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Ms Word 2007 Practical Exercises
With Answers

ms word 2007 practical exercises with answers are an excellent way to enhance your proficiency
in using this powerful word processing software. Microsoft Word 2007 remains a popular choice for
many users due to its robust features and user-friendly interface. Whether you are a student, a
professional, or someone looking to improve your document formatting skills, practicing with real-world
exercises can significantly boost your confidence and efficiency. This comprehensive guide provides a
variety of practical exercises with detailed answers, designed to help you master essential MS Word
2007 functionalities. From basic document creation to advanced formatting and editing techniques,
these exercises cover a wide range of topics to ensure you become proficient in using MS Word 2007
effectively.

Understanding the Basics of MS Word 2007

Before diving into exercises, it’s important to familiarize yourself with the interface and fundamental
features of MS Word 2007.

Key Features of MS Word 2007
- Ribbon Interface: Replaces traditional menus with a ribbon that organizes tools into tabs. - Quick
Access Toolbar: Customizable toolbar for frequently used commands. - Document Views: Multiple view
options including Print Layout, Full Screen Reading, Web Layout, etc. - Styles and Formatting:
Predefined styles to maintain consistent formatting. - Templates: Ready-made document templates for
various purposes. - Review Tools: Spelling & Grammar check, Track Changes, Comments.

Basic Skills to Practice
- Creating and saving documents - Formatting text (font, size, color, styles) - Paragraph alignment and
line spacing - Using the ruler for indentation and tab stops - Inserting and formatting images - Using
spell check and grammar tools

Practical Exercises in MS Word 2007 with Answers

Below are a series of exercises designed to develop practical skills, starting from beginner to advanced
levels.

Exercise 1: Creating and Saving a Basic Document
Task: Create a new document titled "My First Exercise" and save it to your desktop. Solution: 1. Open
MS Word 2007. 2. Click the Office Button (top-left corner). 3. Select "New" > "Blank Document." 4. Click
the Office Button again and choose "Save As." 5. In the Save As dialog box: - Navigate to Desktop. -
Enter filename: "My First Exercise." - Click "Save." Key Points: - Using the Office Button for file
commands. - Saving documents with descriptive filenames.



Exercise 2: Formatting Text
Task: Type a paragraph about your favorite hobby. Make the text bold, change the font to Arial, size to
14, and color to blue. Solution: 1. Type your paragraph. 2. Highlight the text. 3. On the Home tab: -
Click the "Bold" button (B). - Choose "Arial" from the Font drop-down menu. - Set font size to 14. - Click
the "Font Color" drop-down and select blue. Key Points: - Using the Home tab for text formatting. -
Applying multiple formatting options simultaneously.

Exercise 3: Paragraph Alignment and Line Spacing
Task: Center align the paragraph and set line spacing to 1.5. Solution: 1. Highlight the paragraph. 2. On
the Home tab, click the "Center" alignment button. 3. Still on the Home tab, click the "Line and
Paragraph Spacing" button. 4. Select "1.5" from the options. Key Points: - Alignment options: Left,
Center, Right, Justify. - Adjusting line spacing for readability.

Exercise 4: Using the Ruler for Indentation and Tabs
Task: Indent the first line of the paragraph by 1 inch and set a tab stop at 3 inches. Solution: 1. Show
the ruler if not visible (View tab > Ruler). 2. Click on the paragraph. 3. Drag the First Line Indent marker
(top triangle on the ruler) to 1 inch. 4. Click on the ruler at 3 inches and double-click to set a tab stop.
Key Points: - Ruler is essential for precise indentation and tab stops. - Custom tab stops improve
document layout.

Exercise 5: Inserting and Formatting Images
Task: Insert a picture into your document and resize it to fit within the page margins. Solution: 1. Place
the cursor where you want the image. 2. Click the Insert tab, then "Picture." 3. Select an image file
from your computer. 4. Click "Insert." 5. Resize the image by dragging its corners while holding the
Shift key to maintain aspect ratio. 6. Use the Picture Tools > Format tab to add borders or effects if
desired. Key Points: - Inserting images enhances visual appeal. - Resizing images without distortion
preserves quality.

