
 

 

Word 2007 ɀ Level 1 Training 

Basics  
 Exploring the Environment 

o Menu Layout 
Á Hide/Show Ribbon menu  
Á Tabs -> Groups -> Dialog Box Launchers 
Á Contextual Tabs -> Format, Design or Layout  
Á Mini toolbar  
Á Galleries  

o Customize 
Á Word Options Dialog Box  
Á Quick Access Toolbar  

 Finalizing a Document 
o Save a Document 
o Save as .docx 
o Save as .doc ς Office 2003 
o Save as PDF 

 Compare documents 
 


