Cheat Sheet for Word 2007
(Basic principles apply to other 2007 programs)

· Word 2007 looks a little different than previous versions.  It utilizes a set of tool bars or ribbons.  Tool boxes within each ribbon are designated according to categories.
· Before beginning, please view a three minute Demo  at :
            http://office.microsoft.com/en-us/word/HA100484691033.aspx
· Also, here’s a need to know:   The functions (print, print preview, save, save as, send, etc) that in previous versions were under the drop down box labeled “File”,  are now accessed by Clicking on the “Office Button”.  This button is located in the upper left hand corner of the screen and is red/yellow/blue/green.  
· For a detailed tutorial on Word 2007: (Up to Speed on Word 2007)
            http://office.microsoft.com/en-us/word/CH102247601033.aspx
· Here is a chart on how to find most everything else that you might consider as a “basic”! (If it’s on the toolbar, that’s the way it is referenced.)  As always, there are multiple ways to do things.
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	Item
	Ribbon
	Tool Box
	Click

	
	
	
	

	Align Center
	Home
	Paragraph
	Center Paragraph 

	Align Left
	Home
	Paragraph
	Left Paragraph

	Align Objects
	Page Layout
	Arrange
	Align Objects

	Align Right
	Home
	Paragraph
	Right Paragraph

	Bibliography Style
	References
	Citations & Bibliography
	Style

	Bibliography/Add
	References
	Citations & Bibliography
	Bibliography

	Bold
	Home
	Font
	Bold

	Bookmark
	Insert
	Links
	Bookmark

	Borders
	Home
	Paragraph
	Square with Border

	Borders-Tables
	Design
	Table Styles
	Borders

	Bring Object Front
	Page Layout
	Arrange
	Bring Object Front

	Bullet Style/Change
	Home
	Paragraph
	Numbers

	Bullets
	Home
	Paragraph
	Bullets

	Caption-insert under an object
	References
	Captions
	Caption-insert under an object

	Chart
	Insert
	Illustrations
	Chart

	Citation - Insert Table of Authorities
	References
	Table of Authorities
	Insert Table of Authorities

	Citation - Mark Citation
	References
	Table of Authorities
	Mark Citation

	Citation - Update Table of Authorities
	References
	Table of Authorities
	Update Table of Authorities

	Citation/Insert
	References
	Citations & Bibliography
	Insert Citation

	Citation/Sources
	References
	Citations & Bibliography
	Manage Sources

	Clear Formatting
	Home
	Font
	Eraser

	Clip Art
	Insert
	Illustrations
	Clip Art

	Close
	Any
	Office Button
	Close

	Comment – Previous Comment
	Review
	Comments
	Previous

	Comment –Next Comment
	Review
	Comments
	Next

	Comments – Delete Comment
	Review
	Comments
	Delete

	Comments – Insert Comment
	Review
	Comments
	New Comment

	Copy
	Home
	Clipboard
	Copy

	Item
	Ribbon
	Tool Box
	Click

	
	
	
	

	Cross reference
	References
	Captions
	Cross reference

	Cross-reference
	Insert
	Links
	Cross-reference

	Cut
	Home
	Clipboard
	Scissors

	Date and Time
	Insert
	Text
	Date & Time

	Document Map
	View
	Show/Hide
	Document Map

	Envelopes
	Mailings
	Create
	Envelopes

	Equations
	Insert
	Text
	Equation

	Find
	Home
	Editing
	Binoculars

	Font Color
	Home
	Font
	“A”with underline

	Font Extras
	Home
	Font
	Bottom Right Arrow

	 Font Size
	Home
	Font
	Font  Tool Box (center)

	 Font Style
	Home
	Font
	Font  Tool Box (left)

