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Using the mathematical features of Word 2007  
 

Important information for Open University students  

It is important to note that mathematical notation created in Word 2007 will not be preserved if the 
document is subsequently opened or saved in a previous version of Word.  If a Word 2007 document 
ŎƻƴǘŀƛƴƛƴƎ ƳŀǘƘŜƳŀǘƛŎǎ ƛǎ ǘƻ ōŜ ǊŜŀŘ ƻƴ ŀ ŎƻƳǇǳǘŜǊ ǿƘƛŎƘ ŘƻŜǎƴΩǘ ƘŀǾŜ hŦŦƛŎŜ нллт ƛƴǎǘŀƭƭŜŘΣ ƛǘ 
must first be saved in portable document format (pdf). 

As a consequence Open University students should only use the mathematical features in Word 
2007 (and other features only available in Word 2007) for preparation of TMAs in the following 
circumstances: 

¶ if the TMA will be printed out and sent to your tutor on paper; 
or 

¶ if you are studying on a MSc course in mathematics where electronic submission of TMAs is 
permitted (from 2009). 

In all other cases, TMAs to be submitted electronically (that is on non-maths courses where eTMAs 
are permitted) must first be saved as a Word 97 - 2003 Document.  You are then advised to check 
that the saved document contains all aspects of your work ǇǊƛƻǊ ǘƻ ǎǳōƳƛǎǎƛƻƴ ǘƻ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ 
main eTMA system.  Failure to undertake these steps may mean that your tutor cannot read all your 
work, and may not even realise that some parts are missing! 

Comments on this document  

This document has been written by members of the Department of Mathematics and Statistics at 
the Open University, as a result of their experiences of using the mathematical features of Word 
2007.  It has not been approved by the developers of Microsoft Office 2007, nor has it been 
professionally edited or proof-read, though it is hoped to do this for a later version.   
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Introduction  

This is an introductory guide to using the mathematical features of Word 2007.  It assumes that the 
reader has some familiarity with Word, either Word 2007 or a previous version.  It is not a general 
guide to Word 2007, but does discuss some other features which are required to make best use of 
the mathematical facilities. 

The mathematical tools in Word 2007 are well developed in comparison with earlier versions of 
Word and with other word-processing packages.  Gone is the separate Equation Editor found in 
previous versions of Word: the mathematical features are now embedded within Word itself.  The 
resulting mathematical typography is much improved, though ƛǘ ŘƻŜǎƴΩǘ ǉǳƛǘŜ ǊŜŀŎƘ the quality of 
YƴǳǘƘΩǎ ¢Ŝ·. 

Accessing the mathematic al facilities  

Upon opening Word 2007, the mathematical facilities are accessed by clicking on the Insert tab 
(second from left), which reveals the Insert ribbon.  The Equation and Symbols commands are found 
at the right hand end of the ribbon. 

 

To facilitate access to the Equation and Symbol commands regardless of which ribbon is currently 
visible, it is recommended that these are placed on the Quick Access toolbar. 

Quick Access toolbar  

By default the Quick Access toolbar is at the top of the Word 2007 window, next to the Office 
Button, and will contain the Save, Undo and Redo commands.  Your choice of frequently used 
commands can be added so that they are always available, irrespective of which ribbon is visible.   

First, however, it is suggested that you move the Quick Access toolbar to appear immediately above 
the document itself.  To customize the Quick Access Toolbar, click on the small down arrow at the 
right-hand end of it to open the Customise Quick Access toolbar drop-down menu. 

 

From the menu select Show Below the Ribbon, and the Quick Access toolbar will move down. 
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There are two ways to add commands to the Quick Access toolbar.  The most straightforward is to 
right click on the required command icon on any ribbon. 

For example, to add the Equation command from the Insert ribbon, right click on the ʌ Equation 

icon and select Add to Quick Access Toolbar.  Similarly, for the Џ Insert Symbol command. 

Alternatively, right click anywhere on the Quick Access toolbar and select Customize Quick Access 
ToolbarΧ .  Access All commands in the drop down menu at the top left. 

 

Scroll down to find the command you want, and click Add.  To change the order in which the 
commands appear on the Quick Access Toolbar, click on one of the commands in the list on the 
right, and use the up and down arrows to the right to change its position. 

