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Microsoft Office Word 2007 Formatting Features
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Microsoft Office Word 2007 Formatting Features

Document Formatting

Find and Replace

Word'sFind and Replacefeaturesearclesyour documents for specific text, which can then be
highlighted, replaced with different text or formatting, or lefia3 his feature is especially useful, for
example, if you must locate a word or phrase that is misspelled more than once in your document and
replace it with a corrected version.

To use the find and replace feature, follow these steps:
1) On theHometab, inthe Editing group, clickReplaceor use the keyboard shortcotrl+H. The
Find and Replacdialog box appears, with thieeplaceab displayed.
2) In theFind whattext box, type the text you want to be replaced.
3) In theReplace withiext box, type the text &t you want to insert.
a. To set additional search options (match case, find whole words only, etc.) click inside the

Find whator Replace withext box and click thélore>> button. Check the boxes next to
the advanced option you want to apply.

Find and Replace 3 21 x|
Find i :
Find what: lpictures ZI
Replace with: Iimages LI

More == I Replace Replace All l Find Mext I Cancel |

Figure 1: The Find and Replace dialog box in Word 2007.

4) To find the first occurrence of your text, clitke Find Next button.The first occurrence of the
text is highlightedThe appearance of your document may change as it moves laydisp
highlighted itemThe highlighted text will be the first occurrence in the document after the
location of your insertion potn

5) To replace the selected text, clitie Replacebutton.To leave this instance #sand proceed
to the next item, clickhe Find Next button.The next occurrence is highlighted.

6) Repeat step 5 until you have replaced all desired occurrences. When Word has shown you
every occurrence of the text, a dialog box will appear with the message "Word has finished
searching thelocument.”

7) To close thé=ind and Replacdialog box, click theClosebutton.

(ﬁﬁ)

TIP: Toreplace every occurrence of your text without showing you where the text was repkee
theReplace Allbutton in step 5 instead of the Replace button. When finistaidlog box appears
notifying you of how many instances of the text were replaced.
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Using the Format Painter

Let's say you havedocumenset up with certaifiormatting applied to a block of text (Rockwell,
bold, 14 point, centered, blue, with a boxward the selection)lhere's a lot of formatting to apply
when you must use these characterisigain on a different text selectiorou could try to remember
all the formatting options you selected, but that process would betineiming. Instead, yaan
use thé~ormat Painter to copy the formatting from one selection to another in the document.

To use the Format Painter, follow these steps: =2
1) Select the text that has the formatting that you want to copy. = b
2) On theHometab, in theClipboardgroup, do onef the following: R
e To copy the formatting to only one other text selection, sinbé& Format | Clipboard ™
Painter. Figure 2: The
e To copy the formatting to multiple text selections, dotdiiek Format Cllpboardgroup
. on the Hometab.
Painter.
3) The pointer changes to a paintbrush. Do one of the following:
e To copy the formatting to a single word or area of text, drag the mouse pointer across the
text that you want to format.
e To copy the formatting to several text selections, drag the mouse pointer over each text
selection that you want to format.
4) To stop formatting, press tliesckey or click theFormat Painter option in theClipboard
group of theHometab.

Clearing Formatting

You can quickly clear formatting from selected words, lines, paragraphs, or blocks of text. The cleared
text remains unformatted in the document. To clear text formatting, follow these steps:
1) Select the text containing the formatting to be cleared.
2) From theHometab, in theFontgroup, click theClear Formatting option. All text formatting
is removed.

Inserting a Symbol or Special Character

When creating documents, you may need to use a symbol or special ©
character that does not appear on the keybd&ese symbols and & Signature Line ~  JT Equation ~
special characters can be accessed through the Symbol dialog box. | sipateatime  [§2 symboi~|

*¢d Object ~

1) Place the insertion point where the symbol will be inserted. _ i ¢ f
2) On thelnserttab, in theSymbolgyroup, clickSymbol. e © © ° " * |
3) Select one of the symbol options Word provideseFigure 3) | ¢

or selectMore Symbols... The Symbol dialog box appears.
4) Click theSymbolgab.

