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Using Contextual Tabs Ip::I 
Contextual tabs are another exciting new feature of Word 2007. 
Instead of hundreds of functions buried in menus, contextual tabs 
only appear when you need them, and then disappear when you 
don't. 

For example, to access the Picture Tools tab to adjust settings: 

1. � Click the picture you want to adjust. 
2. �The Picture Tool's Format tab now appears just to the right of the 

other available Ribbon tabs. 
3. � Use the available tools to adjust the look and feel of the picture. 
4. �When you have finished adjusting your object, click away from 

your picture. 
5. �The Picture Tools put themselves away, leaving only the standard 

Word 2007 tabs. 

Accessing GalierieslPJ 
Another change in Word 2007 is the Galleries feature. Within the new 
contextual tabs, galleries are displayed to give you quick, visual access 
to available formats for laying out tables, charts, pictures, and more. 

For example, to use the Gallery to adjust the format of a table: 

1. �Click the table you want to adjust. 
2. �The Table Tools contextual tab for your table will appear in the 

Ribbon. 
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3. �Scroll through the extensive Gallery of available table formats. 
4. �Select the format you want to apply. 
5. �When you have finished adjusting your table, click away from the 

table to close the Gallery. 

Using Live Preview IJ1'I 
The addition of the Live Preview feature in Galleries makes it easy to 
see how your changes will appear.Now, instead of applying a feature, 
then having to undo it if you're not happy with the result, simply 
hover your mouse over an available format and watch as changes to 
the selected text items are updated on the fly. 

Using Convenience Features1J3 

Displaying Enhanced Tool Tips 

Enhanced Tool Tips have been added to this version of Word.When 
hovering over a button in the Ribbon, the name of the feature will 
display, the description, and sometimes a picture or even a link to the 
Help Topic. 

Accessing The Mini Toolbar 

The Mini toolbar is a semitransparent tool bar that displays when text 
is selected. Moving toward the Mini tool bar reduces the transparency, 
moving away from the tool bar increases the transparency. 

The Mini toolbar provides 
ICentury Go T19 TIK AT AT .(1quick access to commonly 

used text features, e.g., Bold, B I E a!?,1 TA T�~�~� �t�~� := T 
Italics, Size, Font, and more. 

Creating a New Document 
To create a new document: 

1. � Click the Office Menu and select New, OR press Ctrl+N for a blank 
document. 

2. � In the New . - G 
Document 
dialog, select 
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3. � After defining your selection, click the Create button to open your 
new document and begin working. 

Opening a Document 
To open an existing document: 

1. Click the Office Menu and select Open, OR press Ctrl+O. 
2. Browse through the folders to locate the file you want to open. 
3. Select the file and click Open. 

Saving a Document 
To save your document in Word format: 

1. Click the Office Menu and select Save, OR click the Save icon !!iI 
on the Quick Access Toolbar, OR press Ctrl+S. 

2. Choose the preferred location where you want to save your file. 
3. Create the name for your file. 
4. Click Save. �

Note: Once a file has been saved and named, Word won't continue to �
prompt for a name; it will automatically save without opening the �
dialog window. �

Saving as PDF .. 

Saving in Portable Document Format (PDF) makes it easy to share 
your document while preserving the same look and feel across 
platforms.To save as a PDF: 

1. Click the Office 
Menu and hover 
over Save As. 

2. Select the option for 
saving as PDF or 
XPS. 

3. Give the file a name 
and ensure PDF is 
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listed as the file type. 

4. Click Publish. 

Saving as XPS tpJ 
Saving in XML Paper Specification (XPS) format is another way to 
easily share your document while preserving the same look and feel 
across platforms.To save as XPS: 

1. Click the Office Menu and hover over Save As. 
2. Select the option for saving as PDF or XPS. 
3. Give the file a name and ensure XPS is listed as the file type. 
4. Click Publish. 
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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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suggestions Will 
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 
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. 

4. 	 Hover over the word you want to insert, 
and click the drop-down arrow. 
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5. Click Insert to replace the word in your document. 

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: 

1. 	 Select the word you want to 
translate. 

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

3. 	 The Translation task pane will 
open on the right of your screen. 

4. 	 Determine which language you 
are translating from and which 
language you would like to8 Bilingual Dictionary 
translate to. 8 improve 

5. Scroll down to read the options 
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intransitjvo mejorar 
 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 the Tracking section, select Track Changes ITrack Changes. Any 

changes made tothis 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. 

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. 

Click the 
drop-down 
arrow to 
open the 
other 
document 
to compare. 

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 IjI3 

Publishing To Your Blog 

Another new feature in Word 2007 is the ability to publish your Word 
document to your blog. 

To publish to your blog: 

1. 	 Select the Office Menu button above the Ribbon . 
2. Hover over the Publish option and select Blog. 
3, The Register CI Blog Account 

Register e Blog Account
dialog will open automatically. 

To get started bloQgiog, register your blog ""count. You 
4. 	Click Register Now to register can ,lOp It1 rs ,tep for n~.'.' and YOun. prompted for this 

infurm~tion the: first time you post . 
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the provider from the "'LRmter-- I-- t!~w"'! IR.gisl<rl.tor 

drop-down list and click Next. 

Note: If you do not already have a blog, select I don't have a blog 

yet. 


6. 	Follow the steps and enter the information required to complete 
your set-up. 

7. 	 Once you have completed the steps, click OK to return to your 
document,Note:The Contextual tabs for blogging will appear in 
the Ribbon. 

Creating Envelopes and Labels 

Creating Envelopes 

To create an envelope: 
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the Delivery address. Om..."68'" 1-	 ~ ai' 
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5. 	Click Print to print your ~ I "" ......., I ~[i:;.~ ! 

envelope, ~ 

Creating labels 
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1. 	 From the Ri bbon, select the M~~JO~ho~"~O--------------------~,:; 
'3.t7WJterB:vd. 	 L..Mailings tab. salt ~e Oty, Ul ll411 8 

2. 	 In the Create section, select 
the Labels button. 

3. 	 Select the Labels tab and 
enter the information for 
the Delivery address. 

4. 	Set your print specifications. / 
5. 	Click Print to print your 

labels, 

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 
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 

of words you have selected, followed by the 
total number of words in your document. 
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Printing Your Document 

Using Print Preview 

To preview your document before printing: 

1. 	 Select the Office Menu button above the Ribbon. 
2. 	 Click the drop-down arrow on the Print option and select Print 

Preview. 
3. 	 Make changes to the page margins, orientation, or size, if any, and 

click Print, or click the Close Print Preview icon to return to the 
document. 

Printing 

To print your document: 

1. 	 Select the Office Menu 
button above the Ribbon. 

2, 	 Click the drop-down arrow 
on the Print option and 
select whether you want to 
preview or proceed and 
print your document. 

3. 	 After choosing the 
Print option, the 
Print dialog window 
will open .... 
automatically. 

4. 	 Select the printer 
you want to use, 
along with your Print 
Range. 
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6. 	 Determine the zoom --_ ...' [,~~. '8 
settings for the I ""_ . I ~ 
printout. ____ 

7. 	 Click OK to print. 
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Need help? 

For issues call the TSSC at 1-800-237-3211 or 240-386-6680 

For training materials go to 

http://oasis.clt.finra .org/technologyIfaqs_a nd_tipsi 
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