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The quick brown fox jumps
aver the lazy dog. The quick
hrowen fox jumps over the
laZy dog. The quick browen
fox jurmps aver the lazy dog.
The quick brown fox jumps
aver the lazy dog. The quick
hrovwn fox jurnps ower the
lazy dog. The quick brown
fox jumps over the lazy dog.
The guick brown fox jurmps
aver the lazy dog. The quick
hrown fox jurnps ower the

lazy dog. The quick brown
fox jurnps awver the lazy dog.
The guick brown fox jumps
over the lazy don. The guick
hrawwn fox jurmps over the
lazy dog. The quick brown
fox jurnps over the lazy dog.
The quick brown fox jumps
aver the lazy dog. The quick
hrowen fox jumps over the
lazy dog. The quick brown
fox jurnps over the lazy dog.
The quick brown fox jumps

lazy dog. The quick brown
fox jurnps aver the lazy dag.
The guick brown fox jumps
over the lazy don. The guick
hrawvn fox jurmps over the
lazy dog. The quick brown
fox jurps over the lazy dag.
The quick brown fox jumps
aver the lazy dog. The quick
hrowen fox jumps over the
lazy dog. The quick brawn
fox jurps over the lazy dag.
The quick brown fox jumps
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) = U - Document
The Offlc.e Buttf)n is like the old File ) o Recont Docamente
Menu. Click on it to see New, Open, - 1 Computer Use Palicy 112008 .docx =
Save, Save As and Print choices. Also, 2 Open 2 Gmail Info sheet.doc @
H upi o 3 Word 2007 Skill shots.doox [*]
see a list of Recent Documents. “Pin” a “E 4 outook 2037 Sesec -
document by clicking on it. It will stay -
in the list. . .
e = Use Word Options, which is
Quick Access Toolbar, located right of H Savess like the old Tools menu, for
the Office Button, has shortcuts to - Recent Documents
commands you want to use regularly. R - Save As options
To add commands or to place the _}r BE=m b - AutoCorrect options
toolbar below the ribbon, click on the ...and more!
down arrow and make choices. B
Another way to add commands is to L7 publisn >
right click any command and choose .
Add to Quick Access Toolbar. Llose
| ] Word Options | |X Exit Waord
_,,\ o - Document3 [Compatibility Mode] - Microsoft Word - =
j‘ Home Insert Page Layout References Mailings Review View Developer Add-Ins
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&y - TNormal | T Ho Spaci.. Headingl Heading2 = e || Iy setect -
Word 2007, by default, is set for 1.15 line — ,E. m— | Dot Blockand Whi — p—
spacing. Why Microsoft did that, we'll never |~ ::;'::"e ,
know but this is how you change it. Fangy Set a5 Default
Farmal
From the Home tab, :1d”‘
e Click on Change Styles (right side of Simple
ribbon) Traditional
e Click on Style Set -
® Click on Office 2003 Reset to Quick Styles from Template

e Click on Change Styles, again
e Click on Set as Default

Save as Quick Style Set...
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The default font is Calibri. To change the

default:
e Home Tab

e Click on the down arrow to right of

Font
e Choose the font and size
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Tempus Sans ITC Bold 0
Times ~ |Bold Italic 11
Times Mew Roman ] >
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Effects
[ strikethrough [ shadayw [ 5mall caps
[ bouble strikethrough [ outline [ &Ml caps
[ superscript: [1Emboss [ Hidden
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Preview
Tahoma
This is & TrueType Fant. This Font will be used an both printer and screen.
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= 13 Size v 3 Line Numbers ~ around.
The'mes ]~ EE Columns = b& Hyphenation ~ ° Page Layout Tab
Themes ——  Last Custom Setting lick d d .
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= BoLE A e Choose a preset for a single
| Normal document or click on Custom
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RUIer Bar - Display the RUIer Bar References Mailings Review View Developer Ay
From the View tab, checkmark Ruler. 9| Ruler DocumentMap | () [ S (] one Page

The default is off. Be sure to turn it on. ol Thumbnails ~J}m rogss 3 Two Pages
Meccage Ba = - =] Page Width

Tabs

Set Tabs on the Ruler Bar
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By default, there are tab stops set every 'z inch. Press the Tab key on the keyboard to move
from one tab stop to the next. To set tabs at other intervals, click on the ruler bar wherever you
want a tab stop. To remove a tab stop, drag the tab stop down into the document.

Use the Tab Alignment box, located left of the Ruler Bar, to choose different tab styles.
EI Left - Text will start after the tab
Center - Text will start and center on either side of the tab

EI Right - Text will start before the tab

Tabs @E
Decimal - Numbers will align on decimal points b P e BEEl b liaps:
1.5" 05" £
L Tah stops to be cleared:
III Bar - Places a vertical bar at the tab marker =0 stops o be cleared:
Alignment
Double click on a tab stop in the Ruler Bar to see the O Left O comter O Right
Tabs Dialog box. O Decimal OBar
Leader
; (2 1 None ()2 ooooos G
Or, from the Page Layout tab, click on the Paragraph group. Oa
Click on Tabs in the lower left corner. [ st ][ cear |[ ceaan |
[ o4 l ’ Cancel ]
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Double Indents

Type the paragraph you wish to indent.
Select it.

Page Layout tab

Look in the Paragraph Group.

O\ H9-8F )+ Word 2007.doc [Compatibility Mode] - Microsoft Word -
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Click the arrows next to Indent Left and Right to increase or decrease the right and left
indentations.

You can also use the Ruler Bar.

Type the paragraph you wish to indent.
Select it.

Drag the Indent markers in the Ruler Bar.

The-court,in-Jlonesv.-Jones, stated: ¥

Mow-is-the time-for-all-good-men-to-come-to-the-aid-of-their country.®
Weknowthese truthsto-beself-evident that-all men-are-crestedequal

The-courtalso-concludedthat-.....0

From the Home tab, you can also use the Increase and Decrease Indent buttons in the
Paragraph Group.
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At the beginning of the paragraph, click on Increase Indent. Adjust the right indent marker in
the Ruler Bar.

When finished typing. Press Enter to start the next paragraph. Click on Decrease Indent and
adjust the right indent marker in the Ruler Bar.
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N [ Cancel Select a table to see

the Table Tools
Design & Layout Tabs
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iad —
- Home Insert Page Layout References Mailings Review View Developer Design Layout @
¥ HeaderRow (W] First Column || ey | —m— @——— - @ E Table Tools
Total Row Last Column Epp—— 14 pt .| 2 . .
e _ Draw Eraser
Banded Rows Banded Columns = ﬁ Pen Calar = Table DeSIEn Rlbbon
Table Style Options Draw Borders (P

1.:5 IR R R T - I R e

Topeka & Shawnee County Public Library ® 1515 SW 10" Avenue ® Topeka KS 66604-1374
785.580.4606 ® class@tscpl.org ® www.tscpl.org ® 9/16/10



Word: Tables, Tabs & Columns 2007 6

[ﬁn Y- 0w 57 )7 Document2 [Compatibility Mode] - Microsoft Word TabJe - T X
i
~ Home Insert Page Layout References Mailings Review View Developer Add-Ins Vesign Layout
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Click on View Gridlines to
turn on table gridlines if
you cannot see them.

Columns are under the Page Layout Tab. In a Word column, text goes down the first column
and wraps up to the second column. If you want side-by-side text, use Tables.
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Free online tutorials for all Microsoft Office programs:
www.office.microsoft.com/training
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