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Objective: This class will review TAM's Document Setup looking at the differences between Office 2003 and 2007.  We 
will take a look at: 

• Applied Options, where are they now? 

• Styles, Editing Tools, Document Mapping, 2003 & 2007 in a side by side view. Where they were then and where 
they are now. 

• New features in 2007 that might be used to expedite editing of documents both in document setup and once they 
are merged by your users. 

 
Assumptions:  This seminar is based on the following 

TAM Version 10.x 
Microsoft ® Word Version 2007 and 2003 
 

Note:  This handout is designed to be printed in duplex mode, so that the Word 2003 pages will be on the left (or even 
pages), and the Word 2007 pages on the right (or odd numbered pages) for a side by side view. 
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Basic Document Editing and Setup 
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Page Setup Options – 2003 
  
Page Setup is located under File, Page Setup. 
 
Though the screen layout is slightly different with 2007, the 
information on the Page Setup window is the same.  This 
screenshot is of the Office 2007 Page Setup window. 

 
Margins are located on the Page Setup Window or by clicking 
and dragging on the ruler bar.  
 

 

Headers and Footers are found from View, Header and Footer 
in Office 2003, or by double clicking in an existing header or 
footer (though you must use insert first). 
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Page Setup Options – 2007 
 
Location for general Page Setup is under the Page Layout 
Command Tab. 
 
The familiar Page Setup window can also be accessed by double 
clicking on the top side of the ruler bar within the document. 
  

 
Margins are on the Page Layout Command Tab under the 
Margins Gallery, with the option for Custom Margins at the 
bottom of the tab, which will bring up the familiar Page Setup 
Window.   

 

Headers and Footers are found on the Insert Command Tab 
under the Header and Footer section.   
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Page Setup Options – 2003 – continued 
 
The Header and Footer Toolbar opens along with the Header on 
the document.  Text can be typed and tools from the toolbar can 
be used to: 

• Insert Page Number 
• Insert Number of Pages 

• Format the Page Number 
• Insert Date 
• Insert Time 
• Access Page Setup 
• Show/Hid Document Text 
• Link to Previous (Section) 
• Switch between Header and Footer 
• Show Previous 
• Show Next 
• And Close the toolbar 

 

 
 
Any time that the Header or Footer is selected; the Header and 
Footer toolbar will automatically appear. 
 

Page Numbers are included as part of the Header and Footer toolbar but 
can also be accessed through Insert, Page Numbers.  If this option is 
used, Word 2003 will automatically place them in the header or footer 
area of the document.  Both the placement and the formatting of the 
numbers can be controlled from the pop up windows. 
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Page Setup Options – 2007 – continued 
 
When you select the drop down box under Header, or Footer the 
Gallery window opens.  Select one of those shown, Remove 
Header, or Edit Header. 

 
 

Edit Header opens a separate Contextual 
Command Tab - Header & Footer Tools 
with all of the design options. 

 
 

An easy option to access the Contextual Command Tab – Header & Footer Tools is to simply double click within the Header or 
footer area of a document (even if one has not already been set up). 
 

 

Page Numbers are located in the Header & Footer Command Set, and when the drop down is 
selected many built in options for placement of page numbers in the document appear. 
 

 
Page Setup Options – 2003 – continued 
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Page Breaks and Section Breaks are found from Insert, 
Break. 
 

 

Break types at the top of the window are for: 

• Page 
• Column break 
• Text wrapping Break 

 
The bottom of the window includes the Section break types of: 

• Next page 
• Continuous 
• Even Page 
• Odd Page 

 
 

In both versions of Office, Page Breaks can be entered by using 
CTRL + Enter on the keyboard. 
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Page Setup Options – 2007 – continued 
 
Page Breaks and Section Breaks are located on the Page 
Layout Command Tab. 

 
 

When the drop down arrow is selected, the Page Breaks and 
Section Breaks Gallery box drops down. 
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Formatting Options – 2003 
 
Show / Hide Formatting Symbols can be selected from the Standard Toolbar in Word 2003.  If 
you view your Standard and Formatting Toolbars on one row, this command is usually not seen 
and can be added to the toolbar. Select the down arrow at the end of the Standard toolbar, Add 
or Remove Buttons, and Customize.  Select the Commands tab, and in the Categories window 
select View, then from the Commands window select the ¶ symbol for Show All.  Click and hold 
and drag the command to the toolbar into the location desired. 
 

 

View the Ruler through View / Ruler, left click Ruler to check or uncheck the option. 
 
Font formatting in 2003 is under Format / Font.  The Font dialog box for 2003 is the same as 
2007 and is shown here. 
 
Formatting Paragraphs is also located under 
Format, and then Paragraph, opening the 
Paragraph Formatting window, which looks 
slightly different from 2007 but includes the 
same information (2007 Window is shown here).   