The Symbol command  

Click on the Џ Insert Symbol icon, either on the Insert ribbon or on the Quick Access Toolbar, to 
reveal a small palette of common symbols.  Click on one of the symbols to immediately insert it 
into text.  Click on More Symbols to reveal the Symbol window, which works in a similar way to 
that found in previous versions of Word.  Inserting a symbol from the Symbol window will place 

that symbol at the top of the palette shown when the Џ Insert Symbol icon is next clicked. 

 

The Equation ribbon  

Click on the upper half of the ʌ Equation icon, either on the Insert ribbon or on the Quick Access 
Toolbar, and immediately both the Equation ribbon will become visible and a mathematical input 
box will appear at the current insertion point. 
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(shown enlarged here) 

Exactly the same will happen if you key Alt+= (i.e. holding down the Alt key and typing = ).  Keying 
Alt+= again returns you to standard text mode.  Using Alt+= is thus the easiest way to toggle 
between mathematics input mode and standard text mode. 

 

The Equation ribbon has three sections: Tools, Symbols and Structures, which are described in the 
next section. 

The Equation ribbon  in detail  

Tools 

 

In the Equation ribbon click on the left-hand ʌ Equation icon to reveal a gallery of Built -in 

common equations.  The gallery can also be accessed by clicking on the lower half of the ʌ 
Equation icon (i.e. near the small down arrow) on the Insert ribbon, or by clicking on the small 

down arrow next to the ʌ Equation icon on the Quick Access Toolbar.  The default Built-in 
equations are listed in Appendix A. 

 

Clicking on one of the Built-in equations will immediately paste it into the currently active 
mathematical input box, where it can then be edited.  Details of how to add your own equations to 
this gallery will be given later. 

The Normal Text option in Tools Type equation here.allows you to insert non-mathematical text 
within a mathematical input box.  This can also be achieved by typing inverted commas around the 
normal text within the mathematics input box. 

 

This, with a space after the closing inverted commas, produces: 

ὥ2 + ὦ2 normal text 
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Symbols 

Clicking on one of the visible symbols will immediately paste it into the currently active 
mathematical input box. 

 

Further symbols on the current palette can be accessed by scrolling using the up and down arrows at 
the right-hand side.  Click on  to reveal the whole of the current symbol palette. 

Click on the down arrow immediately to the right of Basic Math to reveal a drop down menu of all 
the symbol palettes.  A full list of the contents of all these palettes is given in Appendix B. 

 

After one of the palettes has been selected it will appear on the Equation ribbon until another 
palette is selected. 

To add the symbol palettes to the Quick Access Toolbar, right click on the word Symbols on the 

Equation ribbon, add select Add to Quick Access Toolbar, where it will then appear with the Њ icon. 

Structures  

 

Click on any one of these icons to reveal a palette of structures which can be used singly, or in 
combination, to build up mathematical expressions.  Click on a structure and it will immediately be 
pasted in to the currently active mathematical input box.  Further information on how to use the 
structures is given in the section below on Inputting mathematics using palettes. 

Inputting mathematics  

Word 2007 has dual input modes for mathematical expressions.  The first is the Graphical User 
Interface (GUI) via the Structures palettes, which are most naturally accessed using a mouse.  The 
second uses the keyboard to type in keywords and symbols which are automatically rendered as 
properly formatted mathematical expressions, as given by the Structures palettes.  This automatic 
build-up process gives almost instant feedback, so that corrections can be made as the mathematical 
expression is being created.  This keyboard approach is very similar to professional mathematical 
typesetting programs, such as TeX or LaTeX.  Henceforth in this document, the two input approaches 
ǿƛƭƭ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ΨǇŀƭŜǘǘŜΩ ŀƴŘ ΨǘŜȄǘΩ ǊŜǎǇŜŎǘƛǾŜƭȅΦ 
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In both approaches, the automatic build-up process will ensure that the size of brackets, fractions, 
square roots, etc will be increased to accommodate whatever expression is created within them. 

In fact any mathematical expressions can be built-up using a mixture of these approaches, as it is 
easy to move between the two.  Typically palettes are used for creating complicated expressions and 
text mode for simple expressions, whether they are within a complicated structure or on their own. 

In addition, any of the symbols available from the symbols palettes, or those directly from the 
keyboard, such as +, =, <, >, £, % etc, can be used within expressions created by either input method. 

Display of mathematics  

Note that to select a mathematical input box click on any part of the expression it contains. 