Exercise 6: Applying Styles and Creating a Table of Contents
Task: Apply Heading 1 style to section titles and generate a table of contents. Solution: 1. Highlight
each section title. 2. On the Home tab, click "Heading 1" style. 3. After applying styles to all section
titles, position the cursor where you want the table of contents. 4. Go to the References tab and click
"Table of Contents." 5. Choose a style; Word automatically generates the TOC based on Heading styles.
Key Points: - Using styles simplifies document navigation. - Automatic TOC updates when styles
change.

Exercise 7: Creating Columns and Using Page Breaks
Task: Format a section into two columns and insert a page break after the section. Solution: 1. Highlight
the section text. 2. Go to the Page Layout tab. 3. Click "Columns" and select "Two." 4. Place the cursor
at the end of the section. 5. Press Ctrl + Enter to insert a page break. Key Points: - Columns are useful
for newsletters and brochures. - Page breaks control document flow.
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Exercise 8: Tracking Changes and Adding Comments
Task: Turn on Track Changes, make an edit, and add a comment. Solution: 1. Go to the Review tab. 2.
Click "Track Changes" to enable. 3. Make your edits (e.g., delete or add text). 4. Highlight a section and
click "New Comment." 5. Type your comment in the comment box. Key Points: - Track Changes
facilitates document review. - Comments are useful for collaboration.

Exercise 9: Creating Mail Merge Documents
Task: Create a mailing label using a list of names and addresses. Solution: 1. Prepare an Excel sheet
with columns: Name, Address, City, ZIP. 2. Save the sheet and close it. 3. In Word, go to the Mailings
tab. 4. Click "Start Mail Merge" > "Labels." 5. Choose label options and click OK. 6. Click "Select
Recipients" > "Use Existing List" and select your Excel file. 7. Insert merge fields (Name, Address, etc.)
into label layout. 8. Preview results and complete the merge. Key Points: - Mail merge automates bulk
document creation. - Proper data formatting ensures seamless merging.

Exercise 10: Saving in Different Formats and Finalizing
Documents
Task: Save your document as a PDF. Solution: 1. Click the Office Button. 2. Select "Save As." 3. In the
Save as type drop-down, choose "PDF." 4. Enter filename and click "Save." Key Points: - Saving as PDF
preserves formatting and is widely compatible. - Always review your document before finalizing.

Advanced MS Word 2007 Practical Exercises

To further sharpen your skills, try these advanced exercises.

Exercise 11: Creating a Table and Applying Borders
Task: Insert a table with 3 columns and 4 rows, and add borders. Solution: 1. Place cursor where you
want the table. 2. Go to the Insert tab > Table. 3. Drag to select 3 columns and 4 rows. 4. After
inserting, select the table. 5. Under the Table Tools > Design tab, choose a border style. Key Points: -
Tables organize data effectively. - Borders enhance table readability.

Exercise 12: Using Find and Replace
Task: Find all instances of the word "project" and replace with "assignment." Solution: 1. Press Ctrl + H
to open Find and Replace. 2. In "Find what," type "project." 3. In "Replace with," type "assignment." 4.
Click "Replace All." Key Points: - Efficient way to edit large documents. - Be cautious with replacements
to avoid errors.

Exercise 13: Adding Watermarks and Page Backgrounds
Task: Insert a "Confidential" watermark and change page background color. Solution: 1. Go to the Page
Layout tab. 2. Click "Watermark" > "Confidential." 3. To change background color, click "Page Color"
and select a color. Key Points: - Watermarks add confidentiality cues. - Background colors can improve
visual impact.