 

 
 

Formatting Options – 2007 
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Show / Hide Formatting Symbols is located on the Home 
Command Tab in the Paragraph area. 

 
 

View the Ruler through the View Command Tab, and check the 
box for Ruler. 
 

 
 

Font management is located on the Home Command Tab.   
 
When the dialog launcher is selected, the old familiar font box 
appears. 

 
 

The Mini Toolbar for font formatting will appear and  “hover” 
when text is first selected (or with a right click) so that text can 
be quickly changed for some functions without having to move 
the mouse too far. 
 

 

Formatting Paragraphs is also on the Home Command Tab 
with many of the often used shortcuts shown for easy access.   
 
Selecting the dialog launcher reveals the familiar Paragraph 
setup window where Alignment, Outline level, Indentation and 
Spacing can be controlled as well as Tabs, and Line and Page 
Breaks on the separate tab. 
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Formatting Options – 2003 – continued 
 
Tabs are set by a number of ways in Word 2003: 

• through Format / Tabs 
• by clicking on the symbol in the corner of the document 

until the desired tab stop is selected and clicking on the 
ruler (same as in 2007) 

• or by double clicking on the lower half of the top ruler to 
bring up the Tabs box. 

 
The Tabs dialog box in 2003 is the same as that in 2007 and is 
shown here. 
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Formatting Options – 2007 – continued 
 
Tabs can be formatted through the familiar Paragraph 
formatting window, or they can be formatted from the screen.  
Clicking on the corner of the rulers repeatedly will change the 
shape of the icon there for the various tab stops. 
 
 

      

Once you have selected the tab shape you desire, merely click 
on the ruler in the location you wish to place the tab. 
 
Or, a double click on the lower half of the ruler will bring up the 
familiar Tab set menu. 
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Tables – 2003  
 
Tables in 2003 are accessed through Table from the Standard toolbar, then Insert, and Table.  
Tables can also be inserted using the Insert Table Icon from the Formatting toolbar. 
 
The Insert Table box opens, and is the same in 2003 and 2007. 
 

 
Table Tools are accessed from the Table menu on the  
Standard Toolbar, or by a right click when inside a table. 
 

Table Properties in 2003 are found on the Table menu as well 
as by a right click when inside a table.  The Table properties 
dialog box once reached in 2007 is the same as 2003. 
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Tables – 2007 
 
Tables are accessed through the Insert Command Tab. 
 

 
When the drop down arrow is selected the Insert Table Menu 
appears.  This works similarly to what we are used to.   
 
Note that the Insert Table option is available where the table 
properties can be set (including the Fixed Column Width so that 
when data is inserted the table cell doesn’t resize with the size of 
the data). 

 
 

Once you are in a Table, the Contextual 
Command Tab - Table Tools displays 
with both the Design SubTab (for 
Table Styles, Shading, Borders, etc.), 
  

 
and the Layout SubTab for Properties, 
inserting rows and columns, splitting 
and merging cells, splitting the table, 
cell sizes and alignment, and data 
manipulation tools. 
 

 

Note that the Rows and Columns and Cell Size Command Sets contain dialog launchers, which reveal the familiar dialog boxes. 
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Bullets and Lists, Indentation Table Shading – 2003 
 
Bullets and Lists are available in 2003 on the Formatting toolbar, along with Indentation and Table Borders (which are also 
available on the Table Borders and Shading toolbar mentioned below). 
 

 
 
 
Table Shading is controlled through Format, 
Borders and Shading, or by right clicking inside 
the table and selecting Borders and Shading.  
There is also the option to turn on the Table 
Borders and Shading toolbar through View 
Toolbars. 
 
The familiar Borders and Shading box for 2007 
is nearly the same as for 2003 and is shown 
here. 
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Bullets and Lists, Indentation Table Shading – 2007 
 
Bullets and Lists are accessed from the Paragraph 
section of the Home Command Tab, 
 

 
 

and also from the Mini Toolbar that hovers when text is first highlighted (note that the bullets 
icon has a drop down box for options). 
  

 
Indentation is controlled from the same Paragraph area and is also on the Mini Toolbar. 
 

 

Table Shading is controlled from the Contextual Command Tab 
-Table Tools, Design SubTab.  Table Borders are also located in 
the same area. 
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Pictures and Drawing Tools – 2003 
 
Pictures in 2003 are accessed through Insert / Picture and the 
drop down box allows selection for: 

• Clip Art 
• From File 
• From Scanner or Camera 
• New Drawing 
• AutoShapes 
• WordArt 
• Organization Chart and 
• Chart 

 
 

 
Drawing tools can be easily access by selecting the Drawing icon from the Standard toolbar, which will turn on the Drawing toolbar.  
The toolbar can also be turned on using View / Toolbars / Drawing. 
 

