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Introduction

This introductory level is intended to help computer users get up to speed quickly with the basic
functions of Microsoft’s Word 2010 word processing application.

Occasionally, this guide may reference where certain keys are on the keyboard (such as Insert,

Home, or Page Up). The directions are given based on a standard desktop keyboard that contains a
separate number pad. Laptop keyboards may be different or have combined keys.

Prerequisites

This guide assumes the user understands the bare basics of using a Windows-based computer. You
should be comfortable using the keyboard, mouse, and Start menu. Knowledge of and experience
with printing and using a Web browser is an asset, but not required.
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Chapter 1: Starting Out

In this chapter you will learn how to:
= Launch Word
= Close Word
= Interact with Word
= Create a new document
= Type, delete, and select text
= Navigate through a document using the keyboard, mouse, and scroll bars
= Use the Go To dialog
= Use basic and advanced text formatting
= Remove formatting
= Use Undo and Redo
= Save and open files
= Use the Recent Documents list
= Switch between open files
= Close documents
= QOpen Help
= Use the Help screen, including the search tool and the table of contents
= Get helpin a dialog box

Ver. 1-1, Sept. 2012
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Session 1-1: Meeting Microsoft Office Word 2010

In this session, you will learn how to open Word, what the basic interface parts are, how to
interact with objects and commands in Word, and how to close the program when you are
finished using it.

Tip: It is recommended that you copy the Exercise Files folder to a readily accessible folder,
such as the desktop. If you do not have permission to modify/save files on a workstation
computer, use a USB flash drive or equivalent form of portable storage.

What is Microsoft Office Word 2010?

Microsoft Office Word 2010 is the fourteenth version of Microsoft’s powerful word processing
program. Using Word, you can create professional looking documents of nearly any type. You can
also add tables, charts, art, shapes, photos, and much more. Actually, Word 2010 (and other
Office 2010 programs) is the thirteenth version of the productivity suite. However, Office 2010’s
code name (Office 13) was bumped to Office 14 because of an aversion to the number 13!

What’s New in Microsoft Office Word 2010?
Word 2010 does not make use of traditional menus that you may be familiar with. Instead, Word
uses a tab system that groups like commands at the top:

Home Insert Page Layout References Mailings

= ] ibri - - AT AT . B iz iz oy ZEEE | A ! 4 Find ~
j Calibri (Body) 11 A a Aa ;| = T iz - ;= Ll q AaBbCceDe | AaBbCcDe AaBbCi : % & Replace
e Lae
2 b == == = iz i i
Pavste o B 7 U ~abe x, X LA E=E=E=E W= oy - ] & TNormal | TMo Spaci.. Headingl |_ gg?:sgf [ Select

Clipboard Faont Paragraph Styles Editing

— 1

There is a lot to see and do in Word 2010. Before you start with the details, let’s take a few
moments to go over some new features.

Expanded If you use a lot of charts and diagrams in your documents, you will love
SmartArt SmartArt. SmartArt lets you create
professional-looking diagrams very o [Text]
easily. For example, this hierarchy . : .
diagram was created in just four [Text] [Text]
clicks. R |

[Text] [Text] [Text]
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From here, it’s easy to add titles, change colors, add or remove nodes, and
even add pictures to each node.

Navigation Word 2010 includes a new feature called the navigation pane. This is a
Pane special task pane that appears on the side of the screen. It lets you quickly
navigate through your document, rearrange content by dragging and
dropping, view each page of the document as a thumbnail (small image), and
search the document.
Here is the navigation pane for this manual:
W90 = "
Home Insert Page Layout References Mailin
E- Calibri =12 - A A7 Aa
5% Cop
Paste o L] ~ ab®
- F Format Painter B = £
Clipboard ] Font
MNavigation > x| [d]
Search Document 2o~
% 6o & S
rF9
Y
Introduction
Prerequisites B
4 Section 1: Starting Out
4 |essonl.l: Meeting Microsoft Office Word 2010
‘What is Microsoft Office Word 20107
What's Mew in Microsoft Office Word 20107 |
Launching Word
Interface Overview
Interacting with Woard
Simultaneous Many programs in Office 2010, including Word, are capable of using an
Online online collaboration tool called SharePoint. In a nutshell, SharePoint allows
Editing

you to share documents and information with others via a central server.

Word 2010 actually allows many people to work on the same document at
the same time!

Ver. 1-1, Sept. 2012



Backstage

Streamlined
Printing

PDF Support

Integrated
Screen
Capture
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In the upper left-hand corner of the screen, you will see a tab marked File.
Click this tab to view the Backstage menu. This menu gives you quick access
to management commands for your document. You can save, print, share,
and modify background properties of your document all in one place:

Vord 2010 Samples - Microsoft Word

View

References Review

Insert Page Layout Mailings

| save .
Information about Word 2010 Samples
s, Save As
= Ch\Users\Velsoft\DesktopiWord 2010 Samples.docx o
[ZZ Open o
. ) rot] o Tt
[ Close o
fae Permissions
(=] Anyone can open, copy, and change any part of this
Toon document. Properties =
Recent Document = Size 24 9KB
Pages 1
MNew Words 0
Prepare for Sharing Total Editing Time 1 Minute
i 7 j ) e . ) Titl
Print | _j_r Before sharing this file, be aware that it contains: TI -e
Document properties and author's name .
Sh Check for K R Comments
Bl T Content that people with disabilities are unable to
read
Hel Related Dates
elp
Last Modified Today, 11:11 ...
|1 Options Versions Created Today, 10:50 ...
B eit j; You can open or delete a version file. Most autosaved Last Printed
o versions are deleted when you close this file.
anage . . .
VEFSIDI'?S' %] There are no previous versions of this file. Related People
Author Velsoft
Last Modified By Velsoft
Related Documents

Bl Open File Location

Printing in previous versions of Word required opening a separate dialog box
in order to change features like paper size, collation, number of copies, etc.
Now all print commands and a true-to-scale preview are easily accessible in
the Backstage menu.

PDF (Portable Document Format) files are a standard in the document world.
Word 2010 has native save support for PDF files without needing to
download any additional software.

Word 2010 gives you the option to insert an image of any open window or a
rectangular screenshot that you define by clicking and dragging.
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Launching Word

To open Microsoft Office Word 2010, click the Start menu and place your mouse over All
Programs. You should see a Microsoft Office folder inside the Start menu. Hover over it with your
mouse to show a sub-menu, and then click Microsoft Word 2010:

ﬁ Internet Explorer

1 Windows DVD Maker

5= Windows Fax and 5can Velsoft
 Windows Media Center
@ Windows Media Player Documents
@ Windows Update
<A XPS Viewer =

1. Accessories

| Games Music

!

1. Maintenance

1. Microsoft Office
@I Microsoft Access 2010
(] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
@ Microsoft OneNote 2010
|0 Microsoft Outlook 2010
@ Microsoft PowerPoint 2010 Default Programs
Microsoft Publisher 2010
@ Microsoft SharePoint Workspace 201 Help and Support
(W] Microsoft Word 2010,

Games

Computer

Control Panel

Devices and Printers

Shutdown | * |

Note that this list of programs might look different than yours depending on the Office 2010
components you have installed.

If you have a Word icon on your desktop, double-click it to open Word:

Ver. 1-1, Sept. 2012
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Interface Overview
Let’s take a look at the different parts of the window:

icrosoft Word

View h 5 =
e % @4 Find -
==z AaBbCcDe | AaBbCecDt AaBbCi a
- Sac Replace
Sy - 13- TMormal | No Spaci.. Headingl |— Change

Styles ~ Lg Select -
Styles ) Editing

Home Insert Page Layout References Mailings Review

Calibri (Body) * 11~ A A7 Aav | & [

=]
Pavstej B 7 U -ahe x, xX° .ag;.é.

Clipboa.., & Font

8
9
10 .
Page:1of1 | Words:0 | <5 | IEEEEE S L (+)
1: File Menu Click the File button to view the Backstage menu. You can save, print,
(Backstage) or share the file; modify Word options; and exit the program.
2: Quick Access This specialized toolbar provides quick access to the commands you
Toolbar use most often.
3: Title Bar The name of the document will appear here, as well as the program
name.

4: Window Controls  From left to right, these are Minimize, Maximize/Restore, and Close.

5: Tabs Click a tab name to view commands specific to the tab name. For
example, the Page Layout tab lets you change the paper size,
margins, paragraph settings, and more. The command area under the
tabs is known as the ribbon.

6: Minimize the Click the small up arrow on the right-hand side of the window to hide
Ribbon and Help the ribbon:
Icons

Ver. 1-1, Sept. 2012
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7: Groups

8: Working Area

9: Scroll Bar

Ver. 1-1, Sept. 2012

jord 2010 Samples

File Home | Inset  Pagelayout  References  Mailings  Review  View BN ?

_1 ° CalibriBody) - 11 - A A7 | Aav %)

% 44 Find ~
AaBbCeDc | AaBbCcDe AaBbCi

=3 -

Paste‘; B I U -ae x, X S A

3 Replace

T Mormal | 7MNoSpaci.. Headingl | Change
T Styles~ | by Select~
Cliphoa... & Font . Paragraph ] Styles 5| Editing

File Home  Inset  Pagelayout  Refersnces  Mailings  Review  View b7

Click the blue question mark icon to open the Help dialog window.

The commands on each tab are separated into groups. In the picture
on the previous page, the Paragraph group of the Home tab is
highlighted. This group provides commands to change the size, look,
and orientation of a paragraph.

Sometimes, in the bottom right-hand corner of a group, you will see
an option button. Click this button to see additional commands
related to the group:

il
|
4

T Mormal l TMo Spaci.. Headingl | Change

E Styles~ | h
Paragraph | Styles 4
Faiiagraph

- Show the Paragraph dialog box.

Here is where you will type the contents of the document.

The scroll bar lets you browse through your document. Click the
up/down arrow at each end of the scroll bar to move in that
direction, or click and drag the scroll marker to move quickly through
the document. If your mouse is equipped with a wheel, rotate the
wheel up or down to scroll.

Also note that if you have zoomed into your document and the width
of the page exceeds the width of the Word window, you will see a
horizontal scroll bar appear just about the status bar. Use this to
scroll from side to side.
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10: Status Bar The status bar provides information about the document. It shows
which page or pages are visible, how many words the document has,
what view is currently being used, and the current zoom level.

Interacting with Word

Now that you have covered the basics of the interface, let’s break down different types of
commands and see how you can interact with Word. In this session you are going to be
introduced to some concepts that haven’t been covered yet, so try to focus on the command type
rather than its possible applications.

Icons Just like icons on your desktop, Word icons are small buttons
with pictures that represent actions. When you click the button,
that action will happen. For example, you can insert a picture or
graphic by clicking the Picture button on the Insert tab. A dialog
would open allowing you to choose a picture to insert:

Haome Insert Page Layout References Ma
|] Cover Page ~ j El=l LT'_:} P_—| Smartart
|u3. B 40
_] Blank Page il Chart
= Table Picture | Clip Shapes ...
k= Page Break - I}) Art *  [agt Screenshot -
Pages Tables Illustrations

Many icons include ScreenTips. If you put your mouse over an
icon, a box will appear telling you what it does, like this:

) 58 @ 2o

il Chart
Picture | Clip Shapes ...

l} Art +  [@g+ Screenshot -
INustrations

Insert Picture from File

Insert a picture from a file,

g Press F1 for more help.

This is a useful feature to new users of Word.

Ver. 1-1, Sept. 2012 °
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Drop-down menus You can use these menus to pick from a number of choices. With

(AKA combo box) some menus, you can type in your choice. A good example is the
Font menu on the Home tab. Click inside the text box beside the
font name “Calibri” and type in a font name, or click the pull-
down arrow and then click an item from a list of values.

Calibri i« A a7 | Aa- | B 3=
¢} FELIX TI'PLING -~
¢} Footlight MT Light
10 Forte |

¢} Frankiin Gothic Book

¢} Franklin Gothic Demi

(} Franklin Gothic Demi Cond

(} Franklin Gothic Heavy

(} Franklin Gothic Medium

(} Frankin Gothic Medium Cond

¢ FrankRuehl 3 fakint
{} Freesiaupc e
( Froortpll Sepe

O Foonch Seipt NI

':.} Gkl

( Garamond

Expanding items Some commands have a small arrow beside them, meaning there is

a submenu of commands related to this one. Click the item to see all

variations on that item or other related commands:

- ”III

»

EBottom of Page [} 4 Simple

Page Margins » | Plain Number 1

Current Position r

B EEE

Format Page Numbers... 1

Remaove Page Numbers

L&

Plain Mumber 2

Checked items Some items in the ribbon may have a checkmark next to them, such
as the navigation pane item below:

Ver. 1-1, Sept. 2012
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|:| Ruler

[ Gridlines
Print [Full S5creen Web  Cutline  Draft
Mavigation Pane

Reading Layout
Document Views / Show

=
o

Mavigation v X
Search Document b -
= |oo | =
= | go | E o

Checked items are turned on or enabled. If an item has a checkmark,

normally you can turn the command off by clicking it, which will
uncheck it.

Getting Started with Office.com
If you have access to the Internet, you can check out the basics of Word and learn about new

features by using a command in the Backstage menu.

To do this, click File = Help = Getting Started:

Home Insert Page Layout References Mailings Reviaw View

= save
Support

Save As

Microsoft Office Help
[ Open Get help using Microsoft Office,
[ Close
Info Getting Started

y | See what's new and find resources to help you
pY
Recent ' learn the basics quickly. I}
New Contact Us
X Let us know if you need help or how we can make
Print Office better.
Save & Send
Tools for Working With Office
) Customize language, display, and other pregram

i Options settings.
[ Exit

Check for Updates

Get the latest updates available for Microsoft

Office.

Ver. 1-1, Sept. 2012 1
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A new Web page will open in your default browser and direct you to articles about what’s new
and how users of Word 2003 (and earlier) can get up to speed with the new interface.

oaOffice &l oing
home products support images templates downloads more -
Getting started with Word 2010
Print

If you know Word 2007, used an earlier version of Word, or have

never used Word before, explore these resources to begin learning

| "*5 how to use the latest version.

WHATS YOUR STUATION?

Familiar with Word 20077
Find out what is new for Word 2010 from the last vession

Used an earlier version of Word?
Take =n online course to leam how to use this version of
‘Word and what it can do for you.

Missing the menus?

Use an enimeted guide that lets you point to menus,
toclbars, and commands in Word 2002 to see how to do
them in Word 2010.

Closing Word

Once you have opened Word, there are a few ways to close it. You can

WHERE TO GO

What's new in
Word 2010

Make the switch to
Word 2010

Interactive menu to
ribbon guides

See Also

Find Office commands in the Ribbon >

Activate Microsoft Office programs

Agendas

Basic resumes

click the Close button in the upper right-hand corner of the window:

You can also close Word by clicking File = Exit or by pressing Alt +
F4 on your keyboard (meaning press and hold Alt, and then press

F4):

No matter which method you choose, you may see the following

warning if you haven’t yet saved any changes to the document:

' ™y
Microsoft Word S5
i‘ Do you want to save changes you made to "Word 2010 Samples™
I a N
If you choose "Don't Save”, a draft of this file will be temporarily available.
Learn more
[ Save ] [ Don't Save ] [ Cancel ]
L

H Save

Infc

Save As

Chls

2] Options
s b
We

Click Save to save changes, Don’t Save to retain a draft copy and then close Word, or Cancel to

stop closing Word.

Ver. 1-1, Sept. 2012
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Step-By-Step

In this exercise, you will open Microsoft Word 2010, explore some of the commands, and then
close Word. (Note that our test machine was using Windows 7, but the steps outlined in this
exercise are similar across all versions of Windows.)

1. Click the Start button on the taskbar:

2.  When the Start menu appears, click the All Programs command:

% Snipping Tool

Devices and Printers
ﬂ Mazilla Firefox

Default Programs

% Remote Desktop Connection i}
Help and Support

| »  AllPrograms

L

| Search programs and TN

3. Click the Microsoft Office item:

Control Panel

. Maintenance
. Microsoft Office |,
. Microsoft Visual StGHio 2005

. Mozilla Firefox Default Programs
J Snaglt9

J Startup Help and Support
1 Back

Drevices and Printers

| fearch programs and files

Ver. 1-1, Sept. 2012 13
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4. Click the Microsoft Word 2010 item to open the program:

. Microsoft Office
@ Microsoft Access 2010
[¥] Microsoft Excel 2010
Microsoft InfoPath Designer 2010
Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
|0 Microsoft Dutlook 2010
|E| Microsoft PowerPoint 2010 Default Programs
B Microsoft Publisher 2010
|i—| Microsoft SharePoint Workspace 201 Help and Support
(W] Microsoft Word 2010 .,

. Microsoft Office 2010 T&bls

m

Computer

Control Panel

Devices and Printers

Back

2|

| Search programs and files

5. The Word interface will appear on your screen. Take a moment to hover your mouse over
some items on the screen. You may see a small box appear and describe the command —
this is called a ScreenTip:

Home Insert Page Layout References Review View

(A Y
AaBbCeDe | AaBbceDe AaBbCi | % &
THormal | TMNoSpaci.. Headingl |_ Change | Editing
Styles ~ -

Clipboard Font [F} Paragraph T Styles

Calibri [Body) =~ 11 ~ A A" | Aa~

E]
Paste B 7 U -abe x, x*
- F ot

1 1] Text Effects

Apply a visual effect to the selected
text, such as a shadow, glow or
reflection.

Note that depending on how large your screen/the Word window is, you may see more or
fewer icons on the screen.
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6.  Click the Page Layout tab at the top of the window:

Home Insert Page Layout References Mailings Review View

" Caliri (Body) -~ 11 = A’ A — e AaBbCcDc | AaBbccDe AaBbCi
Paste B 7 U ~abe x, X’ | i\~ TNormal |7 Mo Spaci.. Headingl | _ Change | Editing
- 7 - 7| Styles+ | T

Clipboard Font Styles

7.

Home Insert Page Layout References Mailings Revi

(3 Orientation = ¥==  [£] Watermark = Indent

IE Size - YA~ | | Page Color '; i=E o .

Margins __ an .
- £ Columns - b ™ Theme Colors -
Page Setup & H BEEEEENEN

] : 2 : i 1 L

: | | III I I

Standard Colors
| § | EEEERN

[:] Mo Color

Maore Colors..

FEill Effects...

8. Move your mouse over the different colors to see how it will affect the document:

Home Insert Page Layout References Mailings Review View
a [ Orientation ~ ¥=~  [&] Watermark ~  Indent Spacing
J- 13 size - YA~ | Page Color~| == 0 Dot s
Margins __ o - w= -
ﬂ' - £= Columns = be ™ Theme Colors - = 10pt -

Page Setup I H HEENERNNENEN:gaph [

u'”'“'ulllllislll
Red, Accent 2, Darker 25%

More Colors...

Fill Effects...

Ver. 1-1, Sept. 2012
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9.  Select a color you like and click the color to apply it. Then click the File tab:

Insert

A 2y 0r
llll?l L —
Al — [ 5iz
Themes Margins __
- ~ - EE (o
Themes Page S
=

10. When the File (Backstage) menu opens, click Exit:

Home Insert Page Lz

&l save

Recent Docur

Save As
A Bugdet
& Open —| Deskto

L4 Close

&y Micros
Info =| MyDo
&y Word2
—| Deskto
&y Word2(
MNew =1 MyDo
&y Case St
Print —=| MyDo
£ SkillShe
Share —| MyDo
SkillSh:
Help My Do
i = Bugdet
2] options | (when:
—=| MyDo
=9 CLIICL -

11. If you are prompted to save your file, click Don’t Save:

Ver. 1-1, Sept. 2012

Microsoft Word |

Do you want to save changes you made to Document2?

uaue { [ Con't Save &[ Cancel
by
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Activity 1-1

Objective

Briefing

Task

Ver. 1-1, Sept. 2012

To become familiar with the Word 2010 interface.

Your manager has asked that you create a help document for
everyone on your team, as your office will soon be upgrading to
Office 2010.

Open Word. Find the following commands by either browsing the
ribbon or exploring the Backstage menu:

= QOpenafile

= Margins

= Cover page

= Hide rulers

= |nsert citations

= Exit Word

17
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Session 1-2: Creating a Document

Now that you know a bit about Microsoft Word, you will start to write a document.

Creating a New Document

In the last session, you saw that when you open Word, it creates a new document and names it
Documentl (visible on the title bar):

Home Insert Page Layout References Mailings Review View

y
0 Calibri(Body) v 11 v AT AT

% @4 Find ~
AaBbCcDe | AaBbCcDe AaBbCi | 3, Replace
T Normal |7 Mo Spaci.. Headingl | _ Change

P 9% 1] styles~ |k setect~

Styles [ Editing
I Y

52
Paste B 7 U ~ahe x, X*
- ¥ =

Clipboard = Font

ilxllll
it T 0 T T

] | | | |

If you want to create another new document, click File > New. This will open a list of available
templates.

w
EEs
wn

Notice how the Blank document template is already selected:

File Home Insert Page Layout References Mailings Review View Developer a7

Q Save
Available Templates Blank document
Save As
25 Open fat Home
-
ﬁ Close
— | !
TN 1
Info I‘/‘\' L-
SN — =
Recent Recent Sample My templates
document temnplates termplates
MNew
Print L
Save & Send New from
existing
Help Office.com Templates Search Office.com for templates | =
|z] Options —
| - ! |
== RN
Agendas Award Brochures Business Calendars D
certificates cards
- — Create
—— | | '
| [=
[ - (B
Contracts Envelopes Expense Faxes Flyers
reports

Ver. 1-1, Sept. 2012 18



Microsoft Introductory Word 2010 Guide

To open another blank file, click the Create button, shown in the red square. Another Word
window will open with the title Document?2.

Typing Text

The blank document should have a flashing line called a cursor visible at the top of the new
document. (If you don’t see the cursor, click in the working area to place the cursor.) Now type to
see letters appear by the flashing cursor:

Budget 2009|

You can click your mouse pointer inside the text you have written to add more information:

Budget Reportf2009

To move to a new line, press the Enter key on your keyboard. Now you can type more
information:

BudgetReport 2009

This year the company has experienced growth c:fd-.E%.l

That’s all there is to it: click and type, and press Enter to move to the next line.

Ver. 1-1, Sept. 2012 19
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Deleting Text

There are several ways that you can delete text. The most common way is to use the Backspace
key to remove items to the left of your cursor, or use the Delete key to remove items to the right
of your cursor:

Budget Repcr‘t2||:|

This year the company has experienced growth of 4.8%.

Tip: In Microsoft Office Word 2003 or earlier, you could press the Insert key on your
keyboard to turn on overtype. This would make any text you type overwrite text in front of
the cursor. This option is no longer on by default, although it can be enabled in the
Advanced Chapter (Editing options) of Word’s options, which are accessible from the
Backstage menu:

Proofing Editing options
Save ¥ Typing replaces selected text

v When selecting, automatically select entire word
Language

v| Allow text to be dragged and dropped
Advanced /| Use CTRL = Click to follow hyperlink

Automatically create drawing canvas when inserting AutoShapes
Customize Ribbon ally 9 9 p

<

Use smart paragraph selection

Quick Access Toolbar 7| Use smart cursoring

Use the Insert key to control overtype mode
Use overtype mode

Add-Ins

You can also use the cut and select tools to remove text, which will be covered later.

The Basics of Selecting Text

Selecting text means you are highlighting or identifying text. Using your mouse is the most
common way of selecting text. First, place your mouse to one end of the part of text you want to
select. Then, hold down your left mouse button and drag your mouse over the text you want to
select.

Once you’ve completed these steps, the text will appear highlighted in blue, like this:

Ver. 1-1, Sept. 2012 20
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This textis unselected. This textis selected. Thisis not selected.

1=

You can see how the cursor changes to the shape of an I-beam, indicating you can somehow

interact with the text.

Once text has been selected, any changes you make will be applied to the entire selected portion.
For example, if you press the Delete key on your keyboard, the selected portion will be removed.

You can select a whole word, a phrase, a paragraph, a page, or even a whole document. You can
also select any part of these levels (for example, the first two and a half lines of a paragraph).

Step-By-Step

In this exercise you will create a basic document.

1.  Click Start = All Programs = Microsoft Office 2 Microsoft Word 2010 to open the

program:

1. Microsoft Office
@ Microsoft Access 2010
[¥] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
| 0] Microsoft Outlock 2010
|i| Microsoft PowerPoint 2010
[B] Micrasoft Publisher 2010
@ Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
. Microsoft Office Zﬂl@ools

Create and edit professional-locking docurmnents such as letters, papers,

reports, and booklets by using Microsoft Word.

Ver. 1-1, Sept. 2012

P

Games

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

-

Shut down e l
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2. The Word interface will appear and your cursor will be ready to use in a new document:

Home Insert Page Layout References

AaBbCeDc | AaBbCcDe AaBbCi % da
THormal | T Mo Spaci.. Headingl |_ Change | Editing

j “ Calibri (Body) v 11 v AT A7
B a2
Paste B 7 U - ahe x, X°
= \; . Styles = -
Clipboard Font Fl Paragraph Fl Styles Fl
i
r

3. Type the following:

This is the first document I've typed using Microsoft Office Word 2010. Microsoft Word is a
really cool word processing program that | plan to use a lot in the future.

4. Place your mouse cursor to the left of the word “really.” Click and hold the left mouse
button and then drag the mouse over the words “really cool.” This will select the text:

This is the first document've typed using Microsoft Office Word 2010. Microsoft Word is a really coaol I
word processing program that | plan to use a lot inthe future.

5. Press the Delete key on your keyboard to remove the selected text:

This is the first document I've typed using Microsoft Office Word 2010. Microsoft Word is a L".n:nrd
processing program that | plan to use a lot in the future.

6. Type the word “versatile” and then add a space. Your sentence should now look like this:

This is the first document've typed using Microsoft Office Word 2010. Microsoft Word is a versatile
L\.ru:urd processing program that | plan to use a lot in the future.

7. Click File = Exit to close Word. When prompted to save your file, click Don’t Save.
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Activity 1-2

Objective

Briefing

Task

Hints

Sample Data

Follow-up Questions

To create a basic help document.

It is time to type a short document that outlines where common
commands are located in Word.

Type a document in Word that contains the data you collected in
the last Skill Sharpener. You can save your document if you like, but
it is not necessary.

If you don’t remember where the common commands are located,
use the Sample Data below.

Command Location

Open afile Backstage menu
Margins Page Layout tab
Cover page Insert tab

Hide rulers View tab

Insert citations  References tab

Exit Word Backstage menu

Can you make all of the commands bold? Can you figure out how to
save your document?

Tip: Text can be made bold by selecting the text and clicking the Bold command in the
Home tab, right-click menu, or mini toolbar. Documents can be saved by clicking File 2>

Save or File = Save As.

Ver. 1-1, Sept. 2012
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Session 1-3: Navigating in Your Document

Now that you know how to create a document, you are going to learn how to navigate through it
using the mouse, keyboard, scroll bars, and the Go To dialog.

Navigating Using the Mouse

To navigate using your mouse, simply click where you want to place your focus. For example, you
can place the cursor in the middle of a paragraph:

Earth’s Moon

The Moon is Earth's only natural satellite and the fifth largest satellite in the Solar System. The average
center-to-center distance from the Earth to the Moon is 384,403 kilometers (238,857 mi), aboutthirty
times the diameter of the Earth. The common center of mass of the system (the barycenter) is located at
about1,700 kilometers (1,100 mi)—a quarterthe Earth's radius—beneath the surface of the Earth. The
Moon makes a complete orbit around the Earth every 27.3 days[nb 3] {the orbital period), and the

periodic variations in the geometry of the Earth—Moon—5un system are responsible for the phases of the
MMoon, which repeatevery 29.5 days[nb 4] (the synodic period).

The Moon's diameteris 3,474 kilometers (2,159 mi) [4] a little more than a quarter of that of the Earth.
Thus, the Moon's surface areais less thar afteith of the Earth (about a quarter of Earth's land area,
approximately as large as Russia, Canada, amdthe United States combined), and its volume is about 2
percentthat of Earth. The pull of gravity at its surface is about 17 percent of that at the Earth's surface.

