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Slide 1
Text Captions: Help for Microsoft Word 2007

There are a lot of resources available to help you learn Word 2007, though they are not particularly oriented towards legal documents.  One of the most useful is Microsoft's own Command Reference Guide, which shows you how to do most commands.

Thanks, Greg Miller (www.gregorymillerandcompany.com), whose presentation at PLTG (www.pltg.org) first showed me this resource.

The next screen will display www.microsoft.com.




			


Slide 2
Text Captions: To access the Command Reference Guide, you would enter 'command reference guide word 2007' in the Search field in Microsoft's home page.  We will do this for you in the next screen.





			


Slide 3
Text Captions: Click the Search Microsoft.com button
Try again...
The search criteria has been entered for you.  Just click the 'Search' button or press the 'Enter' key to conduct the search.




			


Slide 4
Text Captions: Click the Word 2003 to Word 2007 command reference guide link
Try again...
To access the guide, click the 'Interactive: Word 2003 to Word 2007 command reference guide - Word' link.





			


Slide 5
Text Captions: Due to space limitations in this tutorial, the full screen is not visible.  We will scroll the screen down for you in the next frame.




			


Slide 6
Text Captions: This page offers a brief explanation of how the guide works. (Notice that Microsoft offers a lot of other training materials as well, on the left of the screen.) 

To access the guide, click 'Start the guide.'

Click the Start the guide link
Try again...







			


Slide 7
Text Captions: Click the Start button
Try again...
Not there yet! Click the 'Start' button.




			


Slide 8
Text Captions: Try again...
In this screen, we pointed the mouse at the 'Break...' option.  An explanation appears, with two methods of creating a page break in Word 2007.

Notice, that while it is helpful, it doesn't include applying a 'Page break before' to the paragraph, which is very useful in legal documents.  So this guide has its limitations.

Click the 'Break...' option now.

Click the Break... option




			


Slide 9
Text Captions: Now we see the equivalent in Word 2007.

Notice that a bar at the top describes the Word 2003 command you entered.

In the next screen, we will be back in "normal' Word 2007, to explore the 'Help' feature.




			


Slide 10
Text Captions: Try again...
Click the Help button
In Word 2007, the 'Help' menu has become a little 'question mark' button at the far right of the Ribbon tabs. The 'F1' key still works, but not in this tutorial.  (It may bring up your browser's Help feature instead.)

Click the 'Help' button now. 





			


Slide 11
Text Captions: Click the Page breaks and section breaks link
Try again...
Let's see what the 'Help' feature says about page breaks.

Click the 'Page breaks and section breaks' link now. 




			


Slide 12
Text Captions: More topics! 

Click the 'Insert a page break' link now. 

Try again...
Click the 'Insert a page break' link







			


Slide 13
Text Captions: Another way to find information is to type it into the Search field.  We will do that for you in the next screen.




			


Slide 14
Text Captions: With 'page break' typed into the Search field, click the Search button now.

Try again...
Click the Search button




			


Slide 15
Text Captions: Click the Demo: Add and remove page breaks link
This time there are additional topics listed.  The first one is a video demo from Microsoft's site. Click it now.

Try again...



			


Slide 16
Text Captions: These demos are friendly and interesting, but they tend to be time-consuming.  You may find, also, that the download is slow.  However, try them for yourself!

The message is, there is a lot of help available, in a lot of different formats.  Most are not oriented towards legal documents, but the information is there.

The next screen allows you to verify that you know how to find help for Word 2007.
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