Professional and linear display  
Word 2007 has two display modes, professional and linear.  Professional display mode corresponds 
to standard mathematical notation, and is the default display mode when using either of the input 
approaches (as a result of the automatic build-up process in the case of text input). 

For example, Ѝὥ2 + ὦ2 is displayed in professional mode.  It can be changed to linear display by 
clicking on the down arrow to the right of the expression in the mathematical input box, which 
reveals a drop down menu. 

 

Selecting Linear will alter how the above expression appears to Ѝ(ὥ̂2 + ὦ̂2 ).  The expression can 
be returned to professional mode using the drop down menu again. 

The linear display consists of a sequence of in-line characters, known as Unicode characters.  It is 
thus possible to view the syntax required for an expression if it were to be created using text input. 

Inline and display  
Word 2007 distinguishes inline mathematics, which is shown within a paragraph of (normal) text, 
and that which is displayed in separate paragraphs, as found in most published mathematical 
material.  A mathematical input box created within a paragraph of text will be inline.  For example, 

typing Alt+= here creates  within the line of text.  Whereas a 
mathematical input box created in new a paragraph will be displayed.  For example: 

 

Thus, Ѝὥ2 + ὦ2 is inline.  It can be changed to display by clicking on the down arrow to the right of 
the expression in the mathematical input box, which reveals a drop down menu. 
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Selecting Change to display will alter how the expression appears to 

ὥ2 + ὦ2 

The expression can be returned to inline using the drop down menu again. 

 

Inputting mathematics using palettes  

Click on a structure within a palette to paste it in to the currently active mathematical input box.  For 

example,  produces  after clicking the cursor away from the mathematical input box. 

Any resulting placeholders (indicted by a blank square with a dotted frame) can be filled with 
numbers, letters, symbols or another structure, or any combination of these, by clicking on the 
placeholder so that it becomes a blue square.  You can move between placeholders using the 
keyboard up /down, right / left arrow keys. 

 

Any expression selected from one of the palettes can subsequently be edited.  For example, 

Ѝὥ2 + ὦ2 selected from the Radical palette could be modified to (ὥὼ)2 “ὦ2. 

By way of an example, to obtain the 3 × 3 matrix 
1 0 0
0 1 0
0 0 1

 

type a left-parenthesis, that is, (, choose the 3 × 3 matrix from the Matrix palette, and then type )  
that is a right-parenthesis, followed by a space.  Fill in the entries by selecting each box in turn.  Note 
that the parentheses are only correctly sized after a space is keyed in after the closing parenthesis. 

 

The contents of all the Structures palettes are listed in Appendix C. 

Choose this 
matrix. 
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Inputting mathematics using text  

When mathematics is input as text, keywords are replaced by appropriate Unicode characters and 
the expression is built up (i.e. formatted as standard mathematical notation) as soon as its structure 
is unambiguous.  This often occurs after typing a space (which is usually deleted by Word 2007 after 
automatic build-up). 

The text input codes for simple expressions are reasonably intuitive. 

Within a mathematical input box 
type the following and then a space 

To produce 

x^2 ὼ2 

x_2 ὼ2 

/  
 

sin sin  

log log  

\pi “ 

\ theta — 

\sigma „ 

\Sigma ɫ 

\ infty Њ 

\geq  

\sqrt Ѝ  

\angle  ᷁

\quadratic 
ὼ=

ὦ± Ѝὦ2 4ὥὧ

2ὥ
 

\pm ±  

\doubleR ᴙ 

Further text input codes for functions, such as those in the first five rows of the above table, are 
listed in Appendix D. 

The mathematics text input codes, such as those in the remainder of the above table, are listed in 
Appendix E. 

The text input codes can be combined.  For example, typing \ pi\ approx 3.142 gives: 

“ 3.142 

More complex expressions can then be constructed.  For example, typing 

d/dx (x^2 sin (x))=2x sin (x)ïx^2 cos (x)  

where ɸ  indicates a space, gives: 
Ὠ

Ὠὼ
 ὼ2 sin ὼ = 2ὼsin ὼ ὼ2 cos ὼ 

Note that the spaces (indicated by ) are used by Word 2007 to decide when a mathematical 

expression is terminated.  ¢ƘŜ ǎǇŀŎŜǎ ŀǊŜ ǊŜƳƻǾŜŘ ŀƴŘ ǊŜǇƭŀŎŜŘ ōȅ ²ƻǊŘ нллтΩǎ ƻǿƴ ǎǇŀŎƛƴƎΦ  Such 
characters are known as delimiters.  Although it is possible to input extra spaces, this is discouraged 
as it is generally better to allow Word 2007 to handle the typography.  