The Moon is the only celestial body on which human beings have made a manned landing. While the
Soviet Union's Luna programmer was the first to reach the Moon with unmanned spacecraft, the NASA
Apollo program achieved the only manned missions to date, beginning with the first manned lunar

This works if text is already in the location that you’re clicking.

(Did you notice the red and green squiggles in the image above? Red indicates words that Word
doesn’t recognize or it feels are spelled incorrectly. Green indicates grammatical errors related to
typing such as no spaces between punctuation. You may also see blue squiggles, which indicate a
contextual spelling error.

Navigating Using the Scroll Bars

Navigating using the mouse is fine if all your text is on one screen, but documents are rarely a
single page. Luckily, you can also navigate using the scroll bar on the right hand side of the screen.
Place your mouse over the small rectangle in the scroll bar; this indicates your current position in
the document. Then, click it and drag it up or down to where you want to go.
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}_
&30

You can also click the up and down arrows at the top and bottom of the scroll bar to move one
line at a time. If your mouse has a scroll wheel, roll the wheel up or down to scroll through the
document.

Navigating Using the Keyboard

You can also use keyboard shortcuts to navigate. In the area of the keyboard which separates all
the letters from the number pad, you should see a Chapter with Insert, Home, Page Up, Delete,
End, and Page Down keys. Four of these keys have special functions:

Page Up Goes up one page.
Page Down Goes down one page.
Home Goes to the beginning of a line.

End Goes to the end of the line.

All of these movements depend on where your cursor is when you press the button. You can also
use the Ctrl key with the Home or End keys to go to the very beginning or the very end of the
document, respectively.

Using the Go To Dialog
A more precise way of navigating is using the Go To dialog. There are three ways to open this
dialog.

The first is by clicking the arrow next to the Find button at the far right of the Home tab and
clicking Go To:
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Go To (Ctrl+G)

Mavigate to a specific place in the
document.

Depending on the type of
document, you can navigate to a

specific page number, line number,
footnote, table, comment, or other
object.

e Press F1 for more help.

Or, you can click the page count in the status bar (at the bottom of the Word screen).

I R
Page:1 of 71| Words: 6,080 | & |

Page number in document. Click to open the Go To dialeg I::lcux.l

You can also use the Ctrl + G shortcut.

Each of these actions will open the Go To tab of the Find and Replace dialog box. By default, Page
is selected from the list on the left. All you have to do is type the page number in the text box and
click Go To:

i A
Find and Replace m

| Find IREQIECE| GoTo |

Go to what: Enter page number:

~| g

Section = . . .

Line |i| Enter +and — to move relative to the current location. Example: +4 will
Bookmark move forward four items, i
Comrment |
Footmote -

G
(=]
=
]
[=]
it
b I
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Step-By-Step

In this exercise, you will navigate your way through a long document.

1. Open Word and then click File = Open:

™ i

Inse

H Save
Save As

I_j Close

Re
(W

fum

2. Browse to Chapter 1 of your Exercise Files and click Session 1.3. Then click Open:

I !
[W] Open ﬁ
@le . « Foundation » Exercise Files » Sectionl v|‘?|| Search Section 1 ol

Organize Mew folder =~ 0O @
(W] Microsoft Word —  Documents library Amange by: Folder ~
Section1 )
- Favorites
warl Lesson1.3
B Desktop IE Microsoft Word Document
4 Downloads 3 218 KB
| Recent Places
| pics
; Woard2007f_Exerc
| Exercise Files
- Libraries
3 Documents
,J'. Music
| Pictures ~
File name: Lesson1.3 A [AIIWord Documents VI
Tools - ’ Open |v ’ Cancel ]
L = 4

3.  This document will open to the first page. Find and select the word “discipline:”

Ver. 1-1, Sept. 2012
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Session One: Introduction and Course
Overview

Course Overview

In today’s fast-moving world, many managers and supervisors are expected to deal with some human
resource issues. They may be asked to take part in developing job descriptions, sitin on interviews, or
take responsibility for discipline. This three-day workshop will introduce those managers to human
resource concepts. We will walk you through the hiring process, from performing a skills inventory to
conducting the interview; discuss orientation; and cover some issues that arise after the hiring (such as

diversity issues, compensation, and discipline).

Learning Objectives

4, Now click Find = Go To on the Home tab:

Go To (Ctrl+G)

Mavigate to a specific place in the
document.

Depending on the type of
document, you can navigate to a
specific page number, line number,
footnote, table, comment, or other
object.

g Press F1 for more help.

Ver. 1-1, Sept. 2012
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5.  The Find and Replace dialog box will appear. Enter “14” into the text box of the Go To tab,

click Go To, and then close this dialog:

. ™y
Find and Replace m

| Find |F‘.eglace| Go To |

Go to what: Enter page number:

Secti =3 . . .
i Liice on |i| Enter + and — to move relative to the current location. Example: +2 will

Baokmark move forward four items.

Comment

Footnote ™

Previous [ Go To %J [ Close

. = e - e p— — ———

6. Now place your mouse over the small rectangle in the scroll bar. Click and hold your left
mouse button on this rectangle. Then drag the rectangle until the page indicator says Page

25:

Session Six: Job Competencies

You have done the job analysis, in some form. Now, armed with that information, you can identify
competencies (Knowledge, Skills, and Abilities) that will be required to do the job. Once we have
identified those competencies, you can start writing the position profile or job description.

Page: 25 J

Sometimes it helps to break them down into technical and performance skills.

Technical Skills

These are skills that call upon specific technical knowledge or experience. Canthe individual do the job?

How doyou determine technical skills? Ask yourself these questions:

Ver. 1-1, Sept. 2012
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7. Now press and hold the Ctrl key on your keyboard and then press the Home key. This will
return you to the top of the document. Close Word to complete this session.

Activity 1-3

Objective

Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To find the fastest way to navigate through a long document.

You have been assigned the task of editing a particular Chapter of a
document.

You want to find the fastest way of navigating to page 9 in the
sample document.

Experiment with the scroll bars, the Go To function, and using the
keyboard.

Y

Session
1.3.docx

To open the sample data, use Windows Explorer to navigate to
Exercise Files = Activities and Case Studies = Activities 2 Chapter
1. Double-click the file you see above. This will open the file in
Word.
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Session 1-4: Doing More with Your Document

Now that you’ve got the basics of creating documents, you will move onto some advanced tricks,
including applying formatting, removing formatting, and using Undo and Redo.

Using Basic Formatting

The next part of working with text is applying formatting. The basic formatting types are:
Bold: Makesthe selected type darker.
Italics: Textslants to the right.

Underline: Places a line underthe selected text.

Here’s how you can apply each of these formats. First, select your text. Then, follow the steps for
the type of formatting you want to apply:

= Bold: Click the bold button ( B ) on the Home tab or press Ctrl + B.

= [talics: Click the italics button ( £ ) on the Home tab or press Ctrl + 1.
= Underline: Click the underline button ( ¥ ) on the Home tab or press Ctrl + U.

You can also click the format command to turn it on before you type text.

Home Insert Page Layout References

Calibri (Body) - 11 ~ A A"  Aa- 4
B J U -abe x, x° - 37 . A -

Font

Once you have selected the text style, type your text. In the following image, note how the
underline button is orange, indicating it is active:

References

Home Insert Page Layout

Calibri (Body) =~ 11 - A" A"  Aa- &

Paste ) B 7 Hvlabex} x° vapvﬁvr

Clipboard Font

This text will be underlined |
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Click the format command again to turn it off. You can also combine effects by turning multiple
effects on:

Bold underlined text

Italicized underfined text

Bold, underlined, and italicized text

Bold italicized text

There are a lot more text effects available. Bold, italics, and underline are the three you will
probably use the most often.

Using Advanced Formatting
You will find three other effects on the Font Chapter of the Home tab. From left to right, they are
strikethrough, subscript, and superscript.

Home Insert Page Layout References
1
* Calibri 12 v A" AT Aa | &)
3
{BIH'#}Q}(* B - A -
Font

Here is what they look like.

Strikethrough: Places a line through the text.

wuesrgoript: Textis made smaller and placed above surrounding text.

supSCript: Textis made smaller and placed below surrounding text.

Their application is the same as the basic effects: select text and choose your formatting, or turn
the command on, type text, and turn the command off.

Using Undo and Redo/Repeat
You will find the Undo and Redo/Repeat commands on the Quick Access toolbar:

(| ]2 - 0"

These commands let you undo or redo your previous actions. Take a look at this text, which was
just typed:

32
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I am learning how to use Undo and Redc.l

If you click the Undo button ("'5)':’), the text will be removed.

If you then click the Redo button (which in this case is the Redo arrow: lm) the text will be
replaced. The Redo arrow now turns into the Repeat arrow (!U), and now the operation can be
duplicated:

I am learning how to use Undo and Redo. I am learning how to use Undo and Redo.l

You can also click the down arrow beside the Undo button to undo several actions. Take a look at
this text.

ten-earning-how-te-ure Undo-and-Redo:

This is the corresponding drop-down menu by the Undo button:

Ty Italic

1 1| Bord i

Paste | Typing "Tam learning how to use Undo and Redo.’

O Cancel

Here, you can see a list of the recent actions, from most recent to oldest.

Select the actions that you want to undo. In this example, you’re going to undo all the formatting
that you performed on the text. Once you click the last action you want to undo, you'll see the
results:

Strikethrough
Italic
Bold

Paste | Typing "Tam learning how to use Undo and Redo.”

C Undo 3 Actions
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I am learning how to use Undo and Redo.

Note that the Undo and Redo/Repeat commands aren’t always available. For example, you can’t
undo saving a file. You also can’t redo some actions, such as deleting text.

Tip: The Undo command can also be performed using the Ctrl + Z shortcut. The Redo
command, when available, uses the Ctrl + Y shortcut.

Removing Formatting

Undo can be used to clear all the formatting from text. However, you can only undo sequential
actions. This means that if you typed text or performed some other action after formatting the
text that action would have to be undone first in order to remove the formatting.

There are better ways to remove formatting. One way is to select the formatted text and click the
various enabled formatting commands to disable them. However, this can be a cumbersome
process.

The other way is to select text and click the Clear Formatting button () in the Font Chapter of
the Home tab.

T - - Y a7 - [|FEL| T L, i L 4T, | = = | A
Calibri (Body) 11 A A Aa T i =E T AaBbCcDe | AaBbCeC

B| 7| U -|abe|x, x* ,ag,?,A,%

.y == == | = Sy~ e TMormal | T Mo Spaci
Font Paragraph
v X Clear Formatting
2 - Clear all the formatting from the
selection, leaving only the plain
text.
@ Press F1 for more help.

: contain headings.

iz rraata headinne in waor
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Step-By-Step

In this document you will create a basic document and format the text.

1. Open Word 2010. You should have a new document ready to use.

2.  Type the following in the document:

Bold is a brash and brilliant tool.
Underlined text makes me uneasy.
Italics are an interesting effect.

3. Select the first line of text with your mouse and press Ctrl + B:

Bold is a brash and brilliant tool.
Underlined text makes me uneasy.
ltalics are an interesting effect.

4. Select the second line of text and then click the Underline command in the Font group of
the Home tab:

Home Insert References Mai

Page Layout

&

'__Ié
Pastej B 7 |U ~abe x, xX* vaﬁ?vév =|:

-

Calibri (Body) - 11 -~ A A7  Aa- &, :=-

Clipboard 1 % Font u

H

Underline (Ctrl+U) 5 & o

Underline the selected text.

Bold is a brash and brilliant tool.
Underline text makes me uneasy.
Italics are an interesting effect.

5. Now select the third line. Use either the Ctrl + | shortcut or click the Italic command in the
Home tab to apply the effect:
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File Home Insert Page Layout Referances Ma

. . - e
__rJ]  calibri(Body) - 11 - A A7 | Aav | ) iZ-
Paste Iqj. B I U ~vabex, x| [~%-A-
Clipboard = I} Font Fa
{ | ialic (Ctrl+D) 2 -
Italicize the selected text. o

Bold is a brash and brilliant tool.
Underline text makes me uneasy.

Italics are an interesting effect.

6. Place the cursor at the end of the third line and press Enter twice. Is the Underline
command still active?

Home Insert Page Layout References Mailing

Peer J
- — 1=

_J] B calibriBody) v 11 - AT A7 Aav | B i - S

Paste _j’ B[Z U -aex x| f~¥-A-

Clipboard = Font P

=]

Bold is a brash and brilliant tool.
Underline text makes me uneasy.

italics are an interesting effect.

!

Until you deactivate one of the text effects, any new text will still have the same text effect
applied. Click the Italic command again to turn off this effect.
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7. Type the following text:

Strikethrough text strikes me as simply stunning.
Super and sub scripted text is superb!

8. Select the word “Strikethrough.” Click the Strikethrough command on the Home tab:

Home Insert Page Layout References Mailings Review

'ﬂj 3’ Calibri(Body) ~ 11 ~ A° A7 | Aav %) =~ i= -z &
F'ajte '=|j B 7 O~ mxz x| 8- ay'é' E = = IE
Clipboard Font Ta Faragrapl
{1 strikethrough O

Draw a line through the middle of -
the selected text.

Bold is a brash and brilliant tool.
Underline text makes me uneasy.

Italics are an interesting effect.

Strikethrough text strikes me as simply stunning.
Superand sub scripted textis superb!
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9. Now select the word “Super” and apply the superscript effect, and then select “sub” and

apply the subscript effect:

Paste

Clipboard

Home Insert References Mailings Reviev

Page Layout

B © calibriBodyl v 11 v A A7 Aav | B = - = v tige |
B e

g B 1 U -k x x - A [EF $§

Pl ‘*A ] Paragraj

10. Close Word 2010. Do

Activity 1-4

Bold is a brash and brilliant tool.
Underline text makes me uneasy.

italics are an interesting effect.

Strikethroush text strikes me as simply stunning.

Surt and ... scripted textis superb!

n’t save your document.

Objective

Briefing

Task

Hints

Follow-up Activity

Ver. 1-1, Sept. 2012

To understand how to apply basic formatting to a document.

Your manager has asked that you create a help document for your
team as everyone will be upgrading to Word 2010.

Create a new document that shows an example of each text effect
and a description on how to apply it.

Hover your mouse pointer above a command in the Font group to
see which command does what.

Include the keyboard shortcut for each effect, if applicable.
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Session 1-5: Working with Your Document

You have learned how to create documents however you won’t be able to create documents from
scratch forever. You also need to know how to open, save, close, and work with Word documents.

Saving Files

To save a file for the first time, you can click the Save icon (“d!) on the Quick Access toolbar, press
Ctrl + S, click File = Save, or click File = Save As. Any of these options will open the Save As

dialog.

At the top of the window, you can choose a location to save your file. You can also use the
shortcuts on the left hand side of the window. At the bottom of the window, enter a file name.

(You can .a|SO choose different file e o
types') CIICk Save' @\J?l‘! Desktop » v||6,‘| Search Desktop Pl

Organize « New folder B - @

(W] Micrasoft Word 7 Libraries

. . . HITET A Velsoft
Once you have saved a file in this way, Temee B Compute
you can use the commands mentioned e .
above (Save icon on the Quick Access  Downloads
= Recent Places
Toolbar, Ctrl + S keys, or File >Save). =
Because you are updating an existing =3 Liaries )l
file, you won’t need to enter the file File name: [ Budges Report 2005 -
name, location, or type again. Save s ype: | Word Document i
Authors: Velsoft Tags: Add a tag
Save Thumbnail ¢
If you want to save the file with a S Hide Folders Teos ~ [ sve ] [ Gonee
different name, location, or type, click
File =>Save As. This will re-open the Save As dialog and let you change file information.
Opening Files
There are a few ways to open Word documents. The first is to find the file and double-click it.
Budget
Report 2009
From within Word, you can click File = Open or use the Ctrl + O shortcut. This will launch the
Open dialog:
39
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(3] Open T —=)
@O"’ DSHap=y - |‘Ff | | Search Desktop ol
Organize ¥ New folder B~ @

@ Microsoft Word o -l Libraries
. Templates A Velsoft

1M Computer
ﬁh Metwork

| Bud get Report 2003 | "_

=] Word 2010 Samples

w0 Favorites
Bl Desktop
4 Downloads

m

v
=1l Recent Places

F )

| pics

= Libraries
3 Docurments
J‘J Music
=] Pictures
E Videos -

File name: Budget Report 2009 - [AIIW:*Jocuments vl

Tools - [ Open L\\J‘ﬂ [ Cancel ]

This dialog works much the same as the Save As dialog. Select a location from the top or the pane
on the left, click a document to select it, and then click Open. The file will then open. If you have
opened a file and edited it, you can use any of the basic save commands discussed in the last

Session to update the original file.
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Using the Recent List
Another way that you can open files is with the Recent item in the File menu. If you click File >
Recent, you will see a list of recently opened documents and the locations where those

documents can be found:

File Home Insert Page Layout References Mailings Review
Lg Save
Recent Documents
@ Save As
@-_. Word2010_Foundatien_TrainingManual.doc = -
[ Open =| Desktop\Word 2010 Foundation
ﬁ Close @._. Weord2010_Foundation_ExerciseWorkbook.d... =
=| Desktop\Word 2010 Foundation
Info @-_. Word2010_Foundation_InstructorGuide.doc = =
=| Desktop\Word 2010 Foundation
Recell k @-_. Word 2010 Samples.docx =
=| Desktop
Mew . . .
@._. Word2010_Foundation_QuickReferenceGuid... =
=| Desktop\Word 2010 Foundation
Print
@-_. Excel2010_Foundation_TrainingManual.doc =
=| Desktop\Excel 2010 Foundation
Save & Send . .
@-_. Excel2010_Foundation_ExerciseWorkbook.doc =
=| Desktop\Excel 2010 Foundation
Help : :
@-_. Excel2010_Foundation_InstructorGuide.doc =
[ options =| Desktop\Excel 2010 Foundation
) @._. Post-Test.doc =
B9 Exit =| Desktop

| Quickly access this number of Recent Decuments:

Wiew

[

Developer a7

Recent Places

= Word 2010 Foundation
Ch\Users\Velsoft\Desktop\Word 2010 Foundation

7 Desktop

v C:h\Users\Velsoft\Desktop e
3 Excel 2010 Foundation
L7 ci\Users\Velsoft\Deskto phExcel 2010 Foundation
¥ Assessments
' —4 H:\Assessments Lo
= Foundation
' —4 Ch\Users\Velsoft\Documents\ Office 20100\ Acces...
3 Decuments =
—4 Ch\Users\Velsoft\Documents

2 Access2007_Foundation
CihUsersiVelsoft\Documents\Office 20100 Acces...,

[5 Recover Unsaved Documents

This list will grow until the right side of the screen is filled with opened files. You can click any
document to open it or click any folder to open that folder in the Open dialog box. You can also
click the pushpin icon to keep a document or location “pinned” to the top of the list. This is useful
if you often use a particular document/location and want to make sure it’s always accessible:

Recent Documents

Word2010_Foundation_TrainingManual.doc
=| Desktop\Word 2010 Foundation

=| Desktop'Word 2010 Foundation

Word2010_Foundation_InstructorGuide.doc
=| Desktop'Word 2010 Foundation

Ver. 1-1, Sept. 2012

Word2010_Foundation_ExerciseWorkbook.d...

Recent Places

2 Word 20

= —4 C:\Use
% u Ne ktcr;

Pin this item to the list F._ls-:
= = Excel 201

= M Chlse
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To unpin the document or location, simply click the pushpin button again:

Recent Documents Recent Places
- Word2010_Foundation_TrainingManual.doc = = Word 2010 Fe
—| DesktopWord 2010 Foundation L C\Users\Ve

k | Diae bt

Word2010_Foundation_ExerciseWorkbook.d... L‘-I Unpin this item from the list }WE
Desktop'Word 2010 Foundation |

@ ;E'_l] Word2010_Foundation_InstructorGuide.doc

Necltrnr Weard 2000 Foondatinm

il

— Excel 2010 Fo

U ChUsersiVe

(=

If you use Windows 7, right-click the Word 2010 icon to view recent items in the Jump list:

Recent

MicrosoftOfficeWord2010_...
Budget Report 2009
SkillSharpenerl.3
Skillsharpenerl.3
Word2007f_InstructorGuide
OVERVIEW

Word 2010 Samples
computer

¥ Computer_Manual

(W] Microsoft Word 2010 (Beta)
Pin this program to taskbar

&3 Close all windows
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There is an even faster way to open the files you use on a constant basis. At the bottom of the
Recent option in the File menu, there is a checkbox to access a certain number of recent
documents. If you check this box, the first few recently used documents will appear under the File

tab:

Home Insert

Page Layout

References Mailings Review

| save
Save As
ﬁ Open
[ Close

] Word2010_Founda...

] Word2010_Founda...

] Word2010_Founda...

New
Print
Save & Send

Help

2] Options

3 Exit

Recent Documents

Eu Word2010_Foundation_TrainingManual.doc
=| Desktop\Word 2010 Foundation

Eu Word2010_Foundation_ExerciseWorkbook.d...
=| Desktop\Woerd 2010 Foundation

E;. Word2010_Foundation_InstructorGuide.doc
=| Desktop\Word 2010 Foundation

(W] Word 2010 Samples.docx
=| Desktop

E“ Word2010_Foundation_QuickReferenceGuid...
=| Desktop\Word 2010 Foundation

Eu Excel2010_Foundation_TrainingManual.doc
=| Desktop\Excel 2010 Foundation

Eu Excel2010_Foundation_ExerciseWorkbeok.doc
= DesktophExcel 2010 Foundation

Eu Excel2010_Foundation_InstructerGuide.doc
=| Desktop\Excel 2010 Foundation

[]=y  Post-Testdoc
=| Desktop

Euﬂ Post-Test Answer Key.doc

= Neskton

WView

Developer

Recent Places

@ ~ J ](.':v‘?ltlc'j: 52 r{i 3:‘3 I; E; f:‘fi[? S:-Dktn of
= L_J} E:e\sl.lk:'-:zlz\‘ufelzoft\[lezk.‘top
o B Clveompeior
. = vl

= J EU\"-' Unsila':‘i‘?\-’lls oft\Docurm
= J E?\Eigsgzzlsoft‘\Docun1l
. LT EmmavasottDocum
=l

fi=l

= |-

-

Quickly access this number of Recent Documents:

3

[ Recover Unsaved Docurnents

Switching Between Open Files

If you have several Word documents open at once, there are a few ways to switch between them.
From within Word, you can click the View tab and click the Switch Windows command. Then, click
the file that you want to work with. (The checked file is the one currently active.)

12 Page ?1 E 13 View Side by Side =
'0 Pages i) FA% synchronous Scrolling &
Mew  Arrange Split Macros
ge Width | window  All #14 Reset Window Position -
: g
Window 1 Documents
E S } e .1 L ? S 2 MicrosoftOfficeWord2010_Foundation_InstructorGuide

If you are using Windows XP or Windows Vista, use the items on the taskbar to switch between
files. The icon that is a darker color is the currently active file:

ﬁ Project Estimations.d. ..

T 2007 Budget. docx
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If you are using Windows 7, point your mouse to the Word icon and then click the thumbnail of
the file you want to view:

[ MicrosoftOfficeWord2010_F... [X

Closing Files
To close a document without closing Word, click File = Close.

(=l save

Save As

ﬁ Cpen

Recent

You can right-click the taskbar icon and click Close or use the Alt + F4 shortcut. Remember that if
you close a document without saving it, you will be prompted to do so.

Ver. 1-1, Sept. 2012 a4
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Step-By-Step

Last year, you write a letter to your municipal representative showing your support for an
initiative she put through. You would like to send her a similar letter, so in this session, you will
open the old letter, save it under a different name, and then edit it.

1. Open Word 2010 and click File = Open:

(Wl = =

Haome Inse

H Save
Re
Save As
@
I__i" Close

fum

2. Navigate to the Chapter 1 folder of your exercise files. Click and drag to select Session 1.5A,
Session 1.5B, and Session 1.5C. (You can also hold down the Ctrl key while clicking each one
to select multiple items.) Click Open:

' ™\
(W] Cpen @
UU | .« Foundation » Exercise Files » Sectionl - |¢¢| Search Section 1 ,OI

Organize Mew folder = 0 @
(W] Micrasoft Word Do_cuments library Amange by: Folder
Section 1
[ Favorites N 150 =L 158
wl esson 1. wrl esson 1.
B Desktop IEI Microsoft Word Document Iﬂl Microsoft Word Document
& Downloads 3 =1 712 KE ==l 113 KB
“Zl Recent Places Dy Ly 1.54 s+ Lesson 1.3
-y
™ £550N wrl
| pics IEI Microsoft Word Document IE‘I Microsoeft Word Document
| Word2007f_Exerc ] 140 KB —1 278 KB
| Exercise Files
4 Libraries
3 Documents
rJ”- Music
| Pictures 7
File name: "Lesson1.5A" "Lesson 1.5C" "Lesson 1.5B" - [A” Word Decuments ']
Tools ’ Open |v [ Cancel l
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3. Click the View tab:

W9 o [%\I-v - ——Ton 1.5C [Compatibility Mode] - Whcrosoft Word
Home Insert Page Layout References Mailings Review View
E g Tmesewrom <12 <A & | Aar B E-E-F (FE 0T | e AaBbC 4

Paste -
- # Format Painter

Clipboard P Font = Paragraph P

Emphasis THeadingl 1

B I U ~ahe x, X -A- EEEE =

4, Click the Switch Windows command and then click Session 1.5A:

Wiew
ne Page 1 E [ view Side by Side =
wno Pages - i3} Synchronowus Scrolling =
_ MNew  Arrange Split L N Macros
age Width | window Al H4 Reset Window Position -
Window 1 Lesson 1.5A [Compatibility Mode]

2 Lesson 1.5B [Compatibility Mode] %
v | 3 lesson 1.5C [Compatibility Mode]

5. Thisfile is a letter that was written to Santa Claus, and not what you are looking for. Close
this file by clicking File = Close:

W =90

.i. Home
lg Save

Save As

[ Open

6. Click the Switch Windows command and click Session 1.5C.

7. Thisisn’t the document you are looking for either but it may come in handy someday. Click
File = Recent. Find Session 1.5C in the list and click the pushpin icon. This action will put
the file to the top of the Recent Documents list:
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(]| 0~ 5 P===on 1.5C [Compatil

Home Insert Page Layout References Mailings Review View
Q Save
Recent Documents
Save As
i Bugdet Report 2009
[ Open —=| Desktop ¢
L Close i Lesson15C @
—| My Documents\Office 20000 Word 20100 Foundation' Exercise Files\5ectio...
Infa
B Word2007f _InstructorGuide =
=] My Documents\Office 2000V Word 20100Word2007\Word2007_Foundation
B MicrosoftOfficeWord2010_Foundation_InstructorGuide =
Mew = My Docurnents| Office 20010V Word 20100Foundation

8. Now click the Close item in the Backstage menu to close this file:

W9~

.i. Home
H Save

Save As

[ Open

9. Session 1.5B remains, and this is the file you were looking for. Change the date to today’s
date and then change the reference line to “RE: Act 5236":

December 23, 2009

CONFIDENTIAL

Mary Smith

21 Government Lane
Washington, DC 12345
Attention: Mary Smith

RE: Act 5236]

Dear Mary Smith:

Your continued concern for both restaurant owners and customers is admirable, and
legislative initiative 101 demonstrates that concern.

Ver. 1-1, Sept. 2012
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10. Now click File = Save As:

Wid 5~ 0 =1

Home Insert

H Save
Ini
Save As
o Al
[ Open
[ Close
11. When the Save As dialog box appears, enter the name as Session 1.5B Completed and then
click Save.