	Footer
	Insert
	Header/Footer
	Footer

	Footnote Extras
	References
	Footnotes
	Bottom Right Arrow

	Footnote/insert
	References
	Footnotes
	Footnote/insert

	Footnote/insert endnote
	References
	Footnotes
	Footnote/insert endnote

	Footnote/navigate
	References
	Footnotes
	Footnote/navigate

	Footnote/show notes
	References
	Footnotes
	Footnote/show notes

	Format
	Home
	Clipboard
	Paintbrush

	Gridlines
	View
	Show/Hide
	Gridlines

	Group Objects
	Page Layout
	Arrange
	Group Objects

	Header
	Insert
	Header/Footer
	Header

	Heading Styles (change)
	Home
	Style
	“A”  Change Styles

	Heading Styles (different)
	Home
	Style
	Heading 1/Heading 2

	Highlight
	Home
	Font
	Highlighter

	Hyperlink
	Insert
	Links
	Hyperlink

	Hyphenation
	Page Layout
	Page Setup
	Hyphenation

	Indent Left
	Page Layout
	Paragraph
	Indent : Left

	Indent Right
	Page Layout
	Paragraph
	Indent: Right

	Index - Insert Index
	References
	Index
	Insert Index

	Index - Mark entry
	References
	Index
	Mark entry

	Index - Update Index
	References
	Index
	Update Index

	Insert a Blank Page
	Insert
	Pages
	Blank Page

	Insert a Cover Page
	Insert
	Pages
	Cover Page

	Italic
	Home
	Font
	Italic

	Labels
	Mailings
	Create
	Labels

	Line Spacing
	Home
	Paragraph
	Double Arrow Line Spacing

	Macros
	View
	Macros
	Macros


	Item
	Ribbon
	Tool Box
	Click

	
	
	
	

	Mail Merge –

Find Recipient
	Mailings
	Preview Results
	Find Recipient

	Mail Merge – Add address
	Mailings
	Write  & Insert Fields
	Address Block

	Mail Merge – Add Greeting Line
	Mailings
	Write  & Insert Fields
	Greeting Line

	Mail Merge – Finish and Merge
	Mailings
	Finish
	Finish & Merge

	Mail Merge – Highlight Merge Fields
	Mailings
	Write  & Insert Fields
	Highlight Merge Fields

	Mail Merge – Insert Merge Field
	Mailings
	Write  & Insert Fields
	Insert Merge Field

	Mail Merge – Match Fields
	Mailings
	Write  & Insert Fields
	Match Fields

	Mail Merge – Preview Results
	Mailings
	Preview Results
	Preview Results

	Mail Merge – Select Recipients
	Mailings
	Start Mail Merge
	Select Recipients

	Mail Merge – Specify Rules
	Mailings
	Write  & Insert Fields
	Rules

	Mail Merge- Auto Check for Errors
	Mailings
	Preview Results
	Auto Check for Errors

	Mail Merge- Edit Recipient List
	Mailings
	Start Mail Merge
	Edit Recipient List

	Mail Merge- Update Labels
	Mailings
	Write  & Insert Fields
	Update Labels

	Mail Merge-Start Mail Merge
	Mailings
	Start Mail Merge
	Start Mail Merge

	Margins
	Page Layout
	Page Setup
	Margins

	Message Bar
	View
	Show/Hide
	Message Bar

	New Document
	Any
	Office Button
	New

	Normal document style
	Home
	Style
	Normal

	Number Style/Change
	Home 
	Paragraph
	Arrow next to Numbers

	Numbering
	Paragraph
	Paragraph
	Arrow next to Bullets

	Object
	Insert
	Text
	Insert Object

	Object Position
	Page Layout
	Arrange
	Object Position

	Open
	Any
	Office Button
	Open

	Page Borders
	Page Layout
	Page Background
	Page Borders

	Page Break
	Insert
	Pages
	Page Break

	Page Breaks
	Page Layout
	Page Setup
	Breaks

	Page Color
	Page Layout
	Page Background
	Page Color

	Page Columns
	Page Layout
	Page Setup
	Columns

	Item
	Ribbon
	Tool Box
	Click

	
	
	
	