This is displayed in the 
default professional mode. 

This is displayed in linear mode. 
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Delimiters are created by pressing the Spacebar or Enter, or by typing a punctuation mark, such as a 
parenthesis, after you type a text input code.  In order to group characters one can use parentheses 
(  ) which are then removed on build-up.  Extra parentheses may also be added for clarity.  For 

example, typing x^(y+z ) gives ὼώ+ᾀ whereas typing x^((y+z) ) gives ὼώ+ᾀ.  

Further examples of creating mathematical expressions using text input are given in Appendix F. 

Warning: in most cases a mathematical expression may be interpreted from its linear mode, at least 
by a professional mathematician.  However, in some cases (such as for matrices) the glyph (i.e. the 
symbol) representing the Unicode character (for example, ʌ is the glyph for the Unicode \pi) is not at 
all obvious.  In such cases it may be easier to use the palettes to create the expression. 

Useful t ips 

Negative sign 
¢ƻ ƎŜǘ ŀ ΨƭƻƴƎΩ Ƴƛƴǳǎ ǎƛƎƴ ǿƛǘƘƻǳǘ ƎƻƛƴƎ ƛƴǘƻ ƳŀǘƘematics text mode, either: 

¶ use Ctrl Shift +- (i.e. Ctrl plus the usual hyphen); 

¶  or use Ctrl plus the negative sign on the number pad; 

¶ or type --, that is two normal hyphens; 

followed, in each case, by space, a letter or word (not a bracket, full stop etc), space.  WƘŀǘ ȅƻǳΩǾŜ 
typed will then automatically change to a long hyphen ς. 

Bold for vector quantities  
To make characters bold, for example to indicate vector quantities, either select them individually 
and then select the bold B on the Home ribbon, or key Ctrl+b before the required character.  This 
works within mathematical expressions, for example ●Ὥ, as well as in normal text.  Keying Ctrl+b 
again will toggle the bold function off. 

x-bar for mean  
To produce the ὼӶ notation key in Alt+ then x\bar followed by two spaces (or one space and a further 
character, such as =).  The two spaces are required to centre the bar over the x. 

Other keyboard shortcuts  

Normal text   
Ctrl+b   Toggle Bold (useful for vectors) 

Ctrl+i Toggle Italic.  Note that this not the same as mathematical input 

Ctrl+u Toggle Underline  

Ctrl+=  Subscript 

Ctrl+Shift++  Superscript 

Alt+=   Toggle mathematics mode 

Ctrl+z Undo last action (usually) 

Mathematics text  
Ctrl+b   Toggle Bold (useful for vectors) 

Ctrl+u Toggle Underline for the whole expression 

Ctrl+z Undo last action (usually) 

Shift+Enter  New line in expression 
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Matrices  
Inserting additional spaces either immediately before or after an element in a matrix may affect the 
vertical alignment of the elements within the matrix.  Alignment can be altered by right clicking on a 
matrix (displayed in professional mode) and selecting Matrix Alignment, Column Alignment or Matrix 
Spacing (for more advanced options). 

 

The size of a matrix can be altered by right clicking on a matrix (displayed in professional mode) and 
selecting Insert or Delete to add more rows /columns.  If a particular size of matrix you use 
frequently is not available on the Matrix palette, then right click on the matrix of the desired size, 
and select Save as New Equation (see section on Saving expressions). 

Aligning expressions  

Within a mathematics input box use Shift+Enter (known as a soft return) to insert a new line in order 
to key in a follow-on expression.  Using just Enter will put the cursor at the beginning of a new 
paragraph, i.e. not in a mathematics input box. 

If a series of expressions appear too bunched up vertically, this can be addressed by selecting all the 
expressions and increasing the line spacing via the Line Spacing button  in the Paragraph section of 
the Home ribbon. 

 

Ѝὥ2 + ὦ2 

ὦ± Ѝὦ2 4ὥὧ

2ὥ
 

ὥ2 = ὦ2 + ὧ2  

Once you have entered all your expressions, in order to line them up on the equals sign, select all the 
expressions, right click, and select Align at =. 

This indicates a soft 
return.  The lines 
are spaced at 1. 

These lines are 
spaced at 1.5. 