IA

> x |

“ un a B =xn

5) Select the desired symbol. If you do not see the desiredasyml] | 2 More Symbols.. N
from the Font pulidown list, select another font. L |

6) Click thelnsert button. The symbol appears in your documentFigure 3: Choose one of the commonly

7) Repeat steps-6 until you insert all symbolgou want. used symbols or view more.

8) Click theClosebutton.
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To insert special characters such as copyright symbols, and others, follow these steps:
1) Place the insertion point where the character will be inserted.
2) On thelnserttab, in theSymbolgroup, clickSymbol.
3) Select thevlore Symbols...option. The Symbol dialog box appears.
4) Click theSpecial Charactertab.
5) Select the desired character.
6) Click thelnsert button. The character appears in your document.
7) Repeat steps-6 until you insert all characters you want.
8) Click theClosebutton.

Using the Text Highlighter

You can e the Highlight tool to mark and find important text in your docunfenhighlight
document text, follow these steps:
1) On theHometab, in theFontgroup, click the arrow next féext Highlight Color .
2) Click the color that you want. Choose highlight colors carefully if you plan to print the
document.
3) Select the text that you want to highlight.
4) To stophighlighting click the arrow next to Text Highlight Color and click Stop Highlighting,
or press thé&sckey.

To remove highlighting from part or all of a document, follow these steps:
1) Select the text that you want to remove highlighting from, or ré$sA to select all of the
text in the document.
2) On theHometab, in theFontgroup, click the arrow next text Highlight Color .
3) Click No Color.

Bullets & Numbering

In Word 2007, you can create bulleted lists, numbered lists, or outlines using either automatic or
manual formatting option®8y default, if you start a paragraphtiwian asterisk or a numbe(using
either 1) or 1,)Word recognizes that you are trying tarst bulleted or numbered list and the
"automatic"” features associated with lists are triggdfgau don't want your text turned into a list,

you can click theAutoCorrect Options button 7 that appearto stop automatic formatting of lists

To apply bullets or numbering as you type, follow these steps:
1) Place the insertion point where you wantbdets to begin
2) On theHometab, in theParagraphgroup, clickthe small down arrow to the right of the
Bullets or Numbering buttondepending on which type of list you need to cre@teose a
prebuilt list style andVord inserts the first bullebr nunber, and moves the insertion point a
quarter inch to the right, where you can begin typing text.
3) Type the desired texif. the text wrapgo more than one lindVord maintains the quarterch
indent.
4) Press thé&nterkeyto addanother bulleor the nexnumber.
5) To add sub levels (i.e., 1a, 1b, etc.):
a. Press th@abkey after using the Enter keily OR i
b. Click thelncreaselndent button found on thélometab in theParagraphgroup.

St. Josephdés Coll ege 5
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6) Repeat steps-5 as necessary.
a. Toremove sub levels, or move items from an indented level to a higher level, hold down
the Shift key and press theabkey.i ORT
b. Click theDecreasdndent button found on thelometab in theParagraphgroup.
7) When finished typing the last line of bulldter numberedext, press th&nterkey. The
insertion point should appear on a blank bulletedumberedine.
8) To end the bulleted list, on tiometab, in theParagraphgroup, clickBullets or Numbering
depending on which type of list you createdionply press thé-nterkey.

Use the Tab key,

after pressing the s fenma
Enter key, to create ;
sub levels. —] * ftem2
o item2a
o item2b
e jtem3
To move sub level :
items to higher levels, i ftem =
use the Shift + Tab — | s (R=TOD
combination. e item4
® jtem5S

Figure 4: Sample bulleted
list in Word 2007.

To apply bullets or numbering to existing text, follow these steps:

1) Make sure that each item you want on its own bulleted or numbered line has an Enter at the
end.

2) Select the text to be bulleted numbered

3) On theHometab, in theParagaph group, clickBullets or Numbering depending on which
type of list you want to create.