- R
[w] Save As g
r W - — - < p—— |
UU | .« Word 2010 » Foundation » Exercise Files » Sectionl T |* '| Search Section 1 0

Organize « MNew folder == - I@
. Word2007f_Exerc * Name Date modified Type Size
.. Exercise Files ) _
] Lesson 1.3 7/8/2008 9:49 AM Microsoft Werd D...
o ] Lesson154 7/8/2008 9:49 AM Microsoft Werd D... 1
- Libraries X ) )
- ] Lesson 1.58 7/8/2008 9:49 AM Microsoft Werd D...
@ Documents = ) _
] ] Lesson 1.5C 7/8/2008 9:49 AM Microsoft Werd D...
J’! Music
[ Pictures
E Videos
- 4 1 r
LAl ess0n 1.5B Completed -
Save as type: [Word Document VI
Authors: Add an author Tags: Add atag
[ Maintain [] Save Thumbnail |
compatibility with
previcus versiens of
Word
+ Hide Folders Tools - Save b“l [ Cancel
L 4

12. Close Word to complete this exercise.
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Activity 1-5

Objective

Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To add more data to an existing help document.

Your manager has asked for some extra help flushing out a Word
2010 help document for your team.

Open Activity 1.5. In the appropriate Chapters, include information
on how to pin, open, save, and close documents. Save the
completed file on your desktop as “Word 2010 Help Manual.”

The Backstage menu contains most of these commands. You can
also use any of the tools presented to spice up your manual,
including adding effects.

o

Activityl.5.
docx
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Session 1-6: Getting Help in Word

By now, you will have noticed that there are an awful lot of things that you can do with Word. No
matter how many books you read or how many courses you take, it’s virtually impossible to
memorize everything. Luckily, Word comes with help files so that you can find answers to your
questions.

Opening Help
To open the Help file, click the blue question mark icon at the top of the window or press F1 on
your keyboard:

34 Find -

Nac Replace

hange
t_'.l'IEST L-\E SEIEL‘t"

Editing

Microsoft Office Word Help (F1)

Get help using Microsoft Office.

Using the Help Screen

The Help file will open in a separate window. If you have (a vors e D ===

access to the Internet, the Help file will automatically T T

try to connect to Office.com, a specialized Web portal o] Pz <

that gives you access to the latest information about FED FrsE

Word. 52.0ffice i oing
downloads | images | templates

Note that what you see in the Help window will be l

different depending on what you were doing when you Suggestions

opened the Help file. This is because the Help file is Customize the list of recently used fles

somewhat contextual in that it provides links to
commonly-asked questions regarding what you are
currently viewing in Word. For example, if you were Introducing Backstage
viewing the File menu and clicked the Help icon, you
would see topics relating to Backstage view displayed at
the top of the Help window:

Customize the list of recently visited places

Recover earlier versions of a file in Office 2010

What and where is the Backstage view

In the top right-hand corner, you will see the Minimize,
Maximize/Restore, and Close buttons. Also at the top is
the title bar, toolbar, and search bar: Getting started with Word 2010

Getting started with Word 2010

Ver. 1-1, Sept. 2012 >0
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¥)) Word Help
(&) X% & GMe e
~ J Search -

The main part of the window shows a search bar inside the content and the main help content
underneath. Depending on the size of the Help window, you might see a scroll bar on the right:

Help and How-to

o Office ted bing

downloads | images | templates

Getting started with Word 2010

Getting started with Word 2010
| "-‘-5 Introducing the Backstage view
o Create a document

Create a document to be used by
previous versions of Word

m

Browse Word 2010 support

Collaboration Formatting
Creating Getting started with
documents Word

File migration
see all

Get the behind-the-scenes story about

K[ice 201" Office 2010 on our TechNet blog

Browse through the help content by clicking the blue text, called a hyperlink. This text is linked to
relevant information described by the hyperlink text. For example, the “Create a document” link
will describe content for opening a new document, using templates, typing a document, and
deleting a document.

At the bottom of the Help file there is a status bar which shows you where Help is searching. As
you can see in the picture below, the Help file is “Connected to Office.com.” This means that the
Help file is using your Internet connection to get the latest help right from Microsoft. You will
explore the difference between Online and Offline help in a moment.

U All Word | [ O Connected to Office.com
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The Help Toolbar

The Help toolbar contains commands similar to those you would find in a Web browser. In fact,
the Help window behaves very much like a Web browser that only searches for information

relevant to Word 2010.

Back «

Forward >

Stop X

Refresh "+

Home o
Print =1
Text Size AL
Table of o
Contents

Keep on Top @

Ver. 1-1, Sept. 2012

Move back one step at a time through the help topics you have
previously read.

If you click the Back button, the Forward button will become active.
This lets you step forward one step at a time through the topics you
have visited.

If you are searching for a help topic and the Help file is taking a long
time to show results, you can click the Stop button to stop Word
from searching. You might then revise your search or search for
something else.

Use this button to reload the information on the current page.

Click this button to return to the main list of information you saw
when you opened the Help file.

Prints the current topic.

Use this to make the text in the help file larger or smaller:

@) Word Help T x|
-
©) Word Help € X (L) @ M@ @
F = - »  Largest rch ~
= x %) A EMe e S L

Word Home > Word 2010 Larger

Largest rch ~ Medium

Larger Smaller

Medium Smegllest

Srnaller

Topics in "Creating documents”

v Smallest
Topics in "Creating a === omates L\\) )
Quick Parts

Article

Count the number of words in a document
Article

Use this button to browse the entire alphabetical list of Help topics.
You will explore the table of contents later.

By default, the Help window will always display itself on top of the
Word window. Even if you are typing something in Word, the Help
window will remain on top until you close it or click this icon to make
the Help window behave like any other window.
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Toolbar A Use this command to add or remove buttons from this toolbar. By
Options default, all of the commands listed here are shown.
Searching for Help

Searching for help is easy — just type something into the search bar you are looking for and press
Enter. After a moment, any results Word thinks are relevant will appear in a list. Click one of the
topics in that list to view information on the topic.

For example, if you search for “cover page” (while connected to Office.com) you should get search
results that look something like this:

' '
©) Word Help E=REER™

=N M e | d

cnverpagel - 02 SearChr\ -

Help and How-to l’\? :
a&OfﬁEé Search Support L2 bing

downloads | images | templates

v

i '
©) Word Help =] B ]
&M M @ d
COVEr page + J Search ~

Word 2010 Home :
aS.Ofﬁce Search Support L2 oing

downloads | images | templates

Search results for: cover page

m

Add a cover page
ARTICLE | Microsoft Word offers a gallery of conveni...

Add or delete a2 page
ARTICLE | When you fill a page with text or graphics,...

Create a document
ARTICLE | Getting started with a basic document in ...

Add a watermark or remove a watermark
ARTICLE | You can add text watermarks, such as Draft...

Create a table of contents
ARTICLE | You create a table of contents by applying...

Set tab stops or clear them
ARTICLE | What do you want to do? TOC Yo "1-1" \n \...

All Word | | @ Connected to Office.com
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Click the pull-down arrow beside the Search command for more search options:

=NR=N X

-

) Word Help

(€2 0@ @ &M@ @

COVEr page * | I Search
Word 2010 Home 0 Content from Office.com
T ' Al Word
;;.s&.Oﬁ:ICe search support Word Help
downloads | images Word Templates

Search results for: cov

Word Training

Content from this computer

Add a cover page Word Help

ICLE | Microsoft Word offer Developer Reference

Online Help vs. Offline Help
There are two versions of the Help file: Online and Offline.

Online Help requires an active Internet connection. When available, all searches for Help are
directed to Office.com, the online portal for all Office programs. The Help topics retrieved via

Developer Reference

Online help are the most up-to-date, which is important if there is a program change to any of the

Office programs. Keep in mind that Online content can and does change frequently!

Offline Help refers to help content on your computer (called “local” content). It may not be

completely up to date, but it will always be available.

To switch between the two modes, click the connection icon in the status bar and make your

choice:

Ver. 1-1, Sept. 2012

[ 0 Connected to Office.com |I

Connection Status:
W

Show content from Office.com
Show content only from this computer

ﬂ Explain these options...
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Using the Table of Contents

If you would prefer to navigate through the Help file using a more traditional method, click the
Table of Contents (TOC) button (“?) on the Help toolbar. Your Help screen will then look like this:

) Word Help [ L= S|

© =m0 G0 e

~ B Search -
Table of Contents M | Help and How-to -
@Accessibility ) ~
@ nstaling géOfﬁce Search Support O] Ling
Activating Word
@ V? na e ) downloads | images | templates
@Gettmg started with Word
@Getﬁng help
@Creaﬁng documents
@pPage setup Getting started with Word 2010
| " Getting started with Word 2010 |
Lf\' ® Introducing the Backstage view
%) ' Create adocument
* Create a document to be used by
previous versions of Word
Browse Word 2010 support
* Collaboration * Formatting
= Creating = (Getting started with
documents Word
* File migration
see all

All Word | | & Connected to Office.com I

From here, you can do one of two things. You can click items in the TOC to see the articles on the

right side of the window:

Ver. 1-1, Sept. 2012
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' ™y
@) Word Help E=SRER

@O ®OM &AL B
COVEr page + J Search ~

Table of Contents X | Word 2010 Home > 'Word 2010 Help and How-to = Getting started with Word -

& Accessibility - =]
~ = i o ]

@ Instaling ﬂn.Ofﬁce Search Support L2 bing

Activating Word .
@ downloads | images | templates

@Getﬁng started with Word
{§) Getting started with Word 2010
GLearn about the Microsoft Office Ribbon What’s new in WO rd 20 10 fo r 2003

@ What's new in Word 2010 X
gAlMake the switch to Word 2010 7 upg raders

gwhat's new in Word 2010 for 2003

{§) Getting your users started with Word 2002/ |  icrosoft Word 2010 is the second new version of Word
@) Word for new users since Word 2003. The first was Word 2007. These recent
(@) Introducing Backstage new versions have brought many useful new features to
{§)Learn where menu and toolbar command; the program along with important changes fo the user
{@)Vicrosoft Office 2010 FAQ/Readme interface that were designed fo improve access to all of
{@)First Look: Microsoft Office 2010 Word's wide range of features.
@Creat& your first Word document I
&l Create your first Word document IT This article provides an overview of changes in Microsoft
GDismntinued features and modified funct R Word since 2003.
{g)Basic tasks in Word 2010
GEE Ribbon Hero (and have fun doing it) What do you want to do?
i Getting help w4
< I | v || + work more effectively and get more done L
All Word | | @ Connected to Office.com
w S

To navigate through the table itself, simply click on topics to expand them, and then click the link
to view the topic.

@Creating documents
QCreate a document

a Quick Parts
eﬁ.pply themes to Word documents

g.ﬁ.dd 3 COVEr page
eCnunt the nuﬁer of words in a documer

g Create your ﬁ|ﬂu:|-:| a COVEr page
@) Add AutoText in Word
9 Mavigate your document

m

Here is what the different icons mean.

Closed Book &r Click the book to expand the list of topics.
Open Book [y Click the book to collapse the list of topics.
Help Topic &) Click the title to view the help topic.

Online Tutorial &2 Click the tutor to open your Web browser and view
an online tutorial.
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Let’s look at an example. Imagine you want to learn how to add a cover page. First, click Creating

documents:

Creating documenis

@
@

Page setup

|Creating du:ncur‘nents|

Next, simply click the topic you want to view and follow the instructions:

-

@) Word Help

= | B ] |

= 0% M A0 e

@Acﬁvaﬁng Word

@Getﬁng started with Word

@/Getﬁng help

@Creaﬁng documents
aCreate a document
eQuick Parts
ehpply themes to Word do ts
thl a cover page
aCount the number of words in a document
@Create your first Word document T
eﬁ.dd AutoText in Word
GNavigate your document
@Use the Mavigation Pane to search and move
ehdd or delete a page

~ B Search -
Table of Contents X | Word 2010 Home > Word 2010 Help and How-to > Creating documents -
@Accessibility
: (g Mo [ - —
@ Installing 2. OffiCé | search support i4 bing

downloads | images | templates

m

Add a cover page

Microsoft Word offers a gallery of convenient predesigned
cover pages. Choose a cover page and replace the
sample text with your own.

Cover pages are always inserted at the beginning of a
document, regardless of where the cursor appears in the
document.

1. On the Insert tab, in the Pages group, click Cover

GCreate forms that users complete in Word Page.
@ Page setup : = _
” st =
= =
Cover  Blank  Page
Page~ Page Break
4| 1 3 Pages -
All Word |

| &) Connected to Office.com

Ver. 1-1, Sept. 2012
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Getting Help in a Dialog Box

Some of Microsoft Office Word'’s features are accessed via dialog boxes. However, you should
know that in some dialog boxes, you will see a help icon in the top left hand corner. Click this

question mark to see specific help on that topic.

-

S

el

Paragraph
Indents and Spacing | Line and Page Breaks |
General
Alignment: E
Outline level: |Body Text IEI
"
Indentation
Left: a- = Spedal:
Right: a- = (none)
| |

Step-By-Step

Pal
/

[=]

By:

In this exercise, you will use the Help window to research information on topics that will be

covered in the next Chapter.

1. Open Word 2010 and press F1 to open the Help screen. You can also click the question
mark icon in the top right-hand corner to open the Help file:

2.  When the Help window appears, type “smartart” in the search box. Press Enter or click

Search:

-

) Word Help

= | B |-

o

) %) @ &M@ e«

B

srmartart

- K Search -

Help and How-to

“;frOﬁIE-é Search Support

Ver. 1-1, Sept. 2012

Search All Word

downloads | images | templates

L bing
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3.  Click any of the articles that seems interesting to you:

-

) Word Help

M @

smartart

~ B Search -

‘Word 20010 Home

oaOffice

Search Support

downloads | images | templates

Search results for: smartart

] Back

k2 bing

Mext

m

4, Now click the Home icon to return to the home screen:

Create a SmartArt grap

Learn more about SmartArt graphics

ic
ARTICLE | A SmartArt gq_’;bhic is a visual representatio...

Discover how you can quickly create visual...

-

) Word Help
(€ (=) (5 @) fak, A @ @
smartart Eloaes <
Waird Home

5. Now click the icon in the lower right-hand corner and switch to content from your

computer:

Ver. 1-1, Sept. 2012

| &) Connected to Office.com

Connection Status:
W

Show content only from this computer

6 Explain these options...

Show content from Office.com

N
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6. The search term “smartart” will still be in the search box, so click Search again. How is the
home screen different? Are the search results different as well?

' ™
©) Word Help [EEREER
© = 00% R BMP @ d
smartart + B Search -
Word -

Search results for smartart

m

Back Next P

Learn more about SmartArt graphics R
Article

Create a SmartArt graphic
Article

Choose a SmartArt graphic
Article

Change the Smarthrt graphic shape fill or shape border
Article

7.  Switch the Help file back to Office.com help:

-|
| @ offiine |
P Connection Status:
Show content from Office.com
+"  Show content anly from this cnn%uter
9 Explain these options...

8.  Close the Help file by clicking the X in the top right-hand corner:

9. Press Ctrl + D. This is a shortcut that opens the Font dialog. Now click the ? in the top right-

hand corner:
[ Font Q{g‘
|

Font: Font style: Size:
Regular

+Body 1
- - (8 ~
+Headinns =l |Italic 9 =

Ver. 1-1, Sept. 2012 60
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10. This will open the Help file and show help specific to the content in this dialog:

-

¥ Word Help

X (% BAMe |

* S Search ~

Word

Apply strikethrough formatting

Article
Set the default font
Article
Make text superscript or subscript
Article
Browse Word Help
Accessibility Installing

Getting started with
Ward

Activating Word

11. Close all windows to complete this exercise.

m

Activity 1-6

Objective

Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To put the finishing touches on a help document for your team.

Your manager has asked you to finish a help document for your
coworkers who will soon be upgrading to Word 2010.

Open Activity 1.6 or use the Help manual from previous Activities.

Search the Help file for information on these topics:
» .docxvs. .doc file formats
= Saving a document as a PDF
= Different ways to select text

Include the most relevant information in your Help manual. Save
the file as Skill Sharpener 1.6 Completed.

If you have access to the Internet, make sure you are using Online
Help.

]

Activityl.B.
docx

vl



Microsoft Introductory Word 2010 Guide

Chapter 1: Case Study
Objective To polish off a help manual.
Briefing Your manager has asked you to add a few more items to the help

manual that has been created over the course of this session.

Task Add the following information to the Advanced Features Chapter of
the case study:
= Three new features of Word 2010
= The difference between a tab and a group
= Examples of the six types of formatting available in the Font
group
= Switching between Online and Offline Help

Save the file as Final Help Manual.

Sample Data @ ]

Case Study
l.docx

Follow-up Questions What is one thing that you learned from this case study?

Online Test

Now is the time to try the online test to see if you can remember what this chapter was about!

Your teacher/trainer will provide instructions on how to access this resource.

Ver. 1-1, Sept. 2012 62
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Chapter 2: The Word Interface

In this chapter you will learn how to:
= Use the File (Backstage) menu
= Use the status bar and mini toolbar
= Use dialog boxes
= Use the right-click menu
= Use different keyboard shortcuts
= Use, modify, and move the Quick Access Toolbar (QAT)
= Use tabs, groups, and option buttons
= Minimize the ribbon
=  Use the Home, Insert, and View tabs

Ver. 1-1, Sept. 2012
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Session 2-1: Getting Acquainted

In order to get the most out of Word (or any new computer program) you should learn what the
different features of the interface do. In the last chapter, you covered the basics needed to get up
and running with Word. You should now be able to create, use, and save simple documents with
basic formatting. In this chapter, you will focus entirely on the interface features, starting with the
major elements.

Using the File (Backstage) Menu
In the last chapter, you used the Backstage menu to open, close, and save files:

lﬂ Save
Bl save s

Lj Cpen

I__f Close

Recent

Mew
Print
Save & Send

Help

] Options

Ed Exit

The Backstage menu is split into two chapters. At the top, there are commands for Save, Save As,
Open, and Close. Using these commands is easy: click File, point to the command you want to use,
and click it. (Note this also works for Options and Exit at the bottom.)

Ver. 1-1, Sept. 2012 64
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The six commands in the middle of the menu show a group of related commands, much like the
tabs and the commands in the ribbon. For example, whenever you click the File menu, the Info tab
is highlighted by default. This shows you all the information about the actual document:

w]lT T

File Home

Documentl - Microsoft Word gm

Insert Page Layout References Mailings Review View Developer | ?

= save

Save As

[ Open

Lj Close

Info

Recent

MNew

Print

Save & Send

Help

|:] Options

9 Exit

[Information about Documentl|

_ Permissions

’L.J‘_éﬁ_] Anyone can open, copy, and change any
part of this document.
Protect
Document = Properties =
Size
Pages 1
_ Prepare for Sharing LT g
E2E Before sharing this file, be aware that it Total Editing Time 3 Minutes
= contains: Title
CIhECkfm Document properties and author's Tags
SEUES name Comments
Related Dates
. Versions Last Modified
-_@ ] There are no previous versions of Created Today, 8:18 ...
this file, .
Manage Last Printed
Versions =

Related Peaple

Authaor Velsoft

Last Madified By

Showv All Properties

Here is a quick overview of the six items in the Backstage menu:

Info

Recent

New

Print

Save & Send

Ver. 1-1, Sept. 2012

Shows information about the actual document as an entity (called
metadata). Click the commands to show lists of sub commands, or modify
file properties without having to close the document first.

Shows a list of previously opened documents. Any pinned documents will
always remain at the top.

Create a new document from local templates (ones included with Word
2010) or from online templates via Office.com.

Preview and browse your document as it would look if it were printed
(called print preview); select which pages to print; and change page
formatting such as paper size, margins, etc.

Send this document to others via e-mail, post it to a SharePoint server,
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change the file type, save the file as a PDF, and more.

Help This tab lets you open the Help file, browse a Web page to learn the basics
of using Word, check for product updates, and contact Microsoft.

To close the Backstage menu, click File again or click any of the tabs.

Using the Status Bar

The status bar provides at-a-glance information about the document. It is found at the bottom of
the Word window.

Page Count /Pmaflng Zoom Level

Page: 107 of 417 | Words: 185/32,504 | o4 | | BEEE == |sn% (=) [ (+)
Word Count Current View

Page Count Shows what page of the document is currently visible. Click this area to

open the Go To dialog.

Word Count Displays how many words are in the current document. Click this area to
open the Word Count dialog, a detailed count of items in your document.

Proofing This book icon indicates whether or not there are spelling errors in your
document. Click the icon to do a spell check.

Current View Use these buttons to change views.

Zoom Slider Use this slider to zoom in or out of your document.

Ver. 1-1, Sept. 2012 66
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Using the Mini Toolbar
In the last chapter, you learnt how to type and select text. You may have noticed the mini toolbar
pop up if you moved your mouse near the selected text:

Calibri(f - 11 = A" A7 iE iE
B JU=SEW-A-

N

The rain in Spain falls mainly on the ground.

This toolbar contains the most popular formatting commands from the Font group. You should
find some of them familiar:

Calibri(E - 11~ Change the font type and size.

A A Use these buttons to nudge font size up or down.
i= iE Indent or outdent text.

B Bold text.

I Italicize text.

u Underline text.

Center text.

a7 - Highlight text. Click the pull-down arrow for highlight colors.
A - Change font color. Click the pull-down arrow for font colors.
7 Click to toggle the Format Painter. This lets you copy the text

formatting from the selected text and “paint” it onto other text.

Applying formatting from the mini toolbar is the same as applying it from the Home tab: select
text, move your mouse above the selected text, and the mini toolbar will appear. The mini toolbar
also appears if you right-click selected text.

Ver. 1-1, Sept. 2012 67
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Using Dialog Boxes

Many of Word’s more advanced features are accessed through dialog boxes. Many dialog boxes

can be opened by clicking the option button in a group on the ribbon. Let’s take a look at a

common dialog box (Fonts):

Font T, Paragraph I
v X |[] Font (Ctri+D) 3
0 | s T  show the Font dialog box.
| your = -
|

This dialog offers much finer control than the commands in the Font group:

-

Font

Font Advanced

Font: Font style:
+Body Regular
- -
+Headings |:| Italic
Agency FB Bold
Aharoni Bold Italic
Algerian & =
Font color: Underline style: Underline color;
Automatic |Z| (none) |Z| Automatic
Effects
[ strikethrough [7] small caps
[7] Double strikethrough [ all caps
[7] superscript [7] Hidden
[7] subscript
Preview

+Body

This is the body theme font, The current document theme defines which font will be used.

Set As Default | | Text Effects...

QK

] [ Cancel

Ver. 1-1, Sept. 2012
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Let’s look at the different elements you will find in different dialog boxes:

Tabs Dialog boxes can contain options for different items. Click the tabs
(usually at the top of the screen) to change the options that you see.

Font
“_
I

Drop-down menus Just like tab drop-down menus, you can type in the box or click the
down arrow to choose from a list of values.

Font color: Underline st
Automatic (none)
. Automatic

Theme Colors

=l =l =] Im=] &R

Standard Colors
Tl EEEEN

Th 28 More Colors.., i

(L]

Check boxes If an item is checked, it means it’s enabled. If the item is unchecked,
it’s disabled. Click the checkbox to change this status.

[] small caps
l.k‘! ouble strikethrough [T] all caps
[ Superscript [ Hidden
[7] subscript

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

In this case, Word displays the action of this checkbox in a Preview
area.

Ver. 1-1, Sept. 2012
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Radio buttons

Text boxes

Buttons

OK and Cancel
Buttons

Ver. 1-1, Sept. 2012

Use these buttons to choose from a group of options. Like check
boxes, click to change the item that is in use. Normally, only one item
from the group can be selected at a time.

Text Fill

) Mo fill

@ Solid fill

() Gradient fil
Fill Colar

Color:

Transparency: U 0% =

These boxes must be filled out by typing in them. Click inside the text
box and type:

File name:| Budget Report 2009| v

Save as type: | Word Docurment -

Some buttons perform a single action, while buttons with “...” after
the text usually open another dialog and allow you to specify
advanced settings:

| SetAsDefault | | TextEffects... hk;
s

In many dialog boxes, you can click OK to save your changes and close
the dialog or click Cancel to discard your changes. Some dialog boxes
also have an Apply button so you can commit changes to the
document before making more changes or without having to close the
window:

==
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Using Right-Click Menus

As you become more familiar with Word, you will discover that there are actually many ways to do
the same thing. You’ve already learned that you can apply formatting from the Home tab or from
the mini toolbar, and you can close Word by clicking the close button, File = Close, or Alt + F4.

Another way to perform actions is by right-clicking. When you right-click something, you will often
see a right-click menu. These menus are contextual, which means they change depending on what
object (s) you’ve right-clicked.

Let’s take a look at the right-click menu that appears if you right-click on some highlighted text:

-

Calibriff - 11 = A" A"
b . A -
- A

i=

A
[l

B 7 U=
The rain in Spain falls mainly on the grouna.

E&,ﬁ Cut

=3 Copy

[, Paste Options:

By EE A

A Font..

ﬁ Paragraph...

= Bullets | »

i= MNumbering | *

Ay styles :

gﬁ_ﬂ Hyperlink...
Look Up 4
Synaonyms 4

2% Translate

You have lots of commands for text, including changing the font, paragraph, style, and more.
Notice that the mini toolbar also appears.

Ver. 1-1, Sept. 2012 1
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If you right-click a selected table, a different set of options will appear:

Calibri (Body) ~ 11 - A° A7 i iE

__ B J
a1 Javuny [ ewrany March

Weekl _ !

Week 2 dCu

52 Copy

{2, Paste Options:
= A

Insert J

11}

|

|

(K .

=3

[i]

Delete Table
Merge Cells
Distribute Fows Evenly

Distribute Columns Evenly
Draw Table

Eorders and Shading...

Cell Alignment k
AutoFit k

Insert Caption...

B (=]

Table Properties...

As you can see, some of the basic options (like cut, copy, and paste) are still the same, but there
are some additional formatting options (such as Merge Cells) that wouldn’t apply to regular text.
You will make extensive use of right-click menus in future exercises.

Keyboard Shortcuts
Another way to implement commands in Word is by using shortcut keys. Shortcut keys are used
when you press a combination of two, three, or four keys at once to perform an action instead of
clicking an icon or finding the command in the ribbon. Sometimes you can see the shortcut in the
icon’s ScreenTip:
! j Format Painter B 7
Clipboard

Format Painter] (Ctrl+Shift+C)

Copy formatting from one place
and apply it to another.,

e
g

Double-click this button to apply
the same formatting to multiple
places in the document.

@ Press F1 for more help.

Ver. 1-1, Sept. 2012 2
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There are hundreds of shortcuts in Word, but here’s a list of the most common ones:

Open a new document Ctrl+N

Save afile Ctrl +S

Open a file Ctrl+ O

Print a document Ctrl +P

Close Word Alt + F4
Select All Ctrl + A

Copy text Ctrl+ C

Cut text Ctrl + X
Paste text Ctrl +V

Find text Ctrl+F

Align text to center Ctrl + E

Align text to left Ctrl + L

Align text to right Ctrl+R
Justify text Ctrl + )
Increase font size Ctrl + Shift + .
Increase font size Ctrl + Shift +,
Undo last action Ctrl+2

Redo last action Ctrl+Y

Check spelling or grammar  F7

Get Help F1

Ver. 1-1, Sept. 2012
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Step-By-Step

In this exercise you will use the Backstage menu, look at the status bar, use the mini toolbar, and

experiment with the right-click menu.

1. Open Word 2010.

2.  Click the File tab. This will open the Backstage menu:

Page LayoL

H Save

Save As
[ﬁ Cpen
L4 Close

Info

Recent Documet

@._. Microsoftl
=| My Docun

@._. Word2007
=| My Docun

@._. Lesson 1.5
=| My Docun

@._. Lesson 1.5
=| My Docun

@._. Lesson 1.5

3.  Click the Open command. Navigate to the Chapter 2 folder of your Exercise Files, highlight

Session 2.1, and then click Open:

' ™y
[W] Open — [
57 3 - _—— - R
| %« Foundation » Bxercise Files » Section2 w | &4 || Search Section 2 }3‘
&.85! = | 4l
Organize « New folder ﬁ:: - [ @
(W] Microseftword | —  Documents library . .
X Arrange by:  Folder ~
Section 2
3 Favorites
il Lesson 2.1
B Desktop IE E] Microsoft Word Document
& Downloads 3 — ] 139KB
= Recent Places
| pics
. Word2007f_Exerc
| Exercise Files b
=l Libraries
@ Documents
J’ Music
[E5] Pictures i
File name: Lesson21 - [AII Wc*)ocuments V]
Tools = [ Open [ Iv [ Cancel ]
4

Ver. 1-1, Sept. 2012
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4. Atthe bottom of the screen, you will see “Words: 824.” Click this area:

| - |
1

Page: 1 of 2 | Words: 824 |Q§ | = |

Murnber of words in documnent. Click to open Word Count dialog box.