 
 
The toolbar can be easily turned on and off using the icon at the top of the screen, and the toolbar can be located at the bottom on 
the screen if desired. 
 

Spelling & Grammar Checking – 2003 
 
Spell Check can be run using the Spelling and Grammar icon on the Standard Toolbar.  
The icon in 2007 is very similar and is shown here. 
 
The underline indicators in 2003 for spelling and grammar errors are the same in 2007. 
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Pictures and Drawing Tools – 2007 
 
Pictures in 2007 are accessed through Insert, and options 
available are on the Illustrations Command Set. 
 
Selecting Picture from the Command Set will automatically open 
My Pictures.  Selecting Clip Art opens the Clip Art search window, 
the same as 2003. 
 
 

 
 

Drawing in 2007 is accessed through the Insert Command Tab, and from the Illustrations Command 
Set select the Shapes Gallery.  Select the shape from the list and click and drag to draw the shape 
desired. 

 
 

Spelling & Grammar Checking – 2007 
 
Spelling and Grammar checking is located on the Review 
Command Tab, Spelling and Grammar. 
 
The underline indicators in 2003 for spelling and grammar errors 
are the same in 2007. 
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Printing – 2003 
 
Printing in 2003 is accessed from the Printer icon on the 
Standard toolbar (for printing to the default printer), or through 
File Print for selecting a different printer, printer properties, or 
number of copies. 
 
The Print window in 2003 has the same information as in 2007. 
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Printing – 2007 
 
Printing in 2003 is accessed through the Microsoft Office Button, 
Print, Quick Print, or Print Preview.  The Print choice will open 
the traditional Print window, to change printers, set properties, 
or number of copies. 
 
An icon for Quick print can be added to the Quick Access Toolbar 
if desired.   

 
 
 
 
 
 
 

TAM Document Setup 
  



Document Setup in TAM, Word 2003 vs. 2007 
 

September, 2008 24   
 
 

TAM Data Fields – 2003 
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TAM Data Fields – 2007 

 



Document Setup in TAM, Word 2003 vs. 2007 
 

September, 2008 26   
 
 

Data fields continued – 2003 
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Data fields continued - 2007 
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ASK Variables – 2003 
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ASK Variables – 2007 
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ASK continued – 2003 
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ASK continued – 2007 
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ASK continued – 2003 
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ASK continued – 2007 
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ASK continued – 2003 
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ASK continued – 2007 
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IF Statements – 2003 
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IF Statements – 2007 
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IF continued – 2003 
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IF continued – 2007 
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IF continued – 2003 
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IF continued – 2007 
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IF continued – 2003 
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IF continued – 2007 
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Word Styles – 2003 
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Word Styles – 2007 
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Styles continued – 2003 
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Styles continued – 2007 
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Styles continued – 2003 
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Styles continued – 2007 
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Styles continued – 2003 
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Styles continued – 2007 
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Document Mapping 2003 
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Document Mapping 2007 
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Moving Styles - 2003 
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Moving Styles - 2007 
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Styles in the Quick Styles Gallery – 2007 
 
From the Home Tab select the Styles drop down arrow. 
 
Select Options from the Styles window. 
 

 

From the Style Pane Options box, select or confirm that All styles 
appears in the Select styles to show drop down box, then cancel 
that window. 
 
With the Styles window open, highlight text in your document, 
and select the Styles that you wish to see in the Quick Styles 
Window. 
 

 
 
Also, when adding a new Style, check the box in the lower left to Add to 
Quick Style List. 
 

 

 
The Styles you apply will move into 
the Quick Styles window. 
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Cool Little Things you may not have noticed in 2007 
 
The Format Painter is located on the Home Command Tab on 
the Clipboard Command Set, and works the same as in earlier 
Word versions. 
 

 

To control the Preview size of your document onscreen, use the Zoom 
Level controls at the lower right of the screen. 
 
The preview size can also be controlled by using CTRL plus the scroll 
wheel on the mouse (which is the same as in Word 2003). 
 

 
 

Save As is accessed from the Microsoft Office Button and allows 
for saving documents in Office 97-2003 format. 
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Add items to the Quick Access Toolbar at the top of the 
document by selecting the drop down arrow at the end of the 
row and selecting the icons to include. 
 

 

Autocorrect Options are located under the Microsoft Office 
Button, and Word Options (at the lower right of the window), 
then the Proofing choice, and AutoCorrection Options in the 
window. 
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Advanced Options for working with Word are located in the 
same area but under the Advanced choice. 
 
Editing and Cut, Copy and Paste options for the workstation’s use 
of Word are controlled from this window. 

 
 

The Quick Access Toolbar can also be customized from the 
same area by selecting Customize in the window, and selecting 
from left window and moving to the right. 
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Notes: 
 