4) If you want sub levels within the newly created list, click once in front of the first character in
the line and press theabkey.

At
You can use Word's default dinesfound inthe Multilevel List p — i
gallery to create a list that contains a mixture of numbered and | "
lettered items. Use the steps listed above to create the list, but ind| "
of clicking the Bullets or Numbering button, click the small down
arrow to the ght of theMultilevel List button in theParagraph |_List Library
group of theHometab. Choose one of the prebuilt list styles from th| 9 1
gallery and Word inserts the first bulleted or numbered line. } Noiia a) 11,

0 1141

Theparagraph character { influences the formatting of the laullet
numberof a list item. If one or more bullétsimbershas an undesired| © Aol e
color, the paragraph character was included when the color was |~ RERERIALY | Bl bedet o
applied. Figure 5: The multilevel list gallery.
St. Josephdés Coll ege 6
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To remove the formatting from the bull@tnumberonly:

1) On theHometab, in theParagraphgroup, clickShow/Hide. The | *~* Read'ChaF’tEf_'Bﬂ
document's nomprinting symbols are displayed. o Complete-assignmenty

2) Select the paragragtharactefor the list item with the formatted| ®-—+ >tudy-for-testy
bullet. Notice the red paragraph character at the end of the last
bulleted itemin Figure 6. Figure 6: Formatting applied_to the

3) On theHometab, in theFontgroup, use the formatting tools to Lﬂsetlgziiiﬁ?eﬁhazhﬁ;ﬁ?ter applies to
remove or change the formatting.

(% Start new list
To change the numbering used in a list, follow these steps: € Continue from previous list
1) Right click the numbered line that you want to change. I S AnEe A ke e )
2) ChooseS e t Nu mb e r ifrong the\tantext menu that Set value to:
appears. =
3) IntheSet value tspin box, enter the new list number or click thq =™ "
up/down arrow geeFigure 7). ok | cancel

4) Click the OK button to apply the new list number sequence.
Figure 7: The Set Numbering

Value dialog box.

Customizing your bulleted list allows you to use creative anecatehing bullets. Word provides
many different images from which thoose. The following instructions assume that a bulleted list has
already been createfio change the appearance of the bullets, follow these steps:
1) Select the bulleted list you want to customize.
2) On theHometab, in theParagraphgroup, click the smallavn arrow to the right of the
Bullets button. The Bulletgalleryappears
3) Select the desired bullet optiohOR'
4) If the desired option does not appear, sdlefine New Bullet... The Define New Bullet
dialog box appears
5) Toselect a new symbol or pige for your bulleted list:
a. UnderBullet character click either theSymbol...ortheP i ¢ t buttené
b. Inthe appropriate dialog box that appears, choose the new symbol or picture to use for
the list.
c. Click the OK button in the Symbol, or Picture Bulldialog box and then click the OK
button in the Define New Bullet dialog box to update the selected list.

TIP: Similar steps can be used to change the numbering style used in a numbered list. Use the steps
listed above, but in step 2 click the smalahoarrow to the right of thBlumbering button and use th
Define New Numbering Formatoption in the gallery.

To completely remove bullets or numbering from a list, follow these steps:
1) Select the list which contains the bullets or numlgetswant toremove.
2) On theHometab, in theParagraphgroup, click the small down arrow to the right of the
Bullets or Numbering option depending on which one is applied to the list.
3) Click theNoneoption in the list of gallery choices.

