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Introduction

This handout will assist you in taking advantage of the more advanced document formatting
features available to you in Microsoft Word 2007. Some of the features that can be easily executed
and performed through mouse techniques andton icons are:

Margin setting

Inserting Breaks

Tab setting

Change paragraph spacing

Creating bullets, numbering, and outlines
Adding headers and footers

Entering in page numbering

Find and Replace

Adding a watermark
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Margins
Word 2007 defaults to a left and rightargin of 1 inch and a top and bottom margin of 1 inch. You

can manipulate margin settings as well as other page formatting functions by selecting the Page
Layout tab.

1. OnthePage Layoutab, in thePage Setugroup, clickMargins
2. Click the margin typ¢hat you want. For the most common margin width, ciidrmal.

Ly3 Ij = Breal
=) £Line |
Margins|Orientation Size Columns

- - - - b Hyph

Last Custom Setting

Top: 1” Bottom: 0.5
Left: 0.5 Right: 0.5
Mormal

Top: 1” Bottom: 1°
Left: 1" Right: 1°
Marrow

Top: 0.5 Bottom: 0.5
Left: 0.5 Right: 0.5
Moderate

Top: 1” Bottom: 1°
Left: 075" Right: 075
Wide

Top: 1” Bottom: 1°
Left: 2" Right: 2

Mirrored

Top: 1” Bottom: 1°
Inside: 1.25° Cutside:1”

Office 2003 Default
Top: 1” Bottom: 1°
Left: 1.25° Right: 1.25

Custom Margins...

When you click the margin type that you want, your entire document automatically changes to the
margin type that you have selected.
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You can also specify yowvan margin settings.

1. ClickMarginsand clickCustom Margins
2. IntheTop, Bottom, Left, andRightboxes, enter new values for the margeusd clickOK

r |
Page Setup lili_hj

Margins Paper Layout

Margins

Top: 1" z Bottom: 1" $
Left: 1" 5 Right: 1" :
Gutter: 0" 5 Gutter position: Left E
Orientation
Portrait Landscape
Pages
Multiple pages: MNarmal |z|

Prewview
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To change the default margins, clidarginsthen clickCustom Marginsin thePage Setuplialog
box,set the margins to the desired setting adlitk theDefault button, and then clickfes The new
default settings are saved in the template on which the document is based. Each new document
based on that templatevill automatically uséhe new margin sethgs.

To change the margins for part of a document, select the text, and then set the margins that you
want by entering the new margins in tiage Setuglialog box. In thé\pply to box, clickSelected

text. Microsoft Word automatically insertection breakdefore and after the text that has the new
margin settings. If your document is already divided into sections, you can click in a section or select
multiple sections and then changlee margins.


javascript:AppendPopup(this,'wodefSectionBreak_2_2')

Word 2007 Imermediate

Breaks

You can use section breaks to change the layout or formatting of a page or pages in your document.
For example, you can lay out part of a sirghddumn page as two columns. You can also create a
different header or footer for a sectn of your document.

1. OnthePage Layoutab, in thePage Setugroup, clickBreaks

*,::: Breaks ﬁ FﬁQ m Inde

Page Breaks
Page
b Mark the point at which one page ends

and the next page begins.,

A~

Column
Indicate that the text following the column
break will begin in the next column,

i

l ‘

Text Wrapping
i = Separate text around objects on web
pages, such as caption text from body text,
Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

Wl

Continuous
Insert a section break and start the new
section on the same page.

hd

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

2. Click the type of section break that you want to use.

A section break controls the section formatting of the text that precedes it. When you delete a
section break, gu also delete the section formatting for the text before the break. That text
becomes part of the following section, and it assumes the formatting of that section.
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TheNext Pagecommand inserts a section break and starts the new sediothe next page. This

type of section break is especially useful for starting new chapters in a document.
1

o~
/__.--/
TheContinuouscommand inserts a section break and starts the new section on the same page. A
continuous section break is useful for creating arfatting change, such as a different number of
columns, on a page.

TheEven Page or Odd Pagemmand inserts a section break and starts the new section on the
next evennumbered or odehumbered page. If you want document chapters always to begin on an

odd page or on an even page, use the Odd page or Even page section break option.
5

Setting Tabs
Bydefault, tab stops in Word 2007 NBE &aSiG G nopé AYyOUSNBIFfa FTNRY (K
adjust these defaults througtine Tabs dialog box.

