Introduction to Word 2007
Ribbons:
In older versions of Office, Word and Excel used Menus and Toolbars.
In the 2007 Office suite (Word, Excel and more) use Ribbons. Ribbons contain groups of buttons.
The buttons are a combination of icons and words.
In Figure 1 you can see an example of the Bold button in the Font Group on the Home Ribbon
IMPORTANT NOTE: Depending on the screen resolution settings or the wideness of your screen, your Ribbon may look wider or less wide than the pictures seen here.
If you look at the top of Figure 1, you can see the Title Bar
Below the Title Bar in Figure 1, you can see there are seven standard Ribbons.
 (
Title Bar
) (
Home, Insert, Page Layout, Reference, Mailings, Review and View Ribbons are seven standard Ribbons
)The last Ribbon in Figure 1 is named the Developer Ribbon: this extra Ribbon was added in the Options area of Word.
[image: ]
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Bold icon button in Font Group on Home Ribbon
)Figure 1
Besides the seven standard Ribbons, there are other “Context-sensitive Ribbons” that show up when you have items highlighted. We will see many of these as we continue our studies of Office 2007.
Orb “Office button”:
As seen in Figure 2, after you click on the Orb, a drop-down menu appears with items such as New and Save As. In addition, there is a list of recent files opened and in the lower right corner you can see the Word Options button.
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Quick Access Toolbar (QAT):
The QAT shows icon buttons regardless of which Ribbon you have showing. The advantage to this is that you can add your most commonly used icon buttons to the QAT for easy access. To add a button, right-click any Ribbon item and point to “Add To Quick Access Toolbar”.
In Figure 3, you can see the first three icon buttons: Save, Undo, and Redo (these are the default icon buttons). The other buttons have been added to the QAT. The trick is that you should only add the buttons that you use most frequently.
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QAT shows icon buttons regardless of which Ribbon you have showing.
)Figure 3
Typing:
Open a new Word document by using the keyboard shortcut Ctrl + N, or click on the Orb, then click on New icon button, then click on Blank Document in the New Document window.
Then type the sentence: “This class is hard, but fun!” and then hit Enter (Figure 4):
 (
Show/Hide button in the Paragraph group on the Home Ribbon.
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Non-printing characters (formatting symbols) (Ctrl + Shift + 8, or Ctrl + *)
Click the Show/Hide button in the Paragraph group on the Home Ribbon (Figure 5):
 (
The Show/Hide icon button turns on the non-printing characters. These provide good information to the document creator
)[image: ]
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Task Panes
Highlight the word fun. Then copy that word by using the keyboard shortcut for Copy, Ctrl + C
Next, point to the launcher in the Clipboard group to open the Clipboard. See Figure 6 below.
You can use the Clipboard to copy and paste multiple items.
 (
Close x-button
) (
Clipboard Task Pane
) (
Clipboard launcher
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[bookmark: _Ref177795396]Figure 6
Mini Toolbars
As seen in Figure 7, when you highlight a word and move your cursor slowly up and to the right, a mini-toolbar appears with various icon buttons for formatting. It takes a little getting used to the slow and upward-right movement, but once you get the hang of it, it is easy.
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Keyboard Shortcuts
Using the Alt key you can open almost all of the items in the Ribbons. For Example, in Figure 8 , you can see that after you tap the alt key once, “ToolTips” appear with letters
 (
The Tool Tip for Page Layout Ribbon is “P”
)[image: ]
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i. After you have tapped the Alt key, to open the Page Layout Ribbon you would tap the letter “P” key (Figure 9):
 (
To get to the Page Setup dialog box you would tap the letter keys “S” and then “P”.
)[image: ]
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ii. As you can see in Figure 9, new Toll Tips appear with the options for the Page Layout Ribbon. To get to the launcher for the Page Setup dialog box you would tap the letter keys “S” and then “P”.
iii. In conclusion, the keyboard short cut for the Page Setup dialog box is:
1. Tap the keys in succession: Alt, P, S, P (Alt + P + S + P). You would then see the Page Setup dialog box as seen in :
iv. [image: ]
Figure 10
Status Bar is at the bottom of the Word window (Figure 11). It shows information such as Number of pages and Number of Words in document.
 (
Status Bar
)[image: ]
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Page 4 of 4

image3.png
Projectda.docx - Microsoft Word -5 x
[ o

Review  View  Developer ©

R R CEC I e N ) SEE R noshcedx AaBbC: Aapbce A BT
e (B2 U e A A = = i ] o woomet amss s T
904 F 3 S nomal A-~

o] . . i . B . 3 . 4 . < . o 7

This class is hard, butfun!

Page;1of1 | Words:





image4.png
Project0d.docx - Microsoft Word -5 x
[ Home | mset  Pagelajout  References  Mailngs  Review  View  Developer C)
== 4 Find -
4 cmmon - [x 02 -|[i= = a0 asmoceoc AaBbC, Aambee - AN | e
pste 1B 2 U ke, e[ A [[3=7](80 G| | anomat Jsnospsc. meoings  wesang2 |- Change | TEC L
H9- 04 F 3 S Noma A-Z

Thisclass-is-hard, butfun!q

n

Page;1of1 | Words:





image5.png
T PodIntroToword,

O Project0d.docx - Microsoft Word -5 x
2 Home Insert Page Layout References. Mailings Review View Developer @
B = Hrina -
5 i s AaBbC: asvbce - A B
[B 7 U -abex x aa|[#- A [F |[3=-](22- & -| | 1nomal | 1o Spaci.. Headingt  Heading2 - Shane || 3 seiect~
Paragraph G| Styles | Editing
Click an item to paste: Thisclass-is-hard,-butfun!q
) fun =] A




image6.png
Project0d.docx - Microsoft Word -5 x

g G fl m.m aaBbc aamve < A B

£, Replace
Mt B r m e ac¥o A BE = S0 5

2y F 3 S Nomal

4.0f 24 - Clipboard

Clck an tem to paste

Eil

To Spaci. Heading1  Heading2 | Change

Styles 5

I3 select~
eating

Thisclass-is hard, butfu
b

B avomtic
‘Theme Colors
H EEEEEEN

II oo otz

Standard Colors
AN EEEEEE
® | More Colors.