St. Josephdés Coll ege 7
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Advanced Page Layout Options

Page Numbering

Word 2007 has many preformatted page number designs so that you can quickly insert headers or
footers that display the page numbfesr information on modifying headers and footers, or removing
first page formatting, refer tine Working with Headers and Footessction below

View Get Started
To add page numbering to a document, follow these steps: =)

S == 2 2l Quick Parts
1) Move to the beginning of your document. = j _:_] ‘ A Al wordart -
2) On thelnserttab, in theHeader & Footergroup, clickPage [, feader Feoter] Fage 1 et - :
Number. Header & F} ﬂ Vl-oﬁnc.,f I;age

3) Point toTop of Pageor Bottom of Page depending on -3 .1 -4 |[3 | Bottom of Page
where you want page numbers to appedn@tdocument. I - o

vy v v v

4) Choose the desired style and position (blank is available) #)  Current Position
the page numbers in tigallery that appears. | & Format Page Numbers..
5) TheDesigntab appears on the Ribbon unékzader & |5k | Remove Page Numbers
Footer Toolsand the insertion point is placed in the page
numbering area of the document. Figure 8: Choose a page number position

6) You can brmat the font used on the page numbering in th&e" @ se.
same manner as you format all other document text.
7) Click theClose Header & Footeroption on theDesigntab when finished.

To change the style applied to the page numbering, after it has been addedtwithend, follow
these steps:
1) Double click inside the header of footer area of the document that contains the page numbering.
This activates the header and footer Design tab on the Ribbon.
2) On theDesigntab, in theHeader& Footergroup, clickPage Number
3) Point to Top of Pageor Bottom of Page depending on whetee currennumbers appear in
thedocument.
4) Click a different style and position option for the page numbers in the gallery.
5) Click theClose Header & Footeroption on theDesigntab.

To remove alpage numbering from a document, follow these steps:
1) On thelnserttab, in theHeader & Footergroup, clickPage Number
2) Click theRemove Page Numbersption

TIP: To format the appeanceof thepage numbers, seldébrmat Page Numbersin theHeader &
Footergroup found on thénserttab. Change the options in tRage Number Formdialog box
(number format, start at number, etc.) and click the OK button

Working with Headers and Footers

You can create headers and footeraWord document so that information such as the author's name,
document titledate, or a graphiwill appearon every page in the document. Headers displaye

top section of the document and footers display inbiigom.Word 2007 includes many predgsed
headers or footergalledBuilding Block$ or you can create a header or footer from scraichsert

into the document

St. Josephdés Coll ege 8
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To add a header or footer t@lacument, follow these steps:

1) Move to the beginning of your document. j Q Q
2) On thelnserttab, in theHeader & Footergroup, click eitheHeaderor | ..q.r Footer  page
Footer depending on which element you want to add to the docume| - *  MNumber~
3) In the gallery that appears, do one of theokelhg: Header & Footer
a. Click one of the predesigned header or footer building blocks Figure 9: The Header &
(Blank, Annual, Conservative, etc.). Footergroup found on the

b. Click theEdit Header, or Edit Footer, choice from the bottom of /¢ tab-
the gallery to start with a blank section.

4) A headerareaappearsat the top of the page (or a footer area at the bothmiehYheDesigntab

is visible on the Ribboonder Header & Footer Too{seeFigure 10).
5) Editthe supplied text or add in your own content to assemble the text of the header or footer.

You can use any of Word's formatting options to change the appearance or position of the text.
6) If necessary, click one of the options from Header & Footeror Insertgroups on th&esign

tab (current date and time, picture, page number, etc.).
7) To return to your document, click tiidose Header and Footeoption on theDesigntab.

tf‘." IH ) - Qu 2 Document2 - Microsoft Word Header & Footer Tools -2X
o/
> Home Insert Page Layout References Mailings Review View Get Started Design @
j j j = 73 J Elg J __ﬂ Previous Section Different First Page _,4 Header from Top: 0.5" - g]
= = # U4y =] (24 BEE =[5} Next Section Different Odd & Even Pages | f{zh Footer from Bottom: |0.5° 5
Header Footer Page Date Quick Picture Clip 3 Goto i Close Header
v v Number~ | &Time Parts~ Art Footer %7 to Pre V| Show Document Text 5] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
T I R TR I IR Y. &
= L & @
-

Header

Figure 10: The Header area of a document and related Designtab on the Ribbon.

To edit the header or footer, follow these steps:

1) Double click in the header or footer area, depending on which section you want to edit. The
Designtab is visible on the Ribbon under Header & Footer Tools.