1. On thePage Layoutab, click theParagraph Dialog Box Launcher
Indent Spacing
= left O

i - i: Before |0 pt
E= Right |0 .

=5 -

1: After |10 pt

ﬂ{b 4k

Paragraph
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2. In the Paragraph dialog box, click Tabs.

Paragraph - M
| Indents and Spacng | Line and Page Breaks |

General
Migment:  ESTRN ~ |
Qutinelevel: BodyText  |v]

Indentation
Left: 0.25" A Specal: By:
Right: o B Hanging [z] 025" =
[7] Mirror indents

Spacng
Before: Opt -+ Line spacing: At
After: opt =+ Single B

[V] Don't add space between paragraphs of the same style

Preview

Samae Ve Sam e Tt Sam e Tet fav e Tat Bemoe Tet Samoe Teot famse Tacs Se e Tet Savae
TarSam o et amoa Taor Same T Sam s Tet Samae Ve Jam e Tas Samse Te Savae
Tarlam s e S Tt avae Ta lem e Ten

‘lms---J [oefout., | [ ][ cone |

This screen will appear:

-~
Tabs B |
Tab stop position: Default tab stops:
=
“| Tab stops to be deared:
Alignment
0 @ Left () Center i) Right
() Dedimal (71 Bar
Leader
'@'lNﬂﬂE ) 2 iiinaa |:|§—
1] i :"l ﬂ
Se | | Clea | [ Clear all ]
o J[ conce |
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3. Click on theClear Allbutton to remove the default settings.
4. Select arab Alignment and indicate your selection by clicking in the circle next to an
option. Definitions:

wLeft Extends text to the right from the tab stop
wCenter. Centers text at the tab stop.
wRight Extends text to the left from the tab stop.

wDecimat Aligns a decimal point at the tab stop. Text or numbers without a decimal
point extend to the left of the tab stop.

wBar. Inserts a vertical line through the selected paragraph at the ruler position you
specify.

5. Leader tabs are effective in moecting text (much like a table of contents). To set a
leader tab, select the type of character you want to fill the empty space to the left of a
tab stop.

6. Click in the box under the option Tab Stop Position. Enter a new tab stop. Click on the
Set buttonafter each tab stop entry.

7. Click on the OK button when all selections have been made.
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Line Spacing

oMicrosoft Office Word 2007 introduces a newly designed default template for creating documents.
The new template uses fonts that were designed withdability in mind. According totdogthat

was active during Word 2007 development, "the new fonts used in Word are based on the
ClearTypedchnology that provides a crisper, more easily read display of the fonts on most modern
monitors." Calibri is the new default font for body text, and "to complement the look of Calibri,
Cambria was selected for use in headings."

The default template forreating new documents in Word 2007 also uses "looser" line spacing and
introduces extra space between paragraphs. The looser line spacing is actually only 15 percent
greater than single spacing (it is not double spacing, or even 1.5 line spacing). étsepisrpo
introduce more white space in blocks of text, which makes the text easier to read.

Because many Word users press ENTER twice after every paragraph, the Word 2007 default settings
build in that extra space. Customers need to press ENTER onliynen® add space between
paragraphs

To set Word 2007 to look like Word 2003 by default:

1. Opena new blanikdocument.
2. On theHometab, in theStylesgroup, clickChange Styles

A

Change
Styles =

3. Point toStyle Setand clickWord 2003
4. On theHometab, in theStylesgroup, clickChange Styles
5. Point toFontsand underBuilt-in, clickOffice Classic

If you want to crate all documents with the Word 2003 style set and fonts, in the Styles group,
click Change Styles, and then click Set as Default.

Tomanuallychange the line spacing on a new document:

1. Position the cursor where you will be changing the line spacimgpligiht the text to be
changed.

2. Selectthe Hometab and click on théine Spacingicon.

|¢§.| Sy - B - THormal | TH

iV Lo

115

1 1.5

20

25

3.0

Line Spacing Options...

