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The first thing to note is that the toolbars from Office 2007 are divided into
sections different than those of 2003. They are actually much easier to use, because
they are organized to follow the standard process of a paper. The sections are divided
as such:

Home — Covers fonts and alignments, to setup the basics

Insert — Includes inserting pictures, tables, headers, or other pages

Page Layout — How you want the page as a whole to look, themes, and margins
References — Captions, footnotes, bibliography

Mailings — Envelope settings, address (on page), recipients

Review — Proofing, track changes, and spell-check!

View — View setup, covers zoom, layout, and windows
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Click on the “OfficeaBdttonfiei not hehe opcteén. Sel ec
choose a template from the available list

The option to print is found under the “Office Butt
The option to change spacingcan be found under the “Home”-tab, ovel
header.

To access recent documents, select the “Office Butt
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save a capy of the dacument that is fully
compatible with Word 97-2003.

Open the Save As dialog box to select from
all possible file types.
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In order to set up an Office 2003 compatible save mode, follow these steps:

1. Click on the “Wi ndows Office button” at the

2. Click on “Word Options” at the bottom of the

3. Select “Save” and under “Save Documents” change
972003 document”. This wil!/ ensure compatibili:!t
transferring files will be backwards compatible.
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Zoom

Open the Zoom dialog box to
specify the zoom level of the
document.

In most cases, you can also use the

J zoom contrals in the status bar at
the bottom of the window to

quickly zoom the document.
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To zoom, select “View” from the toolbar at the top
be the “zoom” aptiohis atithe bottom eightthand side of the screen, which gives
an option to manually drag the “zoom” slider
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Spelling & Grammar (F7)

Check the spelling and grammar of
text in the document.
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Spellc heck can be found under the “Review” tab, on
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