2) Change text or objestn the area as needed.

3) If necessary, use the options in theertandPositiongroups found the Design tab. Yo
can adjust the position of the header or footer from the top and bottom edges of th page
using the increments in tiositiongroup.

4) To move between the header and footer, clickibdo Headeror Go to Footer
buttons found in th&lavigationgroup on théesigntab.

5) To return to your document, click tiidose Header and Footepption on theDesigntab.

GoTo
Footer

To use a different header or feoon the first page, follow these steps:
1) Move to the beginning of your document.
2) Double click within the header area of the page.
3) On theDesigntab, in theOptionsgroup, click the check box next Rfferent First Page.

St. Josephdés Coll ege 9
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4) In theFirst Page Headetextarea insert the desired informatigeeeFigure 11).

5) If necessary, click th&o to Footerbutton to move to the bottom of the page and add in the
desired footer information.

6) To return to your document, click tiidose Header and Footepption on theDesigntab.

4 e e T A T

L7 c -
& L T DR S RS- S L ey

Different first page header

First Page Header |[ne Insertisb, the galler

Figure 11: The First Page Header area as found at the top of the pa ge.

To remove the header or footer from tleeument, follow these steps:
1) On thelnserttab, in theHeader & Footergroup, click either théleader or Footer option
depending on which one you want to remove.
2) Click theRemove Heademr RemoveFooter option from the bottom of the gallery.

Inserting a Page Break or Blank Page

Word has two types of page breaks. The firstnataral page break. This occurs when the information
has filled an entire page and needs to flow onto the next page. The secondasgelisften referred
to as a hard page lade Forced page breaks occur only when the user manually inserts the break.

To manually insert a page break (or force a new page to start), follow these steps:
1) Place the insertion point where you want the break to appear.
2) Do one of the following:
a. On thelnserttab, in thePagesgroup, clickPage Breakor use the keyboard shortcut
Ctrl+Enterto force the text after the cursor to a new page.
b. On thelnserttab, in thePagesgroup, clickBlank Pageto force text to a new page and
insert a new blank page aetbursor's position.

To remove a page break, follow these steps:
1) Locate the position in the document where you want to remove the break.
2) Turn on the hidden paragraph symbols so you can see the actual break indic#teHome
tab, in theParagraphgroup click Show/Hide

3) Place your insertion point just before the section
break(seeFigure 12).

4) Press th®eletekey on the keyboard.

5) Turn the hidén paragraph symbols off (see step 3

yourcurrentdocumentiook.You-can-easily-ch3
by<choosinga-ook-fortheselectedtextfromh
formattextdirectlyby-usingthe-othercontrols
thedookfromihe-currenttheme-or-usinga-for

Figure 12: View hidden paragraph symbols in order
to remove page breaks.
St. Josephdés Coll ege 10
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Working with SmartArt

A SmartArt graphic is a visual representation of information and ideas. You can create SmartArt
graphics by choosing fromver 100different layouts to quicklandeffectively communicate your
ideas omessage.

Layout Options

When you create a SmartArt graphic, you are prompted to choose a type such as Process, Hierarchy,
Cycle, or Relationship. Eadf the severtypes contairs several different layoutsor example, the
Cycle type contains 14 different cyclical layouts.

Whenyou choose a layout for your SmartArt graphic, ask yourself what you want to convey and
whether you want your information to appear a certain Wegp in mind thayou can quickly and
easily switch layoutsantil you find the one that best illustrates youessage. Experiment with
different types and layouts by using the tedotel Figure 13 belowas a starting point.

To do this Use this type Pictured
I Below
Show non-sequential information | List | Item 1
Show steps in a process or timeline. Process Item 2
Show a continual process. Cycle Item 3
Create an organization chartor decision tree Hierarchy Item 4
lllustrate connections. Relationship Item 5
Show how parts relate to a whole Matrix Item 6
Show proportional relationships with the largest Pyramid tem 7

component on the top or bottom.

cm

_ 6 ‘
H | - [
is | =58

Figure 13: There are seven types of SmartArt graphics you can create.

