Using Word 2007  --  Quick Guide to Common Features
Tabs   -      Ribbons    -     Groups         &      Quick Access Toolbar (QA)
Quick Access Toolbar:  

Set as:  Open, Save, Undo, Redo, Spell Check, Print Preview, Quick Print
Add Bullets or Numbering:  Home… Paragraph… Bullets or Numbering 
Add a picture from Clip Art or from a File: Insert… Illustrations… Clip Art or Picture 
Add Word Art:  Insert… Text… Word Art 
Bold, Italics, Underline:  Home … Font
Change Font Colors:  Home… Font  (or highlight word and right click) 
Change Font Style:  Home… Font    (or highlight word and right click) 
Change Margins/Orientation:  Page Layout… Page Setup
Check Spelling:  Review…  Spelling 
Cut, Copy, Paste:  Home… Clipboard
Header/Footer:  Insert… Header & Footer
Left, Center, Right, Justify:  Home … Paragraph 
Page Break:  Insert… Pages… Page Break   or  Page Layout…Page Setup… Breaks

Ruler:  View…Show/Hide

Select All:  Home… editing… Find, Replace, Select
Shapes:  Insert:  Illustrations…Shapes

Spacing & Alignment:  Paragraph (click small arrow next to Paragraph Group    or  Page Layout… 


Paragraph… Spacing
Subscript/Superscript:  Home… Font
Thesaurus:  Review…Proofing…Thesaurus

