MS Word Options

Word Options allows you to set
your defaults for word- MICROSOFT

processing documents. WORD 2007
. BASICS
To access the Word Options, TIP SHEET

click on the Microsoft Office
Button, andthen click the Word
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MS Word Options - Popular

The Popular option allows you to
set Mini Toolbar, Live Preview,
Developer Tab, Clear/Type, Full
Screen Email Attachment
Reading View, Color Scheme,
ScreenTip, Personalizing your
copy, and setting Language.

MICROSOFT
WORD 2007
BASICS
TIP SHEET
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Word Options

Popular l . . :
I . ;_& Change the most popular options in Word.
Cisplay
Proofing Top options for working with Word
Save Show Mini Toolbar on selection i}
Enable Live Preview i
Advanced

Show Developer tab in the Ribhon G
Custamize Always use ClearType

A Open e-mail attachments in Full Screen Reading view G

Colar scheme: |Blue v|
Trust Center =

R Show Teature descriptions in ScreenTips w ]
Resources —

Personalize your copy of Microsoft Office

User name; |rni|r_e twaddle |

Initials: [ mt

Choase the languages you want to use with Microsoft Office: Language Settings...

OK ][ Cancel ]
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MS Word Options - Display

The Display option allows you to

set the Page Display, Formatting
Marks (reveal codes), and
Printing options.

MICROSOFT
WORD 2007

BASICS
TIP SHEET
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Word Options

Popular
" Display "
Praofing
Save
Advanced
Custamize
Add-Ins
Trust Center

Resources

Iy
:)x Change how document content is displayed on the screen and when printed.

Page display options

Show white space between pages in Print Layout view U
Showe highlighter marks '
Show document tooltips on haover

Always show these formatting marks on the screen

|:| Tah characters —+
D Spaces

[ Paragraph marks 1
[] Hidden text
I:‘ Optional hyphens =
[ object anchars 7]

I:‘ Show all formatting marks
Printing options

Print drawings created in Word G
I:‘ Print background colors and images
|:| Print document properties

[ Print hidden test

|:| Update fields before printing

|:| Update linked data befaore printing

QK

] [ Cancel
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MS Word Options - Proofing

The Proofing option allows you
to set the AutoCorrect Options,
Spelling/Grammar, and
Dictionary.

MICROSOFT
WORD 2007
BASICS
TIP SHEET
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Word Options

P

Papular

Cisplay

Proofing

AutoCorrect options

Advanced
Sibimes lgnore words in UPPERCASE

Add-Ins Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

Trust Center
Resources

|:| Suggest from main dictionary anly

ustom Dictionaries

Change how Word corrects and farmats your text.

Save Change how Ward corrects and formats text as you type: AutaCorrect Options...

‘When correcting spelling in Microsoft Office programs

French modes: | Traditional and new spellings

‘When correcting spelling and grammar in Word

Check spelling as you type

|:| Use coptextual spelling

Mark grammar errors as you type
Check grammar with spelling

|:| Show readability statistics

Check Document

Writing Style: ! Grammar & Style » | Settings...

Exceptions for: :Iil__] Documentl w |

|:| Hide spelling errars in this document anly
|:| Hide grammar errars in this document only

OK ][ Cancel ]

MS Office 2007 Workshop



MS Word Options - Save

The Save option allows you to
set the Save document types,
AutoRecover File locations,
Offline Editing, and Preserve
Fidelity of the document.

MICROSOFT
WORD 2007
BASICS
TIP SHEET
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Popular
Display
Proofing
Save

Advanced
Customize
Add-Ins
Trust Center

Resources

H Customize how documents are saved.

Save documents

Save files in this farmat: Word Document [*.doog 7|

Save AutoRecover information every |5 C| minutes

AutoRecover file location: | C\Documents and Settings\Michael Twaddle'\Application Data'\Microsoft\Ward' | ,_ EBrowse..,

Default file location: ChDocuments and Settings'Michael Twaddle'\My Documents®,

| [ Browse..,

Offline editing options for document management server files

Save checked-out files toii
@ The server drafts |ocation on this computer
) The web server

_! [ Browse...

i@_‘] Documentl -

Preserve fidelity when sharing this document:

[] Embed fonts in the file (&

CK

][ Cancel ]
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MS Word Options - Advanced

The Advanced option allows you
to set the Editing Options, Cut,
Copy, and Paste, Show
Document Content, Display,
Print, Save, Fidelity, General, and
Compatibility of the document.

Word Options

MICROSOFT
WORD 2007
BASICS
TIP SHEET
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Popular

:j Advanced options for working with Word.
Cisplay

Praofing Editing options

Typing replaces selected text

When selecting, automatically select entire word
Allows text to be dragoed and dropped

Use CTRL = Click ta follow hyperlink

Save

[""Am'anced ""|
Custamize
Add-Ins

Use smart paragraph selection

Use smart cursoring

Use the Insert key to control overtype mode
D Use avertype mode

|:| Prompt to update style

|:| Use Mormal style for bulleted or numberad lists

Keep track of farmatting
D Mark formatting inconsistencies

Enable click and type

Trust Center

Resources

|:| Automatically create drawing canvas when inserting AutoShapes

Default paragraph style: | Mormal

Cut, copy, and paste

Pasting within the same document:

Fasting between documents:

Pasting from other programs:

Insert/paste pictures as:

I:‘ Use the Insert key for paste

- T AN R L I PR T L S

Fasting between documents when style definitions conflict:

Keep bullets and numbers when pasting text with Keep Text Only option

[ 1
| Keep Source Formatting (Default] |+ |

' Keep Source Formatting (Default] |

T 1
i Use Destination Styles (Default) !

! Keep Source Formatting (Default] I

! In line with text | » I

w

QK ] [ Cancel
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MS Word Options - Customize

The Customize option allows you

to set the tools for the Quick MICROSOFT

Access Toolbar. WORD 2007
BASICS
TIP SHEET
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Word Options E]

Papular | ) g L
p ﬂ! Customize the Quick Access Toolbar and keyboard shartcuts,
Cisplay
Choose commands from: Customize Quick Access Toolbar (i
Proofi
i ! Popular Commands b | Far all documents [default] ¥|
Save
Kdsea <Separators ~ [ save
Accept and Move to Mext ¥} Unda L3
Customize " Barders and Shading... 3 Redo
Addns Craw Table j Draw Table
Edit Footer 5 Edit Header
Trust Center Edit Header 2-, Insert Hyperlink
B E-mail [& nsert Picture from File
Font... A Page Setup
Insert Hyperlink =7 Paragraph
Insert Page and Section Breaks § |j§ Paste Special...
Insert Picture fram File Sl __) Track Changes
Mew Juls j Borders and Shading...

Mew Comment
Cpen

Page Setup
Paragraph
Paste Special...
Print Preview
Quick Print ==
Redo

Reject and Move to Mext
Save

Show All

ALY eREBUSLL CEII® > EnnEoS

a

D Show Quick Access Toolbar below the Ribbon

Keyboard shortouts:

OK ] [ Cancel
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