St. Josephds College 11
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Theamount of text and number of shapes that you need often detetherdayout that will look the
best. Do the details carry more weight than the summary points, or vice Genserally SmartArt
graphics are most effective when the number of shapes and the amount of text are ljosteal few
key points.

Creating a SmartArt Graphic

To add a SmartArt graphic to a page, follow these steps:
1) Move to apage in a documemthere you wanto add a SmartArt graphic.
2) On thelnserttab, in thdllustrationsgroup, clickSmartArt . TheChoose a SmartArt Graphic
dialog box appears.
3) From the category list, sele&tl or select a category of SmartArdbm the list on the left side.
4) From the gakryon the right sideselect a SmartArt graphic.
5) Click the OK button and the graphic appears orptgeinside the SmartArt canvas.

Adding and Editing Text

When you create a SmartArt graphic, the SmartArt graphic aattatshedl'ext pane are populated

with placeholder text that you can replace with your information. At the top of the Text pane, you can
edit the text that will appear in your SmartArt graphic. At the bottom of the Text pane, you can view
additional information about the SmartArt grap{seeFigure 14).

The Text pane appears to the lefa@martArt graphiclt works like an outline that maps information
directly to your SmartArt graphic. As you add and edit content in the Text tha&®&martArt graphic
is automatically updatei reflect the change$here are two ways to view the Text pane:
¢ Click the flyout hadle to the left of the SmartArt (see the image to the rigrdR 1 Nl
¢ Click theDesigntab undeiSmartArtToolsand click thelText Paneoption found in a
the CreateGraphicgroup.

To add text to a SmartArt graphic using the Text pane, follow these st
1) Click the SmartArt graphic to select it.
2) Display the Text pane.

el‘?’p?e' your text here x

e Jtem1

e Item1a

3) Click inside one of the text box areas of the pane and use the o dtemidh
following keys to add and remove entries: oS

a) To create a new line of bulleted text in the Text pane, presg o Tti24

Enter e Item 2b
b) To indent a line in the Text pane, présto indent or

Shift+Tabto negatively indent from within the Text pane.
c) Use theBackspacandDeletekeys to remove lines of text.
d) Any of these manipulations updates the mapping between the- ,

bullets in the Texpane and the shapes in the layout for the | /i o oo

Use to show groups of information or steps in
i a task, process, or workflow. Works well witt
SmartArt graphlc' . . . large an?(rzunis ofLrE'v.z: 2 ?&xt. Aot;ood chc:ui:;
4) To close the text pane, click tiein the upper right corner of the I e e
Sul iNts.
pane

Learn more about SmartArt graphics

Figure 14: The SmartArt Text pane
appears to the left of the graphic.

@ . . .
¢ | TIP: You can alsalick in a shape in your SmartArt graphic and type text.

St. Josephdés Coll ege 12
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Adding Images to SmartArt

Some of the SmartArt graphics are designed to hold picamatext. When you use the pdesigned
SmartArt graphics for use with pictures, you will be adding existing@sstored somewhere on your
computer, flash drive, or other media device.

To add a picture to a SmartArt shape that contains a picture placeholder, follow these steps:
1) Make sure you haviaserteda SmartArt graphic that contains a picture placeholfiant,
either add a new SmartArt graphic or change an existing layout to one with a picture
placeholder (e.ghending picture accent listertical picture listoracontinuous picture list).
2) On the SmartArt canvas, in the desired image area, clidkskeet Picture

buttonl_ﬁ . Thelnsert Picturalialog box appears. Step 1
3) Locate and select the desired imégen theLook inpull-down list : e
4) Click thelnsert button. The picture is inserted into the SmartArt graphic.

Repeat the steps to add pictures to other pieces of the SmartArt graphicFigure 15: A picture place

holder inside a SmartArt
Modifying the Design, Format, and Layout graphic.
To move a SmartArt graphic, follow these steps:
1) Select the SmartArt graphic yewant to move. The SmartArt canvas appears.
2) Position the mouse over the border of the SmartArt canvas. The cursor becomesidetbur
arrow (seeFigure 16).

