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Microsoft Word 2007 II. 
 

Handout objectives: 
 

1. How to find a word or many words.  
2. How to replace words.  
3. How to get pictures from Clip Art.  
4. Working with Borders and Page Borders. 
5. Changing background color. 
6. How to wrap a picture with the text.  
7. How to animate your text.  
8. How to insert tables. 
9. How to create a Mail Merge 
 

 
1. To find a word in your document, go to Home / Find. 
 

 
 

 
 
 
 
 
 
 
 
2. To replace a word follow the same steps, but instead of find select Replace. 
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3. To get a picture from clip art, go to Insert / Picture / Clip Art . 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Enter car into the search field, and then click Go. Now that you have found your pictures 
simply click once on the image you like.  
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4. To create borders to a text, go to Page Layout / Page borders. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A new window box comes up, select borders  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To create 
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page borders follow the same steps, but instead of selecting borders, select Page 
Borders. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. To change the background color, go to Page Layout / Page Color.  
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6. To wrap a picture with the text insert the picture from Clip Art. Now that you have a 
picture on your page, right click on it, go to Format / Layout and click on the desired 
wrapping style. 
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7. To animate your text, click on the Word Art , select one of the styles to animate your 
text. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
A new box pops up, this is where you add your text. 
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Your animated text displays, as shown below. 
 

          
 
8. To insert a table, go to Insert / Table.  
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9. To create a Mail Merge, open a New document. 
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Go to Mailings / Start Mail Merge / Step by Step Mail Merge Wizard. 
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On the right hand side of the word document you should see Mail Merge Panel. Select 
Letters and click Next. 
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Select Start from a template, and then select template. 
 

 
 
Select the Template and click Next. 
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You should see this Template on your document. Click Next. 
 
 

 
 
Click Browse. 
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Select the Excel document, called mail_merge/ click Open. 
 

 
 
Select the Sheet1$. Click OK 
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Click OK once more. 
 

 
 
Enter some to your document.  
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Click Next. 
 

 
 
Click on the arrows to preview your Mail Merge. 
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Click Next to complete the merge. 
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Mail Merge is completed; simply print your document and you’re done. 
 
 

 
 
 
 
 
 
 
 


