Microsoft Word 2007 I.

Handout objectives:

How to open Microsoft Word.

Opening a document.

Working with your page, get introduced with different views.
Spelling and grammar.

Align the text.

Page Set Up.

Learning how to Select All, Copy and Paste.
Double space of a document.

. How to insert page numbers.

10.Changing fonts.

11.How to save your document.

12. Printing your Document.

13.Headers and Footers
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1. To open Microsoft word, go t8tart / Programs / Microsoft Office / Microsoft
office word 2003.
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2.To open a document, go fdle / Open Locate your document.
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e/ Open. Locate your document.
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3. Working with vour page(document), there are 4 ways to show your page.
View /Normal, Web layout, Print Layout, Qutline.
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3. Working with your page (document), there are 5 ways to View your page.
View /Normal, Web layout, Print Layout, Outline, Draft.
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4. When you spell a word wrong a curly red line appears shows up by default asicr
word 2007. This line is because the spelling of the word is wrong. What you do is right
click to look for the options of the right spelling.
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5. To align the text, make sure that your standard toolbar is selected. Now click @n one
the three options as shown into the picture below.
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6. To Setup the page, goRage Layout / Custom Margins.




A new window box pops up, select the desired format and Olick

7. To select the entire text, goltmme / Select All




To copy the text, first select the text you want to copy and thenlidortee / Copy.

To paste the copied text, simply goHome / Paste

8. To double space you word document; gbltone / Lines pacing




9. To insert page numbers, goltsert / Page Number

10. To change the font of the text, first select the text and thenlgorn® / Fonts.




11. To save your word document for the first time, g@tbce Button / Save asThen
choose the format you want to save your document.

When you reopen an existing word document in order to save it,@fbite Button /
Save




12. To Print you document, go @ffice Button / Print.

A new window pops up.

Select how many copy you want to print, and clK to print your document.




13. To create Header and Footer simply gtn&ert / Header or Footer.
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