Add Space Before Paragraph
Add Space After Paragraph

I =

9
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3. Select the line spacing option you prefer or clicoh y'S  { LJI O Aayidghish LJG A 2 y & X
screen will appear:

5
Paragraph @I—g_hj
Indents and Spacing | Line and Page Breaks
General
Alignment: Left |E|
Cutline level: |Body Text IZ|
Indentation
Left: 0" = Special: By:
Right: o = (none) |Z| =
Mirror indents
Spacdng
Before: 0pt — Line spacing: At
After: opt = Single Izl =
Don't add space between paragraphs of the same style
Preview
Sl Toms Sl Tons Sampls Times Sample Toms Samgls Tms Sammple Toms Samgile Tome
Sammple Tt Sammple Tommt Sammle Timwt Sammple Tmms Sample Tt Sammmple Tomms Samgle Tomme
E— iz Texe Sampls Tmms Sampls Toms Sampls Tome Sample Toms Samgle Tt
Tabs... | | Default. .. | [ oK ] | Cancel

4. Click on the down arrow undehe Line Spacingption. This will invoke a pull down
menu of options. They are:
A Single This option will set the line spacing for each line to accommodate the largest
font in that line. For example, in a 4®int text, the line spacing & little morethan
10 pointthe actual size of the characters plus a small amount of extra space. The
amount of extra space will vary depending on the font that is used.

A 1.5 LinesThis option will set the line spacing for each line to-amel-a-half times
that of sirgle line spacing. For example, in-lirte-spaced lines of oint text, the
line spacing is approximately 15 points.

A Double This option will set the line spacing for each line to twice that of single line
spacing. For example, in doukdpaced lines fol0-point text, the line spacing is
approximately 20 points.

A At Least This option will set a minimum line spacing that Word 2003 can adjust to

accommodate larger font sizes or graphics that would not otherwise fit within the
specified spacing.

10
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A Exacty: This option will set a fixed line spacing that Word 2003 does not adjust. If
portions of characters or graphics appear to be clipped, increase the spacing
specified in the minimum or fixed line spacing. This option makes all lines evenly

spaced.

A Multiple: Allows line spacing to be increased or decreased by any percentage. For
example, setting line spacing to a multiple of 1.2 will increase the space by 20
percent, while setting line spacing to a multiple of 0.8 will decrease the spacing by
20 percent.Setting the line spacing at a multiple of 2 is equivalent to setting the line
spacing at double. In th&t box, you will type in the line spacing that you want. The
default is three lines.

5. Click onOKafter making your selection.

Creating Bullets® Numbering

Bulletsand Numberingadds emphasis to important information and should be used sparingly to
LINBE & SNBSS (KS Ngbth BufetdBnd Numbeiirt) yplidng ayedound within the
Paragraphgroup on theHometab.

Creating Bullets

. Position yourcursor where you would like to invoke the bullet option.
2. On theHometab, dick on theBulleticon = " putton in the Paragraphgroup.

1 Here is a bulleted item
To tum off the option, click on th&ullet icon again.

To change the bullet symbol, click on &l down menuo the right of theBulleticon. This
screen will appear:

Hw

S = - || 2E £ (4
i=o]4= - i) [2= V1 9 ] aaebcend) aa

Recently Used Bullets

]

Bullet Library

+.

None ® O ] + 0’0

> v

Document Bullets
ep o ®

Define Mew Bullet...

* You can also right click on an existing bullet and select Bullets

11
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5. Click on a style and then click on tB&button to change to the new style andturn to the

document.
6. You can also access additional bullet symbols by clicking @ $& A y' S b Soption. dzf £ S G X
This screen will appear:

rI:ili.=:1"|ni.=: MNew Bullet (-2 [ |
Bullet character
Symbal... JI Picture... II Font... J
Alignment:
Left IEI
Preview
.
.
| i
.
ok | [ cancel |

For additional Bullet symbols, click on tBgmbol Picture, or Fontbutton and select the desired
style. Onceou find the style desired, highlight the bullet you wish to use and clicRkn

12
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Numbered Lists

To create a numbered list, click on the Numbeiizan = - on theHome tab Each time you hit
the <Enter> key, the next chronological number will appeard yoti turn the number option off by
clicking it again.

To ajust the numbered list formatlickon the pull down menu to the right of th&lumberingicon.
This screen will appear:

=i || ==

=4
=2 7| | AaBbCcDc | Az
Recently Used Number Formats

1.
2.
3.

MNumbering Library
1. 1)
Mone 2 2)
3 3)

L. b}
ML C. c)

o .

a. i.
b. ii.
C. iii.

