Microsoft

Word 2007

Hew Features cn
Werd 2007

Training Manual

College of Lake County

Staff Computer Training

Professional Development Center, August 2008



Upgrading to Word 2007
Table of Contents

WOIA 2007 OVEIVIEW ....veiiieiiesieesieeiesieesie e e ssee e eseesseesteaseesseesseessesseesseanseaseesseensesseesseaneessensseanennsens 3
WWNAE'S INBW? L.ttt bbb sttt b e b bt bRt e s e b et et e e b e e be e b e e neen e et e e 3
WOId 2007 WINGOW......oeiiiieieiieiie ettt e te et e s e sbeeseesseesbeeseesseenteeneesseenseaneenrens 4
THE OFFICE BULION.......iiiitiiieciiciesee bbbt b bbb e e e e s 5
QUICK ACCESS TOOIDAN ..ottt e e te et enbeenaesre e reeneeeneenneens 5
L= L0 LTSRS 5
Reference Table ~ Ribbon Tabs Word 2007 ... 6
THE RIDDON .ttt bbb b et e et e s 6
Dialog BOX LAUNCIET ........oiiiiiiee bbb 7
Views & Zoom In/Zoom OUt & ZOOM SHABK ........cueiiiiiiiiiieiese e 7
Using Shortcut Keys in WOrd 2007 ...........ooiiiiiiiiieeeiese s 7
Saving Files iN WOrd 2007 ..........ccveii ittt ste e sta e e sraesreeaeaneenneens 7
ComPAtIDITITY IMOAE ... bbbttt 8
Customizing the QUICK ACCESS TOOIDAN ........ccveiieiiciice e 8

Resetting the QUICK ACCESS TOOIDAY .........ccviiiiiiiii e 8
New Default Settings in WOrd 2007 ........covoiiiieieee ettt sreeaesres 9
New Editing & Formatting TEChNIQUES...........ooiiiiiiiicee e 9

Applying Quick Styles using Live Preview & Formatting with the Mini Toolbar.............c...c.c........ 9
2 TUTE o [T o =2 o) PSS 10
New Ways t0 WOrk With GraphiCs.........c.coiiiiiiiiieie e 12

Adding Shapes & SMAFTATT ......oci o st re e besre e be e e nrenrs 12
NEW PICTUIE FRATUIES. .....cueiiiieieeiie sttt sttt e st et e e ste st e sbeeteaneesreenaeaneenneans 14
TASK OFIENTEU TAD ... .iiiitiiieiieiiee ettt ettt e be b e abeese et enee e 15
USING THREIMES ...t bbbkt b bbb b bbbt nn e 15

Picture Styles & AdJUSTING PICTUIES ........ceeiiiiii ettt sreenneenneas 16
Inserting Charts in WOrd DOCUMENTS .........ccoiieieiieiieie e esie st sie et snee e sre e enes 16
Changes IN MAI IMIBIGE ..ottt sttt be e e beenbe e nreas 17

Editing Records in the DAta SOUICE..........ccocviiiiiieccie st s sre e sre e e 18
USING WOrd’s ONIINE HEIP ..o 19

New Features in Microsoft Word 2007 08/08 2



Microsoft Word

Word 2007 Overview

As you open Microsoft Word 2007, you will notice that it looks very different. That’s because it
has been resigned to make your work easier, faster and more efficient. The main new feature is
the Office Fluent user interface, which replaces menus, toolbars, and most of the task panes
from earlier versions of Word. The new interface is designed to help you be more productive in
Word because the new design helps you find the tasks more easily. From tabs on the Ribbon to
the buttons on the status bar, each element in the program window brings commands and
options into easier reach, so you spend less time clicking to find the one you want.

What’s New?

New User Interface ~ The Ribbon and Office Button are new components of Word 2007.
The Ribbon groups your tools by the task, and the commands used most frequently are
located on the Ribbon.

The Tabs are designed to be task oriented. There are seven tabs which include Home,
Insert, Page Layout, References, Mailings, Review, and View.