5.  This will open the Word Count dialog box. Review the information shown here and then
click Close to continue:

i '
Word Count M
Statistics:

Pages 2
Words g24
Characters {no spaces) 4,099
Characters (with spaces) 4,835

i Paragraphs 33 i
Lines 85

'| [7] Indude textboxes, footnotes and endnotes |

|

6.  Select the first line in the document. Right-click the highlighted text and click Font:

TimesNe = 12 = A" 57 = 3=
BIUSW-A- -y
Seven Ways to Simplify VQT: "f’"*'*“‘“ o
ut
. 52 Copy
Pﬂrﬂllel!sm ] o [, Paste Options:
Parallelism is a writing te = volvesb:
to express similar ideas. I s word foi
A Font.
one way, you should keey _ vay. Use
.. TSy 7] =M Paragraph.. A

7. When the Font dialog opens, click the Advanced tab:

Font

Ver. 1-1, Sept. 2012
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8.  Click the pull-down arrow beside the Scale command and click 150%:

-

Font
Adyanced
Character Spacing

Scale: | 100% [~]

Spacing: 200%
4 100%:

» Position:
Position: | -0

9. Click OK to accept the changes. Notice how the Preview area shows the changes to the
font:

i —— '
. L2 |
Advanced

Character Spacing

Scale: 150% |E|

Spacing: | Mormal |E| By: =
i Position: | Mormal IZI By: =
[] Kerning for fonts: = | Points and above

OpenType Features |

[l Ligatures: Marne |
] Mumber spacing: | Default |
| Mumber forms: Default

Stylistic sets: Default I

Use Contextual Alternates

Preview I

_Seven Ways to Simplify Your Writing _

His 15 @ TTUET ype Tont, TS Tont will be Used on Doth printer and screen,

|
Set As Default Text Effects DK[ Cancel

Ver. 1-1, Sept. 2012
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10.

still be selected. (Highlight it again if the text is not selected.)

Right-click the selected text and click Bold on the mini toolbar:

11.

12. When the Save As dialog box appears, notice that Word will already be showing the

Times Me ~ 12

B I 0O

The Font dialog will close and you will see your document again. The first line of text should

AN EE

=w-A-y

LS
Seven Ways to Simplify ~Jeod o Ang

Click File = Save As:

= Copv

File Home

l J

Insert Page Layout

H Save
Save As
ﬁ Open
Lj Close

N

Recent

Chapter 2 folder of your Exercise Files.

Information at

ChUsers\Velsoft\Docume
) Con
@g Som

with
Convert featL

Enter the name “Session 2.1 Completed” as the File name and then click Save:

12| Recent Places
. pics
. Word2007f_Ex

. Exercise Files

4 Libraries
3 Documents
rJ? Music

[l = Pictures

File name;|

| Save as type:

| Authors:

= Hide Folders

Mame

] Lesson 2.1
erc—,

(W] Save As &J
. - LR -
. <« Word 2010 » Foundation » Exercise Files » Section 2 w [#4 || Search Section 2 Dl
(Dagy[d = Foundation » Exerise 3
Organize * Mew folder = - .@.
. Date modified Type Size

7/8/2008 9:50 AM

Microsoft Word D...

- | 4|

| Lesson 2.1 Cﬂmp\ated”

lWDrd Document

[] Save Thumbnail

Tags: Add atag

v

Tools - l Save kj [ Cancel
"

13. Close Word to complete this Session.

Ver. 1-1, Sept. 2012
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Activity 2-1

Objective

Briefing

Task

Hints

Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

To find different ways of performing common actions in Microsoft
Word.

Your manager likes to find ways to make things more efficient and
wants you to find out faster ways to perform everyday action in
Word.

Find alternate methods of performing the following tasks:
= Openthe Word Count dialog
= QOpen the Font dialog
= Open the Paragraph dialog
= Save afile
= Zoom in and out
= (Create a bulleted list

= The status bar, mini toolbar, and right-click menu can all help

with these actions.
= Remember the keyboard shortcuts.

Create a new document to type your results.

How many different ways are there to make selected text bold?
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Session 2-2: The Quick Access Toolbar

Although toolbars have mostly been done away with, there is still the Quick Access Toolbar (QAT).
This toolbar is located at the top of the screen, to the left of the title bar. It’s a place to store your
most frequently used commands, to save you from hunting around in the tabs. In this session, you
are going to learn all about this versatile and completely customizable feature.

About the Toolbar
By default, there are three icons on the toolbar.

W= - o=

From left to right, they are Save, Undo, and Redo/Repeat. Using the toolbar is as easy as clicking
the icon.

Adding and Removing Buttons

The point of the QAT is to provide access to the
commands you use most, so it makes sense to
customize it to your liking. To add buttons to the

Home | Customize Quick Access Toolbar 2|

QAT, click the drop-down arrow next to it and select '_3 '*' Cut EEW \
from a list of commonly used commands: — =2 Copy pen
-« Format V| Save

Clipboard E-mail 1
Click any of the commands you want to add to the [L] Quick Print 1
toolbar. If a command has a check by it, it means Print Praview
the command is active and on the toolbar. To ] Spelling & Grammar
remove a command, simply click it to remove the : 7| undo
check. - 71 Redo

Draw Table

— Open Recent File

) More Commands...
You can also right-click almost any command in the = Show Below the Ribbon
ribbon and click Add to Quick Access Toolbar: ’

£ U - abe X, X - .

b
I

I f Format Painter |
lipboard Add to Quick Access Toolbar

Customize Quick Access Toolbar... L

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Minimize the Ribbon

Ver. 1-1, Sept. 2012 9
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Moving the Quick Access Toolbar
The QAT can be displayed above or below the ribbon. To change the position, click the pull-down
arrow on the right of the toolbar and click Show Below the Ribbon:

Insert

o -
j Cal
Open Recent File —' B 53 Copy
P T Paste

- anrmat Painter
Clipboard a

Customize Quick Access Toolbar

More Commands...

Show Below the Ribbon
I ¥ =H9-0
ol

1l

You can move the toolbar back by clicking the pull-down arrow and clicking Show Above the
Ribbon.

Customizing the Toolbar WIS =T-

The list of options available to add to the QAT by using

) .. Fil H Customize Quick Access Toolba
the drop down menu is useful, but limited. For o e —
advanced customization options, click More
Commands:

Draw Table

Open Recent File

More Commands...

Show Below the Ribbon
1

This will open the Customize tab of the Options dialog.

Ie ™
Word Options lilg

General

Iy
Customize the Quick Access Toolbar.

Display
Choose commands from: (i) Customize Quick Access Toolbar (i)
Proofing Popular Commands El For all documents (default) lz‘

Save

Save

Undo |»
Redo

Center

<Separator>
‘:/} Accept and Move to Next
Align Text Left
Bullets 3
Center
Change List Level »
Copy
Cut
Define Mew Mumber Format...

| »

Language

Advanced

il G 5 &

Customize Ribbon

Quick Access Toolbar

Add-Ins
Trust Center

m

Delete Comment
Draw Table
Draw Vertical Text Box

i
Find...

Font it
Font...

Fant Color [»
Font Size it
Format Painter

Grow Font

Insert Footnote

Insert Hyperlink

Insert Page and Section Breaks »
Insert Picture from File

Customizations: i
D Show Quick Access Toolbar below the —
Ribban Import/Export ™ |

(ETIPEmG »> BEEE =4 dmi
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There are several things you can do with this dialog. You can easily add buttons by selecting a
category from the list at the top, choosing a command, and clicking Add:

@ Customize the Quick Access Toolbar.

Choose commands from: i

Popular Commands EI ‘_

.A Font... ~
A Font Color L4
Font Size I~

f Format Painter
A" Grow Font
AB' Insert Footnote

Insert Hyperlink

= Insert Page and Section Breaks »
ﬂ Insert Picture from File
Line and Paragraph Spacing L4
Mew

b=
W=
B
,_J Mew Comment
#1 Next Comment q
= S
i=

m

Mumbering L4
|I Mra Dana

This will make the command appear in the list on the right:

Customize Quick Access Toolbar
For all documents (default) EI

Save

Undo L4
Redao

Center

wilG 55K

Insert Hyperlink

(i)

ltems will be added to the bottom of the list on the right, meaning they will appear in the
rightmost position in the toolbar.
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You can remove buttons by selecting them from the list on the right and clicking Remove. You can
also highlight an item and then use the arrows to change its position in the list:

Customize Quick Access Toalbar

For all documents [default) EI
H Save

¥} Undo r
(5 Redo

= (Center

. Insert Hyperlink

) ®

=

<< Hemove ]

There are a couple of extra features to note in the Quick Access Toolbar tab of Word options:

@ Customize the Quick Access Toolbar,

Choose commands from: (i Customize Quick Access Toolbar: (i
Popular Commands EI For all documents [default)

For all documents (default)

< Separators - For Bugdet Report 2009
‘_Q Accept and Move to Mext I Undo ¥
£ Align Text Left 3 Redo
‘= Bullets b = Center
= Center

Insert Picture from File

] Customizations: Reset * i
|:| Show Quick Access Toolbar below the 3 2
Ribbon Import/Expart = |

1 If you work on a document often, you may perform the same operations over and over.
Word therefore allows you to customize the QAT so that every time you open that
particular document, the QAT will be ready to go. This brings us to the next point.

2 If you’ve spent a lot of time getting the toolbar just right, you can export (save) the
layout to a file for use later. And if you would rather not have a customized toolbar, you
can reset it to its default.

3 You can decide where to put the QAT with this checkbox.
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Step-By-Step

In this Session, you will customize the Quick Access Toolbar.

1. Open Word 2010.

2.  Click the pull-down arrow to the right of the Quick Access Toolbar and click Show Below

the Ribbon:

Wl © - O [~

Home | Customize Quick Access Toolbar

——

Open Recent File

More Commands...

Show Below the Ribbon
1 [E

3.  Click the pull-down arrow again and click the Redo command to remove it:

Home Insert Page Layout References M

o u . =
_J] “ cCalibri(Body) v 11 * A° A" Aav | #, =

e ]

Paste ¥ B J U ~abe x, X* | o\~ abr . &v

Clipboard ra Font Tu

Customize Quick Access Toolbar z -
Mew I
Open

Save

E-mail

Quick Print

Print Preview
spelling & Grammar
Undao

Fedo

)

Draw Table | Remove from Quick Access Toolbar

Open Recent File |
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4.  Click the pull-down arrow once more and add the Quick Print command:

W

Home Insert Page Layout References

el ;ﬁ -
© CalibriBody) * 11+ A" A7 Aav |
EEY

Pastey B 7 U - ahe x, X° ;:.},__vﬂg?vév

Clipboard T | Font M |
FEAME
[L][ % | Customize Quick Access Toolbar 2
. Mew
o' Open o
Save
E-mail
i Quick Print
Print Preview Ihdd to Quick Access Toolbar
Spelling & Grammar [

The toolbar should now look like this:

"ENCE

5.  Click the pull-down arrow beside the toolbar once more and click More Commands:

CEN-XE

|I| E o o Customize Quick Access Toolbar . R L
= 1 1 1
MNew
I . More Commands... I}
- Show Above the Ribbcl
lCustﬂmiz&QuiCkACCHSTDCller
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6. The Word Options dialog will appear and show the Quick Access Toolbar Chapter.

Select the Quick Print command and then click the Move Up arrow to move it to the top of
the list:

Customize Quick Access Toolbar: (i)

For all documents (default) EI
& save
¥} Undo >

= Quick Print

B

Move Up

Click OK to accept the changes and close the dialog. The QAT should now look like this:

&H - -

Click the pull-down arrow beside the toolbar and click More Commands. When the Word

Options dialog appears, click the pull-down arrow under the Choose Commands From
heading and click “Commands Not in the Ribbon:”

fa—
o e ——— ————
Word Options -

General -
@ﬁ Customize the Quick Access Toolbar.

Display
Choose commands from: (i)

Proofing Popular Commands El

Save Popular Commands -
Commands Mot in the Ribbon h‘

Language All Commands

Advanced Macros
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8.  Select the 5-point star option at the top of the list and then click Add >>:

ﬁord Options p— —_— -— -“? M
- - —
[,
General Customize the Quick Access Toolbar.
Display
Choose commands from: () Customize Quick Access Toolbar (i)

Proafing |Commands Mot in the Ribbon lZI |F0r all documents (default) EI

Save

Language <Separator> - @ Quick Print

— T i soe
Advanced About ¥} Undo 4
. “Q Accept/Reject Changes '
Customize Ribbon @ Accessibility Checker

Quick Access Toolbar Actions Options
Activate Object
Activate Product...

Add
Add to Favorites..
Add/Remove Space Before

L Address Book...
Adjust List Indents...
j‘_ﬁt Adjust Margins
@ Advanced Document Properties

Add-Ins

I Trust Center

I

| << Remove

9. Now add two more commands of your choice from Commands Not in the Ribbon. When
you are finished, click OK to close Word Options.

10. Click the 5 point star icon in the QAT. Now click and drag in your document to create a star:

GH9-Ked -

u"f

I I N
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11. Click File = Options = Quick Access Toolbar to customize the QAT:

Fm—
5 - e _
Word Options
General fh . .
id| Customize the Quick Access Toolbar,
Display
Choose commands from:
Froofing Popular Commands EI
Save
< Separator= -
Language —
‘{d} Accept and Move to Mext
Advanced =  Align Text Left
= Bullets b
Customize Ribbon —
= (enter
Quick Access Toolbar l <+ Change List Level b |E
I:} 3 Copy
Add-Ins b ocut
Trust Center Define Mew Number Format...
ﬂ Delete Comment R
ﬁ Draw Table
Draw Vertical Text Box
=1 E-mail

12. Inthe lower right-hand corner, click the Reset command and then click Reset only Quick
Access Toolbar:

Customizations: i

Reset only Quick Access Toolbar I})

Reset all customizations
I O Il Cancel ]

13. When the warning message appears, click Yes to only reset the QAT:

's ™
Reset Customizations S — ﬁ

; l} Are you sure you want to restore the Quick Access Toolbar shared between all documents to its default contents?
[ fes NL [ Mo ]
g

Click OK to close the Word Options dialog. The QAT is reset to show the default commands,
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but it will still be shown below the ribbon:

W

Home Insert Page Layout References

j - Calibri (Body) - 11 - A‘ A | Aa- iﬂj
==l

= - abF . o

Faste f B 7 U e X, w? a &

-

Clipboard = Font
= L]
(][

1]

CL=]

14. Show the QAT above the ribbon again and then close Word. Don’t save any changes to
your document.

Activity 2-2

Objective To practice customization of the Quick Access Toolbar.
Briefing You want to use the QAT so you can use Word more efficiently.
Task Using the pull-down arrow beside the toolbar and the Word Options

dialog, add six commands to the default toolbar. Then add another six by
right-clicking different ribbon commands.

Hints = To open the Word Options dialog, click File = Options or click the
pull-down arrow beside the QAT and click More Commands.
*= You can use the Reset command when you are finished the
exercise.

Follow-up Questions Imagine your friend uses a number of commands in the QAT but they are
a mess. How might you organize the commands? (Hint: Can you find the
Separator?)
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Session 2-3: Tabs and Groups

Now it is time to move onto the larger interface elements: tabs and command groups. Tabs and
groups form the core of Word'’s interface, so it’s important that you understand how they work
before looking at the individual tabs and commands.

About Tabs
By default, Microsoft Office Word 2010 has seven tabs (excluding the File menu):

Home Insert Page Layout References Mailings Feview View

As you know, each tab has its own set of commands. So, if you wanted to change how Word
displays your document, you would click the View tab:

Home Insert Page Layout References Mailings Review

[ Ruler [ 5] _J]One Page | g = 13 View Side by Side % 3
Ol @B === X L B B E | 5 mvonaus seoting =
P

|:| Gridlines % Bl @Two Pages a; Synchrono

rint |Full Screen Web  Qutline  Draft o Zoom 100% . Mew  Arrange Split . Switch Macros
layout | Reading Layout Navigation Pane =l Page Width | window  All e Windows -
Document Views Show Zoom Window Macros

Sometimes you will see contextual tabs appear if you are working on a special type of object. For
example, if you were working with a table, you would see the following two tabs appear under the
Table Tools heading:

@TH o '?-g—éugdet ReportMcrosoﬁWF:

Home Insert Page Layout References Mailings Review View Design Layout

Header Row First Column [ —/——m | — — — — - lz lj

[ Total Row [ Last Column ————- —---- —---- —---=- ¥2pt v E

Banded Rows [] Banded Columns | | =———— | =—————= ===== ===== —===== —===== —===== < d Pen Color = -?;Sr: Fraser
Table Style Options Table Styles Drraw Borders

You will further explore contextual tabs in Chapter 3.

As a side note, Word will compress the number of commands shown on the ribbon to match the
size of Word’s window (though this window is probably a bit too small):

Har| Inse | Pag | Refe | Mai | Rewi | Viev | Design | Layout | & a

Calibri (Bod -1 - —
alibri [Body) = _&‘ Iﬁ I
B 7 U ~abe x, x’ 4
- N '_ Paragraph| Styles | Editing
7 - ab? . é ~ Aav | A" A = - -
¥ Font ¥ I
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About Groups

Each tab is composed of groups of commands. For example, the Home tab has Clipboard, Font,

Paragraph, Styles, and Editing commands.

Home Insert Page Layout References Mailings Review View
B # , Calibri (Body) = 11 ~ A" A" | Aa~ | B = - i= -4z EEE 4]
53 Copy
Paste = 2 L2, A EE=E= = =
- churmat Painter B I U abe X, X — =\ == = | 4= 5 b
Clipboard u Font u Paragraph

. 334 Find -
AaBbCcDe | AaBbcede AaBbCi AaBbce AAAD aaBsce . %

3 Replace
TMormal |7 Mo Spaci.. Headingl  Heading 2 Title subtitle | _— Change
- St:.l'lES" I.A\E SEIECII"
u

These separations are used to help you find a command more easily.

About Option Buttons

As you have seen, some groups will have a small button in their bottom right hand corner:

Calibri (Body) ~ 11 ~ A" A7 | Aa~ &

B 7 U ~ahe x x° -7 A

Clicking this button will open a dialog box with more features related to that group. In the
example above, clicking the small arrow would open the Font dialog.

Font

Minimizing the Ribbon
If you like, you can hide the ribbon command and just leave the tabs:

Home Insert Page Layout References Mailings Review

View

This gives you more space to work on your screen. To use a command, click a tab to display
commands. Once you click a command, the ribbon returns to minimized.

To minimize the ribbon, click the small arrow next to the Help icon:
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R - e
]
34 Find ~ [E

Ce. |, 3. Replace
le | _| Change
| Styles = by Select -

s Editing

Minimize the Ribbon (Ctrl=F1)

Show or hide the Ribbon,

When the Ribbon is hidden, only
the tab names are shown,

Click this arrow again to restore the ribbon.

Step-By-Step

In this exercise you will explore tabs and groups.

1. Open Word 2010.

2.  Click the small up arrow on the right-hand side of the screen to minimize the ribbon:

g1l |— Change Editing
T | Styles = -

F]

(]

2~ | Minimize the Ribbon (Ctrl+F1)

Show or hide the Ribbon.

When the Ribbon is hidden, only
the tab names are shown.

3. Now click the Mailings tab. How many groups of commands appear?

File Home Insert Page Layout References Mailings Review View

o) L
m|--|-‘-2§---|---1---|---1--|‘--3---|---4---
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4. Click somewhere inside the editing area of the document. What happens to the Mailings
commands?

5. Now click the Page Layout tab:

Page Layout References Mailings Review

-1L\‘F--|---2---|---

6. Locate the Page Setup group:

File Haome Insert Page Layout N References Mailings Review View
— I
Aal B | [y Orientation » ¥~ fﬁ] Watermark *  Indent Spacing
Eninis - i [ Size - 3~ | Wrage color~ | EE 0 D opt
Themes Margins __ — = || w=
- @' - EE Columns = b~ |Q| Page Borders | =< 0° | 4= 10pt
Themes Page Setup r« | Page Background | Paragraph

7. Hover your mouse over the option button in this group:

Hame Insert Page Layout References Mailings View

Aaﬂ n* @ [_h[}rientatinn ~ P%* li'f! Watermark = Indent Spacing
== [a]~ 13 Size - YR~ M Page Color- | EE 0 T opt :
Themes Margins __ — - || = -
- @* - £E Columns ~ bi T |Q| Page Borders | =% 07 - 4= 10pt -
Themes | Fage Setup | Page Background | Paragraph T |
Page Setup
EEEEEED  Show the Page Setup dialog box.
E

8.  Click this option button to display the Page Setup dialog. Here, you can adjust margins,
paper size, and other options related to the physical page:
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(g A
Page Setup @Iﬂ
Margins
Top: 1" = Bottom: 1"
Left: 1" = Right: 1"
Gutter: o = Gutter position: Left E|
Crientation
Portrait Landscape
Pages
Multiple pages: Marmal IEI
Preview
Apply to: | Whole document E|
St As Default oK ﬂ [ Cancel

Click OK to close this dialog.

9.  Click the down arrow beside the Help icon again to show the ribbon:

Expand the Ribbon (Ctrl+F1)

Show or hide the Ribbon.

When the Ribbon is hidden, only
the tab names are shown.

Close Word to complete this exercise.
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Activity 2-3

Objective To become more familiar with tabs.

Briefing You will explore more about the contextual tabs available in Word
2010.

Task Open the Sample Data file. Inside, you will find a number of
specialized objects. Click on each object; you should see a contextual
tab appear. Don’t be afraid to click the different commands in these
tabs, and keep an eye out for any option buttons.

Hints = You can select objects as well as click on them.

=  Try minimizing and maximizing the ribbon.

* In order to access the headers/footers (areas at top/bottom
of the page, respectively) you will have to double-click those
areas.

Sample Data

p lﬁlj
Activity2.3.

Follow-up Questions

Ver. 1-1, Sept. 2012
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Session 2-4: The Home Tab

It is now time to move onto the Home tab. You will often use the commands in this tab.

Haome Insert Page Layout References Mailings Review View
44 Find ~

a
2ac Replace

A L5 b
8T | aaebcede | AsBbCeDe AaBbC: AaBbCc AAB usbes . }%
THormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle  — Change
? N N T styles~ | kb Select -

Styles Editing

=l Calibri (Bodyl ~ 11 - A A" | Aav | ) =~

Paste - i L. AL [=
> - Format Painter B [ U -abex x - =

Clipboard Font Paragraph

Clipboard Commands
The first group of the Home tab is Clipboard:

i
[l

|

Paste
S # Format Painter

Clipboard

This offers options to cut, copy, and paste text, and to use the Format Painter. It also features an
option button to open the Office clipboard. All of these tools will be covered later.

Font Commands
The next group is one that you have already worked with: Font.

Calibri (Body) «~ 11 ~ A" A" | Aa~
B 7 U ~ae x, x° -7 A

Font

This group contains commands to change the appearance of your text.

You can also click the option button to open the Font dialog, which is a one-stop shop for most
font settings.

Paragraph Commands
The third group contains paragraph tools:

"

=oEeE EE N

- —_— F— i-

I
i
I
-
1]
4
4
4

Paragraph

With this group you can indent, align, and justify paragraphs; create bulleted and numbered lists;
change spacing; add borders and shading; sort text; and view special characters. Click the option
button to open the Paragraph dialog.
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Styles Commands
The fourth group is devoted to the styles available in Microsoft Office Word 2010.

AaBbCcDe | AaBbCcDe AaBbCi AaBbCc H:cljj daBbCc. | %

TMormal |7 Mo Spaci.. Headingl Heading 2 Title Subtitle =§thﬁlm';lf
yles =

Styles

Styles are preset formatting that help you keep your document consistent. Instead of having to
remember what formatting was used for a title, you can simply use the pre-built styles and apply
the same effects to selected text. The option button opens the styles task pane, which you can use
to apply more styles.

Editing Commands
Our last group focuses on editing:

33 Find =

33c Replace

g Select -
Editing

These options let you find certain words or phrases, replace certain terms with something else
(useful if you find out you have misspelled someone’s name), and select certain objects in the
document.
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Step-By-Step

This exercise will explore many different features of the Home tab.

1.  Open Word 2010. Click File = Open and then browse to the Chapter 2 folder of your
Exercise Files. Open Session 2.4:

. Chapter2 - 0] x|
| | < Activities and Case Studies » Chapter 2 - |+ Search Chapter 2 o
k| ; »
File Edit View Teols Help
Organize = @ Open = Print E-mail Burn Mew folder i or O @
5l Recent Places ;I -~
Wia)  (Wis) | (Wia) | Whd) The [§]
= Libraries - .:_ - .:_ - _:_ - .:_ Fall
Activity2.3. Activity2.4 Activity2 4. Activity2.5. of
= Documents doex Cornpleted. doex doex th
& Music docx &
- House
Pict
= Wia)  (Wis)  (wia of
B videos = = =
- — - Usher
Activityd.b. Case Study Case Study
1M Computer doex 2 2.docx B vl
B oo i Completed. Yooe
= System (C2) docx Edgar =
—a Data (D) LI 4 @ >
@ J Activity2.4.docx Title: Microsoft Office Word ... Size: 16.1 KB
Microseft Word Document Authors: Jehn Laska; Kimberly M...

2. Place the cursor in the title of the document. Then, click Heading 1 in the Styles group of
the Home tab. (If you do not see Heading 1, click the pull-down arrow highlighted in red
below and select Heading 1.)

» Layout References Kailings Review Vi

=-0F EE AT AaBbC | AaBbCel| ABLC  AaBbCi M

A A A | S

xK" sy . ‘1' EEJIE :§ Oy - H- Heading 2 T Hormal | T No Spadi... H:gmnE E g;?n,ge
P
Paragraph Thyles
'«" R BT BT B R R T RS TS =] P TR AT
=] T T

From Charles Dicldns Bleak House

A Chancery judge once had the kindness to inform me, as one of a company of some hundred
and fifty men and women not laboring under any suspicions of lunacy, that the Court of

TSN PR PR S S T S S S

o HEEL PR S i R e e T [ Tt SR P SRS (LR

The title text will change.

Ver. 1-1, Sept. 2012



Microsoft Introductory Word 2010 Guide

3.  Select the first three paragraphs. Click the Spacing button in the Paragraph group and click

1.15. You should noti

ce the spacing of the lines of text get slightly larger:

Heme Insest Page Layact Refereroen Mailings Flevir View L
e ARy o A Firs
TumesNewRom = 12 = A &7 Aav (% E-S-'E- iEE M0 : i ‘%
: A -1 W AaBbC AsBbCel AsBCel AaBbCe | ¥, Replace
¥ B I [ oo w.-A- EEAN E B0 Heading 2 | Thioimal |¥HNoSpac. Hessegl |, S"‘;!'I'\l" B Salet »
g[¥] 10 A =

1458

14

Ling Spacing Options.

