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ÅDesktop Publishing is the process of designing and printing a document using a desktop computer and printer.
ÅPublish is to output a document so it can be distributed to readers.
ÅDocuments may be published by printing to a desktop printer, posting the document on the Internet, working 

with a commercial printer, or by transmitting the document to a copy shop.

Note that although the term page 
size is often used interchangeably 
with the term paper size, they are 
not exactly the same. Page size is 
the dimensions of a finished 
document page, while paper size 
is the dimensions of the sheet of 
paper on which the document is 
printed.

ÇThe default paper size in 
Word 2007 is Letter, which 
is 8.5 inches by 11 inches.

ÇYou can select from a list of 
different sizes such as A5 
which is 5.83 inches by 8.27 
inches, B5, which is 7.17 
inches by 10.12 inches, or 
Legal, which is 8.5 inches 
by 14 inches.

ÇYou can also set your own 
custom size using the 
options on the Paper tab of 
the Page Setup dialog box.
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ÅCharacter style is a 
collection of 
formatting settings 
that can be applied 
all at once to a 
single character or 
multiple characters.

ÅDirect formatting
are individual font 
or paragraph 
formatting settings 
applied directly to 
text

ÅParagraph style is 
a collection of 
formatting settings 
that can be applied 
all at once to a 
single paragraph or 
multiple 
paragraphs.
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and Reveal Formatting task 
panes to display specific 
information about 
formatting applied to the 
current text.

ÇThe Style Inspector 
displays the name of the 
current paragraph style 
and/or character style, as 
well as any direct 
formatting that has been 
manually applied.

Ç In the Reveal Formatting 
task pane, you can view 
specific details about font 
formatting, paragraph 
formatting, and page setup.
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Ergonomic furniture and 
equipment is designed to 
reduce injuries and increase 
productivity.

ÇErgonomic refers to the 
science of designing 
products to reduce injury 
and increase productivity.

ÇBusinesses that implement 
ergonomics usually see 
fewer worker injuries, less 
absenteeism, fewer errors, 
and higher productivity.

ÇErgonomically-designed 
products include chairs 
that help reduce back 
problems and ergonomic 
keyboards that help reduce 
carpal-tunnel syndrome.
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Parts menu to access a 
list of all available 
fields.

ÇThe available fields are 
listed alphabetically on 
the left side of the 
Field dialog box.

ÇProperties and options 
for the selected field 
display on the right 
side of the dialog box.

ÇYou can select a 
category from the 
Categories drop-down 
list to display only the 
fields in that category.

A field is a placeholder used to insert information that 
changes, such as the date, the time, a page number, or the 
results of a calculation.
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ÇBy default, Word 2007 
saves documents in the 
My Documents folder 
if you are using 
Windows XP or the 
Documents folder if 
you are using the 
Windows Vista.

ÇYou can change the 
default storage 
location to a different 
folder or drive using 
options in the Save 
group in the Word 
Options dialog box.

ÇYour system may have 
been customized to 
use a different default 
save location.A user name is assigned to someone who uses a computer system or 

program that identifies the user to the system.
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ÇEach caption includes a text label and a 
number field.

ÇWord comes with labels for tables, 
figures, and equations.

ÇYou can create new labels for other 
items or to use different label text.

ÇWord uses Arabic numbers and 
positions the captions below the item. 
You can customize the number format 
and select to position the caption above 
the item.

ÇWord automatically updates the 
numbers for each caption entered; 
however, if you delete or move a 
caption, you must manually update the 
remaining captions.

ÇYou can insert a caption manually or set 
Word to insert captions automatically.

A caption is a text label that 
identifies an illustration such as 
a figure, table, or picture.
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ÇBibliography source 
information is stored in 
the Source Manager.

ÇThe Source Manager 
displays a list of sources 
in the current 
document and a master 
list of all sources you 
have entered for all 
documents.

ÇYou can use the Source 
Manager to edit and 
delete sources, to fill in 
information for a 
placeholder source, and 
to add a source from the 
master list to the 
current document.

A Bibliography is a list 
of sources of 
information used to 
develop and create a 
document.
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ÇYou can easily convert 
existing document text 
into a table format.

ÇWord automatically 
divides text into 
columns based on the 
location of a specified 
separator character 
such as a comma or tab.

ÇWord starts a new row 
at each paragraph 
mark.

ÇWhen you convert the 
text into a table, you 
can specify a column 
width or an AutoFit 
behavior.

A separator character is 
a character such as a 
comma or a tab used to 
delineate the location 
where text should be 
divided into columns 
and/or rows.
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ÇUse the Research task pane in Office 
2007 programs to search through online 
reference sources, such as dictionaries, 
encyclopedias, and translation services.

ÇYou can search for a keyword, term, or 
phrase.

ÇYou can locate information such as 
definitions, synonyms, encyclopedia 
entries, and even links to relevant Web 
pages.

ÇYou can select the specific reference 
tool or service to search from a list of 
available sources.

Plagiarism is the unauthorized use 
ÏÆ ÁÎÏÔÈÅÒ ÐÅÒÓÏÎȭÓ ÉÄÅÁÓ ÏÒ ÃÒÅÁÔÉÖÅ 
work without giving credit to that 
person.