Groups ~ Each tab has several groups that show related items together such as font, bold,
underline, etc.

Command Buttons in each group carry out a command or display a menu of commands.

Editing & Formatting ~ The basic editing has not changed significantly however, the
formatting options have. Save time and get more out of the powerful Word capabilities by
selecting from galleries of predefined styles, table formats, list formats, graphical effects,
and more. Building Blocks allow you to save and reuse text. SmartArt is a new graphic
image for text and/or pictures.

Improved Spelling & Grammar Globally ~ The spell check is more consistent across Office
2007. For example, when you add an entry to the dictionary in Word, it is now added to
dictionaries in other Office programs.

Live Preview ~ See formatting changes before actually making a selection.
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Word 2007 Window
As you open Word 2007 you will immediately see a new look to Word.

1. Open Word 2007. Let’s take a closer look at the new features. Word opens with the default
Home tab on the Ribbon.

Quick Access Toolbar Tabs — Home, Insert, Page

Layout, Reference, Mailings,

Office Button Review & View

Tkl

Styles Group ©

|
(e

N
31|

Ribbon in Word 2007

Diarog BOX Cauncner

Zoom Slider

Zoom Out

Page:10f1  Words:0 |
'@ Documentl - Microsof. ..

Views
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The Office Button

A new component in Word 2007 is the Office Button. The Office Button will replace the File
menu in Word 2003.

1. Click the Office Button.
2. Note the familiar New, Open, Save, etc.

3. Click in a blank area of the document.

H9-0 = Documentl - Microsoft Word - 7 x
— — = - Azilings Review View 7]
| Office Button
- ; = - 1= - use| = i AL @) , | 3 Find ~
O Click here to open, save, or print, s SUEEEE AaBbCel AaBbCi | AaBbCel | AaBbCcl A ||
- and to see everything else you can - 5 = - Sac Replace
= do with your document, El= =il b Emphasis ~ Headingl | T MNormal Stran — Change
_1 : ! Loy — . 8 e Styles~ || by Select~
q g = Paragraph ] Styles ra Editing

i &
(@) Press F1 for more help. H

Office Button

ck Access Toolbar. The
tains the Save button, -4/

. = Hbpme [nser1 Customize Quick Access Toolbar :
Pr, you can customize T
our most frequently used buttons. We will do that later.

d9-0

Tabs

Tabs are designed to be task-oriented. In addition to the standard set of 7 tabs that you see on
the Ribbon whenever you start Word 2007, there are two other types of tabs which appear in the
interface only when they are useful for the type of task that you are currently performing. For
example, when you insert a picture the picture tools tab appears. We will see examples later.

You can double-click a tab on the Ribbon to make the Ribbon disappear. This allows you more
work space when you need it.

1. Double-click the Home tab and the Ribbon will disappear.
2. Double-click the Home tab again and it reappears.

Home Insert Page Layout References Mailings Review View
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Reference Table — Ribbon Tabs Word 2007
This table displays the tabs in Word 2007 and shows where the item was located in Word 2003.
You can use this table as a reference.

Tab Contains These Groups Office 2003 Location
Home Clipboard, Font, Paragraph, Styles, Editing File menu, Edit menu
Insert Pages, Table, Illustrations, Links, Header & Footer, Insert menu

Text, Symbols

Page Layout Themes, Page Setup, Page Background, Paragraph, Format menu
Arrange
References Table of Contents, Footnotes, Citations & Insert menu

Bibliography, Captions, Index, Table of Authorities

Mailings Create, Start Mail Merge, Write & Insert Fields, Tools menu
Preview Results, Finish

Review Proofing, Comments, Tracking, Changes, Compare, Tools menu
Protect
View Document Views, Show/Hide, Zoom, Window, View menu
Macros
The Ribbon

The Ribbon contains tabs that group your tools by the task. Notice the font group contains the
font, font size, bold, italics, underline, font color, etc.

