


Microsoft® Office 2007 

contains a suite of 

programs that may be 

used independently or 

together to create simple 

documents, such as 

letters and memos, as 

well as complex reports, 

data tables, and budget 

spreadsheets.
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ÇWhen you point to a 

button on the Ribbon 

with the mouse, the 

button is highlighted, 

and a ScreenTip 

displays information 

about the command. 

ÇYou can rest the mouse 

pointer on a gallery item 

to see a Live Preview of 

the way your document 

will look if you select that 

item.

ÇYou can scroll a gallery 

on the Ribbon, or click 

the More button to view 

the entire gallery.

The Ribbon is the area where most commands are available. Each ribbon tab is 

organized into groups based on specific tasks. In each group there are buttons 

representing specific commands and tasks. Contextual tabs are only available in 

certain situations.
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Ç If there is more data in 

a window or dialog box 

than can be displayed 

on-screen at one time, 

you must scroll to see 

the hidden parts.

ÇYou can scroll up, 

down, left, or right.

ÇYou can scroll using the 

directional keys on the 

keyboard, or using the 

arrows and boxes on 

the scroll bars.

Note: Some mouse devices have scroll wheels that are used to scroll.
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ÇUse the Help program 

to search for help topics, 

access the Help table of 

contents, or link to 

additional resources 

on the Microsoft Office 

Web site.

Ç To start Help in any 

Microsoft Office 2007 

program, click the Help 

button or press F1.

ÇHelp opens in a window, 

which you can keep 

open while you work.

ÅEach Microsoft Office 2007 

program comes with Help 

information that you can access 

and display in a window while you 

work.

ÅYou can search for help on a 

particular topic, or browse through 

the Help Table of Contents to find 

the information you need. The 

Help programs are linked to the 

Microsoft Office Web site making it 

easy to locate and access the 

most current information available.



Word opens a new, 

blank document using 

standard, or default, 

settings. Default settings 

control features of a 

new document, such as

the margins, the line 

spacing, the character 

font, and the font size.
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ÇPrinting creates a hard 

copy version of a 

document.

ÇYou can use Quick Print 

to print the current 

document with the default 

settings.

ÇUse the Print dialog box 

to change the settings 

before printing.

ÇYour computer must be 

connected to a printer in 

order to print.
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ÇYou can check spelling 

and grammar in all or part 

of a document.

ÇWord first checks for 

spelling errors, and then 

for grammatical errors.

ÇThe spelling checker 

identifies any word not in 

the Word dictionary as 

misspelled, including 

proper names, words with 

unique spellings, and 

technical terms.

ÇYou can then correct the 

spelling, ignore the 

spelling, or add the word 

to the dictionary.
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ÇSelect text already 

entered in a document in 

order to edit or format it.

ÇBy default, selected text 

appears highlighted on-

screen as black 

characters on a blue 

background.

ÇWhen you first select text, 

a transparent Mini toolbar 

displays. The toolbar will 

fade away completely if 

you do not use it.

Note: You can also select non-text characters, such as symbols;

nonprinting characters, such as paragraph marks; and graphics,

such as pictures.



Slide 9

ÇUse Word's Envelopes and 

Labels feature to set up an 

envelope for printing 

automatically.

Ç If a letter document is open 

on-screen, Word picks up 

the inside address for the 

envelopeôs delivery 

address.

ÇBefore printing an 

envelope, you should be 

certain the envelope is 

correctly inserted in your 

printer, and that the printer 

is set to print an envelope.


