*Microsoft Word

Microsoft Office Version
2003
Classic version utilizes old style menus
Older file format (.doc)
2007
Introduction of Ribbon
New File format (.docx)
2010
Improve on version 2007
Ribbon customizable
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*Keybcard Shortcuts

*wOrks on 2007/2010
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* Press Alt key. Icons appear for Quick Taskbar and Tabs
* Press a number for Taskbar action or Letter for Tab action
* Pressing a letter for a Tab, the Tab opens and letter Icons

are present for group command
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*Command Reference

Word 2003 to 2007 Command Reference

Download from Microsoft:
http://www.microsoft.com/downloads/en/details.aspx?Familyld=9044790B-
4E24-4277-B714-66D7B18D0AA1 &displaylang=en

Run the Executable file
£ Macromedia Flash

Microsoft*

E!g.Office Online

(00N S Standard toobar, Insert Table command

] Document1 - Microsoft Word
! Fle Edt View [nsert Format Tools Table Window Hebp

G 3 BT SRS AS DRSS 0% 2,6

: 44 Normal v TmesNewRoman v 12 ~ | B 7 U | EE = o find this command in Word 2007:

. : Onthe Insert tab, in the Table group, dick
Table, and then dick Insert Table.

Hover the mouse pointer over a 2003 command to see its equivalent in 2007
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*Inserting Pictures

Word is not a full blown Photo Editor. However, it provides
Decent basic functionalities
To Insert Pictures
On the Insert Tab click Picture
Select a Photo from your file - Insert
The picture is placed in line with text but can be surrounded by text
Right click for menu and select text wrap
Click the inserted photo - the Picture Tools Tab is now availg le
Basic correction is available: Brightness, Contrast, ‘
Recolor, and Compress
Modifications applied here: from Format Tab, Frame,
Shape, and 3D effect
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*Formatting Text

*Microsoft Word is a complete and sophisticated
Word processor.

*Many, many formatting functions are available

*The next slide shows some examples of the
many formatting possibilities

*For more details, you may consider to attend
the Microsoft Word SIG Classes
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I:/On the Insert tab.docx
I:/On the Insert tab.docx

Microsoft Word is a very
complete and sophisticated
Word processor.

Many, many formatting
functions are available

See example here
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On the Insert tab, te Salleries mclude tems that are

berzpeated onzach
pags

Header insartad Will

desiéned io coordmate with the overall look oi your document. You ean

nse these dalleries to imsert tables, Formatused:
headers, footers, Lists, cover pages, Font Tvpe, Font size
dnd other decument building and paragraph Indant
blocls. When you create picfures,

charis, or diagrams, ey alse coordmate with your emrrent document
look. You can easily change e jormating of selected texi in the
document texi by choosing a look for e selected text irom the Quick
Siyles gallery om the Home fab. You can also format texi directly by using
the ather controls on the Home tab.

Most controls offer a choice of using the look from the | Formatused:
Bold, Underline, Font
Coler, lins spacing 1.5

and paragraph Justifiad

cuwrrent theme or using a formar thar vou spectfy direcdy.
To change the overall look of vowr

document, chooss new Theme slements on
the Page Layout tab. Te changs the losks avalable in the Quick Stvle gallery, uss the
Change Crwrent Chack Styls Set command. Both the Themes gallery and the Quack
Styles gallary provide reset commands so thatyou can always restore the look of vour

document to the original contained i your cuwrrent template. On the Insert tab, the

gallenies include items that are designed to coordinate with the overall look of your

documesnt
Formatus ad.
ou can usea thesa gallarias to insert tablas, headars, Drop Capi‘ﬂ'urd.‘srr_.
footers, lists, coverpagss, and othardocument buildine text Highl‘i&_“ and
blocks. Whan woucreatepicturss, charts, or pﬁ{ag:ithi;ﬂlt
diagrams, thev also coordinate with vourcurramt fLiEne

document lock. Youcan sasily changs the
formatting of salactad text in the documeant text bv choosingalookfor the salactad
text from the Qick Stvles gallery onthe Home tab.

YOU Cdll alSO 10rmat text

dirsetly by using the other controls onthe Homes tab. Most controls offara
choice of using the look from the current theme or usineg a format that wou
spacify dirsctly.
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