."Ee-a\". = )= Documentl - Microsoft Word -8 Xx
- Home Insert Page Layout References Mailings Review View (7]
2 &b - 34 Find ~
> j ; Times Mew Roman 12 A4aBbCel AaBhbCi | AaBbCel | AaBbCcl = % 3l Replace
-4 Sae
Pa-ste . |B £ U - abe x, % Aa-|[*~ A Emphasis  Headingl | 7 Mormal Strong = E:;:sgf ¥ Select -
Clinhoard s Eont 7 Paragraph ) Styles i} Editing
Ribbon in Word 2007 T

Dialog Box Launcher
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Dialog Box Launcher
You will notice an arrow in the right corner of some the

groups. Clicking on the arrow displays the dialog box | TmesNewRoman =12 = [A" A"[[)]
you are familiar with from Word 2003. (B I U ~abe x, x* Aa~||®%~ A -
1. Click the Arrow Down in Font Group. | o .
2. Note the Font dialog is the same as it was in Word 2003.
3. Click the Cancel button.
Views & Zoom In/Zoom Out & Zoom Slider Zoom Out | "~ "
You will notice you can change Views from the right oom sfider
corner of the status bar. The Zoom In/Zoom Out and ¥
Zoom Slider are new to Word 2007. nd EEEE . L+
. A
Views
Zoom In
Using Shortcut Keys in Word 2007,
If you like using keyboard shortcut keys to cut, g yoy V]
the keyboard shortcut keys in Word 2007 are { ontinue to use CIj
CTRL+V to paste, etc.

Saving Files in Word 2007

In previous versions of Word, the extension for a document created was .doc. The new
extension for documents created in Word is .docx

If you save a file in Word 2007 and try to open it in Word 2003, the file will not open. If you
need to send a file to someone or be able to work in Word 2003, you can avoid possible
incompatibility problems by saving the file in an earlier version using the Save As and choosing
to save the file type as a Word 97-2003 document.

‘,. File pame: Docs

T Save as bype: ‘Word Document i.v

‘Word Document -
‘Word Macro-Enabled Document

o
‘Word Template

‘Word Macro-Enabled Template
‘Word 97-2003 Template ho]
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Compatibility Mode

As a general rule, new software versions are backward-compatible, meaning that documents
saved by an older version can be read by newer software. Office 2007 includes a feature called
Compatibility mode. When you open a file created in an earlier versions of Office,
“Compatibility Mode” appears in the title bar to let you know the file was created in an earlier
version. Note ~ When working in compatibility mode, you may not have access to all
formatting features in Word 2007.

Customizing the Quick Access Toolbar
You can customize the Quick Access toolbar to display your frequently used commands.

1. Click the down arrow in the Title bar.

2. Click More Commands. NI e
2)
3. A dialog box opens with icons on the left. Notice the | Home ["54.:.J;t.3mize Quick Access Toolbar |
default icons in the box to the right. =

4. Scroll down to locate the Spelling Grammar button and click the Spelling Grammar
button in the box on the left and click the Add button and then click OK.

5. The Spelling & Grammar button is now on the Quick Access Toolbar.

Resetting the Quick Access Toolbar
Because this is a training room and not your individual computer, we do not want to customize
the Quick Access Toolbar so we will restore it to the default setting.

1. Click the down arrow in the Title bar.

2. Click More Commands.

3. A dialog box opens.

4. Click the Reset button at the bottom of the right box.
5

You will receive a confirmation asking if you want to restore the Quick Access Toolbar to
the default setting, click Yes and then click OK in the dialog box. The Quick Access Toolbar
is now back the default setting.
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New Default Settings in Word 2007

Word has changed the default font from Times New Roman size 12 to Calibri size 11. The
default ling spacing has changed from single spacing to 1.15. Margins have changed as well.
You can change any of these features individually, but if you would like to use the Word 2003
defaults you can choose to do so in one step.