	Page Line Numbers
	Page Layout
	Page Setup
	Line Numbers

	Page Number
	Insert
	Header/Footer
	Page Number

	Page Orientation
	Page Layout
	Page Setup
	Orientation

	Page Setup Extras
	Page Layout
	Page Setup
	Bottom Right Arrow

	Page Size
	Page Layout
	Page Setup
	Size

	Page Theme
	Page Layout
	Themes
	Theme

	Page Theme Colors
	Page Layout
	Themes
	Colors

	Page Theme Effects
	Page Layout
	Themes
	Effects

	Page Theme Fonts
	Page Layout
	Themes
	Fonts

	Page Watermark
	Page Layout
	Page Background
	Watermark

	Paragraph Extras
	Home
	Paragraph
	Bottom Right Arrow

	Paragraph Indent/Decrease 
	Home
	Paragraph
	Left Paragraph Arrow Box

	Paragraph Indent/Increase 
	Home
	Paragraph
	Rt. Paragraph Arrow Box

	Paragraph Marks/Show 
	Home
	Paragraph
	Paragraph Sign Box

	Paragraph Spacing
	Page Layout
	Paragraph
	Spacing:   Before/After

	Paste
	Home
	Clipboard
	Clipboard

	Picture
	Insert
	Illustrations
	Picture

	Print
	Any
	Office Button
	Print

	Print Preview
	Any
	Office Button
	Print/Print Preview

	Protect Document
	Review
	Protect
	Protect Document

	Re-Do
	Any
	Next to Office Button
	Next to Office Button

	Replace
	Home
	Editing
	Replace

	Research Check
	Review
	Proofing
	Research

	Revisions – accept changes
	Review
	Changes
	Accept

	Revisions – compare multiple versions
	Review
	Compare
	Compare

	Revisions – go to next
	Review
	Change
	Next

	Revisions – go to previous
	Review
	Change
	Previous

	Revisions – reject changes
	Review
	Changes
	Reject

	Revisions – show all
	Review
	Tracking
	Final Showing Markup

	Revisions – show in separate window
	Review
	Tracking
	Reviewing Pane


	Item
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	Tool Box
	Click

	
	
	
	

	Revisions – show some
	Review
	Tracking
	Show Markup

	Revisions – show source documents
	Review
	Compare
	Show Source Document

	Revisions – use balloons to show revisions
	Review
	Tracking
	Balloons

	Rotate Objects
	Page Layout
	Arrange
	Rotate Objects

	Ruler
	View
	Show/Hide
	Ruler

	Save
	Any
	Next to Office Button
	

	Save As
	Any
	Office Button
	Save As

	Select
	Home
	Editing
	Select

	Send
	Any
	Office Button
	Send

	Send Object Back
	Page Layout
	Arrange
	Send Object Back

	Shading
	Home
	Paragraph
	Paint Can

	Shading- Tables
	Design
	Table Styles
	Shading

	Shapes
	Insert
	Illustrations
	Shapes

	Signature Line
	Insert
	Text
	Signature Line

	Sort
	Home
	Paragraph
	A to Z Box

	Spelling & Grammar Check
	Review
	Proofing
	Spelling & Grammar

	Style Extras
	Home
	Style
	Bottom Right Arrow

	Symbols
	Insert
	Text
	Symbol

	Table 
	Insert
	Tables
	Table

	Table of Contents/add text
	References
	Table of Contents
	Table of Contents/add text

	Table of Contents/create
	References
	Table of Contents
	Table of Contents/create

	Table of Contents/update
	References
	Table of Contents
	Table of Contents/update

	Table of figures - update
	References
	Captions
	Table of figures - update

	Table of figures-insert
	References
	Captions
	Table of figures-insert

	Table Styles-other
	Design
	Table Styles
	Various samples

	Tables-Even/Odd Columns
	Design
	Table Style Options
	Banded Columns

	Tables-Even/Odd Rows
	Design
	Table Style Options
	Banded Rows

	Tables-First Column
	Design
	Table Style Options
	First Column

	Tables-Grid Style
	Design
	Table Styles
	Grid Picture

	Tables-Header Row
	Design
	Table Style Options
	Header Row

	Item
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	Tool Box
	Click

	
	
	
	

	Tables-Last Column
	Design
	Table Style Options
	Last Column

	Tables-Last Row
	Design
	Table Style Options
	Total Row

	Text Box
	Insert
	Text
	Text Box

	Text Wrapping
	Page Layout
	Arrange
	Text Wrapping

	Thesaurus Check
	Review
	Proofing
	Thesaurus

	Thumbnails
	View
	Show/Hide
	Thumbnails

	Track all changes made to a document
	Review
	Tracking
	Track Changes

	Translate – set check to another language
	Review
	Proofing
	Globe

	Translate to another Language
	Review
	Proofing
	Translate

	Underline
	Home
	Font
	Underline

	Un-Do
	Any
	Next to Office Button
	Next to Office Button

	View-Draft
	View
	Document Views
	Draft

	View-Full Screen
	View
	Document Views
	Full Screen Layout

	View-Outline
	View
	Document Views
	Outline

	View-Print Layout
	View
	Document Views
	Print Layout

	View-Web Layout
	View
	Document Views
	Web Layout

	Window - split
	View
	Window
	Split

	Window – view side by side
	View
	Window
	View Side by Side

	Window-open new
	View
	Window
	New Window

	Window-reset position
	View
	Window
	Reset Window Position

	Window-Switch Windows
	View
	Window
	Switch Windows

	Window-synchronous Scroll
	View
	Window
	Synchronous Scrolling

	Window-tile all
	View
	Window
	Arrange all

	Word Art
	Insert
	Text
	Word Art

	Word Count
	Review
	Proofing
	ABC/123

	Zoom
	View
	Zoom
	Zoom

	Zoom for page width
	View
	Zoom
	Page Width

	Zoom size
	View
	Zoom
	100%

	Zoom to 1 page
	View
	Zoom
	One Page

	Zoom to 2 pages
	View
	Zoom
	Two Pages
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