin type that you want, your

entire document automatically changes to the margin

type you selected.
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Save your work

: ’ ] By now you may have
Recent Documents eview  View a finely tuned
1 [ sentence or several
b || =2 Right: paragraphs that you'd
- regret losing if your
cat jumped on your
- keyboard, or if a
e | power failure shut
gemeeenetSl  your computer off.

_-0'
/] Prepare  F ikayou’llhesurpri

—

To keep your work, you must save it. It's never too early.

D B
@ Click the Microsoft Office Button |n the upper-left
corner of the window.

® Click Save. A dialog box opens, where you tell Word
where you want to store the document on your computer
and what you want to call it.
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Save your work

After you save your
Review  View document, and you

; I I;;‘:m continue to type, save
bs || = rigne your work as you go.

ind

-

Recent Documents

Print L4 g

L L
/] Prepare  » ikyou'llhesurpri

2ngquiry-aboutthe

Every once in a while, click the Save button Elon the
Quick Access Toolbar in the upper-left corner of the
window.

I-".“E g;—-.__lll IH q - 5 -

—r Home Insert
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Save your work

: ’ | After you save your
peview  View document, and you
e continue to type, save
bs || 22 Right your work as you go.

ind

—

Recent Documents

1

Save As
Print L4 g

_-0'
/] Prepare  F ikayou’llhesurpri

2ngquiry-aboutthe

When you are through with the document and have
saved your work, close the file. Click the Microsoft
Office Button, and then click Close.
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Suggestions for practice

S ——————

Turn formatting marks on.

Do some typing in your document.
Work with revision marks.
Change page margins.

Save your document.

Create your first document
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Overview: Moving, selecting, and getting around

- Have you created a Word document
g and then wondered how to make
x changes to it?
In this course, you'll learn how to get
from one place to another in a

document so that you can make
changes anywhere on the page.

Then you'll learn how to add and
delete text and move It around.

Edit text and revise your documents



Course goals

s A

Move the cursor around a document, using either the
mouse or the keyboard, so that you can get to where you
need to in order to make changes.

Select text to make revisions.

Move text by cutting and pasting.

Edit text and revise your documents



Make changes to your document

i

Documents get
changed.

You may make
changes as you type,
or after you finish the
document.

To work quickly and efficiently in the document, you
need to know how to move around.

Once you get to the part of the document you want to
edit, you'll need to type the new text you want to add,
or select the existing text so that you can change or
delete it.

Edit text and revise your documents




Move around the document

Imagine that you want
Thank‘-*,'Du-fmr'-‘,.'l::ur'ﬁnquir“,'-rE-garl:iir"lg-a-gmup-tDur-mf-T::]-%-Bah:i'.-'u'in-
MLJ':'-E-LH"I‘I.-‘r"E':'-..ﬂur'{:ur'r'l'_—'-r‘l‘t-E'-:&Zhibi‘t-r'EE|||‘,-'dDES-‘fEEI‘tLJr'E-\_"I;._.k5.-|—hE-I'_—'-MZ}‘|ibi‘t- to type a new
pointsouttheimportance-ofdimepiecestocivilization.-Ruring: :-. Sentence between
fourteenth<entury,thedevelopment-of<lockiowersmagediheriseof- I — . n
abusinessmentality.q C|V|||Zat|on and
(11 H M, K -
TheBaldwintMuseumds-openfrom10-A.M.10-5-P.M. Tues@8§ through- Durlng . Symphonles
Saturdayandd-P.M.10-6-P.M.onSundays.\Weare-closedononday.. I
Saturdayandd-P.M.40-6-P.M_on-Sunday eare-closedofMonday and Conste”atlons
PIEa-:.E-IET-u-_=.knl::'.-'u'-if-'.-'u'e-q::an-prn:widE-an',.'-fur'ther-a-_=.-_=.i-_=.1anu::E.H
| have been named for
‘1 7
clocks.

To type where you want, first move the cursor:

@ The cursor is the vertical line at the end of the second
paragraph, in front of the paragraph mark.

® You can move the cursor to the first paragraph by
moving the pointer and then clicking, or by using the
keyboard.
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Select and delete text

After adding the
Museum.¥es,ourcurrentexhibitreallydoesfeature clocks. The-exhibit- Sentence to the fIrSt
pointsouttheimportance-oftimepiecesto<ivilization.-Symphoniesand- paragraph’ you read
constellationshavebeennameddforclocks. Duringthefourteenth-

century, thedevelopmentof<lockiowersmarkedtheriseof-a-business: the parag raph .

mentality.q

Thankyouforyourenguiryregarding-a-grouptour-of-TheBaldwin-

TheBaldwindluseumis-openfromd0-A.0.10:5-P.M. Tuesday through- YOU th|nk the SECOnd
Saturday-andl-P.M.40-6-P.M.on-Sundays.\Weare-closedon-Monday.- se nt ence Wl | I rea d
better if you delete the
word “really.”