1. Click the Page Layout tab on the Ribbon.
2. In the Page Setup group, click the arrow under Margins and choose Office 2003 default.
Word 2007 Default Settings Reference Table:

Normal default font Times New Roman 12 pt Calibri 11 pt

Line Spacing 1.0 [Single] 1.15

Top Margin 1” 1”

Left Margin 1.25” 1”7

Right Margin 1.25” 1”7

Bottom Margin 1” 1”

Line Spacing after Paragraph Next Line Down Second Line Down
Color Scheme Black & White Black, white, blue, and other

colors based on Office theme

New Editing & Formatting Techniques

Applying Quick Styles using Live Preview & Formatting with the Mini Toolbar
New features in Word 2007 include Quick Styles, Live Preview and Mini Toolbar. Quick Styles
allow you to quickly apply dramatic styles to your text. Live Preview allows you see what a
formatting change will look like before actually making the selection. When you highlight text,
the Mini Toolbar appears allowing you change font style, font size, font color, etc. no matter
which Tab you may be working in.

We will begin the lesson by creating an ABC Corporation Benefits Plan and continue to build
the Benefits Plan as we demonstrate new features of Word 2007.

1. Begin with a blank document by clicking the Office button and choosing New.
2. Type ABC Corporation.

3. Highlight the words ABC Corporation. Notice the Mini toolbar appears. This is a new
feature in Word 2007. Move your mouse away from the words and the Mini toolbar
disappears.
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Building Blocks

We will format a Style by clicking the More | _ button in the Styles group on
the Home tab. The Styles gallery opens.

Notice as you move your mouse over various styles, you are seeing the sample in Live
Preview before actually making a selection. Click the Intense Quote style. See how in just a
simple click your document begins to look professionally created. Click into a blank area of
the document.

Highlight the words ABC Corporation again and the

Mini toolbar appears. Change the font size using the TimesNew - [17 - A" & B F
Mini toolbar to size 20. B I E®-A-EE -
DO NOT CLOSE this document. 4

Mini Toolbar

Building Blocks are designed to you help you save time by u xt or graphic
selections available for you in any document. You assemble yo| n galleries of
predesigned parts, add your business information, and save th| to use again
and again. Building Blocks are stored in galleries such as the heq e of contents,
etc.

We will first begin our Benefits Plan by inserting page numbers i
1.
2.
3.

aining Manual - Microsofi

Click the Insert tab on Ribbon.

ew

Click the Page Number arrow down in the Header & Footer group. — 18 3§55
Header Footer Page
- [Number~

Click on Bottom of Page and scroll until you find Accent Bar 2 and click it. beader & Footer

The page number now appears in the footer. Did you notice the Ribbon changed to show the
Header & Footer tools? This was not there before. It appears because we inserted the page
number into the footer. In Word 2007 certain contextual toolbars appear when you have
inserted an item and toolbar may be necessary. We are not going to need the Header & Footer
Tools so click Insert tab on Ribbon.

Professional documents always need a cover page. We will now insert a cover page and save
text to use again by saving it in Quick Parts in Building Blocks.

4.

® N o G

In the Pages group, click the down arrow next to Cover Page and scroll until you find Mod
and click on it. The cover page is automatically inserted as the first page of your document
and page one is now page two.

Click into the [Type the document title] and type ABC Corporation.
Click into [Type the document subtitle] and type Benefits Plan.
Click into [Pick the date] and choose today’s date.

Click into the abstract and type ABC Corporation is a small business specializing in the
sales and marketing of domestic and international travel.

Delete any remaining text that might appear on the cover page by highlighting and
pressing the Delete key on the keyboard.
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10. Highlight the text you typed in the abstract.

11. Click Quick Parts in the Text group and click Save Selection
to Quick Part Gallery.

12. The Create New Building Block dialog box appears. We will
keep the default settings so click the OK button.

We will reuse this text later in another lesson. We will now see the
built-in footers available in the Building Blocks and change the
page number in the footer to match the cover page.

