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New Look in Microsoft Office 2008

Microsoft Office 2008 introduces &slarlook and feel to Office 2004, with trexception of some&hanges andiew
features,including theStandad Toolbar|nsertRibbon and a new Palette.
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Standard Toolbar
The Standard Toolbar is now a part of the document when opening Word. It may be turned on or off, but cannot be
detachedfrom the document. You can clickiew hToolbarsand checkor uncheckStandard

eono ... Document1
El @E@ LSYT LT Q U.U D_D, 1] E .

Palette
The Palette can be fourtd the right of your documentlt is comprised of seven tabs
Formatting, Object, Citations, Scrapbook, Reference Tools, Compatibility ReytiProject Palette.

Ndides
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v Font

Name: 'Crambria (Body) >_-J
Size: 12 :0—‘
B | I |U |#e| A ~asd|~

Al (ancl™ |
2!A2‘ ‘Au!aA

p Styles
p Alignment and Spacing

p Bullets and Numbering
p Borders and Shading
p Document Margins

p Document Theme

Clicking on a talwill change the available commands on the Palettés meantio provideeasy access to tools
without having to search for them in the Menu barhe palette will be expressed in further detail Bages.



Appearance of Microsoft Word

After opening Microsoft Word, you Wbe taken to a blank documeand seethe followingscreen.
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The default view in Microsoft Word 2008Rsint Layout,displaying the document as it would be printe@ihe
Document Vew can be changed by clicking the icons along the bottom of Microsoft Word.

Print Layout View Pages:  1of 1 Words:  0of0 | [Z] |©® TRK|



Creating a New Document

To begin a new document, click @A f $ew Biank Document!f you would like to select different templates, click
on File and therProjectGallery.

%NevH Recent  Project Center  Settings 1
% Search X))

Category L e
Blank Documents

My Templates
Brochures
Calendars
CD Labels

» Coordinated Forms

» Events : !
Flyers Mail Message PowerPoint Presentation Word Document

» Home Essentials
Labels |

» Ledger Sheets L

» Marketing
Newsletters
Office Themes
Presentations
Programs
Resumes Word Notebook Layout Word Publishing Layout v
Stationery

Show: [AII Office Documents H

(Cance) oD

Opening a Document

To open an existing document, click G £ So00 Open

Open TheOpenwindow will appear. Select (<% (32 = m) [ (@l Documents # (Q search N
the location where yotnavesaved the file, S CHARED B 8 About Stacks.pdf

then click on the file name from the list and v piaces (3 ichats

click the Open button. You can also ctiok B Deskrop oy Bl Microsoft User Data >

7] Movies.d
/A Applicati...| | | Movies.doc
& cpunter...

“a password

Openbutton on the Word toolbato display
the Openwindow (shown atright).

ﬁ Music
(@} Pictures
N
¥ MEDIA 4 Il
A Mucic X
Enable: | All Office Documents =
Open: | Original $

( Cancel ) ( Open )




Saving a Document

To save a documentjick onC A f Savel this is a new document that you are saving for the first time Siivee As
dialog box will open. Select the location

whereyou would likethe file to be saved, Save As: | Document1. docx 1)

enter afile nameand click the Save button. (% s =
We have set Microsoft Office Word 2008 t0 , ,.vices

m) [ (& Documents B (Qsearch

=

save in thenew Word file format (.dog); gcosf [U
however,users outsidef Eastman may he S untiteg | | B iChats ‘

- X . . [ Microsoft User Data &
difficulty opening the document if they are "™ = vovesdoc 1

. . . ¥ PLACES 3 Mavina 1a__arRnnk dnc
on a previous version of Microsoft Worth ———
this case, gu can chang a document to be e ERRTEE WorshBocment Grock) 4
scription

Saved |n the’vord 2003/O|der flle format The default, XML-based document format for Word 2008 for Mac and Word 2007 for Windows.
(dOC) . Learn more about file formats

E‘Append file extension
If you have pl’eViOUS|y Saved the document, (" Options... ) ( Compatibility Report... ) Compatibility check recommended

clickingSavewill save changs to the existing ("New FolderD) ( Cancel))
file.

Save )

If you prefer to have your changes saved to a different file, click on File Stnem As.

