Microsoft Word 2007
Lesson 1

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

Office Word 2007.

Y ou should see a blank document in the Word
window.

Look at the fiveiconsin the lower left corner of the Word window. Check that
you areinthe Print Layout View of the document.

Minimizing the Ribbon

The ribbon at the top of the screen takes up alot of space, especialy if you have a monitor
smaller than 17" or so.
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Y ou can minimize the ribbon by right-clicking on any of the tabs and then clicking on Minimize
the Ribbon. With the ribbon minimized, alot 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 alaboratory 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

Drinking Bird Experiment
David M. Whisnant

Experiment completed

to emphasize it. We also want to center the four linesin the page. Reportsubmitted:
Sweep the cursor over the first line of text with the left mouse
button depressed to select the line. Y ou should see afaint mini
toolbar appear above the selection. S :

Drinking Bird Experiment

David M. Whisnant

Experiment completed

Report submitted:
Emphasizing Text with Bold and Italics Fonts
If you move the mouse button over the mini toolbar, it will e
become more distinct. Click on the Bold icon to put the first E . A "E g
line of text in abold font. —_—

Drinking Bird Experiment
David M. Whisnant

Experiment completed:

Report submitted:

Select the third and fourth lines and click on the Italicsicon to

Drinking Bird Experiment
put them in italics font. ¢ P

David M. Whisnant

Experiment complet
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Changing the Style

Y ou 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. Thiswill select everything in the document.
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Again click on the Home tab and choose the No Spacing Style. Thiswill change the document
style to single-spaced lines.
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Centering Text and Changing Font Size

Select al 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 Calibri [ao=| 18 |- Ia. N A S

of the text. BIED A ===
; . . Drinking Bird E i t

Select the first line of text and choose a Font Size of S ——

18 pt Experiment completed:

Report submitted:

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 ablank line between the second and third
lines of text.

Drinking Bird Experiment
David M. Whisnant

Experiment completed:
Report submitted:

Entering Today’s Date
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Look at the Italicsicon. If Drinking Bird Expe[ilient
the icon has an orange box David M. Whis

_aro!"lnd It (S gnlfyl ng_ that Experr’mentcomp!etea‘:l
italics font is on), click on Report submitted:
theicon again to turn italics

font off.

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

Drinking Bird Experiment
David M. Whisnant

Experiment completed: June 30, 2007

Suppose that you did the experiment last week (let’s say Report submitted:

June 30, 2007). Typethisdatein.
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Position the cursor on the right of “Report submitted:”. If theitalicsfont ison, 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.
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Insert Date and Time
Drinking Bird Experiment insert the curent e SR o
David M. Whisnant

Experiment completed: June 30, 2007
Report submitted:|

In the Date and Time window, make sure that the 2]
“Update automatically” box is checked. failable formats: Language:

712i2007 «| [english fu.5.3 -
W_I I =

Select the date format shown in the picture at the 7.0z
right and click on OK. ??%?2357
1, z, 07
= July 2007
2
Drinking Bird Experiment T L A
David M. Whisnant T
11:54
11:54:10
Experiment completed: June 30, 2007
Report submitted: July 2, 2007 ;III? Update automatically I

Default,.. | | OF I Cancel |

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

Aligning Text on the L eft

T Docaments - M|
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Click on the Align-left icon in the Home
ribbon to shift the cursor to the | eft.

Align Text Left (Ctrl+L)

Align text to the left. I

David M. W

Experiment complet
Report submitted|
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Typein 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.

Typein the text shown at the
right.

Saving a Document

Click on the Office Button and hold the cursor
over Save Aswithout clicking the mouse. You

soon will see a menu appear.

Drinking Bird Experiment
David M. Whisnant

Experiment completed: June 30, 2007
Report submitted: July 2, 2007

Introduction

Whenits headis allowedto dip into a glass of water, the drinking bird toy bobsup and down
indefinitely. We hypothesize that the evaporation of the water may have a cooling effect on the head of
the bird. We will explore the effect of temperature on the head and tail of the bird to see if temperature
differences affectits behavior.

Docy

Save a copy of the document

|'!}_"\ Word Document

~ = Save the document in the default file
Save the document as a Word Document on your [/ Qeen il
. . . “ ” i Word Template
H ) drlve Wlth the name L ab Report ) H Save E = Save the document as a template that can
[] - be used to format future documents.

NOTE: Your professor may ask you to save the file
in a formthat can be used in the previous version
of the program, Microsoft Word 2003. If thisisthe
case, save it asa Word 97-2003 Document.
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@ Word 87-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

H Save As |k
UJ':'J' Print »

¢ Find add-ins for other file formats

Learn about add-ins to save to other
formats such as PDF or KPS,

Save a copy of the document

ETV‘ Word Document

~u = Save the document in the default file
format.

i ‘Word Template

]
Save the document as a template that can
be used to format future documents.

@ j ‘Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,

y Find add-ins for other file formats
. lazrn about add inc b et thar




Creating aBulleted List

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

Click on the Bulletsicon in the Home ribbon to
create the first item in a bulleted list.
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Start a bulleted list, E
Click the arrow to choose different
bullet styles.

Experiment complete,
Report submitted:]

Introduction
When its head is allowed to dip into a glass of water, thi
indefinitely. We hypothesize that the evaporation of thi

the bird. We will explore the effect of temperature on {
differences affect its behavior.

Equipment

Enter “Drinking bird toy” asthefirst item. When you press the Enter

key, another bullet will be created.

Enter “Electric heater” and “Dry ice” asthe next two itemsin the list.

Then press Enter twice to stop creating bullets.
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Equipment

& Drinking bird toy

Equipment

* Drinking bird toy
*  Electric Heater
*  Dryice




Making Changes

Typein the text as shown at theright. The
heading “Part 1: Heating” isin bold with 14 pt
font.

Equipment

Electric Heate
Dy ice

Part 1: Heating

Drinking bird toy

r

Inthis part of the experimentwe heated the toy with an electric heater.

Y ou how realize you need to make some
changesin the text.

Y ou aso want to add one more bullet to the
list and change the wording of the first
sentence.

Make these changes and add another

Equipment

Drinking bird toy

* Electric Heater

*  Dryice
Thermometer

Part 1: Heating

\ 4

Inthis part of the experimentwe heated the head and tail of the bird with an electric heater. We useda
thermometer to measure the temperature of the air nearthe portion being heated.

sentence as shown at the right.

Changing the Font Type

Y ou 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.

-

Calibri (Body) 11

We Want to Change the Font type In :o:t Insert  Pagelayout  References
the entire document. Choose Select B Ey—
All from the Home ribbon as ipbserd = | Cambriz Math
. F Candara
described on page 3. % CASTELLAR
T Centaur
F Century

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 spacein the
document.
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Drinking Bird Experiment
David M. Whisnant

Experiment completed: June 30, 2007
Report submitted: July 2, 2007

n

iz allowed to dip into a glass of water, the drinking
bp and down indefinitely. We hypothesize that the

the water may have a cooli effect on the head of the
explore the effect of temperaturs on the head and tail
see if temperature differences affect its beshavior.

bird toy
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Because you selected the entire
document, the font size of the
headings has been changéd.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 ike that shown at the
right.

Setting Page Margins

You also recall that the margins of the pages are required to be
1 inchon the top and bottom, and 0.75 inch on the left and
right. ChoosethePage Layouttab and theMargins in the

Page Layoutibbon

SelectModerate 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 deplyour name at the bottom of each page.
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