13. Click so you are on Page 1.
14. Click Quick Parts in the Text group.

Create New Building Block E E|
Mame: ABC Company

Gallery: Quick Parts w
Category: General w
Description:

Sawe in: Building Blocks

Options: Insert content only

15. Click Building Blocks organizer and scroll until you find Mod (Odd Page) in the Footers
Gallery, click Insert. See how professional the document is looking. Keep the document

open.
EBuilding blocks: Click. a building block ta see its preview
Mame Gallery Category Template 4 ~
Puzzle Cover Pages  Built-In Building Bladl
Trig Identity 2 Equations Buil-In Building Blocl
Taylor Expansion  Equations Eiuilt-In Building Bladl
Quadratic Formula  Equations Built-In Building Blocl
Pythagorean Th... Equations Built-In Building Blocl
Binomial Theorem  Equations Eiuile-In Building Bladl
Area of Circle Equations Buil-In Building Blocl
Trig Identity 1 Eguations Eiuilt-In Building Blacl
Expansion of a ... Eguations Buil-In Building Blocl
Faurier Series Equations Built-In Building Blocl
Blank (Three Co,., Footers Built-In Building Blocl
Contrast (Even ... Footers Built-In Building Blocl
Tiles Footers Eiuilt-In Building Bladl
Puzzle (Even Pa... Footers Buil-In Building Blocl
Alphabet Faooters Built-In Building Blocl
Pinstripes Faooters Built-In Building Blocl
Puzzle (Odd Page) Footers Built-In Building Blocl
Mod {Even Page)  Footers Eiuilt-In Building Bladl
Cubicles (Even P... Footers Buil-In Building Blocl
Cubicles (Odd P...  Footers Built-In Building Bladl
Annual Faooters Built-In Building Blocl
Transcend (Eve... Footers Built-In Building Blocl
Mod {Odd Page) Footers Eilt-In Building Elocl
Austere (Odd P...  Footers Buil-In Building Blocl
Austere (Even P... Footers Eiuilt-In Building Bladl
Stacks Faooters Built-In Building Blocl
Sideline Faooters Built-In Building Blocl
Mation (Even Pa... Footers Eiuile-In Building Bladl “
Corvee | Foos Bk SBMBey s g e
< * Page number with accent circles; ideal For use in odd pages of
[ Edit Properties. . ] [ Delete I [ Insert a document with book. layout
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New Ways to Work with Graphics

Working with graphics in Word 2007 is so much easier than previous versions of Word. There
are some new features to help you create professional-looking documents with a couple clicks
of the mouse. There are more shapes than ever before as well as the ability to create Excel charts
within a Word document. One new feature is called SmartArt. SmartArt graphics are
professionally designed diagrams, such as organizations charts, process charts, hierarchies, and
so much more. Make your documents really standout with only a few simple clicks.

Adding Shapes & SmartArt S A LS

1. Go to Page 2 of the ABC Corporation. Double-click below the [0 %~n< I
heading and type ABC Corporation. SRR AT

2. Click the Insert tab on the Ribbon. HOOUOO®AMOOD

Clsls S IPICICIS AN <
3. In the Illustrations group, click Shapes. Notice the number of | (L&l 1 7

Block Arrows
shapes to choose from. Click on the 4th shape from the right in the @&t ooussprRpas
Lines category and using the mouse, draw a line similar to the Eé:{)“’"¢>$D 2 En

shape shown at the right. Flowchart =
Ho<0000So0ay
4. Under the second arrow, type Your Benefits Plan and press the g%%%‘g’@ LeAvED

ENTER key twice. ) e

OO 3 0.0 A 0 1547 A7
5. With the Arrow selected, click the arrow in Shadow Effect in the | @ & "'«
Shadow Effects group. DR N OB EE T
THERIM

6. Click the Shadow Style 1 in the Drop Shadow category.

7. Highlight ABC Corporation and apply the Emphasis Style. Format Your Benefits Plan the
same way. Your document should be similar to the example shown.

ABC Corporation

ABC Corporation

Your Benefits Plan
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We will now add SmartArt to display the types of benefits available.