In addifon to saving asdoc and .docx, Word 2008 has the ability to save directly to a PDF file. To save a Word
document as a PDF, cliok File, then Save Asndchange Format t&#DF.Select the location where you would like

the file to be saved, enterfile name and clicave. Note: Make sure you also save your document as a Word file as
82dz 62y Qi 0SS ot S (hatyod &daiel fraimkvBhintMicrGsofRZo@dzY Sy U



: ® ) O Formatting Palette
Formatting Palette LR é
This can be used to style your document, includorqratting fonts. v Font —

Name: Cambna (Body) _'_
size: (12 |» O
Font Formatting B| 1| U ume| A []asa]~
Select the text you want to format/change and then select the font, size, style and A A [ase] 3 ’
color undeNJ & C Boy additibnal font options, click d8 2 NJY FFant Iy > Styles
If you want to select all the text on a page, clickoiR A i Ty {Worid @G | » Alignment and Spacing
also allows you to select multiple sections of text simultaneously. To select multig > Bullets and Numbering
i % K e keyboard and then highlight multiple sections of [ o o e
sections, hold the ey on tre keyboard and then highlight multiple sections o > Document Margins
text. » Document Theme

CopyPaste Text
Highlight the text you wish toopy; clickor® RA (i  lhythé ehd&ar, move your cursor to the desired location,
andclic® RAG TIh tl aas

Cut/Paste Text
Highlight the text you wish to move, click 8nR A {  iffthe Melaii bar, move your cursor to the desired location,
andclic® RAG TIh tlaas

StyleS W Styles

Current style of selected text
Word 2008 comes with a set of pdefined styles. Highlight the text you wish to apply a  normal T
style to and therctlick on the preferred style from the Styles group. @) Newstyle... 3\ Select Al

Pick style to apply

You can customize the paefined style by clicking on the Style and clicking on this W
Then click oModify Style Heading 1 =

Heading 2 l
No Spacing T
Normal q

List  Available styles v



Alignment and Spacing

Paragraph formatting options are available undeBth & ! £ A 3y Y Sy (i | y R TAemenadsexng Np
By clicking orthis group you get access to these options: nonzontal: WM ===
Line spacing: |&== | = | ”_
91 Horizontal Orientation: |&zF ||=
ﬂ Line Spacing Paragraph Spacing (pt)
. . Before: 0 + After: |10
ﬂ Orlentatlon . Indentation (in)
 Paragraph Spacing Lef: 0 || Right: [0
1 Indentation First: |0

For additional paragraph options, click @2 N I (i Iy in theNerd bal. LIK

Bullets andNumbering

¢tKSaS 2LJiA2ya FNB | @FAflotS 0SSt 2¢g ¥ Bulletsand Numbering Iy
Formatting Palette. By clicking on either the bullets or numbeting Styles Type: |:= [3= | Indent: €= | D=

option below will light up and you can ahge the appearance of your bullets or  gyje:  (none)

numbers.

Fa additional bullets and numbering options, click@2 N I & Ih . dzf £ Sfia | yR bdzyo SN

Borders and Shading
¢KS&aS 2LJiA2ya FNB | @I At 6f SoupiSthe2 § (i K ¢ ¥ Borders and Shading Yy R

Formatting Palette. This gives yariousoptions to customize how yowant your it

Type: v Style:
borders to appear.

Color: * Weight:

Shading

Pattern: [] Clear v

Color: <% ~ Fill color: <H» ~

For additional borders and shading options, clickb& NJY Bordefand Shading.



Object Palette

This palette can be used to insert varsotypes of objects into your Word

document. These include:

Shapes

Clipart

Symbols

Pictures (from iPhoto)

= =4 =4 =4

If you want to insert an object into your document, you need to click and drag i
into your document.To change the size of how objeetppear, click on th&lider
Baron the bottom. You can also search for a specific shape byguseSearch

Barjust below the slider bar.

For additional object options, click dnsertin the Menu bar.

Citations

806 Object Palette ¢

E e B » S

@@ © a
[ All Shapes B‘

T TN
'A KXY L.
SEFEHOO
TR
CO()I{) [ )
I T W Y N -
SR X b !
SiIdParp
dIdS2UN

ilIl lI)i

I (Q Enter a name to search I 130 items

e 00 Citations (o)

This palette allows you to store your credited sources (i.e. books, magazines, etc Y IR

that they can be easily placed into a Wofkiged page.