Type your text here b4

Fs

—
Figure 16: Point to the border of a SmartArt graphic and look for the "move" symbol.

3) Click and drag the graphic to the desired location.
4) Release the mouse button and the SmartArt graphic is moved.

To adjust the sizef the SmartArt graphic, follow these steps: !
1) Select the SmartArt graphic you want to resize. The SmartArt canvas appears.
2) Move your pointer over one of the handles on the border of the canvas. Your

cursor turns into a double arrow when it is in the compkate(seeFigure 17).
3) Click and drag the canvas until it is the desired size.
4) Release the mouse button and the graphic has beeedes

o
Figure 17: Pointto a
corner to resize the

graphic.

Word 2007 allows you to change many of the design features used in a SmartArt fapluan do

this by choosing from different colorsutlines 3-D effects, shape fillsgr typesand layoutof

SmartArt. When you click a SmartArt graphic, two contextual tabs appear @mdartArt Toolon the
Ribbon:DesignandFormat. Both of these tabs hold dozens of features and settings you can adjust to
change the appearance of your SmartArt grafgeeRigure 18). For example, there are groups within
the tabs related tibayouts Styles ShapesandShapeStyles WordArt Styles andPositioning(arrange

and size).
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C'J,’ H9-0EZF - Introduction to PowerPoint.pptx - Microsoft PowerPoint SmartArt Tools
o/ m—
—/ Home Insert Design Animations Slide Show Review View Add-Ins Design Format
=] Add Bullet @ Promote . 20 e T a @
= E- = | - o . _ ‘ A EE\
2 Right to Left [ = B al || - i -
3 = = = Change \ pue Reset
@ Text Pane ™! || Colors ¥ — ™ || Graphic

Create Graphic Layouts SmartArt Styles Reset

Figure 18: The Designtab under SmartArt Tools.

Be careful when changing from one SmartArt layout to anothiére layout that you use for your

SmartArt graphic can contain only a limited number of shapes, and you exceed the maximum number
of shapes, the message "Anything above marked with a red X will not appear in this SmartArt graphic
and will not be savedpgears at the bottom of thext pane in your SmartArt graphic.

Type your text here x

If you switched from a layout with an unlimited number of shapes tola . stp1
layout with a fixed number of shapgsu will see the warningsome * Check registration
layouts, such as Basic Radial, have only ondéwel shape. * Add items to list

* Step 2
In theexample inFigure 19 you'll notice that Steps 5 and 6 will not be * Login
displayed in the Cycle Matrix graphic. Additionally, when the aoent .
is saved, closed, and reopened in Word the text will be reméited. #.St=pd

you switch layouts and before you save your document, make sure that”
all of your information appears and that a red X does not appds i
SmartArt text pane v T

Anything above marked with a red X will not
appear in this SmartArt graphic and will not be
saved.

Learn more

Figure 19: Choose a SmartArt layout
that fits the amount of text you have.

Working with Templates
Word 2007provides a wealth demplateganging from letters and resumeés to calendars and
brochuresThere are over 30 templates jimstdled in Word 2007 and with a direct connection to
Microsoft's Office web site, you can find and download hundreds more.

1) Click theMicrosoft Office Button and therNew.

2) To locate the prénstalled templates, click tHastalled Templatesoption on the I& hand side
(seeFigure 20).

3) Thumbnails of each template are visible in the center section. Left click the name of a template
to see a larger preview on the right side of the gallery.

4) Click theCreate button to use the template as the starting point for a new document.

To find and download templates from the Microsoft Office Online web site, follow these steps:
1) Click theMicrosoft Office Button and therNew.
2) Click one of the categories found under tierosoft Office Online heading on the left side.
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3) Thumbnails of each template are visible in the center section. Some of theieatégg.,
Calendars) have subcategories you can choose from.

