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Microsoft Word 2007 
Lesson 2   

Open the “Lab Report” Word file that you saved in Lesson 1. We will begin by adding a title 
page to the report.  

Position the cursor before the first character in 
the document. Insert a page break by holding 
down the Ctrl key and pressing the Enter key 
once.     

You should see a new page appear, making what had been the first page of the report into the 
second. Move the cursor to the top of the first page, which we will make the title page of the 
report.    

Changing the Zoom View  

The View ribbon allows you to choose how close you view 
the page on which you are working.  Select the One Page 
Zoom, which should show you the entire page.       

Preparing a Cover Page  

Next we would like to add a cover page for the report. On the Insert 
ribbon, select Cover Page and then Conservative. 
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You will see a template for a conservative cover page, an 
appropriate form for a lab report.                  

Modify the cover page so it looks like the picture at the 
right. Along with adding the text shown at the right, 
make the following changes:  

 

Change the font to Courier New 

 

Make the name and date 14 pt 

 

Remove the subtitle 

 

Move the abstract up on the page so that it is 
positioned as shown.   

The text of the abstract is shown below:  

The drinking bird is a toy that bobs up and down 
when its head dips into a container of water. In this 
experiment we determined that heating the bird’s 
tail and cooling its head causes the liquid in the 
bird to evaporate in the tail and condense in the 
head. This pushes the liquid into the head, causing 
the bird’s head to fall, at which point the liquid 
runs back into the tail. This continues as long as 
the bird’s tail is warmer than its head   

Change the Zoom View back to 100%. 
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Automatically Checking Spelling and Grammar  

Office has a spelling and grammar checker that you always should use after you have written a 
document.  It is possible to set this up so that Office automatically checks for potential spelling 
and grammar problems as you type, and indicates the potential problems by underlining them 
with a squiggly line.  

To see if Office is set up to automatically check spelling and 
grammar, click on the Office Button and then Word 
Options.             

In the Word Options window, select Proofing in 
the menu on the left. The boxes should be checked 
by “Check spelling as you type,” “Mark grammar 
as you type,” and “Check grammar with spelling.   

If they are not, check these boxes and click on 
OK.     
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Potential grammar 
problems are indicated by a 
squiggly green line under 
the potentially offending 
section.   

Not all of the potential grammar problems identified by the Grammar 
Checker actually are problems: the sentence above is grammatically 
correct, for example. Right-clicking on the sentence will bring up a 
window explaining what the Checker thinks the problem. Click on 
Ignore Once to ignore this grammar “problem” with this sentence. 
When you do, the green underline will disappear.      

If you move to the second page of 
the document, you will see three 
potential spelling errors identified 
by a squiggly red line under the 
words: “coloured,” “methylene,” 
and “vapour.”     

Potential spelling errors are words that the Spelling Checker 
does not find in its dictionary. Right-click on “coloured.”  
You will see that you have four options: 

 

Replace it with “colored” 

 

Ignore this occurrence of the word 

 

Ignore all occurrences of this word in the document 

 

Add the word to the Dictionary  

This really isn’t an error, just an alternate British spelling of “colored.” Still, it probably is 
preferable to use the American spelling. Click on colored to replace “coloured” in the sentence.  

Do the same for “vapour,” which clearly is the alternate British spelling 
of vapor.   
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“Methylene” is a specialized chemical term that you would not expect 
to be in the Dictionary. Unless you are a chemist, it is probably best to 
choose Ignore All.        

Checking Spelling and Grammar in the Entire Document   

You also can check the spelling and grammar 
yourself. In the Review ribbon, click on the 
Spelling & Grammar button.      

The Spelling and Grammar checker 
will run through the entire document 
looking for potential problems.  It 
should find two potential sentence 
fragments in the footnote. You can tell 
the checker to ignore them.
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The Thumbnail View  

In the View ribbon, click 
on Thumbnails, so that it 
is checked. You will see 
thumbnail views of each 
page on the left side of 
the screen,  

The Thumbnail View is 
convenient for viewing a 
long document because 
the thumbnails on the left 
side of the window make 
it easy to locate a page 
you want. Clicking on the 
thumbnail will show the 
corresponding page in the 
viewing pane at the right.    

Close the Thumbnail View.    

Hanging Indented Margins  

Open up some space in the last section of the report and type in the text shown here.   

It would be nice to indent the explanatory text to make the main words (Felt, Eyes, and Tail) 
stand out, like in a bulleted list. We can do this with hanging indented margins. 
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Select the three paragraphs that we want to set up with hanging indent margins.             

In the Page Layout 
ribbon, click on the small 
arrow located in the lower 
right corner of the 
Paragraph section.    

In the Paragraph window, under the Indents and 
Spacing tab, set Special to Hanging. Leave the 
By: set to its default value of 0.5”.         

A hanging indent indents the margins of all lines 
in a paragraph except the first, as shown below. It 
is a little bit like a bulleted list, except that the 
“bullets” are words.   
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Setting Tab Stops  

Enter a heading called “Results: Heating.”  