8. Double-click to about the 3 ¥2 inch mark on the vertical ruler.

9. Click the SmartArt button
in the Illustrations group.
Notice the number of
shapes to choose from.
When you click on one of
the SmartArt designs, an
example of how to use it is
at the right in the dialog

box.
10. Click the Continuous
Picture List in the All

category as shown in the
example and click OK. This

Choose a Smartart Graphic

ﬂ

List

Process
Cycle
Hierarchy
Relationship
Matrix

@B B

Pyramid

==
sea HiE

L <

v

ﬁnw non-sequential or grouped
= Continuous Picture List|information, Maximizes bath

Basic Block List

horizontal and vertical display space for
shapes.

selection allows you to add pictures also.

11.

You can click and type right in the shape and you can also use the Text Pane. We will use

the Text Pane. If it is not visible, click the Text Pane in the Create Graphic group.

12.
Health
Dental
Vision

13.

clicking the X.

Double-click below the
SmartArt so it is no longer
selected.

14.

Close the Text Pane by e

B |

| Type your text here

| | Continuous Picture List

Add the following text in the Text Pane [be sure to click into each bullet point]:

(O d9-03 ) Document2 - Microsaft Ward Smartart Taols
[ e — =
Home  Insert  Pagelayout  References  Mailings  Review  View | Design  Format
3 [EAddBullet | < Promote 2| oo
an
2 Rightto Left | % Demate === Iii | I~ | | sl
Add _ || change ! N =
Shape » & Layout - F?j Text Pane — T || Colars~ —
Create Graphic Layouts SmartArt Styles
------ [ S N S R R ST L 4B )t
T T TR A E IS W TR

* Health
* Dental

* Vision

Use to show aroups of
interconne cted information. The
circular shapes are designed to
contain pictures.

Learn more shout SmartArt
araphics

P
h L )
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New Picture Features
Word 2007 offers new ways to format pictures. Turn ordinary into extraordinary.

We want to add pictures to the SmartArt health, dental and vision using Microsoft’s Online
Gallery. The insert picture in Word will open a dialog box expecting you insert pictures that
have been previously saved.

1.
2.
3.

On the Insert tab, click the Clip Art button in the Illustrations group.
The Task Pane appears. In the Search for: box, type health.

In the Results should be: box, click the down arrow and select
photographs and click the Go button.

Locate and click on an appropriate health photograph and then click
Copy.

Right-mouse click in the health photograph area of the SmartArt and
click Paste.

Continue to do the same for a dental photograph and a vision
photograph.

Click the Save button.

%} 2

Insert

Copy

Delete from Clip Organizer

Copy to Collection...

Move to Collectic ;; ?k

Edit Keywords... g o

L X | i

Preview/Properties

Clip Art * X
Search for:

health [ o |
Search in:

All collections v

Resulks should be:

Selected media file bype: W

w0 Clip At
= Photographs
#-C Mavies
#-[0 Sounds
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Task Oriented Tab

Some tabs in Word are contextual, that is they only appear when a certain action has been
performed. By adding a photograph, the contextual tab, Picture Tools will appear on the

Ribbon.
1. Click on the health photograph.
2. On the Format tab, in the Picture Styles group, click Picture Shape. Picture Tools Tab
You change the shape of the picture. Click on the shape you like.
3. In the Picture Styles group, click Picture . J.
. . Cin =20 - Documentt2 - Microsoft Word Picture Taols
Border' VIeW borders and Cth on the = Home  Insert  Pagelayout  References  Mailings  Review  View | Format
border you hke % Brightness * J3{ Compress Pictures — — . wm v || [P Picture Shape j 4 Bring (=
(@ Contrast = 3 Change Picture il |l el il ’ - I Picture Border = P;S“‘i” . 0
4. In the Picture Styles group, click Picture %R; it = L ]
. . (x™ =20 - Document12 - Microsoft Word Picture Taols
EffeCtS' VleW effeCtS and Cth on the = Home  Insert  Pagelayout  References  Mailings  Review  View | Format
border you hke % Brightness * J3{ Compress Pictures — — . wm v || [P Picture Shape j 4 Bring (=
(@ Contrast = 3 Change Picture il |l el il ’ - I Picture Border = P;S“‘i” . 0
5. For the sake of time, we will not format ™ =" — ot O
all of the pictures. Double-click below | e EE I T T T E R EE AR A
the SmartArt so the insertion point is at the bottom of the page.
6. Let's view the new page numbers style we had previously inserted. Press the
CTRL+ENTER keys twice to insert two new pages. Scroll down to view pages 3 and 4.
7. Save the document and keep it open.