Pleasedetusknowifwecan-grovideanyfurtherassistance.q

To delete text, first select what you want to delete. You
can do this by using the mouse or the keyboard.

Once “really” is selected, delete the word by pressing
DELETE on your keyboard.
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Select and delete text

In the picture, you can
Thankyouforyourenguiryregarding-a-grouptour-of-TheBaldwin- 2 1
eum.Yes. ourcurrentexhibit B Ioes fe sture clocks. The-exhib see formatting marks:
Museum.¥es,ourcurrentexhibitreallydoesfeature clocks. The-exhibit-
pointsouttheimportance-oftimepiecesto<ivilization.-Symphoniesand- a dOt between eaCh
constellationshavebeennameddforclocks. Duringthefourteenth- d d t
century, thedevelopmentofclockiowersmarkedtheriseof-a-business: word ana sen ence’
mentality. and a paragraph mark

The BaldwindMuseumis-openfrom:10-A.M.40'5-P.M. Tuesdaythrough- at th ee nd Of eaCh
Saturdayandl-P.M.40-6-P.M.on-Sundays.\Weare-closedon-Monday.-
Pleasedetusknowifwecan-provideanyfurtherassistance. | parag rap h .

These marks help you when you revise text.
For example, you don’t want to delete the space

between words or sentences. One dot between each
word or sentence lets you know that the spacing is okay.
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Move text

il - s Documentl - Microsoft Word

Iy = 1l

e J
— Home Insert Page Layout References Failings Review View
4k yi7)
[t = ‘*‘ alibri (Body)

Paste

-

_-é
g B I U - abe %, % Aa-||*¥ - A -|||

Clipboard = Font M

Thankyouforyourenguiry+egarding-a-grouptour-of-The Baldwin-

Museum.¥es,ourcurrentexhibitdoesfeature clocks. The-exhibit-

pointsouttheimportance-oftimepiecestocivilizati 1 Symphoniesand:

constellationshavebeennamedforclocks. Duringthe fourteenth-

century, thedevelopmentofclocktowersimarked theriseof-a-business-
.

mentality Ji | 3

—

Still looking at the first
paragraph, you decide
that the sentence you
added should be the
last sentence In the
paragraph.

You don’t have to delete the sentence and then type it
again.

Instead, you can move the sentence by performing a
cut-and-paste operation: Cut the sentence to delete it
from its current location, and then paste it into the new
location.
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Move text

—

= I | Documentl - Microsoft Word The plCtu re |I|ustrates
A

Home Insert Page Layout References Failings Review View Wha.t to do
4 e w2 |

B alibri (Body) 1t~ || A B e |2 2 2
_-é

Paste g B I U e x x Aa~ || - A -|||E = E||l=- ||

-

AaE
TH

Clipboard = Font Faragraph

Thankyouforyourenguiry+egarding-a-grouptour-of-The Baldwin-
Museum.¥es,ourcurrentexhibitdoesfeature clocks. The-exhibit-
pointsouttheimportance-oftimepiecestocivilizati 1 Symphoniesand:
constellationshavebeennamedforclocks. Duringthe fourteenth-
century, thedevelopmentofclockfowersmarkedtheriseof-a-business-

L =
mentality Ji | 3

@ First select the entire sentence.

® Then, on the Ribbon at the top of the window, on the
Home tab, in the Clipboard group, click Cut [E§|.
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Move text

—

AN I R I | Documentl - Microsoft Word The pictu re illustrates

Home Insert Page Layout References Failings Review View Wha.t to do
4 e w2 |

B Edlibri (Body) 1t~ || A B e |2 2 2

Paste

-

_-é
g B I U - abe %, % Aa-||*¥ - A -|||

Clipboard = Font ] Faragraph P

Thankyouforyourenguiry+egarding-a-grouptour-of-The Baldwin-

Museum.¥es,ourcurrentexhibitdoesfeature clocks. The-exhibit-

pointsouttheimportance-oftimepiecestocivilizati 1 Symphoniesand:

constellationshavebeennamedforclocks. Duringthe fourteenth-

century, thedevelopmentofclocktowersimarked theriseof-a-business-
.

mentality Ji | 3

® Move the pointer to the end of the paragraph, where you
want the sentence to appear (after the dot formatting
mark).