We now want to enter the results of our heating 
experiments, which are shown below.     

Run Where Temperature (oC) Results 
1 Head 40 No motion 
2 Head 35 No motion 
3 Tail 42 Head moved 
4 Tail 39 Head moved   

We want to align the experimental results in the report so that their format looks like the above. 
We will do this by setting tab stops in appropriate positions.  

The default tab stops in Word are every left tabs positioned every ½ inch.  We can change these 
to other types of tabs located at positions we select. There are several tab types:           

Choose Ruler from the View ribbon  
if the ruler is not visible above the 
page.     

The current tab type is shown on the left side of the ruler bar. 
This is probably the default Left tab.  
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Click on the tab type icon once to change it to a Center tab.         

With the cursor positioned two lines below the “Results: Heating” heading, click on the ruler 
in three spots:  1.5”,  3”, and 5”. This will insert three Center tab stops at these locations.          

Type in “Run,” press Tab, type in “Where,” press Tab, type in “TemperatureoC,” press Tab, 
and type in “Results.”   Note: In “TemperatureoC, a lower case “o” is before the final “C.” Put 
this line in Bold.  

Press the Enter key to move down to the next line and retain the tab stops that you set for the 
previous line.   

Enter the data as shown below. Pressing Tab on the keyboard will move you from column to 
column. Press Enter to move to the next line and retain the tab stops.            

Space down three lines below that data you just entered. We now will make a tab stop that will 
insert a line of periods when you move to that tab:  

Summary ....................................................... See the line of periods  
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In the Page Layout ribbon, 
click on the small arrow 
located in the lower right 
corner of the Paragraph 
section.     

At the bottom of the Paragraph window, click on the 
Tabs button.          

In the Tabs window, click on Clear All to clear the tabs you had set to 
display the experimental results.            

Enter a tab stop position of 3”.  

Set the Leader to 2 ……….  

Click on Set.  

Click on OK.   
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Type in “Summary” as 
shown at the right and then 
press Tab. You should see 
the periods appear, leading 
over to the tab at 3”. Type 
“Heating the tails makes the 
head dip.”  Also type in the 
sentence below the summary.     

Using Superscript and Subscript Fonts  

We need to make the “o” in “(oC)” into (oC) by 
changing it into a superscript.   

Select the “o” in “oC.”   

In the Home ribbon, click on the Superscript 
icon, x2. This will make the “o” look like the 
degrees symbol, oC.     

Using the Thesaurus  

When you are writing, you may encounter a situation in which you have written a word for 
which you think there may be another that sounds better. Word has a built-in thesaurus that will 
supply synonyms of words you choose.  

Suppose that you are dissatisfied with the word 
“portion” in the description of the experiments. 
Right-click on “portion” in the “Heating” section 
and select Synonyms in the window that pops 
up.  

You then will see a list of synonyms, from which 
you can choose if you like. Click on section. This 
will change the sentence to “We used a 
thermometer to measure the temperature of the 
air near the section being heated.”  

Do the same in the “Cooling” section.
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Using the Dictionary  

You also can look up words in the program’s built-in dictionary. 
Suppose that you are not quite certain about the meaning of the 
word “pivoted” in the Wikipedia description of the bird.  

Right-click on the word and, in the window that pops up, click on 
Look Up.     

A Research pane will open up on the right of the screen. Choose the 
Encarta Dictionary from the list of reference books. The Research 
pane then will display a list of definitions for the word “pivot.”  The first 
one is the best for our purposes.   

Close the Research pane when you are through.           

Finding and Replacing Words  

Occasionally a writer may find that he or she needs to change a word that is used throughout a 
document. In the past this was painful for a long document because it required the writer to go 
through the text, replacing the word one at a time. Now it is easy, because we can ask Word to 
find all occurrences of a word and replace it with the new one.  

Suppose you find, for example, the “dunking bird” is a more commonly used name for the toy 
than “drinking bird.” You decide to replace the word “drinking” with “dunking” in your lab 
report.  

Place the cursor at the beginning of the document by holding the Ctrl key down and pressing the 
Home key.  
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Select the Home ribbon and Replace.     

Enter “drinking” in the Find what: box. 
Enter “dunking” in the Replace with: box.  

We don’t want to replace all occurrences of drinking – 
in the Wikipedia reference for example – so click on 
the Replace button, which will allow us to choose 
when we want the replacement to be made.    

You will see the first occurrence of the word 
“drinking” highlighted on the Cover Page. 
Click on Replace to replace it with “dunking.”           

You then will see the next occurrence 
of the word on the next page. Again, 
click on Replace.  

Continue replacing “drinking” until 
you reach the footnote. Click on Find 
Next for the two occurrences of 
“drinking” in the footnote, because 
you do not want these to change.  

Eventually you will see a message that 
you have searched the entire 
document. At this point, close the 
Replace window.  