Using Themes

In the past, it took time to format Microsoft Office documents to match because you had to
choose color or style options for your tables, charts, shapes, and diagrams separately. In the
2007 Microsoft Office system, themes simplify the process of creating matching, professional-
looking documents not only within one program but across multiple programs. The same
themes are now available in Microsoft Office Excel 2007, Microsoft Office PowerPoint 2007,
Microsoft Office Word 2007, and Microsoft Office Outlook 2007, and you can easily apply a
theme with one click. Use themes to give all of your organization's communications a branded

look.
1.
on Opulent.
2.
3. Save and close the document.

On the Page Layout tab, click the Themes button. View a few of the Themes before clicking

Click on the various Theme Colors and Theme Fonts to view the possibilities.

We will now reuse the text saved in the Quick Parts in another document.

1.

Insert a Blank document by pressing CTRL+N if needed.

2. Click the Insert tab and Quick Parts in the Text group.

3. Under General, ABC Corporation is saved.

New Features in Microsoft Word 2007 08/08
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4. Click on it and inserted into the document.

5. Close this document without saving.

Picture Styles & Adjusting Pictures
We will practice one more lesson using pictures and new picture style features.

1. On the Insert tab, click the Clip Art button in the Illustrations group.
2. The Task Pane appears. In the Search for: box, type sunset.

3. In the Results should be: box, click the down arrow and select photographs and click the
Go button.

4. Locate and click on a sunset photograph and then click Insert.
5. Click the More button in the Picture Styles group and view the many choices.

6. The Text Wrapping button is in an easier place than in previous versions of Word. The Text
Wrapping is easily changed in the Arrange group.

7. Click some of the buttons in the Adjust group. Notice the many ways to format a picture.

8. Close this document without saving.

Inserting Charts in Word Documents
We will now view how to add a chart to the document. We will create a chart to display Quarter
Sales for the ABC Corporation.

1. Begin with a blank document.

2. Type ABC Corporation Quarterly Sales and press the ENTER key twice.
3. Click the Chart button in the Illustrations group.
4

You can insert any number of Excel charts
directly into your Word document. Select the first
Clustered Column Chart and click OK.

5. The Excel Window opens and you actually create
the chart in Excel while viewing your Word at the
same time.

6. Type the following data in the Series cells:

Qtr 1, Qtr 2, Qtr 3 and then click and drag to add
Qtr 4.

7. Type the following data in the cells:

B B D E
Qtrl Qtr2 Qtr3 Qtr4
17,500 21,000 19,000 16,000
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10.

11.
12.

Highlight and delete and remaining text or numbers in the cells.
Click the close button in Excel and you will be returned to the Word document.

Click on any series of the chart and then click the Page Layout tab and then click the
Themes button.

Click on the Opulent theme. See how using Themes gives documents a branded look.

Close the document without saving.

Changes in Mail Merge

The biggest change in Mail Merge is the Task Pane is no longer present when creating a Mail
Merge. Customizing a recipient list and editing a recipient list is also a bit different. There is a
new option in Word 2007 which allows you to Preview the Results as you are creating the
merge file.

1.

7.

Click the Mailings tab, click the Start Mail Merge button in the Start Mail Merge group
and then click Letters. You will not see any immediate change to the document.

Click the Select Recipients button in the Start Mail Merge group and then click Type New
List.

The New Address List dialog box appears.

Newr Address List EJ@
Tvpe recipient infarmation in the table. To add maore entries, click Mew Entry.
| Title - | First Mame - | Last Mame - | Company Hame ‘Address Line1 w |
3
< >
[ Mews Entry I [ Eind... ]

Click the Customize Columns button. You would delete and/or add fields for your merge
in this dialog box.

