6. Word 2007 Proofing and Finishing

There are many features to help you proofread and finish your document.

Spelling and Grammar

To check the spelling and grammar of a document

"  Click the Review Tab on the Ribbon
"  Click Spelling & Grammar on the Proofing Group.
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Any errors will display a dialog box that allows you to choose a more appropriate spelling or phrasing.
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The Thesaurus allows you to view synonyms. To use the thesaurus:

®  Click the Review Tab of the Ribbon
®  Click the Thesaurus Button on the Proofing Group.

ol
—-) Hame

Insest

Spelling &
Grammar

Final

Cut
Copy
Paste

™

Eont...
Paragraph...
Bullets
Numbering
Hyperiink..
Look Up...

E@®iiiius 6L

Synonyms.
Translate

Stiles

Page Layout References Mailirgs Review | View Develaper L]
] @) Delete .'_a 5 ; -"__'J Final Showing Markup \{:} Rejest - ‘] 1 o 1
) Previous ] Show Markup * = ) Previous - - S
Hew Track  Balloons Accepl Campare Show Source Protect
Comment L et Changes= - U] Reviewing Pane - - %l Ned Docum Document =
Commants Tracking Changes Compare Protect
E-a Research v x
Search for:
Fral
Thesaurus: Englesh {LL5.) w
@Bock |v| |83 |~
< Thesaurus: English (L5.) -~
3 last (adj.)
last
eancudng
b You can also access the thesaurus by right-clicking any word and
choosing Synonyms on the menu.
L last
L3 concluding
» desing
ending
ultimate
finishing
first (Antonym)
absolute

&9 Thesaurus..

Kailings
Balloons .

Place the cursor at the beginning of the document or the beginning of the section that you want to check
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The thesaurus tool will appear on the right side of the screen and you can view word options.




Modify Page Margins and Orientations
The page margins can be modified through the following steps:

Click the Page Layout Tab on the Ribbon

On the Page Setup Group, Click Margins

Click a Default Margin, or

Click Custom Margins and complete the dialog box.

To change the Orientation, Size of the Page, or Columns:

Click the Page Layout Tab on the Ribbon

menus
Click the appropriate choice
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Apply a Page Border and Color
To apply a page border or color:

On the Page Setup Group, Click the Orientation, Size, or Columns drop down
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Insert Common Header and Footer
To insert Header and Footer information such as w— U
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Click the Insert Tab on the Ribbon
Click Header or Footer
Choose a style

The Header/Footer Design Tab will display on the Ribbon

information you would like to have in the header or footer

Choose the information that you would like to have in the header or footer (date, time, page numbers, etc.) or type in the

[ |
—-/J Home Insert Page Layout References Madlings Review View Developer Dresign L]
L = &l c 5, Previous Section Different First Page s Header from Top: 0.5" =
sl = Al BR " 4
j j j j = == B 'j |5, Mext Section Ditferent Odd & Even Pages | h Footer from Bottom: 0.5 = E
Header Footer Page Date Quick Piture  Clip Ga to ; . Close Header
= = Mumber= | & Time Parts= Art Header F o Link ¥ Show Document Text [ sert amgnment Tan and Faoter
Header & Footer Insert Havigation Opitions Potition Cloge
Insert a Cover Page IR B, S = Insert a Blank Page
To insert a cover page: I e To insert a blank page:
|£] Cover Page ~
® Click the Insert Tab on the Ribbon ) Blank Page "  Click the Insert Tab on the Ribbon
"  Click the Cover Page Button on the Pages V= o e Break Table "  Click the Blank Page Button on the Page
Group SR y Group
Pages Tables

Choose a style for the cover page