Exercise

MS Word 2007 Practical Exercises with Answers: A Comprehensive Guide for Beginners and Enthusiasts
Microsoft Word 2007 remains one of the most widely used word processing tools, especially for
students, professionals, and administrative personnel. Mastering MS Word 2007 practical exercises with
answers can significantly enhance your productivity, improve document formatting skills, and prepare
you for real-world tasks. Whether you're a beginner looking to familiarize yourself with basic features or
an intermediate user aiming to refine your skills, this detailed guide offers structured exercises
designed to help you learn through practice. Why Practice with MS Word 2007 Exercises? Practicing
practical exercises allows users to: - Gain confidence in using various features of MS Word 2007. -
Understand the application of different tools and options. - Improve document creation, formatting, and
editing efficiency. - Prepare for exams, certifications, or workplace tasks involving MS Word. - Develop
problem-solving skills related to common document issues. Setting Up Your Practice Environment
Before diving into exercises, ensure you have: - Microsoft Word 2007 installed on your computer. -
Sample data or text (can be sourced from online templates or created manually). - A notebook or
document to record your answers and notes. Basic Exercises for Beginners Exercise 1: Creating and
Saving a New Document Objective: Learn how to create a new document and save it properly. Steps: 1.
Open MS Word 2007. 2. Click the Office Button (top-left corner). 3. Select New > Blank Document. 4.
Type a simple paragraph, e.g., "This is a practice document for MS Word 2007 exercises." 5. Save the
document: - Click the Office Button. - Select Save As. - Choose a location (e.g., Desktop). - Name your
file as Practice1.docx. - Click Save. Answer: You should be able to create and save a document with
your content successfully. Exercise 2: Basic Text Formatting Objective: Apply basic formatting such as
bold, italics, underline, font size, and font style. Steps: 1. Type the following text: "MS Word 2007 is
user-friendly." 2. Highlight the phrase "MS Word 2007". 3. Make it bold. 4. Highlight the phrase "is user-
friendly". 5. Italicize it. 6. Change the font size of the entire sentence to 14. 7. Change the font style to
Calibri. Answer: The text should now display with the specified formatting, demonstrating your ability to
manipulate text styles. Intermediate Exercises to Enhance Functionality Exercise 3: Paragraph
Alignment and Line Spacing Objective: Adjust paragraph alignment and line spacing. Steps: 1. Type a
paragraph with multiple lines. 2. Select the entire paragraph. 3. Set the alignment to Justify. 4. Change
line spacing to 1.5 lines. 5. Add space before and after the paragraph (e.g., 12 pt). Answer: The
paragraph should be evenly aligned across the page with appropriate spacing, showing your familiarity
with paragraph formatting options. Exercise 4: Creating Bulleted and Numbered Lists Objective:
Practice creating organized lists. Steps: 1. Type three items: - Apples - Bananas - Oranges 2. Highlight
the list. 3. Click the Bullets button on the toolbar to convert to a bulleted list. 4. Convert the list into a
numbered list using the Numbering button. Answer: Your list should switch smoothly between bulleted
and numbered formats, demonstrating list creation skills. Exercise 5: Inserting and Formatting a Table
Objective: Insert a table and apply basic formatting. Steps: 1. Place your cursor where you want the
table. 2. Click the Insert tab. 3. Select Table > choose a 3x3 grid. 4. Enter sample data: - Row 1:
Product, Quantity, Price - Row 2: Apples, 10, $2.00 - Row 3: Oranges, 15, $1.50 5. Format the header
row: - Make it bold. - Center-align the text. 6. Apply a Table Style (e.g., Grid Table). Answer: You should
see a neatly formatted table with bold headers and aligned text, showcasing your ability to insert and
style tables. Advanced Exercises for Proficiency Exercise 6: Using Styles and Themes Objective: Apply
styles to headings and the document theme. Steps: 1. Type a heading: "Annual Sales Report". 2.
Highlight the heading. 3. Apply the Title style from the Styles gallery. 4. Change the document theme: -
Go to the Page Layout tab. - Select a different Themes (e.g., "Opulent"). 5. Observe the changes in font,
color, and overall look. Answer: The heading should adopt the style, and theme changes should refresh
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the entire document’s aesthetic. Exercise 7: Creating a Mail Merge Document Objective: Prepare a form
letter using mail merge. Steps: 1. Create a new document with the text: Dear <>, We are pleased to
inform you about our new offers. Regards, Company XYZ 2. Prepare an Excel spreadsheet with
columns: - Name - Address (optional) - Email (optional) 3. Fill in sample data, e.g., "John Doe", "123 Elm
St". 4. Use the Mailings tab to: - Select recipients. - Insert merge fields. - Complete the merge to
generate personalized letters. Answer: Successful mail merge displays personalized letters for each
recipient, demonstrating your ability to automate document creation. Exercise 8: Track Changes and
Comments Objective: Practice reviewing and editing documents. Steps: 1. Open an existing document
or type a paragraph. 2. Enable Track Changes from the Review tab. 3. Make edits (e.g., add or delete
words). 4. Insert a comment explaining your change. 5. Accept or reject changes. Answer: Your
document should reflect tracked edits and comments, a vital skill for collaborative editing. Tips for
Effective Practice - Use templates: Explore built-in templates to learn layout and design. - Experiment
with shortcuts: Familiarize yourself with keyboard shortcuts for efficiency. - Explore help resources: Use
the Help feature for guidance on features. - Create diverse documents: Practice with reports, letters,
tables, and forms. Conclusion Mastering MS Word 2007 practical exercises with answers equips you
with essential skills to handle everyday document tasks effectively. Regular practice, combined with
exploring advanced features, will make you proficient and confident in using MS Word 2007 for
personal, academic, or professional purposes. Remember, the key to mastery is consistent practice and
continuous learning—so keep experimenting with new features and tools! Happy Practicing!