; i Add Space Befods Parngiapl
From Charles' Dickens’ Bleal = #9¢7pae Reioi Puiariah

T Add Space After Paragragh
A Chancery judge once Bad the kandness to mform me, a3 oge of 2 company' of some bundred
and fifty men and women pot laboring under any saspicions of hunacy, that the Cout of
Chaneery, though the shining subject of much popular peejadice (at which point | thought the
judge's sye had a cast m oy darectzon), Wad almost mmeaculate

There had been, he admetted, a trivial blemish or 50 in it rate of progress, but this was
exaggerated and bad been entirely owing to the “parsimony of the pubdic,” which guilty public, it

anesarad i hass ] sy Bent an the madt dstarmninsd mUARSSr B8 U G MANST A1 0IRS The

4. Now select the text in the text box and apply the Bold and Italic text effects:

Home Insert

3; Times NewRom = 12+ A" A7 | Aav &), Z-iz-Z- EIE 4| 0T AaBbC | AaBbC
Pavste ) m I U ~abe x, X° i T Norm

Page Layout References Mailings Review View Format

- A @E =E= =1 b = Heading 2
Clipboard & Font F} Paragraph F}
,_EJ Italic (Cri+D 'E:}:?:N'
_ Italicize the selected text. B, he admitted, a trivial blemish or so in its rate of progress, but this

p— d had been entirely owing to the "parsimony of the public,” which
appeared, had been until lately bent in the most determined manner on by no mea
number of Chancery judges appointed-- I believe by Richard the Second, but any
do as well.

This seemed tome too profound a joke to be inserted in the body of this book or 1
restored it to Conversation Kenge or to Mr. Vholes. with one or other of whom It
have originated In such mouths I might have coupled it with an apt quotation fro
Shakespeare's sonnets:

"My nature is subdued
To what it works in, like the dyer's hand:
Pity me, then, and wish I were renewed!"

5. Click outside the text box to deselect the text.

In the Editing Group,

Ver. 1-1, Sept. 2012
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| =3
% 34 Find ~ !

21c Replace
ange
les = | ki Select
E} Editing

Replace (Ctrl+H)

Replace text in the document.

@
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6. When the Find and Replace dialog box appears, type “parsimonious” into the “Find what”
field and type “thrifty” in the “Replace with” field. Click Replace All:

-

Find and Replace

A=)

Find what:

Replace GoTo

parsimonious

Replace with:  |thrifty

[=]

[=]

’ Replace ] ’ Replaceﬁlli\L’ Find Mext ] [ Cancel ]

7. Word should find two instances. Click OK to close the message box:

Microsoft Word S

===

Word has completed its search of the document and has made 2 replacements.

)

[ DKN | Help

Close the Find and Replace dialog.

8. Click File = Save As and name the file Session 2.4 Completed.

' —— ™
(W] Save As » — ——— — M
% ‘ , <« Word 2010 » Foundation » Exercise Files » Section 2 - | +y | Search Section 2 P |

Organize MNew folder 4= - .@.
Word2007f_Exerc Mame : Date modified Type Size
Exercise Files . i .

@_] Lesson 21 Completed 1/4/2010 9:42 AM Microsoft Word D...
o [ lesson 21 7/8/2008 9:50 AM Microsoft Word D...
= Libraries - R . . P
= L ] | esson 2.4 7/8/2008 9:50 AM Microsoft Word D...
j Documents = W
J? Music :
(=] Pictures
B2 Videos
- 4| n (3 |
0
File name: Lesson 2.4 Completed| - |y

Save as type: [Word Document

Authors:

[F] Maintain

Word

= Hide Folders

compatibility with
previous versions of

Tags: Addatag

[ Save Thumbnail

Tools =

Save L\\‘J ’ Cancel

9. Close Word to complete this Session.
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Activity 2-4

Objective To find particular commands in the Home tab.

Briefing A friend needs help editing a document.

Task Open the Sample Data. Add a background to all paragraphs. Add
special formatting to the first two lines. Increase the spacing so text
is easier to read.

Hints Use the Editing group to select all text. You can also change the font
if you like.

Sample Data

p lﬁlj
Activity2.4.
docx

Follow-up Questions What other tools on the Home tab could help spruce up this
document?
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Session 2-5: The Insert Tab

The next tab you are going to look at is the Insert tab. Once you have mastered creating basic
documents, this tab will help you add other elements to your document, such as charts, pictures,
cover pages, headers, and footers.

Don’t worry about the application of the commands right now. You will practice some of the
basics in the Step-By-Step exercise, but won’t get in depth into each element until later.

Home | Insert = Pagelayout  References  Mailings  Review  View

EN=SEB Rl e @ 3% B 28 [E BEE4EETTQ

Cover Blank Page Table Picture Clip Shapes SmartArt Chart Screenshot  Hyperlink Bookmark Cross-reference  Header Footer  Page Text  Quick WordArt Equation Symbol
Page~ Page Break - Art - - - ~  MNumber~ Box- Patsw  ~ +gd Object ~ - -

Pages Tables TNlustrations Links Header & Footer Text Symbols

Pages Commands
The first group is Pages:

8 ) =S

Cover EBlank Page
Page~ Page EBreak

Pages

As you might expect, this group lets us add a cover page, insert a blank page, or add different
types of page breaks to the document.

Tables Commands
Next up is Tables:

Table

Tables
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This command expands into a menu that lets you draw a table, insert an Excel spreadsheet, or add
a pre-defined table. Basic tables are added by clicking Table and then hovering over a certain
number of squares to create a table of that size.

D EHEP2l« Q 2

Table Picture Clip Shapes Smart&rt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Fo
* Art - * *

| Insert Table ions Links Header

I
I
I
I
I
I
I
N

Insert Table...

ez
I'ﬁ Diraw Table

=

Iillh
L[
“ﬂln

=]
=

4

+

= |

|_E|| Excel Spreadsheet
3

E h‘? Calendar 4

Quick Tables

Double Table
Thee Greek alphabet
aiter n i T
Alpha A @ Hu N ¥
Barta B i X E £
G r ¥ OFnicran Q o
Deta A & P n "
Fprsilom E E Rbsy P i
Fela z 'y Sipne E i
Matrix
City ar Tawn Paint A Paint B Paint C Point D Paint E =
Psifil A - B
Pairt B B7 —
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i EE [
lllustrations Commands @l ’KE '—T}' 25 ﬁh [+
This next group is the most exciting - it lets you add Picture Clip Shapes SmartArt Chart Screenshot

illustrations to your document! Art v v
IlNustrations

You can add pictures, ClipArt (images included with Office), shapes, SmartArt (customizable
diagrams), charts, and screenshots to your document. You will experiment with some of these
features in the Step-By-Step exercise.

Links Commands
0 = The fourth group of the Insert tab lets you create links to Web
) % = sites (called hyperlinks) and other places in your document
Hyperlink Bookmark Cross-reference (bookmarks and cross-references).

Links
Header and Footer Commands j j j
Headers and footers are the text at the top or bottom of each page, =| |= #
respectively. This group lets you add a header, a footer, or simple page Header Footer " F'age
- - umioer «

numbers:
Header & Footer

When you click one of these options, you have a menu of preset choices waiting for you. That
means you can add a header, footer, or page number with just two clicks!

ﬁ j j A j 4 2% Signature Line -
= = = 5], Date & Time

Header| Footer  Page Text Quick WordArt ¥ ) E
- *  Mumber~| Box+ Pars- - 94 Object -
Alphabet G |
|Type the document tithe]
Annual

[Type the document title] | [Year]

[

Austere (Even Page) | Annual ‘

| Title and date with accent lines

P ‘
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Text Commands

The next group contains a variety of items.

Text Box

Quick Parts

WordArt

Drop Cap
Signature Line
Date and Time

Object

u j (147‘1 2% Signature Line ~

51 Date & Time
Text Quick WordArt ]
Box~ Parts~ = "3 Object -
Text

Like headers and footers, you can click the Text Box command to choose
from a menu of stylish text boxes. (You can also draw a blank text box.)

Quick Parts are a collection of items you will often use in a document, such
as an address block or diagram. Use them to quickly insert that part of the
document, rather than creating them over and over again. Insert building
blocks, document properties, and more.

Create stylized text for use in titles, cover pages, or wherever you need
emphasis.

Create a larger capital letter at the beginning of a paragraph.
Add a signature line to your document.
Insert the current date and time into your document.

Insert another file into your document.

Symbols Commands
Our last Chapter of the Insert tab allows you to add equations and symbols to your document:

T Q2

Equation Symbol

L4

Symbols

When clicked, each item will display a menu of choices. As you can see, inserting a complicated
equation is as easy as two clicks!

Ver. 1-1, Sept. 2012
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| A |& signature Line -
(5} Date & Time
Quick WordArt Crop ]
Parts = - Cap - '@ Object ~

T Q

Equation|Symbol

Built-In

Area of Circle

A=mnr?

Binomial Theorem

(x+a)”= Z (::kaa“‘k
k=0
3

Expansion of a Sum | Binomial Theorem

(‘l+x}“:1+ﬁ+

power of n

nx ﬂ Expansion of the sum [x + a) to the

Step-By-Step

In this exercise, you will use tools on the Insert tab to format an excerpt from a classic novel.

1. Open Word 2010. Click File = Open and navigate to the Chapter 2 Folder of your Exercise

Files. Open Session 2.5:

Seszion
2.5.docx

2. The document will open to the first page. Click the Insert tab:

Insert Page Layout

References Mailings

@CmrerPage' \J}_—I ElE ) T2 smartart
F  [ad B8 @

|_] Blank Page fill Chart

= Table Picture Clip Shapes ...

k= Page Break - Art - [agt Screenshot -
Pages Tables Illustrations

Review View

% 5| Header - E

E.E_] Footer =
Links Tex
- [#] Page Mumber = | pox

Header & Footer

Ver. 1-1, Sept. 2012

105



Microsoft Introductory Word 2010 Guide

3.

In the Pages group, click Cover Page = Alphabet:

Page Layout References Mailings Review View
[] Cover Page ~ z==z! |I | ElE= |I_—"_]) T2 smartart [ 5] Header - [El Quick Parts ~ [5
Built-In |5 Footer - Al wordart - B
— Text —
S — [ |reas] #] Page Mumber * | gox- A DropCap~ K
i - ! = Header & Footer Text
=y o 4 I
" _ ype the [Yea_r ; . . .
- i Jafi [TYPE THE DOCTMENT
: njiet . |>§‘ ':.TJ..—._' =
s’ Aiphabet =
Alphabet ~L Austere
Title block with double border and
o — background alphabet pattern -
vt ot KARENIN
[ —— [Type the docament
= -l
DY (1828-1910)
[Year]
A 5 SHELF OF FICTION (1917,
Conservative Contrast Cubicles
4. You will see the cover page appear containing information contained in the document
properties:
Insert Page Layout References Mailings Review View
[ CoverPage EE * %Smamm |2 Header A |2 Quick Parts * [Z - TT Equation ~
[ Blank Page D @ Bk LE]J) filg chart 2 [ Footer + - A wordart - FY | 2 Symbol
- Table | Picture Clip Shapes . Links Te . ~
+=, Page Break = Art - @skScreenshot+ | - | [£] PageNumber~  pgoy- 25 DropCap - Mg+
Pages Tables Illustrations Header & Footer Text Symbols
B O R T SR N SR R TN Ny (5
- Microsoft Office Word 2010
] Foundation
[Type the document subtitle]
- [Pick the date]
4] Velsoft International Inc.
: °
4 [ | > ’
Page: 1 of 4 | Words: 973 \qﬁ =0 |Eﬁ§ E = 100% (= +
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5. Click in the various fields of the title page and enter the following information:

]

Anna Karenin

An Excerpt

1172872008
s Author

John Smith|

6. Click under the name to place the cursor and press Enter twice:

Anna Karenin

An Excerpt

11/28/2008

John Smith

Ver. 1-1, Sept. 2012 107
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7.  Click Insert = Picture:
Home Insert Page Layout References Mail
[£] cover Page - E El&E] Smartart
i 3+
[} Blank Page i Chart
= Table Picture | Clip Shapes ..
h— Page Break - Art - [ag+ Screenshot ~
Pages | Tables | IE Hllustrations [
L _ | Insert Picture from File
Insert a picture from a file,
e Press F1 for more help.
8. Navigate to the Chapter 2 folder of your Exercise Files folder. Click the map of Russia and
click Insert:
i A
(W] Insert Picture @ ———— P g
L e -
% 1.« Exercise Files » Section 2 - I Search Section 2 Fe |
Organize - Mew folder ey O @
| Word2007f_Exerc = .
s WordZLBere = Documents library -
.. Exercise Files Section 2 Teliy; Sty cRiliel e ol
- Libraries Russia
GIF image
@ Doctjlmenis 101 KB
Ji Music =
€W Metwork U
File name: Russia - [AHPicturs V]
Tools - [ Insert Iv [ Cancel I
L _ _ 4
9. The image will now appear under the title:

Ver. 1-1, Sept. 2012
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10.
Thick Line:

Anna Karenin

An Excerpt

11/28/2009

John Smith

I

11.

Insert Page Layout References Mailings Review View Format Design Layout

| Cover Page ~ D ElE I_Tj) % SmartArt % =| Header ~ |Z] Quick Parts = [ - T Equation -
|} Blank Page el n-h Chart é] Footer = ﬁWurdAr‘t' _i_l,. §2 Symbol

= Table | Picture Clip Shapes | Links Text - -

%= Page Break = Art - jag+Screenshot + - |#] Page Number *|| poy- 25 DropCap - hgd-

Pages Tables Tllustrations g Top of Page p | Text Symbals

| e L : 2 [ [f] Bottom of Page v

) ] Page Margins » | Thick Line

9] Current Pasition »

. @ Eormat Page Mumbers... g
° | & Remove Page Numbers k

° A K * Thin Line Thick Line

a ----a"rmem-m-u Centered number under thick

- accent line
’ An Excerpt i
~

. 11/28/2008

tab will appear. Click Close Header and Footer to continue:

Home Insert

Page Layout

References

Header & Footer Tools
e —

Mailings Review View Design

=] Header ~

= Footer ~

Header & Footer Insert

2 Quick Parts -
E Picture

Date
[#] Page Number = | g Time (8] Clip Art

Goto Goto

Header Footer
Mavigation

Different First Page

D Different Odd & Even Pages

Show Document Text
Options

E Previous
5} Next

‘%_élim to Previous

505

B o5

B

Fasition

. N

T -3

v 3y v 4 v 25 s 1 &t ] (lose Header and Footer

(=)

Lo, J ooy At r W i st

Alabin was giving a dinner at Darmstadt; no, not Darmstadt, but something American. Yes,
but then, Darmstadt was in America. Yes, Alabin was giving a dinner on glass tables, and the
tables sang, [l mio tesoro—not [l mio tesoro though, but something better, and there were
some sort oflittle decanters on the table, and they were womentoo, he remembered.

LI ot iy ¥t 4

You tan also double-dlick the
document area to return to editing
it.

Ver. 1-1, Sept. 2012

Close the Header and Footer Tools.

Click Insert - Page Number - Bottom of Page and select any style you like. You have used

The page number will be added to the page footer. Therefore, the Header & Footer Tools
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12. Scroll to the second page of the story (page 3). Click somewhere in the page to place your

cursor.

Click Insert > Text Box = Alphabet Quote:

Insert Page Layout References
j ElE —j";. T2 smartart
A J
; By U il Chart

able Picture Clip Shapes ...
2 rt

- [agt Screenshot +

ables Ilustrations

Mailings Review View

2@ = Header =
-]
Links

Header & Footer Built-In

J)_‘Q---l---1---|---‘

A 2 Quick Parts =~ [@% -  TT Equation ~
2 Footer~ A wardart ~
e -
- #] Page Number = - gDrop Cap =
Box

5 £2 Symbal -
}gv

O

e o B Rt T e =

words, or even expressing it in one’s thoughts awake.” Andng
peeping in beside one of the serge curtains, he cheerfully dro
the sofa, and felt about with them for his slippers, a present or|
him by his wife on gold-goloured morocco. And, as he had do
years, he stretched out his hand, without getting up, towards t
gown always hung in his bedroom. And thereupon he sudden
not sleeping in his wife’s room, but in his study, and why: the ¢

he knitted his brows.

BT Al Akl MAl T ha mnttarad vaaalline crrnsrrthin e that hoad

Simple Text Box

i

13. Type the following in the text box:

Centered pull gquote with
double-border

Happy families are all alike; every unhappy family is unhappy in its own way.

' me,
ng
igh
atior,’

Happy families are
all alike; every
unhappy family is
unhappy in its own

way.|

and she can’t forc
about it is that it's
I'mnot to blame.
he reflected. ‘Oh,
despair, as he rer
sensations causet

the first minute w,

humoured, fromt
for his wife, he ha

-awing-room, to his surprise had not found her in the study ¢

e mamm rrradla

#lhm mrmnThaalerr Tt dmar 4 Thoat s alad Arrmoarrdlaaan e 29a

14. Save your document as Session 2.5 Completed and close Word 2010.

Ver. 1-1, Sept. 2012
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Activity 2-5

Objective

Briefing

Task

Hints

Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

To gain experience using the commands in the Insert tab.

You will continue to edit an excerpt from “The Fall of the House of
Usher.”

Add three items from the Insert tab to the Sample Data file.

A cover page, text box, page number, or drop caps can all enhance
the look of the document.

You can use your saved file from the previous Activity or use the
following:

iz
Activity2.5.

docx

Are there any option buttons in the Insert tab?
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Session 2-6: The View Tab

The last tab you are going to look at in this chapter is the View tab. This tab will allow you to view
documents in different ways. Like the other tabs, this is just an overview of the commands.

Home Insert Page Layout References Mailings Review View

J _|:J -i = [ Ruler [ \ |2 one Page = B2 1) View Side by Side =
[ cridlines | * = gl .QTWO Pages —I =2
Print |Full Screen Web  Outline  Draft Zoom 100% Mew  Arrange Split Switch Macros

layout| Reading Layout [0 Mavigation Pane =l Page Width | window Al Windows ~ -
Document Views Show Zoom Window Macros

Document Views Commands
This chapter of the tab gives you different ways to view your document.

0 B = E

Print [Full 5creen Web  Outline Draft
Layout | Reading Layout

Document Views

All you have to do is click the view you want. Each view is pretty self-explanatory; you can see your
document as it will appear on paper (Print Layout), Full Screen, as it will appear on the Web, in an
outline format, or in a draft format (which will show fewer features). These view commands are
also available on the status bar:

B R =

Show Commands
This group lets you add or remove elements from your Word screen:

Ruler
[0 Gridlines
Mavigation Pane

Show

Checked items are visible. You are going to take a look at using each of these elements later on in
this manual. For now, feel free to check and uncheck these items and see what each one shows.

Zoom Commands

Our next group lets us zoom in and zoom out of the page. L 8

VoL 2001 @Twa Pages
. . . . . Zoom 100%
The first button will open a Zoom dialog which will let you choose =] Page Width
specific Zoom settings. The next button will automatically set your Zoom
zoom level to 100%. The other three buttons will zoom to show one

page, two pages, or the page width. All you have to do is click to zoom!
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You can zoom incrementally by clicking and dragging the Zoom slider in the status bar, or by
clicking the + and — buttons:

80% (=) () (+)

Window Commands
This section of the View tab controls how windows are arranged:

[ |

| ‘j 1] View Side by Side
[ =5 I N
1 .
Mew  Arrange Split Switch
Window  All Windows

Window

In the first section of this group, you can create a new window, arrange windows, or split the
current window. In the second section, you can view documents side by side and control how they
appear. The last command is Switch Windows, which lets you switch between open documents.

Macros Commands
The last button on the View tab opens the Macros dialog box. If you click | ===

the drop-down arrow, you will see a menu related to macros. M—J
dCros

-

Macros are a recorded series of commands that you can use over and =
over. They let you perform a number of actions with just a few clicks. _

View Macros

ﬂ Becord Macro...

Step-By-Step

You’ve received an excerpt from a novel that you’ve always wanted to read. Unfortunately, the
document is virtually unreadable. You will therefore use different commands on the View tab to
adjust the document.

1. Open Word 2010 and open Session 2.6 from the Chapter 2 folder of your Exercise Files:

iz
Session

2b6.docx

2. Click the View tab and then click the 100% command. This may make the text easier to
read:
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File Home Insert Page Layout References Mailings Review View
h_\-_;gjl Eg web Layout  [¥] Ruler . |2 one Page £ New Window 1] g?
i Outline Gridlines @Two Pages E Arrange All _-1: i
L:;'.';.t,t F;!:dcir:;n =] oraft Mavigation Pane D%éj Page Width Split 4 Wisr:':tcwhsv Mafms
Document Views | Show | Zobm | Window | Macros |
8] S e S e PR RN W R,

Zoom the document to 100% of the

normal size.

Fyodor Dostoevsky (1821-1881)

Crime and Punishment

Part I
Chapter I

O am exceghorally hot ewesing sarly i July 3 young mam came oot of the gamet imwhich be lodged n 5. Place and walked slowly, as thoogh in hesitstion, towards K bndge.

He bad successhuly awoedsd mesting bis landady on the staircase. His garret was mder the roof of abigh, five-sbned house, and was mors lik= 3 copboard tham 3 rooen. The landady,
wiha provided bim with garvet, dimses, s attesdames, lived oo the flooe below, s ewery time bie wist ot e was chliged to pass bee kitdien, the doce of which mvartsbly shed spea
b zach time oz passed the yowng man bad 3 sick, Tnghtensd fedlimg, which made Fim scowl aod feel ashamzd He was bopdeasly im debtto bz landady, aod was strand of masting lee

3. The document is still unreadable. Make sure that all of the items in the Show group are
unchecked; this may help put more information on the screen:

Home

Insert Page Layout References Mailings

Full Screen
Reading

53 web Layout [ Ruler e £33 New Window 13 %
X

Outline

=l Draft Navigation Pane =] Page Width Split M3 | windows ~ -
Document Views | Show Zoom | ‘Window | Macros |

Gridlines = Arrange All Bl
Zoom 100% Switch Macros

View Ruler 456/\

View the rulers, used to measure

and line up objects in the
document,

4. This action may not make the text larger, but it does give you more room in the window to

work with.

Switch to full screen reading:

Ver. 1-1, Sept. 2012
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Home Insert References Review

T == |

Page Layout

E 53 Web Layout Ruler - [El) one Page £ Mew Window (1] EE
= |2 outline Gridlines i Two Pages E Arrange All | .ﬁ: | %
Print |Full Screen Zoom 100% Switch Macros
layout | Reading =] oraft MNavigation Pane Page Width split A4 Windows * -
Daocume iews Show Zoom Window Macros

i Full Screen Reading

Wiew the document in full screen
Reading View in order to maximize
the space available for reading or
I commenting on the document,

This might help a little:

Fyodor Dosfoeveky [1821-i3)
Crimee and Punishmest

Part |
Chapier |

e, 8 e o i e =] M o e e
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e o o e e g e i L i iy S oot et ey

ot e ey A R 8 e <
s o
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i sty ety o e e A P b e P e
e s .

. o P s ok ity g s i, il iy am
prrirdgplophdhert oyl armenfinspar e ey Sulptarin Iy S ugrhatpap Syl ey et i
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Click the Close button in the upper-right hand corner of full screen reading to return to the

previous view.
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6. Click View = Zoom:

7. When the Zoom dialog appears, click the 200% radio button and then click OK:

on 26 [Compatiiy Mode] ¥ Microsoft Word W
tes Mailings Review View
Q% ‘A] One Page ._=J|__§| Mew Window
----- . Two Pages E Arrange All
— """ = Page Width split
Eé Zoom Wind

foom li

Show the Zoom dialog box to
specify the zoom level of the
document.

In most cases, you can also use the
zoom controls in the status bar at
the bottom of the window to
quickly zoom the document,

Rl==)

Preview

i ) Page width (71 Many pages:
() 100% (™) Text width
) 75% 71 Whole page

Percent: (200% =

-

AaBbCcDdEe
XxYyZz
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8.  This helped considerably! Use the scroll bars to read some of the text and then close Word

when you are finished:

| - Microsoft Word

esson 2.6 [Compatibility Mod

“ Home Insert

Page Layout References Mailings Review View

J _J:‘J 53 web layout [ Ruler -__7 ) j? |El one Page E3 New Window 1] % 3
| E outline [ Gridlines N L [03 Two Pages =~ = Arrange All @ =2
Print |Full Screen _ o Zoom 100% X Switch Macros
Layout | Reading = Draft [C] navigation Pane =] Page Width | =] Split B4 windows « o
Document Views Show Zoom Window Macros
Part 1
Chapter I

ON an exceptionally hot evening early in July a young man came out of the garret in which he lodged in §. Place and walke:

He had successfully avoided meeting his landlady on the staircase. His garret was under the roof of a high, five-storied F
who provided him with garret, dinners, and attendance, lived on the floor below, and every time he went out he was oblige
And each time he passed, the young man had a sick, frightened feeling, which made him scowl and feel ashamed. He wash

o [ [ [T o [ [ . [

This was not because he was cowardly and abject, quite the contrary: but for some time past he had been in an overstra

Activity 2-6
Objective To help a friend who is somewhat visually impaired.
Briefing Your friend has received a Word document that she finds hard to
read.
Task Use the View tab to make the document easier to see.
Hints = Try hiding unnecessary elements to reduce clutter on the

Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

screen.
= Removing font effects can sometimes make text easier to
read.

(Wl \
Activity2.6.

docx

Will full screen reading help your friend? Why or why not?
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Chapter 2: Case Study
Objective To format a handout for an upcoming staff meeting.
Briefing You have been asked to research the idea of developing rights for

team members as your department has had trouble co-operating
during staff meetings. You have the data, but you want to tidy up
the document.

Task Use at least two commands from each of these places to add to the
document.
= Font dialog (use the Ctrl + D shortcut or the option button
on the Font group of the Home tab)
= Mini toolbar
= Home tab
= |nserttab

Once you are done, add three commands that you used to the
Quick Access Toolbar. Then, take note of how many words and
pages the document has.

Hints = Experiment with keyboard shortcuts when possible to speed
up the process.
= Use the status bar to get statistics on your document.
= Remember that you can use the Editing group of the Home
tab to select all text.

Sample Data @ ]

Case Study
2o

Follow-up Questions Are there any tools you wish you had had to make the document
look better?

Online Test

Now is the time to try the online test for Chapter 2 to see if you can remember what this chapter
was about!

Your teacher/trainer will provide instructions on how to access this resource.
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Chapter 3: Advanced Tabs and Customization

In this chapter you will learn how to:
= Use the Page Layout tab
= Use the References tab
= Use the Mailings tab
= Use the Review tab
= Use contextual tabs
= Customize the ribbon
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Session 3-1: The Page Layout Tab

In the last chapter, you covered the basics of Word’s interface and the three tabs that you will
probably use most often. In this chapter, you are going to look at the other four tabs and see what
commands they offer, starting with the Page Layout tab.

Home  Insert | Pagelayout | References  Mailings  Review  View

— = =
Calors Lyy W= Breaks A Indent Spacing ’__‘ 1 | align -
A & ) D = g A @3 . z "
Fonts ~ L £13) Line Numbers ~ = Left 0 -+ | = Before: Opt s - 4 4 5
Themes Margins Orientation Size Columns Watermark Page Page | __ = . Selection
- Effects ~ - - - - b~ Hyphenation = - Color ~ Borders | £ Right: 0° +  p=After 10pt - Pane

Themes Page Setup Page Background Paragraph Arrange

Themes Commands
Themes are pre-formatted color and font schemes you can apply to the document as a whole. This
group of the Page Layout tab will let you choose an overall theme for your document, or choose a

color, font, and effects theme separately:
j H Colars =
— Fonts =

Themes

- [O]Effects ~

Themes
You will experiment with themes in the Step-By-Step exercise..

Page Setup Commands
This group will let you control physical aspects of your page:

J _5 Ij J = Breaks ~

£3) Line Numbers -
Margins Orientation 5ize Columns
> - > - bi~ Hyphenation -

Page Setup

You are going to look at it in depth at the end of this guide, but in summary, there are options for
margins, orientation, page size, page columns, page breaks, line numbers, and hyphenation.

The option button opens the Page Setup dialog which gives you finer control over these settings.

Page Background Commands
As you might expect, this group controls what goes on the page behind the text:

P
Al @
Watermark Page Page

i Color = Borders
Page Background
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You can choose a watermark, add a solid color, or add a page border.

Paragraph Commands
This group is like the Paragraph group on the Home tab, except it has fewer options:

Indent Spacing

i: Before: O pt

FoA K
4 F 4 F

> 1= After  10pt

Paragraph

These commands control paragraph indent and spacing. The option button opens the Paragraph
dialog, which offers finer control over the spacing of paragraphs.

