


Proofing Your Document

Checking Spelling and Grammar

Microsoft Word 2007 has made it easy to quickly check for spelling
and grammar errors throughout your document.

To check spelling and grammar:

1. From the Review tab on the Ribbon, select the Spelling &
Grammar option in the Proofing section.
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appear in the bottom pane.

5. Determine whether you want to ignore or change a single word or
sentence, or select Ignore All or Change All to apply the change
throughout your entire document.

6. When you have completed the review of your document, a window
will appear informing you that the spelling and grammar check is
complete.

7. Click OK to return to your document.

Using the Thesaurus

The Thesaurus is a useful feature for identifying possible synonyms.

To access the Thesaurus: [ |
1. Select the word for which you want to fe”d’ ok -
limprove

find a synonym.

2. From the Review tab on the Ribbon,
select the Thesaurus button in the
Proofing section.

3. The Thesaurus task pane will open on the
right of your screen, displaying options
to choose from.
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4. Hover over the word you want to insert, — s
and click the drop-down arrow. Ji e

5. Click Insert to replace the word in your document.
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Using the Translate Feature

Another exciting new feature in Word 2007 is the ability to select a
word and translate it into a different language.

__: To access the Translate feature:

Translate a word or sentence.

From | 1. Select the word you want to
English (U.S.) Eﬂ | translate.
To | 2. From the Review tab on the
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4. Determine which language you
are translating from and which
language you would like to
translate to.

5. Scroll down to read the options

in the Bilingual Dictionary.
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Tracking Changes

The Tracking features allow you to quickly see changes made to your
document.These features are especially useful when collaborating
with several people on a draft or particular section of text. When Track
Changes has been turned on, each user's changes or comments
display in a different color, alerting the document owner of where and
what has been changed.

To turn on Track Changes:

1. Select the Review tab on the Ribbon.

2. In theTracking section, select Track Changes | Track Changes. Any
changes made to-this document will now show up in a different
color.In the Tracking section, you can also select options for the
way your changes show up in the document.
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Reviewing Changes

After changes have been made to your document, you then have the
option of determining whether to accept or reject those changes.

To access the reviewing features:

1. Select the Review tab on the Ribbon.

2. In the Changes section, use the
Accept or Reject buttons to keep or
discard changes.

3. To accept all the changes in your
document, click the drop-down arrow
on the Accept button and select
Select All Changes in Document.
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Comparing Documents

The Compare features in Word 2007 make it easy to compare or
combine different versions of the same document. This feature can be
especially useful in consolidating or viewing changes by several users
of a particular document.

To access the comparison features:

1. Select the Review tab on the Ribbon.

2. To combine or compare documents, go to the Compare section,
click the drop-down arrow on the Compare button, and make your
selection.
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3. Once you have selected your documents, click OK.

4. Your window will then split into separate panes, with a pane
showing your original and revised documents, a pane showing the
compared document, and a pane showing changes and comments.

Protecting Documents

Using the Protect Document feature enables you to set parameters for
the kinds of changes, if any, you will allow in your document. Click the
Protect Document button in the Review tab and select the
parameters you want to use.
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Publishing Your Document - Printing Your Document
Publishing To Your Blog Using Print Preview
Another new feature in Word 2007 is the ability to publish your Word To preview your document before printing:
document to your blog. 1. Select the Office Menu button above the Ribbon.
To publish to your blog: 2. Click the drop-down arrow on the Print option and select Print
Preview.
1. Select the Office Menu button above the Ribbon. 3. Make changes to the page margins, orientation, or size, if any, and
2. Hover over the Publish option and select Blog. click Print, or click the Close Print Preview icon to return to the
3. The Register a Blog Account document.
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Creating Labels
To create labels: e :
1. From the Ribbon, select the || B \
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the Labels button, e = For issues call the TSSC at 1-800-237-3211 or 240-386-6680
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Using Word Count

The Word Count feature is a quick and easy way to count the number
of words in your document. In Word 2007, the Word Count appears

automatically in the bottom left-hand corner of your window. As you BRAI N STORM.‘
INC.

type, the Word Count is updated automatically.

To find the Word Count of a specific paragraph:

1. Select the text you want to count.

2. The Word Count feature will show the number © 2006 BrainStorm, Inc. All rights reserved. Reproduction or transmission of any kind is prohibited without
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