Questions & Answers About ms word 2007 practical
exercises with answers

No Question Answer

1 How do you create a new
document in MS Word 2007?

Open MS Word 2007, click the Office button (top-left
corner), then select 'New.' Choose 'Blank Document' and
click 'Create' to start a new document.

2 What are the steps to insert a
header and footer in MS Word
2007?

Go to the 'Insert' tab on the Ribbon, click on 'Header' or
'Footer,' select a style from the dropdown menu, and then
customize the content as needed.

3 How can you apply bullet points
to a list in MS Word 2007?

Highlight the list items, then go to the 'Home' tab and click
the 'Bullets' button in the Paragraph group to add bullet
points.

4 Describe how to change the page
orientation to landscape in MS
Word 2007.

Click the Office button, select 'Page Setup,' then in the
'Margins' tab, choose 'Landscape' under Orientation, and
click 'OK.'

5 How do you insert a table into a
document in MS Word 2007?

Go to the 'Insert' tab, click 'Table,' then select the number
of rows and columns you need by dragging over the grid or
clicking 'Insert Table' for more options.

6 What is the method to save a
document with a different name
or location in MS Word 2007?

Click the Office button, choose 'Save As,' select the desired
location, enter a new filename, and click 'Save.'

7 How do you perform spell check
in MS Word 2007?

Click the 'Review' tab and then click 'Spelling & Grammar'
in the Proofing group to run a spell check and correct
errors.



8 Explain how to format text as
bold, italics, or underline in MS
Word 2007.

Select the text you want to format, then click the 'Bold' (B),
'Italic' (I), or 'Underline' (U) buttons in the 'Home' tab's Font
group.

9 How can you insert a page break
in MS Word 2007?

Place the cursor where you want the break, go to the
'Insert' tab, and click 'Page Break' in the Pages group.

10 What are the steps to add a
watermark to a document in MS
Word 2007?

Click the 'Page Layout' tab, then click 'Watermark' in the
Page Background group, choose a preset watermark or
customize one, then click 'Apply.'

MS Word 2007 tutorials, Word 2007 practice files, Word 2007 exercises with solutions, Microsoft Word
2007 training, Word 2007 keyboard shortcuts, Word 2007 formatting exercises, Word 2007 document
editing, Word 2007 templates practice, Word 2007 review questions, Microsoft Word 2007 basic skills
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