Arrange Commands
The last group lets you arrange objects on the page:

005 B &

Position Wrap Ering Send Selection
v Text* Forward ~ Backward* Pane .l Rotate -
Arrange

“Objects” include pictures, ClipArt, WordArt, text boxes... basically anything except regular text.
The Selection Pane opens a new pane inside the Word window and lets you select, show, or hide
the objects in your document.

Step-By-Step

In this exercise, you will format a questionnaire for a staff meeting to help management identify

team strengths and weaknesses.
IEJ

Seszion
31.docx

1. Open Word and then open Session 3.1.
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2.  Click the Page Layout tab:

Page Layout References Mailings

Review View

=l

Iii [y Orientation = ¥=~ © [] Watermark *  Indent Spacing =] )-(] [y Bring Forward 1=~
e Mns 13 size - ¥R~ | W Page Color ~ D= 20pt : - [ Send Backward ~ [#]
- [0 ~  EE Columns~ b~ | [0 Page Borders | S 0" Do 1opt s Text Bty Selection Pane %k
Themes | Page Setup i | Page Background | Paragraph | Arrange
e - - -
Y

GROUND RULES

Things [ want in my team

_ Things [ don't want in my team

3. Select the two lines of text under the title:

GROUND RULES

Things [ want in my team

Things [ don't want in my team

1=

4, Click Columns = Two:

nv
M E

Themes

- o]

Page Layout

I==l

[y Orientation = ¥~

HE
FIE hd
H

bE T

References
ﬂ Watermark -

| Page Color
|Q| Page Bordel

Themes

Right

Maore Columns...

ge Backgrour

2
T
e —

Ver. 1-1, Sept. 2012

122



Microsoft Introductory Word 2010 Guide

5.  Click anywhere in the editing window to de-select the text. Now click the Themes
command. Move your mouse over some different themes to see how the document will be
changed:

Home Insert Page Layout References Mailings Review View
n' Lh Orientation = >§' E\‘] ‘Watermark Spacing E3) w7 Lk Bring Forward
' @ IE Size = f8- i Page Color - I: 0pt s J j [ send Backward
Margins __ - Paosition Wrap
@' s EE Columns - ™~ | [0 Page Borders E *; 10 pt : 2 [y Selection Pane
Built-In 4 |tkground | Faragraph fa | Arrange |
Aa §Aa | Aa Aa”] e
Office Adjacency Angles I} Apex i
Aa TD Aa W Aq _[Anokes 1
Apothecary Aspect Austin Elack Tie =
Aa Aa Aa Aa
GROUND RULES
Civic Clarity Composite  Concourse
AaEAa“]Aa HAaT _ _
—— Things | don’t want in my team
Couture Elemental Equity Essential

6. Find a theme you like and apply it to the document. The example above has selected
Module.

7.  Now click Margins = Wide:

As)

Themes

v

e 5

Home

Insert

Page Layout

References

Ver. 1-1, Sept. 2012

Mailings

[3 Orientation ~ ¥= v [ Watermark =  Indent Spacing ] Hj
IG Size + YA~ S| Page Colar~ | £E 07 : $: 0 pt :
a — = || e= || Position Wrap

Columns = be ™ ﬂ Page Borders | £% 07 - | 4= 10pt - Teut

Mormal und | Paragraph M |

Top: 1" Bottom: 17

Left 1 Right 1 ! 2 ! : f 2 ;

Marrow

Top: 0.5 Bottom: 0.5

Left: 0.5" Right: 0,57

Moderate

Top: 1" Bottom: 17

Left: 0.75" Right: 075"

Wide

Top:  1- Bottom: 1- GROUND RULES

Left: 27 Right: 27

Mirrored

Top: L7 Eottom: 1 Things | dont wantin my team

Inside: 1,257 Outside:1”
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8. Now click the Page Color command and use your mouse to view different background
colors for the page. Note that the first line of colors complements those from the theme
that was selected in Step 6. Choose a color you like (but don’t pick one that is too dark):

Microsoft Word
File Home Insert Page Layout References Mailings Review View
Al E' [33 Orientation ~ ¥==  [4] Watermark = Indent Spacing ~
""" " 13 Size = YA~ |5 Page Color~| | £E 0° : xi 0pt :
Themes Margins __ _ o g= —1| P N
- |:|' - EE Columns * ¥~ || Theme Colors T y=10pt s - & Pz
Themes Page Setup = | O EEEENR iragraph Fl Arrange
E‘I'”I”'é'”:'”}”': I Gray-zs%,Backgroundzl:'”?”':'”?'”:“'?'”A'
- «IRREEREEE
- Standard Colors
- [ § | EEEENE
- Mo Color
— Mare Colors...
- Fill Effects...
- GROUUND RULES
) Things|want in my team Thingsldon't wantinmy team
9. Save your document as Session 3.1 Completed and then close Word.
Activity 3-1
Objective To create a flyer for an upcoming yard sale.
Briefing Your friend has created a yard sale poster but it needs some help!
Task Use the Page Layout tab to add color and style to the poster.
Hints = Themes are a great place to start.

= Don’t be afraid to click around, change the text, or move
things around.

Sample Data @ J]

Activity3.1,
docx
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Session 3-2: The References Tab

Next on your list is the References tab. This tab contains advanced tools that won’t be covered in
this course. However, it is good to know where these tools are and what they do, so try to focus
on the general idea of each group.

Home Insert Page Layout References Mailings Review View

[ Add Text ~ __['i-] Insert Endnote 1 ‘:ij Manage Sources ﬂ | Insert Table of Figures j =1 Insert Index T:é\-? E3 Insert Table of Authorities
E N = = - (=
= 2 Update Table Ag Mext Footnote ~ — Mgy Style: APA -
Table of Insert Insert N Insert Mark Mark
Contents = Footnote Citation = HJB'b“UUfﬁDhY' Caption [ Cross-reference Entry Citation

Table of Contents Footnotes Citations & Bibliography Captions Index Table of Autharities

Table of Contents Commands

The first group deals with Tables of Contents. A table of contents is a listing of chapters and other
significant titles in your document. For example, you will find a table of contents at the beginning
of this manual.

S Add Text ~
= update Table

Table of
Contents =

Table of Contents
With this group, you can choose a style for your table, add text to it, and update it.

Footnotes Commands

If you have ever read or prepared a formal report, such as an article [ Insert Endnote
or term paper, you should be familiar with footnotes and endnotes. AE Next Footnote ~
First, you place superscripted numbers in the document. Numbered Fégiﬁgte

notes are then added to the end of every page (in the case of Footnotes

footnotes) or to the end of the document (in the case of endnotes).
These tools will help you add footnotes and endnotes:

The option button opens the Footnote and Endnote dialog, which gives you finer control over
these two objects.

Citations and Bibliography Commands w;, £ Manage Sources
Citations and bibliographies are another item often found in formal . \g Style: |APA -
reports or papers. The information about a publication is called a Citation + @ Bibliography -
citation; a collection of citations constitutes a bibliography. Citations & Bibliography

As you might expect, the tools in the Citations & Bibliography group will help you create those
items.
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Captions Commands
Captions are text underneath a graphic (such as a picture or table)
that help identify or quantify the object:

Insert
The commands in the Captions group will help you insert captions,  Caption ] Cross-reference
add cross-references (references to other places in your Captions
document), and create a table of figures (a list of graphics in your document).

Index Commands
Next are the Index commands:

=] Insert Index
ﬂ*

Mark
Entry

Index

An index is a list of topics covered in a document and the page numbers where those topics are
found. (There is an index at the end of this manual.) Like the other groups, the Index group lets
you mark a word for the index, insert the index, and update the index.

Table of Authorities Commands
Tables of authorities are usually seen in legal documents, as they reference cases and statutes.
The Table of Authorities group will help you create this kind of reference page:

;:g# E% Insert Table of Authorities
Mark
Citation
Table of Authorities

:] Insert Table of Figures
s g

The commands include marking a citation, creating a table of authorities, and updating the table.

Ver. 1-1, Sept. 2012
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Step-By-Step

Your co-worker has developed a training document for your team, but needs help adding an index,
a table of contents, and a bibliography. She has marked all the information for you, so in this
exercise you will create the extra pages and complete the document.

1. Open Session 3.2 from your Exercise Files:

Seszion
3.2.docx

2. Click the References tab:

Insert Page Layout References Mailings Review View
% S Add Text - [}y Insert Endnote s N [ Manage Sources LiS] A InsertTable of Figures 9 =2 . =]
. = + i
2 update Table AE MNext Footnote = v [@ Style: APA - — [ Update Table Ei Ei
Table of Insert Insert - Insert Mark Mark
Contents = Footnote k= Show Notes Citation = 4 Bibliography = Caption [/ Cross-reference Entry Citation
Table of Contents Footnotes (] Citations & Bibliography Captions Index Table of Authaorities
L e AT ]

3. Scroll to page 13 (the second last page) and click inside the page to place the cursor:

'4

Page: 13 of 14 | words:1,057 | <& | B3 | IEEEE
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4,
document:

View

Insert

Home References Review

B Add Text ~
|2 update Table

Page Layout Mailings

ﬂ:‘]lnsert Endnote
ﬁg Mext Footnote =

@ Manage Sources
(i, style: APa
ﬁj Bibliography ~

Table of
Contents =

-

Insert Insert

Footnote E—I Show Motes

Click the Insert Citation command. This will show you what sources have been added to the

|:] Insert Table of Figures
=¥ Update Table

Caption [ Cross-reference

Barfler. Robert W.
Team Troubleshooter, (2000)

Table of Contents
-

Footnotes

EE=1

Harrington-Mackin, Deborah
The Team Building Tool Kit, (1994)

Huszczo, Gregory
Tools for Team Excellence, (1996)

Willins, Richard, 5., Byham, William
Empowered Teams, (1991)

@ Add Mew Source...
[ Add New Placzholder...

, C. and Jeanne M. Wilson

5.
Cited:

Home Insert References Review

[Zp Add Text ~
|2 update Table

Page Layout Mailings

E
Insert
Citation~

u‘;‘]Inser‘t Endnote C] Insert Table of Figures
Ag Next Footnote =

sert
tnote = Show Notes

gManage Sources
(@ style: AP

i Bibliography =

£l
Table of
Contents ~

- = update Table
In

Insert
Fod Caption ttg Cross-reference

Click somewhere in the editing window to close this list. Now click Bibliography = Works

.0

Mark
Entry

Citation

Table of Contents

Footnotes Citatid Built-In

| Bibliography

[ 1 1

BIBLIOGRAPHY

able of Authorities

o

Chen, ). [2003). Citati New Yark: €

Haas, ). (2005). Creating o Formal Publication. Boston: Proseware, Inc.
Kramer,|. 0. (2006). How to Write Bibliographies. Chicage: Adventure Works Press.

Works Cited

WORKS CITED

Chen, ). [2003). Citati o New York: G
Hans, |. (2005). Creating o Frmal Publication. Boston: Proseware, loc.

Kramer, | D. (2006). How to Write Bibliographies. Chicago: Adventure Works Press. I}

Insert Bibliography

i

Save Selection to Bibliography Gallery...

Works Cited

Automatic bibliography (labeled
“Works Cited”) that includes all
sources associated with the
document

Ver. 1-1, Sept. 2012
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6. This will add a list of citations included in this document:

WORKS CITED

Barner, R. W. (2000). Team Troubleshooter.

Harrington-Mackin, D. (1994). The Team Building Tool Kit.

Huszczo, . (1996). Tools for Team Excellence.

Willins, R. 5. (1991). Empowered Teams.

7. Now scroll to the last page and place the cursor below the word Index. Click Insert Index:

8.  When the Index dialog appears, click OK to accept the standard index format:

2] Insert Index

Mark
Entry

Index

=¥ Update I|'|-%.

= =)
G+ 3
Kark

Citation
Table of Authorities

"_&! Insert Index

Insert an index into the document.

An index is a list of keywords
found in the document along with
the page numbers the words
appear on.

Index

&~

-— EF==)

Table of Contents | Table of Figures | Table of Authorities

Print Preview

Aristotle, 2
Asteroid belt. See Jupiter
Atmosphere

Earth

exosphere, 4

[ right align page numbers
Tab leader: |....uu.

Formats: From template

Type: @ Indented () Rundn
Columns: |2 £
Language: |English (U.5.) IZ|
|
MarkEntry... | [ AutoMark... | [ Modify... |
[ OK ’\J [ Cancel ]
Loy

This will add the index:

Ver. 1-1, Sept. 2012
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INDEX
Benefits and Barriers, 7 TQM, 5
Characteristics of Effective Teams, 8 Types ofteams, 5
Cyber Teams, 6 Whatis ateam?, 4
Synonyms for teams, 4 Why Do Teams Fail?, 9

Team Contracts, 11

9. Scroll to the second page in the document (a blank page). Click somewhere in the editing

portion of the window.

10. Click Table of Contents = Automatic Table 2:

Home Insert

[Z Add Text -
2 Update Table

Page Layout

Table of
Contents =

Insert

References
u‘l‘]lnsert Endnote
AE Mext Footnaote -

Footnote = Show Notes

Mailings Review View

E @Manage Sources

R style: APA -~
Insert ... Insert
Citation - @) Bibliography ~ Caption

Built-In
Automatic Table 1

CONTENTS

15 & Bibliography

oo 3 e e 4

Heading 1

Heading 2

Heading 3

Automatic Table 2

TABLE OF CONTENTS

Heading 1

1

Heading 2

Heading 3

[ 1

Manual Table

TABLE OF CONTENTS

L
Automatic Table 2

Automatic table contents [labeled
“Table of Contents”) that includes

all text formatted with the Heading
1-3 styles

Type chapter title [level 1)
Ty pe chapter tthe [bevel 2)

Ver. 1-1, Sept. 2012
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11. The table of contents will appear. Save the document as Session 3.2 Completed and then
close Word:

TABLE OF CONTENTS

IEI T O QUL CTIOIL e tvseesess s ssesssssssss s ssssss s s s s s R R R R R R SRR R R R R AR AR RS R RS 3

Learning Objectives........... 3
Establishing Team Norms...... -
Characteristics of Teams.... -
Why Teams Fail (Barner, 20007 ... sreesssssss e sssessssssssssss s s ssss s sssssssssss s s ssssessss s e ssesssnessesssnes 9
TEAIL COTIETACES 1uuiiersusisssssisssssssis s essssiesssass s be s e SRR AR AR LSRR AR R R0 11

0D = o T 13

Activity 3-2

Objective To add captions to ClipArt images.

Briefing Your child is learning about human emotions in school. You want to
create flash cards to help them learn.

Task Add captions to each of the photos in the sample document.

Hints Click the photo to select it and then click the Captions button on
the References tab. Simply click OK in the dialog to create a default
caption.

Sample Data

p Iilj
Activity3.2.
o
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Session 3-3: The Mailings Tab

The Mailings tab is focused on creating documents that you can mail, such as envelopes, letters,
and labels. Its commands are focused on a mail merge, which is a process that takes a form letter
and a list of contacts and creates a personalized message for each recipient. It is a very useful
process, so it is good to know where the commands are.

Home Insert Page Layout References Mailings Review View
SN INEN- Y 28 B & M ey
3 = @ : : 9% Mateh Fields b | ¢ =g
Envelopes Labels | Start Mail Select Edit Address Greeting Insert Merge 2 Finish &
Merge ~ Recipients ~ Recipient List Block Line Field = w Auto Check for Errors | perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Create Commands
s The first group of the Mailings tab is the only one not devoted to a mail merge.

Envelopes Labels  Clicking the Labels command or the Envelopes command will open a dialog with

options for that item.
Create

Start Mail Merge Commands

As you might expect, use this group to create a mail merge. & G o
=1 Lcge &7
Start Mail  Select Edit
Choose the type of merge to perform and choose your Merge = Recipients ~ Recipient List
recipients. Start Mail Merge

Write and Insert Fields Commands
This group will be step two in a mail merge:

==
: : 5 Match Fields
Address Greeting Insert Merge

Elock Line Field =
Write & Insert Fields

This is where you will add the different customizable portions of your document (called fields).
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Preview Results Commands
The fourth group of the Mailings tab will let you preview your &) H 41 F M
results before you finish the merge: ;

—j‘,.f Auto Check for Errors
As you can see, you can also navigate through the records, find a
recipient, and check for errors.

Preview Results

Finish Commands
The last button will open into a menu, giving you choices to finish the merge.

.;;'_‘| Edit Individual Documents...
;,'g Erint Documents...

L,"_q send E-mail Messages...

Step-By-Step

You are Lucy Rockhead, the president of the Dinosaur Appreciation Club of America. You need to
approve a series of letters that were created by your assistant.

1.  Open Session 3.3 from your Exercise Files:

Y

Session
3.3.docx

2, When Word attempts to open the file, you will see the following warning. Click Yes to
proceed:

-

Microsoft Word -

Opening this document will run the following SQL command:
! ,  SELECT *FROM "Office Address List’

Data from your database will be placed in the document. Do you want to continue?

Show Help ==
| ‘fes L\Js [ No l | Help

Ver. 1-1, Sept. 2012 133



Microsoft Introductory Word 2010 Guide

3.

4.

5.

You will then be prompted to supply a database that contains contact information. Browse
to the Chapter 3 folder of your Exercise Files, select My Addresses, and then click
Open:

i h'
@ Select Data Source ﬁ
> ~
@uv| . < Exercise Files » Section 3 - | 4 | | Search Section 3 0 |
Organize Mew folder s 0 @
= R t Pl :
g RECENT Haces Documents library . ,
J pics . Arrange by:  Folder =
P Section 3
. Word2007f_Exerc
J Exercise Files ] My Addresses ol
— = Microsoft Access Database
_ 292 KB
= Libraries 7 -
wl esson 3.
@ facments IE‘I 4 Microsoft Word Docurment
& Music =| 28.2KB
[ Pictures 3 p L 3.2 =
= ™ esson 3,
B videos IE L Microsoft Word Document
—1 236 KB
1M Computer i Lesson 3.2 Completed
& | ocal Disk ) IE 4 Microsoft Word Document
= ) — | 344 KB &
Ela lappy backup (B 1 -
il esson 3.
. |£i 4 Microsoft Word Document
€l Network < I=l120ke 52
[ MNew Source...
File name: My Addresses - ’AII Data Sources v]
Tools - [ Open N ’ Cancel ]
b A

The document will now open.

Click the Mailings tab:

Insert Page Layout References Mailings l} Review View

=
|=1 Envelopes —

=2 Labels Start Mail  Select
Merge = Recipients * Re
Create Start Mail Merge

If the Highlight Merge Fields command is not active (it is greyed out), perform the following
steps. Otherwise, proceed to Step 6.
= Click Select Recipients = Use Existing List
=  Browse to the Chapter 3 folder of your Exercise Files, select My Addresses, and click
Open
» The Highlight Merge Fields command should now be active.

134
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6.  Click Highlight Merge Fields:

Hame Insert Page Layout References Mailings

=3 Envelopes Eﬂ m ] Address Block
. |§ Gresting Line ek

Labels Start Mail Select Edit Highlight g )
Merge = Recipients * Recipient List | Merge Fields @z Insert Merge Field - E|

Create | Start Mail Merge | Write & Insert Fields

[ 11 | Highlight Merge Fields o

Highlight the fields you have |
inserted into the document.,

This makes it easy to see what part
of your form letter will be replaced
by information from the recipient
list you have chosen.

12/1/2007 @ Press F1 for more help.

LI 5. RS B, W |

7. The AddressBlock and GreetingLine fields should become highlighted:

Home Insert Page Layout References

|=3 Envelopes @

5 address Block [Zr Rules - B H 41 [ %

e

R S B S B B B S BN SRR BN SN

12/1/2007

«AddressBlock, f—
«Greetingliner

This is to inform all the residents of Bedrock that Dinc has been named Most Outstanding Dinosaur of

HNVSONId

Ver. 1-1, Sept. 2012

Py : : |
[ Greeting Line 2% Match Fields Find Recipient
Labels Start Mail  Select Edit Highlight |- ) Preview | Finish &
Merge ~ Recipients = Recipient List | |[Merge Fields| @i Insert Merge Field ~ €] Update Labels | Resuts I% Auto Check for Errars | perge -
Create | Start Mail Merge | Write & Insert Fields | Preview Results | Finish |
o ] i
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8.  Click Highlight Merge Fields again to turn off highlighting.

Now click Preview Results:

View

|§}Ru|es -

Mailings Review

[& Address Block H 4 1

|_§ Greeting Line

9% Match Fields

=

- Find Recipient

.

L — ] Preview Finish &
Ids mm Insert Merge Field ~ 2] Update Labels | |pasults l% Auto Check for Errors | perge -
Write & Insert Fields | Preview Results | Finish

R

View Merged Data

Replace the merge fields in your -

document with actual data from
your recipient list so you can see

what it looks like,

0 Press F1 for more help.

9. Thefirst record in the database will be visible at the beginning of the message:

Create | Start Mail Merge

Write & Insert Fields

Home Insert Page Layout References [ Mailings l Review View E
=4 Envelopes E = 2 Address Block @ Rules ~ B H 41 [ @z
|§ Greeting Line %% Match Fields =4 Find Recipient
& Labels Start Mail ~ Select Edit Highlight 5 ) Preview| Finish &
= Merge = Recipients = Recipient List | Merge Fields @z Insert Merge Field = |2] Update Labels | |pasults '% Auto Check for Errars | merge =

Preview Results

| Finish | [

I N

=<1

12/1/2007

Fred Flintstone
39 Stone Canyon Way
Bedrock, NV 12345

Dear Mr. Flintstone,

10.

Ver. 1-1, Sept. 2012

This is to inform all the residenits of Bedrock that Dino has been named Most Outstanding Dinosaur of

Close Word without saving any changes you might have made.

=
T
=
)
o
—
29,
o]
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Activity 3-3

Objective

Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To understand more about how mail merge works.

You are Lucy Rockhead, president of the Dinosaur Appreciation
Club of America. You’re ready to finish off your mail merge.

Make sure that the date is correct in the mail merge. Add a photo if
you wish. Then, use the Finish group to print or e-mail your letters.

= |n order to complete this exercise, you will need to link with
the My Addresses database found in the Chapter 3 folder of
your Exercise Files.

= The Photo command is found on the Insert tab.

= You can also use the Edit Individual Documents command in
the Finish menu to see how the merge will turn out.

@ -, -ituz.ti*.-'it;.-'3.3.::lc|:x
Microsoft Word Document
28.2 KB

My Addresses.mdb

(el

Microsoft Access Database
292 KB
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Session 3-4: The Review Tab

The last of the default tabs is the Review tab. Although some of the commands on this tab are
quite advanced, others (such as Spelling & Grammar) are easy to use. Those are the commands
that you will focus on.

Home Insert Page Layout References Mailings Review View

= ABC a" = = 9% Final: Show Markup - I, Lye @} Previous = by
| = 2 5 @ : < s 7
[ u 3 J ; v’j' fj’ i i
? J 12 & 39 _d _d —d —-’j =] Show Markup ~ — — 3 Next =5
Spelling & Research Thesaurus Word | Translate Language Mew Track Accept Reject Compare Restrict

Grammar Count Comment Changes = [B] Reviewing Pane - Editing
Proofing Language Comments Tracking Changes Compare Protect

Proofing Commands
The first Chapter of the Review tab is the one you will probably use the most:

Y @ E o

Spelling & Research Thesaurus Word
Grammar Count

Proofing

This contains commands to check spelling, perform research, look up words in the thesaurus,
translate words, set your language, and perform a word count.

Language Commands
The Language group is next:

&y &

Translate Language

- -

Language

These commands let you translate a single word, phrase, or entire document into another
language, provided you have the proper language packs installed on your computer.

Comments Commands

The next Chapter of the Review tab is Comments. Comments are portions of text that appear in
balloons, separate from the main document. This lets someone add easily identifiable ideas,
thoughts, and corrections to the document:

(@ &2 fa ta
Mew Delete Previous MNext
Comment -

Comments

This group lets you create, delete, and navigate through comments.

Tracking Commands
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If others frequently review your document, you may want to use the features of Track Changes:

-;;1/,, f; Final: Show Markup -
= show Markup ~
Track
Changes = E Reviewing Pane -

Tracking

This feature lets you have every change to the document recorded. It’s very useful for editing
purposes. This group lets you enable, disable, and control that feature. You can also open the
reviewing pane, which summarizes tracked changes and comments.

Changes Commands

The Changes group lets you accept, reject, and navigate through tracked changes that have been

made to your document:

o e #3 Previous
%?EF %F
= = 23 Next

Accept Reject

-

Changes
Compare Commands
This group will let you compare and combine documents: _j sy
= ' =
Compare Restrict
i Editing

This is very useful when you have multiple versions of

Compare...
Sl
documents and want to flow all of them into one.

Compare two versions of a
document (legal blackling).,
J¢- Combine...

4= Combine revisions from multiple
authors into a single document,

Protect Commands
The last group is Protect:

=

Restrict
§ Editing
Protect

These commands will restrict access and changes to your document.

Ver. 1-1, Sept. 2012
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Step-By-Step

You have asked a co-worker to give you feedback on some guidelines you developed for
constructive listening. She has added comments and returned the document to you, which you
will now review.

1. Open Activity 3.4 from your Exercise Files folder.

2. Click the Review tab:

Home Insert Page Layout References Mailings Review View
% oY a?i) %‘; \j a3 p;/‘ ‘fﬁ Final: Show I\dar%p - A Reject - j @
y [+ L3 # = 2 show Markup ~ ¥ Previous B .
p Y R P B I o U W e s P
Proofing Language Comments Tracking Changes Compare Protect

3.  Click the Spelling & Grammar command in the proofing group:

File Home Insert Page Layout References Mailings Review

w i aﬂe %_ 1 Y b s @2 Final: Show Marku
- o
s B X d, =

|3 show Markup -

;u

Spelling & .. @ Translate Language MNew Track o
Grammar, 23] - - Comment 2 Changes ~ [B] Reviewing Pane ~

PrD-inr[g Language Comments Tracking

B

Spelling & Grammar (F7) LI S R I

=kt

Check the spelling and grammar of
text in the document.

4. The Spelling and Grammar dialog will appear with the first word or phrase it deems to be
incorrect.

The first error it finds is a spelling error. (The description for each error Word finds is listed

just under the title bar. Below, the error is shown as “Not in Dictionary.”) Click Change to
replace the misspelled word with the suggestion:

' ™
Spelling and Grammar: English (US) & = - lilg
e et I—
Mot in Dictionary:
Here are guidelines for constructve||istening: = Ianore Once
|
e Ignore All
Add to Djctionary
Suggestions:
- Change
f Change All
[ AutoCorrect
N
Check grammar
e
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5. Proceed through each error and opt to change or ignore the items Word thinks are
incorrect. After Word has covered each item, click OK to complete the Spelling and
Grammar check:

- k'
Microsoft Word |

@ The spelling and grammar chedk is complete.

[ DKﬂ [ Help ]

L A

6. To review the comments, click the Next command in the Comments group:

File Home Insert Fage Layout Feferences Review

w e a’}-_) LY i £ Delete ~ p;’ 9% Final: Show
@ _'._\l a

#3 Previous = 2 show Marku
Spelling & .. Translate Language Mew Track o
Grammar 23] v - Comment 2 Mext Changes = [#] Reviewing Pa

Proofing Language Comments Tracking

Mailings

1_......-ﬁ---|---1"'l"'2HextComment

1 1 1
i e

maovementall indicats Mavigate to the next comment in
the document.

s Acceptancedoesn'tre
ab=salutely right.” Possibly the anly thing worse to sayis, “l thinky

7.  Word will jump to the next comment in the document, shown on the right-hand side of the
window. Read the comment, and then click Next to move to the next comment. Note that
you may need to click Yes to start reviewing comments from the beginning of the
document.

