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1 Introduction to Word 2007 

With Microsoft Word 2007, you can create any kind of document and publish it 

electronically or on paper. 

 STARTING WORD 2007 

 Click the Start button 

 Select All Programs, 

 Choose Microsoft Office 

 Click on Microsoft Office Word 2007 in the 

submenu displayed. 

 

WHATΩS ON THE WORD SCREEN?  
 

When you start Word a new blank document appears on the Word screen.  

The following illustration identifies each part of the Word screen. 
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2 Introduction to Word 2007 

OFFICE BUTTON 

 

The Office button has replaced the File menu and contains 

options such as Open, Close, Save, Save As and Print. 

 

 

 

THE RIBBON 
There are three basic components to the Ribbon.   

1) Tabs. There are seven basic ones across the top. Each represents an activity area and 

has been carefully selected according to user activities. 

2) Groups. Each tab has several groups that show related items together. 

3) Commands. A command is a button, a box to enter information, or a menu. 

HOME TAB 

 

 This is displayed by default and contains all the things you use most often, such as 

the commands in the Font group for changing text font: Font, Font Size Bold, Italic 

etc. 

 The Paragraph group contains commands for Bullets and Numbering, Alignment 

and shading etc. 

 The cut copy and paste commands are also available from the Home tab. 
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3 Introduction to Word 2007 

INSERT TAB 

 

 

 From the Insert tab you can insert a cover page to a document, blank pages or a 

page break 

 All graphic objects can also be inserted from this tab. When you insert a graphic, 

additional tabs become available e.g. if you insert a picture the Picture Tool tab 

appears. Additional groups and commands now appear for working with pictures; 

like the Picture Styles group, text wrapping etc. 

PAGE LAYOUT TAB 

 

 

 The Page Layout tab allows you to change the Page Setup i.e. margins, orientation 

etc. 

 This tab also gives you the option to change a document theme which changes the 

look of Headers Footer and Fonts. 

REFERENCES TAB 

 There is a group on this tab for Table of Contents which you would previously have 

got from the Insert menu in Word 2003 

 From the References tab you may also insert footnotes and an Index 
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4 Introduction to Word 2007 

MAILINGS TAB 

 

 The Mailings tab is used to perform a mail merge and also envelopes and labels 

 

REVIEW TAB 

 

 The Review tab provides the tools for proofing a document i.e. spell checking, 

thesaurus etc. 

 It is here you can also track changes and accept or reject changes on an edited 

document. 

VIEW TAB 

 

 From the View menu you can choose to switch on the ruler gridlines etc 

 You can also split windows and arrange all 
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5 Introduction to Word 2007 

ADDITIONAL TABS 

In Word 2007, certain tabs appear only when you need them. For example, let's say you've 

inserted a picture. But now you want to do more with it. Maybe you want to change how text 

wraps around it or you want to crop it. Where are those commands found?  

 Select the picture. 

 The Picture Tools tab appears. Click that tab.  

 Additional groups and commands appear for working with pictures; like the Picture 

Styles group. 

When you click away from the picture, the Picture Tools tab disappears, and the other groups 

come back.  

Note   On-demand tabs appear for other activity areas, like tables, drawings, diagrams, and 

charts. 

 QUICK ACCESS TOOLBAR 
The Quick Access Toolbar is the small area to the upper left of the Ribbon.  

It contains the things that you use over and over every day: Save, Undo, 

and Repeat. You can add your favorite commands to it so that they are available no matter 

which tab you are on. 

 Right mouse click on the command you want to add to quick access toolbar e.g the 

paste command on the Home Tab. 

 Choose Add to Quick Access Toolbar 
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6 Introduction to Word 2007 

UNDOING AND REDOING CHANGES 
{ƻƳŜǘƛƳŜǎ ȅƻǳΩƭƭ ƳŀƪŜ ŀ ŎƘŀƴƎŜ ǘƻ ȅƻǳǊ ǘŜȄǘ ŀƴŘ ǘƘŜƴ ǊŜƎǊŜǘ ƛǘΦ CƻǊǘǳƴŀǘŜƭȅΣ ²ƻǊŘ ǊŜƳŜƳōŜǊǎ 

every change you make to a document during a given session and lets you undo any number of 

them-even if you made them hours ago ς as long as you do not exit the program. You can undo 

typing as well as formatting changes. Word also has a Redo command that redoes changes 

ȅƻǳΩǾŜ ǇǊŜǾƛƻǳǎƭȅ ŘƻƴŜΦ 

USING UNDO AND REDO 

 

 

1. Immediately after you type text in the document the undo button is activated on the 

Quick Access toolbar. Clicking the undo button will undo your last action.  

2. To redo ȅƻǳǊ ƭŀǎǘ ŎƘŀƴƎŜ όŜǎǎŜƴǘƛŀƭƭȅ άǳƴŘƻƛƴƎ ǘƘŜ ¦ƴŘƻέύΣ ŎƘƻƻǎŜ wŜŘƻ ŦǊƻƳ ǘƘŜ Quick 

Access toolbar. 

DIALOG BOX LAUNCHER 
At first glance, you may not see a certain command from a previous version of 

Word. Some groups have a small diagonal arrow in the lower-right corner. 

The arrow is called a Dialog Box Launcher. If you click it, you'll see 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 familiar-looking task pane. 
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7 Introduction to Word 2007 

VIEWS 
 

Click the View tab on the Ribbon. 

 

Print Layout is the default view and shows the document as it will appear on the printed page. 

Full Screen Reading views the document in side by side page format. Only a thin toolbar 

remains in this mode. Use the arrows on the top centre of the screen to scroll through the 

pages. The View options button contains commands to help enlarge or reduce text. 

Web Layout views the document as it would appear as a web page. 

Outline view simplifies the text formatting to help you focus on the structure of the document. 

Draft view is designed for speed of entry and editing, it was called Normal View in earlier 

versions of Word. The documents are displayed as an outline, with the paragraph formatting 

defining the levels of outline. 

 

TYPING YOUR FIRST NOTE 
 

Type the following note without pressing Return         at the end of each line.  Word has a facility 

called word-wrap, which automatically brings the last word of the line onto the next line if the 

ǘŜȄǘ ǿƻƴΩǘ Ŧƛǘ ƻƴ Ƨǳǎǘ ƻƴŜ ƭƛƴŜΦ 

Acme is pleased to introduce the JetMaker automotive performance booster. The JetMaker 

dramatically increases acceleration and top speed in virtually any vehicle and requires no 

professional expertise to install. 

INSERTING TEXT 

The blinking insertion point in your documents shows you where text will appear when you 

enter it. You can move the insertion point by pointing and clicking to insert text wherever you 

like. 

 

Example: Click in the space to the left of the word pleased in the first line of the first 

paragraph, and type very and add a space. The word is inserted and the 

remaining text is pushed to the right to accommodate it. 

 


