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Introduction to Microsoft Word 2007 – Wells County Public Library Class 

What is Microsoft Word? 

A software program that allows you to create documents, such as letters, newsletters, labels, 

and more. 

To Open Word: Click on the icon on the desktop (square with “W”), quick launch menu, or go to 

“Start” menu, then all programs, and click on Microsoft Word  

(note: Word does not come standard on all computers, so it might be an additional software 

program you have to purchase. It often comes in a bundle with other Microsoft Office software, 

and because of this it can sometimes be found inside the “Microsoft Office” folder under “all 

programs”). 

To Create a New Document:  

When Word is opened, a new blank document should open automatically. If not, click on the 

“Office” Button and then “New.”  

 

 

To begin typing, just click the cursor anywhere in the new blank document. 

Practice Typing Exercise—“Lost Cat” poster 

 

 

 

 

 

 

 

 

 To get a space after each word, press the “Space Bar” key on the keyboard.  

 Pressing the ENTER key once gives you space after a paragraph or line.  

 Word 2007 automatically gives you a “10 point” space after each paragraph or line 

break  

Lost Cat 

Lost near Main Street and Central Avenue on 6/27 

Kids are crying. 

REWARD 

123-456-7890 

 

 



2 
 

 To capitalize a letter, hold down the “Shift” key and the letter you want capitalized at 

the same time. 

 To capitalize words, click the “Caps Lock” key. When you are finished, push the key 

again to return to normal typing. 

 

Saving a Document: 

1.) Click on SAVE icon (floppy disk) on the Quick Access Toolbar.  

 

 

 If you don’t have the SAVE icon, you can put it on there by clicking the 

“down” arrow next to the Quick Access Toolbar and adding the Save Icon to 

your toolbar. 

2.) OR  Click on the “Office” Button and click on “Save” 

 

Select Location on Computer where file will be saved. 

Note—“My Documents” folder is 

good for Word Beginners. You can 

Create New Folders in “My 

Documents” by topic: PTO, taxes, 

family newsletters, etc. Or you can 

save easily on the desktop for a 

temporary location. 

 

Name your File: 

Something short and descriptive, 

don’t use special characters (/%#>..) 

SAVE YOUR WORK FILES OFTEN AS 

YOU WORK! 

 

Use SAVE AS to: 

1.) Save multiple copies of a file in different locations – eg. a flash drive and on your 

computer 

2.) Keep track of different versions of a file 
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Using the “Office Button” 

New:  begin a new document.  

Open: Click on this icon to open a saved 

document on your computer. 

Save: Click on the save icon to save the 

document you are currently working on. 

Save as: Use this when you want to save 

multiple copies of the same document. Click 

on the arrow to get more options, such as 

saving it as a Word 97-2003 document or 

another file format. 

Print: Clicking on the print icon prints the 

document currently active in word. If you 

wish to explore more print options (such as 

look at a preview to see how it would look 

printed) click on the arrow and click “Print 

Preview) 

Prepare: the prepare button allows you to prepare the document for distribution to others. 

Send: allows you to send the document via email or fax. 

Publish: allows you to publish on the Internet or a blog. 

 

Formatting your font: 

To format text, you set the font 

specifications before you type, or 

highlight changes after they are typed. 

Theme Fonts: Typestyle choices are in 

a Drop down menu-type appearance is 

previewed in the white box. Arial and Times New Roman are popular styles. 

1. Font: change style of the font. 

2. Font Size: Choose font size from menu changes the text size (11 pt-12 pt typical) 
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3. Bold: Places the text in bold. 

4. Italic: Places the text in italics 

5. Underline: underlines the text 

6. Highlight: highlights the text 

7. Font color: change the font color; the default/automatic color is black  

8. The arrow at the bottom of the “Font Tab” opens more commands and features. 

 

Formatting your paragraphs: 

1. Bullets: Create an ordered bulleted 

list, using dots or numbers. 

2. Decrease indent: decreases 

indentation of the current selection 

(to the left) 

3. Increase Indent: increases 

indentation of the current selection (to the right) 

4. Align Left: aligns the selection to the left of the screen/paper 

5. Align Center: aligns the selection to the center of the screen/paper 

6. Align Right: aligns the selection to the right of the screen/paper 

7. Justify: aligns the selection to both the left and right of the screen/paper (like a 

newspaper) 

8. Line spacing: adjust the line spacing (single-spaced, double-spaced, etc.) Word 2007’s 

standard line spacing is 1.15. 

9. Line color: colors the line you are typing in 

10. Borders: add horizontal lines, tables, and borders 

 

Bullets/Lists: If you want to just start a new line under the same bullet, use a soft return. Soft 

returns start a new line instead of a new paragraph. To do a soft return, place your cursor at the 

end of a line, hold down the SHIFT key on your keyboard, then press ENTER. Example: 

 Paragraph 

 New Paragraph. It gets its own bullet. 

 Paragraph. 

Soft-returned line beneath paragraph. Since it’s in the same paragraph, it doesn’t 

get its own bullet. 

  

1 2 3 

4 5 6 7 8 9 10 
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Set Margins/Orientation: On the menu bar, click “Page Layout.” In the screen that pops up click 

on “margins.” You can click one of the standard margins, 

make it narrower, or click “custom margins.” 

In this menu, you can set each margin (top, bottom, left, 

right) to any size you want. 

Also, in this screen and on the main “Page Layout” 

screen, you can switch the page orientation (horizontal 

vs. vertical layout) from “Portrait” (vertical 8 ½ x 11—

typical) to “landscape” (horizontal) 

Spell Check: the standard setting in Word is to have spell check automatically check words. It 

will put a red squiggly line under misspelled words and a green squiggly under misused 

grammar. Or you can click the “Review” button and click on “Spelling and Grammar” to check 

the entire document at once when you are finished. 

Inserting an Image: In Word, it’s 

possible to add clipart or other 

images to a document. Click the 

cursor in your document where 

you wish to place an image. Then 

go to “Insert” tab, click on either 

“Picture” (if you have an image 

on your computer to use) or “Clip 

Art” (if you’d like to use an illustration or picture in the Microsoft Word image library) 

Printing: Click on the “Office Button” and click Print or Print Preview. It is recommended that 

you print preview your work prior to printing.  

Exiting Microsoft Word—2 choices 

1. Click on the “Office Button” and scroll down to “Close” 

2. OR click on the “X” in the upper right corner 

If you have entered text and have not saved the latest version, you will be prompted: “Do you 

want to save changes to Document1?” To save changes, click Yes. Otherwise, click NO. 

 

IT IS ALWAYS A GOOD IDEA TO SAVE YOUR WORK OFTEN, AND TO SAVE BEFORE EXITING. 