Home Insert Fage Layout References Mailings Review View - 7
% =} a% %; \j "3 Delete ~ p}/‘ %E Final: Show Markup - &2 Reject ~ j < &
S 'y #9 Previous = 2 show Markup ~ 4} Previous Y
Spelling & g  Translate Language Mew Track o Accept Compare BElock  Restrict
Grammar (23] = < Comment ﬁl‘dext Changes * E Reviewing Pane - < '?a}NEX't - Authors = Editing
Proofing Language Comments Tracking Changes Compare Protect
II‘i"""'ﬁ"':"'}"':"'NextComment 5 [N ] g
] = erwu tue s i pou I u g
movement all indicat§ Mavigate to the next comment in =
* Acceptancedoesn'tr the document. v “l think you are
n absolutely right.” Paszibly the only thing worse to sayis, “| think you are absolutely
. wrong.”
n . bnn’t give advice on personal matters. There isan old saying, “A wise man does not
) need advice; a damn fool will not take it.” Letthe speaker decide whatthe best
N approachis. Yourrole is to listen and, when appropriate, suggest where the person may
- find additional help /‘ Comment [552]:1 don't 2zres with this
! pamzzaph.
141
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8.  Your co-worker raises a good point with this comment. Select the word “useful” and then
click the Thesaurus command to look for a better word:

Home Insert Page Layout References Mailings Review View

ﬂResearcn a% %‘? \j & Delete ~ ? 3 9‘.; Final: Show Markup 7.'32’Rejecl:v j
A,
= Z4 ) Previous

< Thesauru #aPrevious = 2 show markup ~
Spelling & g j% Translate Language Mew Tracl . Compare Block  Restrict
Grammar @W‘ Co A - Comment ‘L’]Next Changes = E Reviewing Pane - "2 Hext - Authors ~ Editing

Proofing Language Comments Tracking Changes Compare Protect

Accept

D OO O O O DO OO Oy ooy

’,11ﬂ_u[ssl.]=chwﬁndabmwmddm]
1 usefal?

guidelines for constructive listening:

*  Whensomeone has something on his/her mind, allow that personto talk it outwithout i

9. The Research Pane will appear on the right-hand side of your screen. Click the pull-down
arrow beside the word “constructive” and then click Insert:

Home Insert Page Layout Refer
ALy &G @& il e j
— 4
5 Thesaurus = L ‘Q}Previnus
Spelling & e Translate Language MNe 1| Accept Compare Block  Restrict
Grammar 23] Word Count - - Comt - ﬁ”ﬂt - Authars = Editing
Proofing Language Changes Compare Protect
iléllli 700 o | R:search v X
4 | Search for:
To be a pisefulfzam member, itis i | Comment [SS1 | |00, |
guidelines for constructive listening -
| Thesaurus: English {U.5.) |E||
¢+ Whensomeone has somethi w ||@:=._. |v | |.@ |v |
responding with sharp answe
statements. useless (Antonym) i
s Restrain any natural impulse 4 helpful (adj
adj.)
are not relevant to the discu:
¢ [f feelings or emotions becor helpful
abruptly. Discouraging the e: practical
to work things out. They nee = functional
*+ Violentand deep-seated neg -
judgment. |-::onstruchve E
¢ Although it may be difficultt positi -EE Insert
listening. valua 23 Copy
s Verbal cuesthat you are liste hand -
movementall indicate intere andl @4 Look Up A
¢  Acceptancedoesn’trequire B nifty I
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10. Click Next in the Comments group to advance to the next comment. Now click Delete =
Delete All Comments in Document:

Hame Insert Page Layout Refarences Review View

G & g B (B G

@Thesaurus

Mailings

14

Delete i
Spelling & Translate Language Mew
Grammar [2g Word Count - - Comment :
Proofing Language Con Drelete All Comments in Document

[ RN EEENEAXY KENNENKS EXENEEEY KERNKRES SKEMEREN SKRF)

11. Save the file as Session 3.4 Completed and then close Word.

Activity 3-4

Objective To understand the basic use of the tools on the Review tab.
Briefing You're going to play the role of editor.
Task A co-worker has asked you to review a document for him. Use spell

check, the thesaurus, and comments to edit the document.

Hints If you’re brave, you can also track your changes!

Sample Data Activity3 4.docx
Microsoft Ward Docurment

153 KB
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Session 3-5: Contextual Tabs

Remember some tabs appear only when you are creating or working with certain objects.

You will take a closer look at these contextual tabs. You will notice that some commands found on
the other ribbons are repeated in certain contextual tabs. You will look at the only tab that is off
by default: the Developer tab.

Drawing Tools
The Drawing Tools — Format tab is used for the sizing, position, and alignment of shapes, text
boxes, and WordArt:

ICRR S Gy el d

Home Insert Page Layout References Mailings Review View Format

NoOog - - % shape Fill - A - ||8 Text Direction ~ ﬂ ) HiBring Forward ~ [ Align - il 22

A1LLed o . - | & shape Outline = A / -| & - [EalignText - (24 Send Backward ~ 121G
IR 35 = POS\tIDH Wrap 215"

<) shape Effects = 7 [~  ®2 Createlink 51, Selection Pane S Rotate ~ =

v

Insert Shapes Shape Styles WordArt Styles . Text Arrange Size

Tip: When viewing Word 2007 files, this tab is now used instead of the Text Box Tools tab |
and the WordArt Tools tab. Text box and WordArt tools will have their own tabs in :
documents using the older file tvpe.

Equation Tools
The next tab you are going to look at is the Equation Tools — Design tab. This tab appears when
you create an equation from the Insert tab.

4" it A | illSharpener: cr o Equation Tools.

e A |
Home Insert Page Layout References Mailings Review View Design (A
G| E] [=][] L EEERERIE]E] E ;e ux I 2 (B o
- x <|[«][=][>»[=][z x n J' lim A
TG [x] === E] y z 0 s6 g jn &
Equat\on she Normal Text . . |E| . E |I| @ E Fractmn Scnpt Radlcal Intevgra\ OpL:rragtir' Erafket Funftlon Accvent L\m;tgavnd Operator Matnx

Tools Symbols Structures

This tab gives us tools to create and edit all sorts of equations.

If you use the Math Input Panel with Windows 7 to insert your own equations, the Equation Tools
— Design toolbar will still appear:
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Equation Tools

Page Layout References Mailings Review View Design

=EIEIHEIL I ER]E]E] FIE 5 e*ux [, 2 {0y sme g
ZI |E| H n . . . E IZI . . IEI IEI . . . Frastion Scrvipt Radvical Intevgral Large Brafket Funftion Accvent L

Operator =
Symbals Structures

lila? + b2 =¢?

@ History Options « Help « M
a’ + b? = c*

AN

N
7

:
Al
g
Ik

=
2
o
(]
g

Q
\)
__k-’
U
N
||
A

\ Insert ,ﬁ‘

SmartArt Tools

SmartArt lets you create professional looking diagrams with just a few clicks. Two new tabs
become available when editing SmartArt. The first, Design, lets you apply a variety of preset styles
and colors to your diagram:

ile Home Insert Page Layout References Mailings Review Deslgn Format
E < Promote Rearder Up P
% Demote Reorder Down | | TR IS o< 88 -
Add Add Text - = Cnange Reset
Shspe- Bullet Pane 45 Rightto left 55 Layout Tl | Colors At

Graphic
Create Graphic Laynurs | SmartArt Styles | Reset

The other tab (Format) gives you finer control over the shape, style, and position of your diagram:

Home  Insert  Pagelayout  References  Mailings  Review  View | Design Fomat

,,
If,)cnange Shape = B shape Fill - A Text Fill ~ . &y Bring Forward = [B~ | | =
o
ﬁ Larger . ~ [ Shape Outline = / - | &2 Text Outline - i Send Backward ~ 1#]
Em o i Pasition Wrap Size
o smaller = =) Shape Effects - =| [ Text Effects - Sty selection Pane Sk | -
Shapes Shape Styles | Wordart Styles ol Arrange |
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Table Tools
You will also see two new tabs appear when you create a table. The first tab is Design:

 —————

Home Insert Page Layout References Mailings Review View Design Layout
lgsha::hng' e @ '[

i Borders ~ Y2 pt
Draw  Eraser

ﬁPen Color ~ Table

Header Row First Column
D Total Row D Last Column

Banded Rows D Banded Columns
Table Style Options Table Styles Draw Borders

Al 4|

Like the SmartArt Tools — Design tab, this tab lets you apply preset formatting to your table. It’s a
quick and easy way to create attractive tables.

The Layout tab lets you have finer control over the dimensions and appearance of the cells, rows,
and columns in your table.

cillSharpener3. crosoft Wo Table Tools
Home  Insert  Pagelsyout  References  Mailings  Review  View | Design | Layout a

H A @ EFEE SEHS = BE3 A0 4 = & A
S width: 166 = | H Distribute Rows 2= g =
Iy | ===l L EEE — Zi "L BE Jx
Select | View |Properties Delete | Insert Insert Insert Insert Meioe Spit  Spiit | Autofit | §] Height: 023" % EH Distribute Columns Text  Cell Sort epeat  Conwert Formula
~  |Gridiines Above Below Left Right = Cells  Cells Table - ¢ =l I=l [ pirection Margins ows to Text
Table Rows & Calumns ™ Merge Cell Size 5 Alignment Data

Chart Tools

Charts are a visual representation of numerical data. When you insert a chart, you will see an Excel
2010 window appear. This spreadsheet program lets you add and modify the source data for the
chart. When you select a chart, you will see three different chart tabs. The first, Design, offers
some easy options for changing the data and appearance of your chart:

Home  Inset  Pagelayout  Refersnces  Mailings  Review  View | Design | Layout  Format %

al oy j@”—?g

: etrsn || ES ‘ hi nd | hd bhd Bd i b -
Change  Save As Switch Select  Edit Refres (= Draft
Chart Type Template | Row/Column Data Data  Dats | | - e
Type Data Chart Layouts Chart Styles Mode

The second tab is Layout. This gives you finer control over the different aspects of your chart,
including analysis tools, the chart title, axis labels, and the legend.

T —————
-

Home Insert Page Layout References Mailings Review View Design Layout Format
Series "Series 17 - - = 3 |z =8
| @ B (G (o] o] ] ] el ] el (0] [ ) | L [ [
%FormatSe\edion
Picture Shapes Draw Chart  Axis Llegend Data Data Axes  Gridlines Plot  Chart Chart Trendline Lines Up/Down  Error
&4 Reset to Match Style *  TextBox | Titlew Titlesr ~  Labels~ Table~ - - Area~ Wall* Floor~ Rotatlon Bars Bars
Current Selection Insert Labels Axes Background Analysis

The final tab, Format, gives you control over the individual shapes in your chart.

T ——————
—

Home Insert Page Layout References Mailings Review View Design Layout Format
Series "Series 17 - ﬁshape Fill = A . . 4y Bring Forward I= Align - ".J - o
) N . EAL R -
% Format Selection E - L_r" Shape Outline ~ / \‘. /i _/ a1 Send Backward @ Group
— = F=\Y = Pasition Wrap |0 -
.ﬁ Reset to Match Style = | = Shape Effects ~ - Text Eﬁ Selection Pane Sk Rotate o T
Current Selection Shape Styles ) ‘WordArt Styles Arrange Size
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Picture Tools
The Picture Tools — Format tab appears when you select a picture or ClipArt object:

= e | () |’
Format (5

Home  Insert  Pagelayout  References  Mailings  Review  View

Corrections = J&{ Compress Pictures . § & Picture Border = [ B Bring Forward = [ Align = o
_4 ® bE§ P! 2 AR e B B — = £ [ LJJ L I’_ a9 ;lﬁf i 19°
g Color ~ B3 Change Picture |d‘ d‘ el d d Y ~| & Picture Effects = [ send Backward ~ [#] Group ~
Remoiie L J i o 1B Position Wrap Crop =194
Ba Artistic Effects - % Reset Picture = | 53 Ficture Layout - Text- DifySelection Pane D Rotate - o el
Adjust Picture Styles 5 Arrange size

These tools let you adjust almost every aspect of your picture, including brightness, contrast,
color, size, style, effects, shape, border, and position.

Header and Footer Tools
If you double-click the top or bottom part of your document, you should see the Header & Footer
Tools — Design tab:

T ————————
Home Insert Page Layout References Mailings Review View Design
=h D =j 3 ] ElE= j 5, Previous [[] Different First Page =+ Header from Top: 0.5 s B
= = 3 T = 4} -
— = £ == L .ﬁ; Mext |:| Different Odd & Even Pages E,-'t Footer from Bottom: 0.57 -
Header Footer Page Date Quick Picture Clip Goto Goto Az _ X Close Header
- »  Mumber= & Time Parts~ Art Header Footer & Linkto Previous Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Mavigation COptions Paosition Close

This tab lets you control the appearance, content, and alignment of the text that appears on the
top and/or bottom of every page.

Developer Tab
The Developer tab is not shown by default when you install Word 2010 on
your computer. This tab gives experienced Word users who are familiar

with Visual Basic for Applications (VBA), Extended Markup Language I save
(XML), and form controls to use these elements in conjunction with their

Save As
document.

ﬁ Open
For example, a developer could use the Code group to program their own EF Close
specific macros. These macros would be much more specialized than the

Info

simple ones that you can record using the View tab.

Recent
Let’s look at how to enable this tab. -

Mew

Click File > Options:
Print
Save & Send
Help

|z] Options

4 Exit
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When the Word Options dialog appears, click Customize Ribbon in the list on the left. Click the
checkbox beside the Developer tab to enable it and then click OK:

-

9 ]

Word Options
General . - .
Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: (i) Customize the Ribbon: (i
Froafing Popular Commands El Main Tabs EI
Save
L sﬂ' Accept and Move to Mext - Main Tabs
anguage = Align Left F =l [Z]Home
Advanced V= Breaks 4 Clipboard
Bullets » Font
Customize Ribbon Center Paragraph
<5 Change List Level v Styles
CQuick Access Toolbar 3 Copy | Editing
% cut 3 [¥] Insert
Add-Ins Define Mew Number Format... [¥] Page Layout
Trust Center &) Delete References
ﬂ Draw Table Mailings
li&f Draw Vertical Text Box
[l E-mail L
34 Find.. E
Faont I-
A Font. Blog Post E
A Font Calor [» [#]Insert (Blog Post)
Font Size I~ Outlining
# Format Painter Background Removal
A" Grow Font
& Hyperlink...
AB' Insert Footnote
$§ Line and Paragraph Spacing 3
F Macros
1 Mew
_d Mew Comment
:] Mext Mew Tab ] [ Mew Group ] [ Rename... ]
i= Numherinn [y ™ - .
Customizations: i)
Keyboard shortcuts: Import/Export ¥ [0
[ ok ||| cancel
oy
The Developer tab will now be visible:
m_Home Insert Page Layout References Mailings Review View Developer
' = Record Macra T— Aa Aa (= B Design Mode l_@ % Schema -1 |}3 o
% 11@ Pause Recording o === _55 |_‘E EH 2 Properties (3] Transformation R = 5
Visual Macros ) Add-Ins  COM = . Structure ., . Elock  Restrict | Document Document
Basic A Macro Security Add-Ins ﬁ [ - 18l Group & Expansion Packs | juthors - Editing | Template  Panel
Code Add-Ins Contrals XML Protect Templates
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Step-By-Step

In this exercise, you are going to look at the Acme Widget Company’s annual report and make it
more in line with their new color scheme.

1. Open Session 3.5 document from your Exercise Files folder.

@ SE.ssicn 3.5 Completed. docx
Microsoft Word Document
376 KB

2. Click the existing title and change it to “Annual Report:”

&
: Title

Annual
Report! 1

Velsoft International Inc.

3. Click in the blank area under the title to add “Acme Widget Company” as the subtitle. Then
change the author to “Steve Widget:”

E3

Annual
Report

Acme Widget
Company

: Author
Steve Wid getl
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4. Asyou edited the title page, did you notice the Table Tools contextual tabs appear? Click
the Design tab now:

Home Insert Page Layout References Mailings

Header Row First Column i * —_— - ﬂ —__]J
Total Row Last Column ¥z pt - B
p

Draw Eraser

Banded Rows [] Banded Columns ﬁPen Color - Table
Table Style Options Drraw Borders (]

RN TR R SRR K R S SRR ERES EXRN KRR KRR, S K

::::: ::::: ::::: ::::: - Bnrdersv ]:,l'!pt - | =
i o - _ _ o ___ ————_ = L
Tl} ﬁPen Color = T
Table Styles Draw Border
N Co
% More
Chowose a visual style for the table.
ion 3.5 [Compatibility Mode] - Microsoft Word Table Tools
yout References Mailings Review View Design i Layout
Plain Tables -
== la
1 Built-In |
| epe—— _____ _____ o ___ _____ _____ —____ "
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6. The title page should now look something like this:

Annual
Report

Acme Widget

Company
Steve Widget

Scroll to page 2.

7.  Click the Acme Company Widget Sales title on page two. A new contextual tab (WordArt
Tools) appears in the ribbon:

Home Insert Page Layout References Mailings Review View Format (2 7
# 3 P Ze =g EEE
ES Calibri (Bodyl - 11 AN A = =, AaBbCcl aBbceDe AaBh( #
= | 4= - -
Paste B J U ~abe x, X° ar . A - A TNormal | Mo Spacing Headingl |_ Change Editing
ste u b - Dy e &9 7| Styles~  ~
Clipboard = Font (] Paragraph [F] Styles )
O ST TR FEN S RN Y SN K S, T A =
2] i RN RS SRR R KRS TRRRRRA SERNRAER1 AR TP | |
i a

Acme Company Widget Sales *

Click the Format tab.

8.  Click the Shape Outline command and then select the purple color from the theme colors:

ST il

References Mailings Review WView Format
& Shape Fill = D il
WordA,, - T2 shape Outline - — J.:I‘:.L
= | Theme Colors 3, Effect:

ordArt Styles HE EEEN %l Wy Effects

1 e e o]
— IIIII Purple,W

Standard Colors
N fEEEERm
Mo COutline

Acm i) More Outline Colors.., dget Sal'e
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9. Now click the image of a hammer. The Picture Tools — Format contextual tab will appear.
Click the Format tab:

File Home Insert Page Layout References Mailings Review View Format ) 7
i ¥ i ] - - 1
i Corrections ﬁ | [ E— — z Picture Border 7] = [y Bring Forward 1= _. i 10 -
% Color = ‘% |‘ ‘d ‘ ‘ ~ | = Picture Effects = Lﬁ Send Backward ~ %’
. - N Position Wrap . Crop —1 194" :
nd Artistic Effects QE = Picture Layout - Text~ 0rip Selection Pane Sk~ - R A
Adjust Picture Styles ) Arrange Size B
|1| { I R R Y T I
m 24511 B
B 78461
- =]
m
-

10. Click one of the picture styles. (Remember, you can use the pull-down arrow to view more
styles.) The example has selected Drop Shadow Rectangle:

eszon 3.5 [Compatibility Mode

File Home Insert Page Layout References Mailings Review View Format

i Corrections = ﬁ D’ Picture Border = &
=
g % Color -~ % |-ﬂ‘ |d‘ ‘—‘ ; = Picture Effects -
nove o QE l}_ N Position
Adjust Picture Styles P}
Il {
E I TN -!DropShadowRectangle
™ 24960
71793

' 3
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11. Now scroll down to the chart and click anywhere in its border. Click the Chart Tools —
Design tab:

Insert Page Layout References Mailings l:\ Layout Format
"TIEEEYY =
S0 s A dh - | el | | S e
Change Save As Switch Select  Edit Refresh —  —— . Draft
Chart Type Template | Row/Column Data Data Data £ -
Type Data Chart Layouts Chart Styles Mode
o R W OO OO T DO OO oy 00
= = T . T : T i ; ; : g : :
-
@
= mSeries 1
- mSeries? [}
|  Series 3
: Catazory 1 Category 2 Category 3 Catezory4

12. Click the pull-down arrow by the Chart Styles group and choose any purple style:

Chart Tools
References Malllngs Review View Deslgn Layout Format

®
Refrash

Data —

Z?

—_ o = T o= TR TR
T 4!'___'»_&"_“_:, 4!'___1_1"_“_3 c—'—_"_!'_‘_j 4!'—_"_1',_‘__; M ""IIL, <

h Style 14 .

i

?7

A

S, Sod Mo

j N
g, W, W, ||
---I

Category 1 Catagory 2 Category 3 Category 4

13. Save the file as Session 3.5 Completed and then close Word.

Ver. 1-1, Sept. 2012 153



Microsoft Introductory Word 2010 Guide

Activity 3-5

Objective

Briefing

Task

Hints

Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

To become an expert in one of the contextual tabs.

Your team is just starting to learn about Microsoft Office Word
2010. Each team member is assigned a tab to explore and then
report back to the others.

Choose one of the contextual tabs. Examine the groups and
commands on the tab. Don’t be afraid to click around and find out
what you can do!

Click on your chosen object in the sample document to make the
tab appear.

@ Activity3.S.docx
|_I Microsoft Ward Document
445 KB

What useful commands did you find?
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Session 3-6: Customizing the Ribbon

You will look at one last customization task before you get into the details of actually creating a
document. This session will explore a new feature to Word: The ability to customize the ribbon.

Getting Started

Click File = Options and then click Customize Ribbon. This view should look familiar to you;

customization of the Quick Access Toolbar is very similar:

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from: (i
Popular Commands El

Customize the Ribbon: (i

Main Tabs [~]

Accept and Move to Next -
Align Left
Breaks 3
Bullets 3
Center
Change List Level 3
Copy
Cut
Define New Mumber Format...
Delete
j Draw Table
..... Draw Vertical Text Box

o E-mail
Font I~
Font...
Font Color 3
Font Size I-
Format Painter

s TS

m

g

Hyperlink...
B' Insert Footnote
Line and Paragraph Spacing 13
Macros
MNew

Main Tabs

[¥] Home

[V]Insert

Page Layout

[V] References
Mailings

[¥] Review

[] View

[7] Developer

[V] Add-Ins

Blog Post
[¥]Insert (Blog Post)
[#] Outlining
Background Remaoval

MNew Comment

Mext

=]
Ep)
A
A
b
A GrowFont
e,
Al
=
HES
3
a
d
2

Mew Tab ] [ﬂewGroup] [ Rename...

Mumherinn L3

Keyboard shortcuts:

Adding or Removing Tabs
The list on the right shows all the main tabs used by Word
2010. The first eight should look familiar to you:

All tabs that include a checkmark are either visible or will be
visible under the right conditions. For example, consider the

Blog Post tab. When working with a regular Word document,

you won’t see this tab, even though it is checked.

Ver. 1-1, Sept. 2012

Customizations: i

Import/Export ¥ |

Customize the Ribbon: (i
Main Tabs

Main Tabs
[¥|Home
[¥]Insert

Page Layout
[¥] References
Mailings
[¥] Review

[¥] view

[] Developer
[¥] Add-Ins
Blog Post
[¥]Insert (Blog Post)

Background Removal
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However, if you click File > New = Blog Post = Create (which creates a new document designed
for upload to your blogging service), you will see the Blog Post and Insert (Blog Post) tabs appear:

| BElog Post Insert |
5 | .

iR
g Cut _— - - AN LT IZ iZ EF aE
\j% ! @ _j . Calibri (Body) = 11 A a iz EE T AaBhCe
Publish Home Insert  Cpen  Manage Paste ' A - 8bF o - E=E = W
= Page Category Existing Accounts + < Format Painter B I Uae 4 & == = | @ M Morm
Clipboard Basic Text u
_R-- 1 1 | 2 | ER ] 4 | 7 | i | ER K
T T T T T T T T T T T T T T T T
My Blog
This is my blog.

In order to add or remove a tab, simply check or uncheck the checkbox beside the tab name. If you
like, you can even have no tabs at all:

Customize the Ribbaon: (i

Main Tabs El

Main Tabs

[ Hame

[[insert

[] Page Layout

[] references

[T Mailings

[ Review

[ view

] Developer

[T Add-Ins

[T]Blog Post
[]Insert (Blog Post)
[] ©utlining

[7] Background Remaval

—

Arranging Tabs and Groups

You can rearrange the order of tabs, groups, and individual
commands. First, expand a tab/group by clicking the + sign.
This will expand the contents of that particular tab or group.
To rearrange items, select an item and then click the up or

wWid9-0

T

down arrows to arrange the order:
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Main Tabs

Main Tabs

=l [¥] Home
Clipboard
Paragraph
Styles
Editing

[¥] Insert

Page Layout

References

Mailings

[¥] view

[ Developer

[V] Add-Ins

Blog Post

[#] Insert (Blog Paost)
Cutlining
Background Removal
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Creating New Tabs and Groups
You can create your own tabs and groups using the commands at the bottom of the Word Options

dialog:

Choose commands from: i
Popular Commands

Mew Tab

Mew Group

Rename...

Customizations: i

Import/Export ™ |

Click New Tab to create a tab and then fill it with as many groups as you would like. Highlight a
new tab/group and use the Rename button to give the new item a meaningful name. Note that
when you rename a group, you have the option of including an icon:

Note that if you highlight a custom tab and click << Remove, that tab will be gone forever.
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[ Ok J [ Cancel ]

4
A

Customize the Ribbon:
Main Tabs

=]

Main Tabs

Haome

=[] My Tab [Custam)
Group 1 (Custom)
Group 2 (Custom)
Mew Group [(Custom)

[¥] Insert

Page Layout

References

Mailings

Review

[V] View

[] Developer

[/] Add-Ins

Blog Post

[¥] Inzert (BElog Post)

Outlining

Background Removal
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Customizing Group Commands

You can add or remove groups and individual commands from custom tabs (but not from any of
the default tabs). Expand the group you want to fill with commands, select a command from the
list on the left, and then click Add >>:

Hd Page setup.. - Main Tabs
=| Page Width [¥] Home
ﬁ Paragraph... = My Tab [Custom)
[, Paste H Group [Custom)
[, Paste b w5 Quick Print
|8 Picture... Group 2 [Custom]
4_'_3 Previous Group 3 (Custom]
2 Print Preview [] Insert

= Quick Print Page Layout
Ay Quick Styles 3 [¥] References

Redo Mailings

Q} Reject and Move to Mext Review
Al save [] view
Save As [] Developer
5ave Selection to Text Box Gallery k. [] Add-Ins
5 Set Numbering Yalue... _| Blng Post

1 Clmmne & 1 8] Tem e ek PV o o Fie ot

To remove a command, highlight it in the list on the right and click the << Remove button. When
you have finished customizing your new tabs, click OK. The new tab will now be visible:

Home My Tab Insert Page |

& & G ) ™

Cuick: Open Open Mew Blank  Mew
Print Recent File | Document Comment

Group 1 Group 2 Group 3

Resetting all Customizations

Open the Word Options dialog to Customize Ribbon and then click Reset = Reset all
customizations. This will remove all custom tabs and groups. Note that this will also reset the QAT
as well.

| |
[ Mew Tab ] [ﬂewGrnup] [ Rename... ]

Customizations: i

Reset all customizations
| ok || Canc% ]|

A
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Step-By-Step

In this session you will practice customizing the ribbon and create a custom tab.

1. Open Word 2010 to a new, blank document.

2.  Click File = Options = Customize Ribbon to display the following screen. Note how it looks
very similar to the customization tool for the Quick Access Toolbar:

Word Options [

cener @ Customize the Ribbon and keyboard shortcuts.
I Display
Choose commands from: Customize the Ribbon: i
Proofing Fopular Commands EI Main Tabs EI
Save
-_/‘} Accept and Move to MNext - Main Tabs
Language = Align Left b =l [¥] Home
Advancad ',2::: Breaks » Clipboard
i= Bullets » Fant
= Center Paragraph
<5 Change List Level 3 Styles
Quick Access Toolbar 23 Copy L Editing
# cut 3 [¥]Insert
Add-Ins Define Mew Number Format... Page Layout
Trust Center £] Delete [V] References
= DrawTable Mailings
Draw Vertical Text Box Review
=1 E-mail A [¥] view
&4 Find... [[] Developer
Font I- [¥] Add-Ins
A Font.. Blog Post E
A Font Colar b [@]Insert (Blog Post)
Font Size I Cutlining
F Format Painter [¥] Backaround Removal
A" Grow Font
% Hyperlink...
AB' Insert Footnote
xi Line and Paragraph Spacing »
I Macros
3 Mew
o Mew Comment
?_] Mext Mew Tab ] [ MHew Group ] [ Rename... ]
i— -
i=

Mumhberinn L3
Customizations: i
Keyboard shortcuts: Import/Export = |1

[ OK ] [ Cancel
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3. By default, the Home tab should be expanded in the list on the right. If it isn’t, click the
word Home.