Template categories Search for Click to toggle user
appear down this side templates here submitted templates

New Document

21

Templates Search Microsoft Office Online fora| /| || Travel brochure (8 1/2 x 14,

Blank and recen
Installed Templates

My templates...

landscape, 4-fold)
Microsoft Corporation
75 KB (<1 min @ 56 Kbps)

WK €€ (4626 Votes)
New from existing...

Microsoft Office Online =L

"

Featured | o]

Agendas

Award certificates
er/rrar’ £ = IE ¢ Travel brochure (8 1/2 x | Brochure (Level design)

e | 14, landscape, 4-fold)
Budgets |
..I -

Business cards A |
Calendars J]'&‘—
Contracts
Diagrams

Envelopes ll

Download I Cancel

Figure 20: The Templates dialog box in Word 2007 displaying some of the templates found in the Brochures
category from the Microsoft Office Online web site.

4) Click theShow/Hide customer submitted templategseeFigure 20) button to show/hide
templates created by Office users and submitted to Microsoft for inclusion into the gallery.

5) Left click the name of a templaite the center aret® see a larger preview on the right side of
thegallery.

6) Click theDownload button toopenthe templates anew documenin Word 2007.

7) If prompted with a Microsoft Office Genuine Advantage dialog box, cliciOtetinue button.

The original template is not changed; it remains on Office Online. However, a copy of the template
itself is saved to your computef.ylou want to use it again, you don't have to go to Office Online
again. You can open it within tiMy Templatesé folder inside the templates gallery

TIP: Additionally, you can use the search box at the top of the templates gallery to browse for
templates based on keywords.

Building Blocks and Quick Parts

Building blocks are reusable pieces of content or other document parts, such as watermarks, headers
andfooters,andcover pagesYou cancreate your own custom building blocks and add thetheo
relevant galleries for use in multiple documeiitse result of creating a custom one, which has been
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totally redeveloped and was called AutoText in previous versions of Word, is now referre@uiclas
Parts.

Building blocks and quick partse stored in galleriefer
easy use in documentsegFigure 21). You can always view
the entire collection of reusable elements inRBéding
Blocks Organizer. Unlike its predecessor, builh building
blocks are not stored in the Normal template, but rather ih a
specific template named Buildiigjocks.dotxThe builtin
building blocks are alscheme enabled, which meaist if
you modify the documenhéme, the formats automatically
updatei even in thebuilding block galleries.

Many of the builin building blocks use information found
in thedocument properties such as the author's name,
document title, and company. If you change the relevant
property, the building block is automatically updated to
reflect the change. For example, thenualcover page
building block includes placeholders fine document title
and year. Spend some time editing the document properties
by clicking theMicrosoft Office Button, pointing to

Prepare’ and then C"ckin@roperties_ Figure 21: The Cover Page building blocks are visible
on the /nsert tab.

Insert Existing Building Blocks

There are two ways to locate the banltbuilding blacks: in many of the galleries located throughout
Word 2007 and in the Building Blocks Organizer. Inserting this type of content using both methods is
listed on the following page.

To add a building block to a document using a gallery, follow these steps:

1) Click where you want to insert a building block in the document

2) Click the appropriate tab on the Ribbon that contains the content you want to add to the
document. Many, but not all, of the building blocks are located om#esttab (Cover Page,

Text Box Quick Tables, etc.).

3) Inthe relevant gallery, left click the building block you want to add to the document.

4) If the building block contains a placeholder for a document
property (title, author, year, etc.) you can edit the property dire¢tly
in the plackolder or use the steps listed above to edit it in the
Properties option found in the Microsoft Office Button. Many of
these properties are marked with an appropriately named blue[tab
(seeFigure 22).

To add a building block to a document using the Building Blocks
Organizer, follow these steps:
1) Click where you want to insert a building block in the document
2) On thelnserttab, in theTextgroup, clickQuick Parts and then  Figure 22: Sample document
click Building Blocks Organizer. EL?IZ%VJOSC'T;‘? an inserted
3) If you know the name of the building block, clitke Name '
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