Click the Cancel button when finished viewing.

The New Address list dialog box is where you would enter the data for each record. Use the
TAB key to advance to the next field and pressing the ALT +N key or clicking the New
Entry button to advance to the next record.

Click the Close button.
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Editing Records in the Data Source
You may find it necessary to update your data after creating the initial data source. You can
add, change, or delete records. We will view an existing database.

1. From the Start Mail Merge group, [aStaistiis RIX

This is the list of recipients that will be used in your merge. Use the options below to add ko or change your list, Use the

Click the Select Recipients and checkboxes to add or remove recipients From the merge. When your list is ready, dick OK,
. o g . Data Source [ | Last Name w | First Mame w | Title w | Address Line 1 w | City
then click Use Existing List.

Instruckor Data  mdb

Flintstane ‘Wilma s, 1716 River Road Grayslak

I Grayslah
Instructor Data .mdb | [v  Rubble Betty Mrs, 4321 Elmwond Street Mundele

Instructor Data .mdb | [¥  Flintstane Fred Iy, 9574 Maple Drive Gurnee

2- Locate and Open the InStruCtor Instructor Data mdb [ Rubble Barney r. 1546 Spruce Street Grayslal
. . . Instructor Data .mdb | [¥  Slate George Cr. 6721 Harborview Lane Liberty

Data flle and then Clle Edlt Instruckor Data .mdb [ Margrock Ann Irs. 890 Lake Street Yernon

« . . Instructor Daka mdb | [ Flinkstone Pebbles Miss 1316 Parker Avenue Round L|
Reclplent LlSt. Instructor Data .mdb [ Dynamo Dina Praf, 17 Tower Road Liberty]

3. Under Data Source, locate and
click the file named Instructor data D:ta — P e 2
and then click the Edit button.

‘El Sotk...

4. The Edit Data Source dialog box

-3 Find duplicates...

opens. You would add, 2] i recpient...
delete, or make any | click 3 valdate addresses...
other changes to the | Here
records.

Click the Cancel button.
Notice you would go to this dialog box for sorting, filtering, etc.

Click the Close button on the Mail Merge Recipients dialog box.

® N o U

The insertion point is now on the blank line for the recipient’s address block, click Address
block in the Write and Insert Fields group on the Mailings tab. View the various choices
but keep the default set for the address block and then click the OK button.

9. Click the Preview Results button in the Preview Results group. Press the ENTER key 2
times.

10. Click Greeting Line button in the Write and Insert Fields group on the Mailings tab, keep
the default selection by clicking OK. Press the ENTER key 2 times.

11. Click on the down arrow on Insert Merge Fields in the Write and Insert Fields group on
the Mailings tab. Here is where you would insert merge fields into your document.

12. Click the Finish & Merge button in the Finish & Merge group and then click Edit
Individual Documents. Keep the default setting of ALL Records and click OK. You would
now make any changes before printing.

13. Close the file without saving.
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Using Word’s Online Help
As you work with Word 2007 you may find you need help with a particular task, help is just a
click away. Press the F1 key at any time and the Online Help dialog box will launch. You can

also click the help __ button in the right corner of Word’s window.
|_t¢|
© Word Help e
2 (0 @) @ B AMe @ g
Help Search Box > e ]
1. Press the F1 key. -
After pressing the F1 key, the Word Help dialog o
boxes displays. You can browse for help by clicking
on any of the various hyperlink tasks in the Browse | | "™ i s
Getting help Creating spedific documents
Word Help box or use the search box at the top to oS mpT——
type a particular task you need help with. —— oy A
Page numbers Page breaks and section breaks
Writing Formating
H8|p TOpIC Tracking changes and comments Lists
Hype rlinks Tables Working with graphics and charts
Tables of contents and other Mail merge
references
Saving and printing Collaboration
File management Customizing
Accassibilty Security and privacy
Working in a different language Automation and programmability =
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