@ On the Home tab, in the Clipboard group, click Paste B
The sentence is pasted in place.
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Undo changes

O 9= 1= Documentl - Microsoft Word
=l —l
Hq| Paste ~ /[Page Layout References Mailings Feview Wiew

.. “

Cut

j - Undo 2 Actions T lA‘ "‘TI|11I/| lEE i EE i iai__-vll*:g §§||%1|| q”

T - ab
Paste ; B 7 U - abe 3, Aav”-:EL..'v évl |

e

Clipboard = Font [ Paragraph

Thankyouforyourenguiryregarding-a-grouptour-of- The Baldwin-
Museum.¥es,ourcurrentexhibitdoesfeatureclocks. The-exhibit-
pointsouttheimportance-oftimepiecestocivili .During-the-
fourteenthcentury,thedevelopment-ofclockiowersmarkediheriseof-
abusinessmentality. Symphoniesandconstellationshavebeennamed-
forclocks.Jq

You’ve moved the
sentence, but now
you’re not happy with
the change.

Fortunately, you don't
have to go through the
cut-and-paste process
again to move the
sentence back.

Instead, use Undo:

@ On the Quick Access Toolbar at the very top of the
window, click the arrow on the Undo button .
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Undo changes

| = 9 :I—_ 11+ | EZI-::I-:I_Ir'r'IEFItl - Microsoft Word YOU’Ve moved the
Hq| Paste 2 Page Layout References Mailings Review Wiew Sentence’ but nOW

e Cut

7| Undo 2 Adtions el SN RN EE P RAI  you're not happy with

Paste. 4 (B2 W ~ sbe X, x* Aa~|% - A~ | PR R I the Change.

Clipboard = Font [ Paragraph

Fortunately, you don't
Thankyouforyourenguiryregarding-a-groupfour-of-The Baldwin- h ave to go through the
Museum.¥es,ourcurrentexhibit-doesfeatureclocks. The-exhibit-

pointsouttheimportance-oftimepiecestocivili .During-the- Cut'and'paste pl’OCGSS
fDur't?E-r‘I'H"I-E:l'_-'-r‘ITLJr."y'..-'H:Il:-'-{il'_-'-‘u'E|D.[Jr‘|"|Er‘IT-Df1I:|DII:k:-'tDf."-.-'l'_-'-r'E-t‘l‘IElr'kEd-‘H‘IE-r'iSE--\‘J'f- ag a|n tO move th e
abusinessmentality. Symphoniesandconstellationshavebeennamed-

forclocks )y sentence back.

Instead, use Undo:

® Move the cursor over the last two actions, Paste and
Cut, and then click. This will undo the last two actions
you took and place the sentence back in its original
location.
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Use the scroll bar to review a document

Perhaps you have a
long document that

_ Chem . you'd like to read all
seum of Science ) the way through

] without having to
continuously press the
t the importance of timepieces to civilization. Symphonies and arrow keys to move

s. During the fourteenth century, the development of clock towers the cursor.

'oup tour of The Baldwin Museum. Yes, ourcurrent exhibit

V.10 5 P.M. Tuesday through Saturdayand1 P.M.to 6 P.M. on

You can do that by scrolling, using the scroll bar.

@ The scroll bar is on the right side of the window,

® To use it, click the scroll box, and then drag it up or down
to move through a document without moving the cursor.
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Use the scroll bar to review a document

Perhaps you have a

long document that

N you'd like to read all

seum of Science ) the way through

] without having to
continuously press the

'oup tour of The Baldwin Museum. Yes, ourcurrent exhibit

t the importance of timepieces to civilization. Symphoniesand arrow keys to move
s. During the fourteenth century, the development of clock towers the cursor

V.10 5 P.M. Tuesday through Saturdayand1 P.M.to 6 P.M. on

You can do that by scrolling, using the scroll bar.

® Or click the single scroll arrows at either end of the scroll
bar to move up or down.
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Use the scroll bar to review a document

Perhaps you have a
long document that

o~ you'd like to read all
seum of Science ) the way through

] without having to
continuously press the

t the importance of timepieces to civilization. Symphoniesand arrow keys to move
s. During the fourteenth century, the development of clock towers the cursor

'oup tour of The Baldwin Museum. Yes, ourcurrent exhibit

V.10 5 P.M. Tuesday through Saturdayand1 P.M.to 6 P.M. on

To quickly scroll by using your keyboard, press PAGE
UPE to go up one screen or PAGE DOWN |
down one screen.
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Suggestions for practice

S ——————

Show formatting marks.
Move around in the document.
Select text.

Move text.
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