microsoft word 2007 training manual

Microsoft Word 2007 Training Manual is an essential resource for anyone looking to enhance their
productivity and proficiency in utilizing this powerful word processing software. Released as part of the
Microsoft Office Suite, Word 2007 introduced several significant changes and features that dramatically
improved the user experience and functionality. This training manual aims to guide users through the
various tools and features of Word 2007, providing clear instructions and helpful tips for both beginners

and advanced users.

Getting Started with Microsoft Word 2007

Before diving into the features of Word 2007, it is crucial to understand the basics of navigating the

application.

Installation and Setup

1. System Requirements: Ensure your computer meets the minimum system requirements for Word
2007:

- Operating System: Windows XP with Service Pack 2, Windows Vista, or later

- Processor: 500 MHz or faster

- RAM: 256 MB or higher

- Hard Disk: 2 GB of available disk space

2. Installation Steps:
- Insert the Microsoft Office 2007 installation CD.
- Follow the on-screen instructions to install the software.

- Enter your product key when prompted.



- Once installed, open Microsoft Word 2007 from the Start Menu.

User Interface Overview

Word 2007 introduced the Ribbon interface, which organizes commands into tabs for easier access.

Here's a breakdown of the main components:

- Title Bar: Displays the name of the document and the application.

- Ribbon: The primary toolbar containing tabs (Home, Insert, Page Layout, etc.) with grouped
commands.

- Quick Access Toolbar: A customizable toolbar for frequently used commands like Save, Undo, and
Redo.

- Document Area: The main workspace where you create and edit your documents.

- Status Bar: Displays information about the document, such as page number and word count.

Basic Document Creation

Creating a new document in Word 2007 is straightforward. Follow these steps:

Creating a New Document

1. Open Microsoft Word 2007.
2. Click on the File tab in the upper left corner.
3. Select New from the menu.

4. Choose Blank Document or select from available templates.



Saving Your Document

To save your work, follow these steps:
- Click the Office Button (the round button in the upper left corner).

- Select Save or Save As to choose a location and file format.

- Name your document and click Save.

Formatting Text and Paragraphs

Formatting is vital for creating professional-looking documents. Word 2007 offers various tools to

enhance text and paragraph appearance.

Text Formatting

To format text in Word 2007:
- Select the text you want to format.
- Use commands in the Home tab:

- Font Group: Change font type, size, color, bold, italic, underline, and more.

- Paragraph Group: Adjust alignment (left, center, right, justified), line spacing, and indentation.

Using Styles

Styles help maintain consistency in document formatting. To apply a style:

1. Select the text to which you want to apply a style.



2. Go to the Home tab and find the Styles group.
3. Click on a style to apply it.

Adding and Manipulating Graphics

Graphics can enhance your documents significantly. Word 2007 allows users to insert various types of

graphics.

Inserting Pictures

To add a picture to your document:

1. Click on the Insert tab.
2. Select Picture from the lllustrations group.

3. Browse to find an image on your computer and click Insert.

Using Shapes and SmartArt

Shapes and SmartArt can help illustrate concepts more effectively:

- Shapes:
- Go to the Insert tab.
- Click on Shapes and select your desired shape.

- Click and drag on the document to draw the shape.

- SmartArt:

- Click on SmartArt within the Insert tab.



- Choose a SmartArt graphic that suits your content (e.g., process, hierarchy).

- Fill in the text placeholders with your information.

Working with Tables

Tables are an effective way to organize data in a document. Word 2007 simplifies the process of

creating and customizing tables.

Inserting a Table

To insert a table:

1. Click on the Insert tab.
2. Select Table.

3. Drag to select the number of rows and columns desired, or choose Insert Table for more options.

Table Tools

Once a table is created, you can use the Table Tools design and layout tabs to:

- Change the table style
- Add or delete rows and columns
- Merge or split cells

- Adjust cell size and alignment



Proofreading and Reviewing Documents

Word 2007 includes powerful tools for proofreading and reviewing documents, ensuring your content is

polished and professional.

Spell Check and Grammar Check

To check your document for spelling and grammar errors:
- Click the Review tab.

- Select Spelling & Grammar.

- Follow the prompts to correct any identified issues.

Track Changes and Comments

If you are collaborating with others, use the Track Changes feature:
1. Go to the Review tab.

2. Click on Track Changes to enable the feature.

3. As changes are made, they will be highlighted for review.

To add comments:

- Select the text you wish to comment on.

- Click New Comment in the Review tab and type your comment.



Printing and Sharing Your Document

Once your document is complete, you may want to print or share it with others.

Printing Your Document

To print:

1. Click the Office Button.
2. Select Print, and then choose Print again.

3. Set your printing options and click OK.

Sharing and Exporting Documents

You can share your document in various formats:

- To share as a PDF:

- Click on the Office Button.

- Select Save As and choose PDF from the file type dropdown.
- To email directly:

- Click on the Office Button.

- Select Send and choose Email.

Conclusion

The Microsoft Word 2007 Training Manual provides a comprehensive guide to navigating and utilizing



the features of Word 2007 effectively. By mastering the basics of document creation, formatting,
graphics insertion, table management, proofreading, and sharing, users can significantly enhance their
productivity and produce professional documents. Whether you're a beginner or an experienced user,
understanding these aspects of Word 2007 will ensure you get the most out of this powerful word
processing tool. As you become more familiar with the various features and functionalities, you'll find

that creating documents is not just easier but also more enjoyable.

Frequently Asked Questions

What are the key features of Microsoft Word 2007 that differ from
previous versions?

Microsoft Word 2007 introduced the Ribbon interface, which replaced traditional menus and toolbars,
providing easier access to features. It also included new document formats like .docx and enhanced

collaboration tools.

How can | create a new document in Microsoft Word 20079

To create a new document in Word 2007, open the program and click on the 'Office Button' in the top

left corner, then select 'New' and choose 'Blank Document' or any template you wish to use.

What steps should | follow to format text in Microsoft Word 20079

To format text, select the text you want to change, then use the options in the Ribbon under the

'Home' tab, where you can adjust font type, size, color, and apply styles like bold, italic, or underline.

How can | insert images into my document in Microsoft Word 20079

To insert an image, go to the 'Insert' tab in the Ribbon, click on 'Picture’, then browse your files to

select and insert the desired image into your document.



What is the purpose of the 'Review' tab in Microsoft Word 20079

The 'Review' tab in Word 2007 is used for editing and collaboration features such as spelling and

grammar checks, track changes, comments, and comparing documents.

How do | save a document in Microsoft Word 2007 in a different
format?

To save a document in a different format, click the 'Office Button', select 'Save As', and choose the

desired format from the dropdown menu in the 'Save as type' field.

Can | create tables in Microsoft Word 2007, and if so, how?

Yes, you can create tables by going to the 'Insert' tab, clicking on 'Table’, and then selecting the

number of rows and columns you want, or by drawing a custom table.

What are styles in Microsoft Word 2007 and how do | use them?
Styles in Word 2007 are predefined formatting options that help maintain consistency in your
documents. You can apply styles from the 'Home' tab by selecting a style from the 'Styles' group.
How can | print a document from Microsoft Word 20079

To print a document, click the 'Office Button', select 'Print', choose your printer settings, and then click
'OK' to start printing.

What is the 'Quick Access Toolbar' in Microsoft Word 20079

The 'Quick Access Toolbar' is a customizable toolbar that provides easy access to frequently used

commands, allowing users to add shortcuts for tasks like saving, undoing, and printing.
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