The following Citation Styles are available in Word 2008:

MLA
APA
Chicago
Turabian

=A =4 4 =

To also access the Citations section, clickoh S &
automatically change the Palette to Citations.

Scrapbook

The scrapbooklbws you toadd any photos yo would like to insert into your Word document. By clicking on the
Add button, thenAdd File,you can insert any photo.

M [ idwilli A 2 y a
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Citation Style: [ MLA )

Double-click to insert into document:

Citations List




References 000  refeence Tooks e
This palette can be used to find a different synonyefjrition, and 1% B il S | &
translationfor words. To usehis, type a Word or Phrase into the"»o;h;mus -

Search Baxthen select from/click on any of these options:

p Encarta Encyclopedia

bwDi'ctionary
ﬂ Thesaurus » Bilingual Dictionary
) > Translatigrrm =
1 Encarta Encyclopedia ¥ Web Search
7 Dictionary (English (USA) B
9 Bilingual Dictionary
I Translation
T Web Search

From there, it will give you the results of the word you typed.

For additonal options, click oif 0olsin the Menu bar.

Compatibility Report

[®0 0 Compatiility Report [4)
The comp.)fatlt?lllty report allows yo.u to chegliur Word. documenfor . B W5 HE o &
compatibility issuesvith other versions of Word. It will provide you with the | crec compativiey win

. [ Wort - -y
results and explanation for eachsult. = i“ &

Results:

Fix v ignore ¥ Help

Explanation:

Project Palette

The project palette Bows you to choose between different templatsm other Office programs (i.e. Excel, Word,
and Powerpoint).
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Inserting Format Objects

There are commonly used tools to set up a document the waymaud like to. These range from headers &
footers, page numbers, links, footnotes & endnotes, and tables.

Headers and Footers
To have a consistent header or footer on each page of a document, click on ¥ Header and Footer
+ASg6 M SI RS NAfteryliBkingch #hig, Bewddet of options nsert: [#] ] (4] Q@ l#2

will be displayedo customize your header and footer. GoTo: @] (B [[ (=

| Different First Page

The Insert section provides the capability to insert page numbers, dat¢

. ] | Different Odd and Even Pages
time, andpage number formatting

The Goroallows you 6 go to the next header, previous header, (] Hide Body Text
switchbetween the header and footer. Heaee finmlap: S8I0.5

Footer from Bottom: 0.5

In Word 2008, yoeaninsert premade Headers & footers. Tyt access to these, click 6n2 OdzY Sy i 9t SY.
Header (or Footer)then select the Header or Footer of your choosing.

i Document Elements i Quick Tables I Charts ‘ SmartArt Graphics l WordArt l
~ Cover Pages Table of Contents ““Header Footer Bibliographies ]

Insert a Header
" | soanumme ] 7 || (=] o

Company name

Insert as: 3
Document title

| Odd Pages _3]

Page Numbers

tKSaS OFly 0S8 | 00Sa4aSR (i KNHz ( keikoall & RBaNe NighBersThe #rst S NE
taskisto positionwhere the page numbershould be located If you would like to change the number format or tell
Wordwhere to start numberingclick onFormatin the bottom-left of that window.

Symbols & Equations

{evyoz2fa GKFEG FINByQd F2dzyR 2y F y2NXIf {S$8o62FNR Oy
Ly aSNI I'bAlstdfamadnliuded symbols will display. Clickrmnof the symbols in the list artick on
Insert.

Equations can be added to a Microsoft Word document from the Menu bar by clickingyod S NIi  Mhythh 6 2 S ¢
Object type box, click on Microsoft Equation, and then click OK. This will allow yoldtarbeguation tomeet your
needs When done, close it out by clicking on the Red button in thddéip

12



Tables

To create a table, click on the Table icon from the Tables groups and then
select the number of cells you warithe example on the right has a table that
is6 cells higlby 7 cellswide. >

If you need a table that is larger thandgllshighby 7 cellswide, drag your
mouseto the right and/or down until you reach the desired table size.

If a table size larger tha?7 cells high by 43
cells wideis desiredclickon¢ 6 f S h Ly & S NI
M ¢l o6fSoP

In addition, the autofit behavior can be set to
indicate the width of columns.

If you would like to place a quick, preade table with different colored shadings, you ntlyso from the ribbon by
clickingorv dzA O  ¢Bagict(d® @omplgxandselect thedesiredtable style.
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