Document Number Formats

1, Step 1. Step 1.
2 Step 2. Step 2.
3. Step 3. Step 3.

L, [
W

Define Mew Mumber Format...

1'%

It is also possible to interrupt a list and insert text in arnumbered format. Turn off the
numbering option and when you want to continue from previous list, just click oiNthmbering
icon and selec€ontinue Numberings seen below:

= -

Continue Mumbering

You can also customize the numbers by modifying the font of the numbers, numisedngnce,
numbering position, numbering style, or text before the numbering. Just cli€kedine New
Number Format..

13
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Headers and Footers

Consistent text at the top of each page (header) or at the bottom of each page (footer) can easily be

created inWord 2007.

1. Selectthe Inserttab.

2. Click oreither the Headeror Footericon and one the following screens will appear:

:',l Remove Header

L
Hal

|5l Remove Footer

L
Sal

E':j :] _ﬁ = 4 A= | 2% Signature Lir =j _ﬁ = 4 A= |2 Signature Line -
= = = — I%Date & Time — & — ,:%Date&Time
Header| Footer  Page Text Quick WordArt Drop § ) Footer| Page Text Quick WordArt Drop " ) E
- - Mumber = Box~ Parts - - Cap ~ '§e] Object ~ - Mumber = Box~ Parts~ - Cap~ '§d Object ~
Built-In 4 || Built-In =
Blank Blank
[Wppee bext]
IMype fexi]
Blank (Three Columns) Blank (Three Columns)
[Ty test] [Tipe teat] [Ty test] ‘B 1
Iype toxt| [Typo tuxt] [ Typee tect)
Alphabet Alphabet
[Type the document tithe]
[Ty it Page §
Annual Annual
[Type the document title] | [Year] T
Austere (Even Page) Austere (Even Page)
T v k. DOCUMENT TITLE] R vt Mo texs of specifie stybe bm docament. | [Typo the compamy rame)
Austere (0dd Page) Austere (0dd Page)
ITYVPE THE DOCUMENTTTTLE| m [iype the scama) | Errot e text of styie i document, -
b =
5] Edit Header |5l Edit Footer

14
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3. To just access thdeaderor Footer, click on eitheEdit Headeror Edit Footer. You can also

select whichever buiin optionbest suits your needs.
4. To complete the header and footer insertion, click on @leseHeaderand Footericon.

X

Close Header
and Footer

Close

Inserting Page Numbering

1. Place the cursor at the beginning of the document.
2. Onthe Inserttab, click on thePageNumbericon.

i ) =k = L L A
es SmartArt Chart Hyperlink Bookmark Cross-reference | Header Footer | Page Text Quick Word
= = Mumber ~ Box~ Parts - =
simple |8 Top of Page »
Plain Number 1 @ Eottom of Page 3
k2 = Page Margins 3
! #]  Current Position »
= ﬁ) Format Page Mumbers...
y
Plain Number 2 b
' Jl
Plain Number 3
1
Page X
Accent Bar 1
1 Page
Accent Bar 2
|1
[
Page X of Y 5
Bold Numbers 1
Pags 1 of 1 £
=\
e 1

15
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3. Select the desired location of your page numbers to see different options.
4. Foradditional options, click oRormatPage Numbers This screen will appear allowing you
to format page numbering options:

From this Dialog Box, you haveethbility to [ Page Number Format D | |
select the type of page numbering format, how

page numbering starts, and whether to include | | Number format:  FRERER - |
the chapter number with the page number. ] tndude chapter number

Chapter starts with style: |Heading 1

Use separator; - (hyphen)

Examples: 1-1, 1-A

Page numbering

(@ Continue from previous section

-

(") Start at: =

16
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Find& Replace

You can easily review or change text, graphics, footnotes, or otheresltsnin a document, by
O2yRdzOGAY3 | aFAYRE 0O6aSIFNDODKO 2LISNYGA2Y FyR GKS
phrase or text format. You can also find and replace special characters such as fields, tab
characters, page breaks, optional hyphens, pachgraph marks.

Find (Searching text)

1. Select theHometab and click orrind This screen will appear:

Dialog Box Options
A Find What Type the information or word you want to find.
A Format{ LISOATASA GKS F2NXI GGAY Rtbdx2 dzZONB f 221 Ay 3 -

A LessThis button will take away the bottom options replacing the Less button with a More
button.

17



