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Microsoft Word 2007 
Lesson 1    

Open Word from the Start menu. In this menu, 
select All Programs, Microsoft Office, Microsoft 
Office Word 2007.  

You should see a blank document in the Word 
window.         

Look at the five icons in the lower left corner of the Word window. Check that 
you are in the Print Layout View of the document.      

Minimizing the Ribbon  

The ribbon at the top of the screen takes up a lot of space, especially if you have a monitor 
smaller than 17” or so.   

You can minimize the ribbon by right-clicking on any of the tabs and then clicking on Minimize 
the Ribbon. With the ribbon minimized, a lot more of the document shows on the screen 
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The Mini Toolbar  

In this set of Microsoft Word lessons, you will write a laboratory report 
describing some experiments you have done to determine how the 
drinking bird works. Begin by typing the text shown at the right. Use your 
own name.  

First, we want to change some of the text to bold and italics font in order 
to emphasize it. We also want to center the four lines in the page.    

Sweep the cursor over the first line of text with the left mouse 
button depressed to select the line. You should see a faint mini 
toolbar appear above the selection.          

Emphasizing Text with Bold and Italics Fonts  

If you move the mouse button over the mini toolbar, it will 
become more distinct. Click on the Bold icon to put the first 
line of text in a bold font.        

Select the third and fourth lines and click on the Italics icon to 
put them in italics font.  
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Changing the Style  

You may have noticed that the lines of text are double-spaced rather than single-spaced. We 
want to use single-spaced lines in the report, which will require us to change the style.   

Click on the Home tab to display the Home ribbon. At the right side of the ribbon, click on 
Select and then Select All. This will select everything in the document.    

Again click on the Home tab and choose the No Spacing Style. This will change the document 
style to single-spaced lines.     

Centering Text and Changing Font Size  

Select all four lines and center them on the page by 
clicking on the Center icon.    
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Next, we want to change the size of the font for some 
of the text.  

Select the first line of text and choose a Font Size of 
18 pt.     

Do the same with the second line, except make its Font Size = 14 pt.   

Position the cursor to the right of the second line. Press the 
Enter key to open up a blank line between the second and third 
lines of text.         

Entering Today’s Date  

Now we need to enter the 
dates. Position the cursor to 
the right of “Experiment 
completed:”    

Look at the Italics icon. If 
the icon has an orange box 
around it (signifying that 
italics font is on), click on 
the icon again to turn italics 
font off.    

Click once on the Space bar to move the cursor over one 
character, which opens up a little space to the right of the 
colon.  

Suppose that you did the experiment last week (let’s say 
June 30, 2007). Type this date in.    
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Position the cursor on the right of “Report submitted:”. If the italics font is on, turn it off.  Again 
open up a space to the right of the colon.  

We want to enter today’s date here. Click on Insert, Date & Time from the main menu.            

In the Date and Time window, make sure that the 
“Update automatically” box is checked.  

Select the date format shown in the picture at the 
right and click on OK.         

You should see today’s date. Because “Update automatically” is checked, this date will always 
be the current date.    

Aligning Text on the Left   

Use the Enter key to space the cursor down 
four lines.  

Click on the Align-left icon in the Home 
ribbon to shift the cursor to the left.    
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Type in the word 
“Introduction,” put it in Bold 
font, and make the Font Size = 
14 pt. Space the cursor down 
two more lines. If the font 
remains set to Bold and 14 pt, 
change it back to 12 pt without 
bold.  

Type in the text shown at the 
right.         

Saving a Document  

Click on the Office Button and hold the cursor 
over  Save As without clicking the mouse. You 
soon will see a menu appear.  

Save the document as a Word Document on your 
H: drive with the name “Lab Report”.         

NOTE: Your professor may ask you to save the file 
in a form that can be used in the previous version 
of the program, Microsoft Word 2003. If this is the 
case, save it as a Word 97-2003 Document.       
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Creating a Bulleted List    

Space down three lines and enter the word 
“Equipment” with bold font and 14 pt Font Size.       

Click on the Bullets icon in the Home ribbon to 
create the first item in a bulleted list.        

Enter “Drinking bird toy” as the first item. When you press the Enter 
key, another bullet will be created.        

Enter “Electric heater” and “Dry ice” as the next two items in the list. 
Then press Enter twice to stop creating bullets.  
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Making Changes  

Type in the text as shown at the right. The 
heading “Part 1: Heating” is in bold with 14 pt 
font.          

You now realize you need to make some 
changes in the text.   

You also want to add one more bullet to the 
list and change the wording of the first 
sentence.  

Make these changes and add another 
sentence as shown at the right.     

Changing the Font Type  

You notice that the default font in the document is 11 pt Calibri. You 
recall that the standard font in your department is 10 pt Courier New, so 
you need to change the font type.    

We want to change the Font type in 
the entire document.  Choose Select 
All from the Home ribbon as 
described on page 3.   

Change the font to Courier New.  
Also change the font size to 10 pt.  

Once the changes have been made, 
deselect the text by clicking 
somewhere on a blank space in the 
document. 
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Because you selected the entire 
document, the font size of the 
headings has been changed. Go back 
and set the font of the title to 18 pt 
and the font of your name and the 
headings to 14 pt.  

When you are through, your report 
should look like that shown at the 
right.        

Setting Page Margins  

You also recall that the margins of the pages are required to be 
1 inch on the top and bottom, and 0.75 inch on the left and 
right.  Choose the Page Layout tab and then Margins in the 
Page Layout ribbon.  

Select Moderate from the Margins menu, which sets the 
margins to fit the needs of the lab report.        

Adding a Footer  

The Header and Footer of a page are spaces within the margins at the top and bottom of the page, 
respectively. It frequently is useful to include information, such as page numbers, the date, or 
your name in these areas.     

Let’s number the pages and display your name at the bottom of each page.  


