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After completing this course you will be able to:

o Work with the Ribbort the new feature that makes Word easier than ever before.
e Find everyday, common commands you need to do your job.
e Use the new file format for Word in the way that's best for you.

Office 2007 Windows Vista
e Includes software like: Word, Outlook, e LA &2dzNJ O2 YLzl SNDR& 2LISN
Excel, and PowerPoint e Compatibility issues have been
¢ Does not have any compatibility issues discovered with FileMaker Pro,
e CD has been distributed to county QuickBooks 98, and some audio/video
offices functions.
e Your choice as to when you upgrade. e CD has NOT been distributed to county
offices

Watch theup to speed with Word 2007 demo for the essentials, then come back to the course when you are
ready to practice handen. http://office.microsoft.com/en-us/word/HA100484691033.aspx

This handout basedonthg/osS K2 dzZNE AY G0 SN} OUA GBS aSaairzy a¢KS bSg
http://office.microsoft.com/training/Training.aspx?AssetiID=RC100664431033&CTT=6&0rigin=RC100664431033
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When you first open Word 2007, you may be surprised by its
new look. Most of the changes are in the Ribbon, the area that
spans the top of Word.

The Ribborbrings the most popular commands to the forefront,
so you don't have to hunt in various parts of the program for
things you do all the time.

Why the change? To make your work easier and faster. The
Ribbon was thoroughly researched and designed from users'
experiences so that commands are in the optimal position.

This lesson will tell you more about the Ribbon and how to work
with it.

There are three basic components tc
the Ribbon. It's gootb know what (P 4] ’

H Home Insert Page Layout References Mailings Review View
each one is called so that you - .

understand how to use it. || ot Boc) TS o3 | =S B S
1 Tabs There are seven basic ones| s ; (B 2 U -sex x b [V - A | [E= === 0
across the top. Each represents an | iebears = Font = Paragraph

activity area. '

2 Groups Each tab has several 2
groups that show related items

together.

3 CommandsA command is.

button, a box to enter information,

or a menu.

Everything on a tab has been carefully selected according to
user activities. For example, tihtometab contains all the
things you use most often, such as the commands irFmat
group for changing text fi: Font, Font SizeBold, Italic, and so
on.
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Dialog box launchers in groups

certain command from a previous
version of Word. Fret not. Some

Home Insert Page Layout References Mailings Review View

At first glance, you may not see a €" = =
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groups have a small diagonal arrow in | -; B 70 x|V A-|[EE=El=aE
ri F °

the lowerright corner[Z=l. A o _ . .

The arrowis called @ialog Box

Launcher If you click it, you'll see Font
more options related to that group.
Those options will often appear in the
form of a dialog box that you may
recognize from a previous version of Word. Or they may appear
in a familiarlooking sk pane.

Character Spacing
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Speaking of previous versions, if you're wondering whether you
can get the same look and feel of a previous version of Word,
the simple answer is, you can't. But after playing around with
the Ribbon a little, you'll get used to where things arsl will

like how easy it makes getting your work done.

Additionaltabsappear-Ddma&Omd o t abs)

In thls new VerSion Of WOI’d, Cel‘tain n-9 s Contoso.docx - Microsoft Word 2 — P\cturem'rools
tabs appear only when you need them . rome st pagelayout  Reterences  Maiings  Review  View | Format
For example, let's say you've inserted o pamy || G Picture Shape
picture. But now you want to do more g Q Q ‘:ﬂ ol - 4:;‘:”;

H M ™| &3 Picture ects 7
with it. Maybe you want to change how Picture Styles

. L |

text wraps around it or you want to n
crop it. Where are those commads CONTOSO PRARMACEUTICALS
found?When you select a picture, the AnnuahReport
additionalPicture Tool¢ab appears, Ta |
showing groups of commands for working J;&Jg 1

with pictures.

1 Select the picture.

2 ThePicture Tooldab appears. Click that tab.

3 Additional groups and commands appear for wogkwith
pictures; like thePicture Stylegroup.

When you click away from the picture, tRécture Tooldab
disappears, and the other groups come back.

Note Ondemand tabs appear for other activity areas, like
tables, drawings, diagrams, and charts.
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Some formatting commands are so usefu' _

. o) H9-8 )+
that you Want to have them avallable Qéﬁ/ Home Insert Page Layout References Mailings Review View
Whatever you are dOIng B J (23 Orientation ~ ¥=, Breaks ~ 4] Watermark = | Indent
z (Al 13 Size ~ £ Line Numbers = | | Page Color~ || 2= Left: 0" :
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Let's say you want to quickly format some |~ S M Columes A Hypnenaton” | () Pagesorder | ES R0 ___
. emes age Setu T || Page Backgrount aragraj
text, but you're working on th®age 14514423”
Layouttab. You could click thdometab ' ' ' ' ' ' '
to see the form#ing options, but here's a L 5

faster way: -

Getup to speed. 1
1 Select your text by dragging with your a3
mouse, and then point at the selection.
2 The Mini toolbar will appear in a faded fashion. If you point
to the Mini toolbar, it will become solid, and you can click a

formatting option there.

The Mini toolbar is great for formatting options, but what if you
want other types of commands tlwaysbe available? Use the
Quick Access Toolbar

The Quick Access Toolbar is the small
area to the upper right of the Ribbon. It
contains the things that you use over
and over every daySave Undo, and
Repeat You can add your favorite
commands to it so that they are
available no matter which tab youer
on.
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