) Tis cass s hard, ot funt

Eil

@

Options ~.

o,

@ positoro




image7.png
Project0d.docx - Microsoft Word - =2 x
U map eegew nepges e s fay  owpe ®
e ) I

B % [amison -1 -[# 21 et s AaBbC: aambec | A B

e Replace.
me (B e A S S S0 respu oo enss e | LS

Clipboard Font 2 Paragraph 0 styles 5| Editing

Thisclass-is-hard, butfun!q
Fung

@ posinraToword




image8.png
Projecto.docx - Microsoft Word

Mailings  Review  View  Developer

i —— Spacng

2T g o rront - [0~

Themes

(FiG)
o

Margins

o]

$[tNJne Numbers - | {PChge Color - SBlefore:

Atter:

olumns ~ hEHr]iwnmmnn -

Bk
Poagraplss)

Page Setup

=2

aEknato Back - [{EGJoup -

.t Wrapping *
Arange.

Rotate ~

Thisclass-isshard, butfun!q
Fung

Thisclass-

Thisclass

b

@ posinraToword





image9.png




image10.png
Projectda.docx - Microsoft Word -5 x
Home Inset | Pagelayout | References  Mailngs  Review  View  Developer @

ﬂ 4y Bring to Front - |2 Align -
@ Sendto Back ~ [ Group ~
Postion

" e Test Wrapping - S Rotate -

Arange.

23 Onentation -
Gseer %

Breaks - 13 watermark -
Line Numbers - | &2 Page Color

spacing

opt
opt

Hyphenation ~ || [0} Page Borders || £ Right: 0"

Page Setup Page Background

Thisclass-is-hard, butfun!q
Fung
N Thisclass-is-hard, butfun!q

Thisclass

n

hard, butfunlq

N °

Pageilofl | Wordsi19 | 5 | P |





image1.png
G O4introToword.doc - Microsoft Word -5 x
)

[ ©
. Mrina-

5 4 [comron e [ nasicenc assbceoe AaBbC AaBbce - AA T ;:

Pate L [B 2 U - sbex X A @A [$=](&- E-| | rroma thosmac.. meaangt  weaang2 - Change & seeet-

Clipboard & Font 2 Paragraph 0 Styles 5| Editing

Introduction to-Word-20079

1+ Ribbonsq
~+ Inolderversionsof Office, Word-and-ExcelusedMenusandToolbars.§
-+ Inthe 2007 Office suite{Word, Exceland-more) use Ribbons. Ribbons contain groupsof buttons. §
~+The buttonsarea-combination-oficons-andwords. |

1-+In-youcan-seeanexample of the 8old-buttonin the FontGroupon the Home-Ribbons|
iv.»Thereare sevenstandardRibbons. ifyoutook-atthe top-of-youcan-seeff

2.4+ OrbOffice button”q

3.+ QuickAccessToolbar{QAT)T

4.+ Typings

5.+ Non-printing formattingsymbols{Ctrl-+*)q

6. TaskPanest|

7.+ MiniToolbarss|

8.+Keyboardshortcutsq

9.+ Status8arq)

Pagei1ofl | Wordsi107 | 5 | P |





image2.png
O4lntroToWord.docx - Microsoft Word -5 x

Review  View  Developer @
Recent Documents
New . - % 34 Find -
1 OsintrToword.doex = AasbceDe AaBbeene AaBbCi AaBbCc & Repiace
o 2 ProjectosstartFile.docc = TNormal TNoSpaci.. Headingl Heading2 Ry
3 Special Homework Assignment for Windows.d... = = 5| Editing
4 Compress yourfolder using Windows Explorer,. 4
e 4 Compress 9 o
5 Windows Explorer and Multi-tasking.doc =
& Health Food Fiyer blank.doc =
Sweas >
7 Problemds.docx =
& Problends.docm =
Brint * | 9 Problemo2.docm =
Probient.docx =
Prepare > ‘CompressYouFolderUsingWindowsExplorer.do...
My Fist Word Document doc = e
Send > ‘SpecialHomeworkAssignmentforWindows.doo o Reace
o i s rosons Hoonet gt ot
WindowsExploreranduliasking.docx - e
Publsh > | 216sylabus =
2163ylabus doem =
@ Mistakesare great ecause we can learm from..

~Besidesthe sevenstandardRibbons, there are otherContext-sensitive Ribbons” thatshow-upawhen-
youhaveitemshighlighted. Wewill-see many of these asuve continue ourstudiesof-Office 2007.9

3.+ QuickAccessToolbar(QAT)q|
4 Typing®

5.+ Non-printingformattingsymbols{Ctrl+)
6.+ TaskPanest)
7.+ MiniToolbarsq.
8.+ Keyboardshorteutsq

s Statucaare

Pagei1of1 | Words:208 | 5 | P | )

1145 01




