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Introduction

This document is designed for users who are new to Microsoft Word 2007 for Windows. This course does not require any experience using older versions of Microsoft Word. Participants should feel comfortable using the Windows operating system.
The goal of this document is to familiarize users with the interface of Word 2007 as well as some of the commonly used features and functions.
What’s New in Word 2007

The Ribbon - The ribbon is a panel at the top of a Word document with a selection of commands that you can use while working on a document. By default there are seven tabs divided into groups containing features designed to perform specific tasks while working on your documents.
Note: If the ribbon disappears, double-click on any tab to bring it back.
Quick Access Toolbar – The quick access tool bar is at the top left of the screen next to the Office Button. By default the buttons listed are save, undo and redo. You can customize these quick buttons in a few different ways.

The Office Button – The office button replaces the File menu from older versions of Word. It organizes all of your core commands such as Save, Open, and New
Status Bar – The status bar was also available in older versions of Word. It allows you to view zoom controls, page number, and your word count as well as other options related to your document functionality.

Live Preview – View changes to your document before committing these changes. Live preview is not turned on by default.
File Formats and Compatibility

One of the most important changes to Office 2007 is the change.

Why .docx? – With the 2007 version of MS Office, the default file extension now ends with an ‘x’. In word, the new extension is docx. This document format allows for smaller files sizes, better use with macros, more powerful document recovery as well as better integration with other Office programs.
Using older versions of Word – If you are sharing documents with someone using an older version of Word or some other popular word processing programs, they will not be able to open these files by default. 

You can save your files as a variety of formats; you can also change the default file format under the Office Button.  You can also use the Compatibility Checker to check if your document has any features not supported by older versions of Word.
Short Cuts and Tricks

	ALT Key
	Allows you to see all keyboard functions available to you.

	Ctrl+A
	Select All

	Ctrl+X
	Cut

	Ctrl+C
	Copy

	Ctrl+V
	Paste

	Ctrl+Z
	Undo

	Ctrl+Y
	Redo

	F4
	Repeat Calculation


FAQ’s


Where are my margins?

Show the margins by clicking on the button on right side toolbar

What can I do in the blue area around my document?

Use the blue area to highlight blocks of text. Notice the different arrows in the doc and in the blue area.

How do I find things such as fonts and my clipboard?


Use the menu launchers on your ribbon

Why can’t I find the macros?

For security reasons the Macro tab is not shown my default. You can add this by clicking on Word Options from the Office button.
Why can’t I see the whitespace on my document?


Double-click at the top of your document to view or hide the whitespace. 

Where can I find my different page views?


On the bottom right hand corner near the zoom slider.
More Information

To access the Word Help window, click the Help button on the Ribbon, or press F1.

For online Help and access to additional Templates go to http://office.microsoft.com/en-us/word/default.aspx.
Getting Help

Click on the Help link (usually in the upper right hand corner of the window) for on-line help.  There is extensive on-line help available.  Please refer to this on-line help first for any questions not answered by this document.

	For additional assistance, please phone the ITS Help Desk at (808) 956-8883, 

send e-mail to help@hawaii.edu, or fax (808) 956-2108.

The Help Desk’s toll-free phone number is (800) 558-2669.

Or visit the ITS Help Desk home page at http://www.hawaii.edu/help
The ITS Help Desk functions are located in Keller 105, Keller 213, ITS Hamilton Lab (2nd Floor Addition) and CLIC Lab (Sinclair Lib, 1st Floor) on the UH M eq \o(a,¯)noa Campus.
The University of Hawai‘i is an equal opportunity/affirmative action institution.
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