Select the Clipboard group and move it to the bottom of the groups in the Home tab by
clicking the down arrow:

Customize the Ribbon: (i)

Main Tabs EI

Main Tabs

=l [¥]Home
Font
Paragraph
Styles
Editing
Clipboard

[¥]Insert

Page Layout

References

[¥] Mailings

[] Review

(V] view

[] Developer E

[¥] Add-Ins

Blog Post @

[#]Insert (Blog Post)

Cutlining Move Down

[¥] Backaround Removal

Click OK to close the Options window and return to Word.

4, The Home tab should now look like this:

File Home Insert Page Layout References Mailings Review View &

_— .. i a—m a— = o= 84 Find ~ =5 ¥
Calibri (Body) ~ 11 ~ A A" Aa~ %‘} =7 iz v oamr | EEEE %l q % -
: H ) AaBbCeDc | AaBbCcDe AaBbCi | o Replace | ) 3

+ ahe 2 - 3 . - === =- i Change Paste
B I U X, X g A % = = E | = TMormal | TMo Spaci.. Headingl | Stylesg' I} select~ ' f

Font [F] Paragraph El Styles F] Editing Clipboard =
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5.  Click File = Options = Customize Ribbon again. Click the New Tab button in the bottom
right-hand corner of the screen:

[ NmTabDl [ﬂew Group ] [ Rename... ]

Customizations: il
Import/Export * i)

| ok || cancel |

6. A new tab will appear in the list of main tabs. Make sure the tab name is highlighted and
then click Rename:

Main Tabs
=l [¥] Home
Font
Paragraph
Styles
Editing
Clipboard
STE] iew Tab (Custom
Mew Group [Custom)
[¥] Insert
Page Layout
References
[¥] Mailings
[¥] Review
[¥] View
[7] Developer
[¥] Add-Ins
Blog Post
[¥]Insert (Blog Post)
[¥] utlining
Background Removal

L)

MNew Tab ] [ﬂemeup] [ Rename...t]@

Customizations: il
Import/Export > |0

| ok || cancal
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7. Name the tab My Tab and then add two more groups to the tab using the New Group

button.

Name the groups Group 1, Group 2, and Group 3. You can also choose an icon to identify
your group. Your list should look like this:

Clipboard
=1 [¥] My Tab [Custom)

Group 1 (Custom)
Group 2 (Custom)
Group 3 [Custom]
[¥] Insert

8. Add some commands from the Popular Commands list to your groups. Add a command by
highlighting a group, highlighting a command in the list on the left, and clicking Add >>:

Choose commands from: (i
Popular Commands El

Fage Setup...

Page Width

Paragraph...

Paste

Paste 4
Picture...

Previous

Print Preview

Quick Print

Quick Styles 4
Redo

Reject and Move to Mext

Save

Save As

Save Selection to Text Box Gallery

Set Mumbering Value...

Shapes 4
Shrink Font

Spelling & Grammar

Style I
Styles...

Table 4
Text Box

Text Box 4
Text Highlight Color 4
Track Changes

Two Pages

NP Rl 8 el G o 2 [0

m

Bk CEIEIER <>,

.'-
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Customize the Ribbon: (i

Main Tabs

[=]

Main Tabs
= [ Home
Font
Paragraph
Styles
Editing
Clipboard
=l [#] My Tab [Custom)
= Group 1 [Custom]
= Bullets
53 Copy
A Font
[=] Group 2 (Custom)
34 Find
1 Mew
[ Open
[& save
Group 3 [Custom)
[F]Insert
[] Page Layout
[¥] References
[¥] Mailings
[] Review
[7] wiew
[ Developer

1 [TF AAA Tre

»

m

-

[ Mew Tab l [ﬂewGroup] [ Rename...

Customiratinne: Rezat w i
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9. Click OK to close the Options dialog and return to the Word interface. Click My Tab to view
the groups:

Home My Tab Insert Page Layout References Mailings Review View

| — : -
[ . - "
=l A @S VDR 9
Bullets Copy Font Find Mew Blank Open Save Can't
~ Document Undo
Group 1 Group 2 Group 3

10. Click File > Options = Customize Ribbon once more and then click Reset = Reset all
customizations:

[ Mew Tab ] [ﬂemeup] [ Rename... ]

Customizations: il

Reset all customizations

| ok || cancal |

You will be asked to confirm your choice:

i Ty
Microsoft Office g

: lx Delete all Ribbon and Quick Access Toolbar customizations for this program?

- [ "I"ESDJ [ Mo ]

Click Yes to reset the ribbon and Quick Access Toolbar.

11. Close the Options dialog and then close Word to complete this Session.
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Activity 3-6

Objective To understand how to customize a tab.

Briefing Your friend is used to using Word but doesn’t write anything more
complicated than business letters to colleagues. They don’t use the
Quick Access Toolbar. They also want to remove anything else
unnecessary to the task of writing letters.

Task Remove the Insert, References, Review, and View tabs. Create a
custom tab that contains the Spelling & Grammar command and
three other commands you think might be useful.

Hints = Remember, they don’t use the Quick Access Toolbar.
* To view more commands when customizing the ribbon, click

the combo box at the top of the “Choose commands from”
list:

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from: i
Popular Commands u

Popular Commands k‘
Commands Mot in the Ribbon
All Commands

Macros

File Tab

All Tabs

Main Tabs

Tool Tabs

Custom Tabs and Groups

TTETTI & PIEF TIT TR E T F P aT T
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Chapter 3: Case Study
Objective To understand how to use the advanced tabs to polish a document.
Briefing You are preparing a handbook on team building.
Task Perform the following tasks on the sample document:
= Add two comments
= Run a spell check
= Addatheme
= |nsert a table of contents and index (the entries are already
marked)
= Add a caption to the photo on page six
= Modify the appearance of all objects so that they are
consistent with your chosen theme
Hints = There is a blank page left at the beginning of the manual for
a table of contents and marked a page for the index.
= All of these topics have been discussed in the exercises in
this chapter.
Sample Data il Case Study 3.docx
IEI Microsoft Word Document
50.1 KB

(Included is an example of a completed document.)

Online Test

Now is the time to try the online test to see if you can remember what this chapter was about!

Your teacher/trainer will provide instructions on how to access this resource.
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Chapter 4: Creating Documents

In this chapter you will learn how to:
= Create blank documents
= Create documents from templates and from existing documents
= Select text using the mouse, keyboard, and Home tab
= Cut, copy, and paste text
= Move text by dragging and dropping
= Use the navigation pane
= Use the Office clipboard
*= Find and replace text
= Use the Format Painter
= Add drop caps to text
= Apply a Quick Style to text
= Align and justify text
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Session 4-1: Creating a New Document

Now you have a basic understanding of what some different commands do, and you understand
how to customize Word’s interface, it’s time to start typing. In this session you will go over the

different ways to create a new document.

Creating a Blank Document
When Word is opened, it creates a new document and names it Document1 (visible on the title
bar). If you want to create another new document, click File > New. The Blank Document

template should already be highlighted, and you can see a preview of a blank document on the
right. Click Create to make the new document:

o

File Home

Insert

Page Layout

Document] Vicrosoft Worg EE

References

[l save
Save As
[ Open

Lj Close

Info

Recent

Mew

Print

Save & Send

Help

|21 Options

9 Exit

Available Templates

ﬁ Home

document

Sample
templates

Office.com Templ...

MLk

Agendas

—

Business
cards

Blog post

My templates

=

Award

certificates

ERERAEE
T

Calendars

Mailings Review View Developer i~ ?

Blank document

.

Recent
templates

Mew from
existing

Search Office.col =

&

Brochures \j

Create

Contracts

You can continue creating new documents this way. Each new document will be named
Document2, Document3, etc., until you start saving the files.
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Creating a Document from Local Templates

There are two types of templates: local and online. Local templates were installed on your
computer when Word was installed and include enough basic variety to get you started. Online

templates are downloaded from the Office.com repository.

To open a new local template, click File > New and then choose a category under the Home

heading. Sample templates will contain the bulk of the templates:

Hame Insert Page Layout References Mailings Review View

H Save

Save As

Gom | ©* [

ﬁ‘ Close

Recent Blank Blog post Recent Sample My templates
document templates templates

Available Templates

Office.com Templates Search Office.com {

Print
= 2 (kU2 FH
Select a template from the available list and then click Create:

Available Templates Adjacency Report

€ &  fi¥f Home » Sample templates

1]

KOO

Adjacency Letter Adjacency Merge Letter Adjacency Report

@ Document
; () Template
Adjacency Resume Apothecary Letter Apothecary Merge Letter
g ey 5 Crome
—— ‘ = ‘ ‘ | == | | = |}
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Note that there are two radio buttons above the Create button. By default, Document is selected,
meaning that clicking Create will create a new document. If you click the Template radio button, a
new template will be created which you can then modify to your liking and then save as a custom
template.

M s aBbC: asmecror

Either way, your new document will open and be
ready to use:

[Type the
document title|

|Type the document title]

Creating a Document from Online Templates

If you have access to the Internet, templates from Office.com will be available. There are more
templates available online than offline. Here you will also find templates created by Word users
who have uploaded their creations to share with others.

Opening a new online template works the same as using a local template. Pick an online category,
select a style you like, and then click Download.

Available Templates Purchase Qffer form
b Report this template to Microsoft
* fat Home » Forms » Business Provided by: DBaker
. D load size: 13KB
Office.com Templates Search Office.com for templates + ownieat sze

— Rating: 353733034 (0Votes)

PURCHASE OFFER

———

Benefits analysis form Praject Info Purchase Offer form s

Sponsorship Form Suggestion Form Web based training

evaluation form D [}

Download
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As you browse online or offline templates, you can retrace your steps by using the navigation
controls at the top of the window:

= Click the left or right arrows (Back and Forward) to step backwards or forwards

= Click Home to return to the list of online/offline templates

= Click one of the directories (such as Home, Forms, or Business) to jump to that location

Available Templates

+ fit Home *» Forms » Business

After a moment or two, the template should open and be ready to use:

i UE I Bocumentt [Compatibility Mode] & Microsoft Word |G- [l
Home | Insert  Pagelayout  References  Mailings  Review  View & @
- 3 - - AT AT .o mal iz iz L. IEGE A A Find -
B Tahama IR N et T FFE 4T AQB| AaBbCe Ao AwBbCD Aabced AaBb( A Rt
Paste (B| 7 U ~ abe = ar . A === & = & cnange | = eplace
o s u - X, X A~ Si=1E=s BEE Wesingl Hesing2 Heacing3  TMommsl NoSpac. Ttle o ChANGE o

Clipboard Font Paragraph Styles Editing

J» &1

[Travel Agency Name]

Travel Request Form Fax to: [Travel agency fax number]

i Personal and Billing Information

Traveler name

E-mail

Department

Phone

Fax

Delivery address

Creating Documents from an Existing Document

You may come across a document with formatting you really like. However, if there is no
template, it could take a long time to recreate all that formatting. To help out, Word lets you
create a new document based on an existing document.

This feature does the same thing as opening the original document, clicking File = Save As, and
then giving the document a new name.
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To do this, click File > New = New from Existing and then select the source document in the

dialog that appears:

| save
Available Templates
Save As
-

|.3 Open @ Home

" e
[ Close

T =
Info clAy il ]
= = —
Recent Blank Blog post Recent Sample My templates
document templates templates L
Print - dd
. ENEW from Existing Decument
Save & Send MNew from — :
existing @U'l .« Word 2010 » Intermediate » - |¢.’ || Searc
Help Office.com Templates T — Mew folder
B i Download :
£ Options - e Documents library
B3 Exit = e i Recent Places Intermediate
i} . pics
Agendas Award A Evercise Files b i l Exercise Files
certificates . Access2007f_Exercisel I 1 File folder
. . . il MicrosoftOfficeWerd2010_Interme
T i Libraries IE‘I | diate_InstructorGuide.docx
—1 @ Documents — | Microsoft Word Decument
- = J’ Music 3

Click Create New. This will basically make a copy of the existing file and provide a new version of
the file to work with. The original document will be left untouched.

Using the Recently Used Templates Area
Once you have downloaded or opened
templates, a shortcut to the template is
saved. To reuse a template, click File > New
- Recent templates:
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Home Insert Page Layout References Mailings

H Save

Available Templates

Save As
3 Open + fif Home
|j" Close
TR
Info Q xL;J
Recent Blank Blog post Recent
document templates

s

Office.com Templates
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Now pick a template from the list and then click Create:

Home

Insert Page Layout

References

Mailings Review View

LH Save
Save As
E Cpen
ﬁ‘ Close

Info

Recent

Print
Save & Send

Help

[:j Options

9 Exit

Step-By-Step

Available Templates

€ 4 fit Home

Adjacency Report

Fax Temnplate

Recent templates

Developer

Adjacency Report

XXAXXXXAXXX

In this exercise, you will begin the process of creating an agenda for an upcoming conference.

1.  Open Word and click File > New = Sample Templates:
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Insert

Page Layout

References

Mailings

Save As
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[ Close

Info
Recent
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Available Templates

+ + & Home

Blank
document
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Recent
templates

Sample
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2.  Select the Executive Newsletter template and click Create. (If you don’t see this particular
template, please select another stylized template.)

File Home Insert

Page Layout References

Mailings

Review View Developer

Q Save
Save As
[ Open
ﬁ Close

-

Info

Recent
i
Print

Save & Send

Help
|1 Options

£ Edt

Available Templates

fat Home * Sample templates

Executive Newsletter

Executive Newsletter

Executive Report

Executive Resume

T

Median Fax

Median Letter

Median Merge Fax

3. The new template will open in a new window. Click File = Save As and name the document

Session 4.1 Complete

d:

-
@ Save As

Organize + Mew folder

- m
@@v 1. % Word 2010 » Foundation >_E1(ercise Files » Sectiond - | +4 | | Search Section 4 pel |
B e ) -

Y
"=l Recent Places

1 pics

| Exercise Files

- Libraries
@ Documents
JF Music

[&=| Pictures

Documents library

Section 4

N WordZﬂU?f_ExercH

-

Nao items match your search.

Arrange by:  Folder =

File name:

Lesson 4.1 Completed|

Save as type: ’

Word Document

Authors: Velsoft

Maintain

4~ Hide Folders
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compatibility with
previous versions of
Word

Tags: Add atag

Save Thumbnail

v

Tools = I

Save I ’ Cancel
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If you receive a warning about saving the document in the new Word format, click OK to

continue:
rMichsuftWord

changes in the layout of the document.

document.

7] Do nat ask me again

You are about to save your document to one of the new file formats. This action will allow you to use all the new features in Werd, but may cause

I Tell Me More...

Click OK, to continue, or dick Cancel and select the "Maintain compatibility with previous versions of Word™ checkbox to preserve the layout of your

(9 [

4. Click File > New = Recent templates:
Home Insert Page Layout References Mailings Review View
H Save
Available Templates
Save As
-
23 Open fat Home
F Y
[ Close
Info
Recent Recent Sample L
document templates templates 1
Print
Save & Send My templates  New from
existing
5. Thetemplate you just used should be in the list:
Home Insert Page Layout References Mailings Review

H Save
Save As
= Open
fj" Clase

Info

Recent

Print

Save & Send
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6.  With the Backstage menu still visible, click the Recent link on the left:

.i. Home 1

[ save

Save As
[3 Open
[ Close

Info

Recent %

7.  Allrecent files will be listed here, with the last file right at the top of the list:

e ee— —_—
i f) > (3 =0 Lesson 4.1 Completed - Microsoft Word =
6 P
File Home Insert Page Layout References Mailings Review View
d ¥ )
= save
Recent Documents
Save As
Lesson 4.1 Completed <
o (w]= _ . - =
&5 Open =| nNMy Documents\Office 20000\Word 2010 Foundation'\Exercise Files\Se..,
"
Close
o @4 | ChUsers'Welsoft\Dlocuments\Office 20100Word 20100Foundation\Exercise Files\Section 4\Lesson 4.1 Completed. doox
Info ] . .
@4 MicrosoftOfficeWerd2010_Foundation_InstructorGuide =
m =| My Documents\Office 2010\ Word 2010 Feundation
) lesson35 el .

8.  Atthe bottom of the Recent list, click the checkbox to “Quickly access this number of
Recent Documents.” Change the number in the text box to 4 by clicking the small up arrow:

Quickly access this number of Recent Documents: 4 = [ Recover Unsaved Documents

9.  This will show the latest three recent documents at the top of the Backstage menu. You can
keep the most recent documents visible if you like, or uncheck the checkbox at the bottom
of the Recent list to remove them.

10. Close all Word windows to complete this Session.
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Activity 4-1

Objective

Briefing

Task

Hints

Ver. 1-1, Sept. 2012

To practice using templates.

You and your neighbor are having yard sales on the same day. You
have offered to make signs for each sale.

Browse the online templates and look for a template that could be
suitable for a flyer. Save the file and then create a new file from
that existing file.

You can use any methods you like to customize your document.
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Session 4-2: Selecting Text

This session will show you some faster, easier ways to select text.

Selecting Text with the Mouse

You can click and drag your mouse to select text. When text is selected, the text will appear

highlighted (usually with blue), like this:

Thistextisunselected, TTi stextisselected,

Once text has been selected, any changes you make will be applied to the entire selected portion.

Selecting Text with the Keyboard

Depending on the application, selecting text with the keyboard is usually faster than using the
mouse. Most of these commands involve using the keys in the middle of your keyboard (Home,

End, and the arrow keys).

Here’s a list of how to select different items:

Select a letter to the left of your cursor

Select the letter to the right of your cursor

Select text from your cursor to the beginning of a word
Select text from your cursor to the end of a word

Select from your cursor to one line above

Select text from the position of your cursor to one line below
Select text from your cursor to one page above

Select text from your cursor to one page below

Select text from your cursor to the beginning of the line
Select text from your cursor to the end of the line

Select text from your cursor to the beginning of the paragraph
Select text from your cursor to the end of the paragraph

Select an entire document

Ver. 1-1, Sept. 2012

Shift + Left Arrow

Shift + Right Arrow

Ctrl + Shift + Right Arrow
Ctrl + Shift + Left Arrow
Shift + Up Arrow

Shift + Down Arrow
Shift + Page Up

Shift + Page Down

Shift + Home

Shift + End

Ctrl + Shift + Up Arrow
Ctrl + Shift + Down Arrow

Ctrl + A

177



Microsoft Introductory Word 2010 Guide

Selecting Text and Objects with the Home Tab

You can use the Editing group on the Home tab to select text and objects. Click the Select button
and then click what you want to select:

&4 Find ~

a
wac Replace

S Select All
kg Select Objects

Select Text with Similar Formatting
{; Selection Pane...

You can choose to select all the text in the document or select text with similar formatting. Use
Select Objects to select images, charts, etc.

Tips and Tricks

Once you get good at selecting text, you’ll find all kinds of ways to make selecting text easier. Here
are a few tips and tricks to get you started:

= |f you have a block of text selected and you start typing, the selected text will be erased
and your new text will replace it.

= You can select a block of text and drag and drop it into anywhere in your document. You
can also use the navigation pane to move large amounts of text.

* You can select any level of text (letter, word, phrase, paragraph, page, document, or parts
thereof) and manipulate it. This means you can bold a single letter the same way you
would an entire document.

= You can double-click a word to select it. Triple-click to select the whole paragraph.

= If you want to delete a portion of text, you can select it and hit either the Backspace or
Delete keys on your keyboard rather than cutting it.

= You can cut or copy a portion of text and then paste it in a separate document or word
processing program (like Notepad or WordPad, which come with Windows).

= You can select different parts of text by selecting the first part, holding the Ctrl key, and
selecting another part.

= You can select a large portion of text by selecting the first word, holding the Shift key, and
selecting the last word.

= To deselect text, just click anywhere in your document.
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Step-By-Step

In this session, you will practice selecting text.

1. Open Session 4.2 from your Exercise Files:

@ SE_:Eiu:n 4.2.docx
Microsoft Waord Document
218 KB

2. Quickly click the title three times. This will select all the title text at once:

Session One: Introduction and Course
Overview |,

(This action is called a triple-click.)

3.  When the mini toolbar appears above your mouse pointer, click the Italic command:

Cambria ~ 26 - A" A" iE iE
B I UE¥-A-¥

Session One: duction
Overview

4. Now click anywhere in the words “Course Overview” to place the cursor:

Course Ovelrview i

In today's fast-moving world, many m

B e Thimns smmmine bnm mmlom Al #m

5.  Word allows you to select text that is similarly formatted. For example, you can select all
instances of text that have the same formatting as this title. But in order to do this, you
have to change one option in Word.

Click File = Options = Advanced and then check “Keep track of formatting:”
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General
Display
Proofing
Save

Language

Advanced

Customize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

Click OK.

6. In the Home tab, click Select = Select Text with Similar Formatting:

3 Advanced options for working with Word.

Editing options

Typing replaces selected text
When selecting, automatically select entire word
Allow text to be dragged and dropped
Use CTRL + Click to follow hyperlink
|:| Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Use smart cursaring
|:| Use the Insert key to control gvertype mode
|:| Use overtype mode
|:| Prompt to update style
|:| Use Mormal style for bulleted or numbered lists

Keep track of formatting
Mark formatting inconsistencies

Updating style to match selection: | Keep previous numbering and bullets pattern

Home Insert Page Layout References 3
o ind -
j ' Werdana 11 v A AT Aa- | L 4 Find
- EF] 2 Replace
Faste . T U -~ abe % x abr . A - % Change
. <7 E = : - Styles = | | b Select -
C"DbDEI’d Fl Font Fl Fl Select All
i'ﬁ 1 : | Select Objects

Select Text with SimiITr}FormattiHQ
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Session One:
Overview

Course Overview

In today's fast-maving world, n

resource issues. They may be a |
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7. Allinstances of this text throughout the document are now selected:

Course Overview

In today's fast-moving world, many managers and supervizors are
resource issues. They may be asked to take part in developing job
take responsibility for discipline. This three-dayworkshop will intr
resource concepts. We will walk you through the hiring process, fi
conducting the interview; discuss orientation; and cover some isst
diversity issues, compensation, and discipline).

Learning Objectives

At the completion of this workshop, you will be expected to know

8. Press Ctrl + A on your keyboard. How does the selection change?

Session One: Introduction and Course
Overview

Course Overview

In today's fast-moving world, many managers and supervisors are expected to deal with some human
resource issues. They may be asked to take part in developing job descriptions, sit in on interviews, or
take responsibility for discipline. This three-day workshop will introduce those managers to human
resource concepts. We will walk you through the hiring process, from performing a skills inventory to
conducting the interview; discuss orientation; and cover some issues that arise after the hiring (such as
diversity issues, compensation, and discipline).

Learning Objectives

At the completion of this workshop, you will be expected to know and understand:

9. Close Word without saving changes to the document.
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Activity 4-3

Objective

Briefing

Task

Hints

Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

To use select tools to quickly modify a document.

You are preparing a handout for a company meeting and the
formatting needs to be modified.

Format the document in the following way:
= Add the Title style to all text
= Add a text effect to all text relating to Ben Franklin and
Sherlock Holmes
= Add bold to all text relating to Shakespeare
= Add underline to all text relating to Columbus

The Title style can be found in the Styles group on the Home tab.

@ -ﬁu;ti*.-‘it;.-‘ﬂl.lu:lu:u:x
Microsoft Word Document
80.7 KB

=  What selecting techniques did you use?
= Although the data was in a table, did you find selecting any
different?
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Session 4-3: Moving Text

You will now explore how to move text around. In this session, you will cover the staples for
moving text: cut, copy, and paste; drag and drop; the navigation pane; and Find and Replace.

Many of the skills you will learn in this session apply to much more than just Word 2010. These
skills are used in one way or another in almost every computer program there is!

Cutting, Copying, and Pasting Text
Cut, copy, and paste are fundamental skills. Cutting and copying involves placing the text on the
clipboard. Pasting text involves putting that text somewhere else.

You should cut text when you want to move it from one location to another, or when you want to
remove text that you may need later. To cut text, select the text first. Then, click the Cut button (
#) on the Home tab. (You can also right-click on the text and click Cut or use the Ctrl + X shortcut.)

Use the Copy command when you want to copy text from one location to another. First, select the
text you want to copy. Then, click the Copy button (“2) on the Home tab. (You can also right-click
on the text and click Copy or use the Ctrl + C shortcut.) It won’t look like anything has happened,
but your text has been copied to the clipboard.

Once you've cut or copied your text, you can paste it anywhere you want. Just click in the spot you
want the text to appear and click the Paste button on the Home tab. (You can also right-click in the
spot and click Paste or use the Ctrl + V shortcut.) Don’t forget that paste will only insert the last
item that was cut or copied.

Let’s take a look at an example.
The wolf was faster and jumped over all of them.
The quick brown fox jumped overthe lazy dog.

The quicker red fox jumped overthe lazy dog.
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This is obviously not in the right order, so select the first line and click Cut.

Home Insert Page Layout References Mailings Review

View
% Cut ibri - . AT LT - TS e tDe | EEEE 4]«
a Calibri (Body) 11 A A Aa- | B ==ty | EEE S
=53 Co
Paste - B - aR . A .E == | 1=
- # Format Painter B I U-aex x|f — % = = = | =
Clipboard a Font a Paragraph
Cut (Ctrl=X) I_

Cut the selection and put it on the
Clipboard.

The wolf was faster and jumped over all of them.
The quick brown fox jumped overthe lazy dog.

The quicker red fox jumped overthe lazy dog.

Then, you will click to place our cursor at the end of the text and click Paste.

Home Insert Page Layout References Mailings Review View

# Cut

Calibri (Body) ~ 11 = A" A7 | Aa~  ®) = - i= -z EEEE 4]

= = i- === 2
I}_ﬁ Copy
Paste - 2 .. A .g == t=. .
- yFormatPainter LT abe X, x Lo — — = = | ¥= Q i
Clipboard a Font a Paragraph
Paste (Ctrl+\V)

Paste the contents of the
Clipboard.

The guick brown fox jumped overthe lazy dog.

The quicker red fox jumped overthe lazy dog.
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Our text now looks like this:
The quick brown fox jumped overthe lazy dog.
The quicker red fox jumped over the lazy dog.

The wolf was fasterand jumped over all of them.

If you originally clicked copy and then pasted the sentence at the bottom of the document, the
end result would look like this:

F&, (Ctrl) =

The wolf was fasterand jumped over all of them.
The quick brown fox jumped overthe lazy dog.
The quicker red fox jumped over the lazy dog.

The wolf was fasterand jumped overall of them.|

Once you have pasted text, you will see the paste icon at the end of the text:
The quick brown fox jumped overthe lazy dog.
The guicker red fox jumped overthe lazy dog.

The wolf was fasterand jumped overall of them.

Click this icon or press Ctrl to see the following options:

R (Ctrl) ~

B2 (Ctrl) ~
Paste Options:
A

Set Default Paste...

&
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Here is an overview of each choice:

Keep Source Formatting

e

Merge Formatting

i

the document.

Keep Text Only A Changes the formatting of the pasted text back to the
default font and size with no formatting.
Set Default Paste... Opens the Options dialog so you can control how

future paste operations work.

Keep the formatting from the original text.

Change the pasted text’s formatting to match that of

You can even cut, copy, and paste between Word documents and other programs. Just remember

that pasting text from Word into other programs can changes or remove formatting.

Using the Office Clipboard

The clipboard is a location where cut and copied text/objects are stored until they are pasted.

Normally you can only store one object at a time on the clipboard. However, if you open the Office

Clipboard, you can save up to 24 items at a time and paste them as needed.

To begin, click the option button in the Clipboard group on the Home tab. You will then see the

Clipboard pane appear on one side of your screen:

M 9~ @ =T

== | ¥

Home Insert Page

e

B d Cut Calibri (Boc
e 53 Copy
aste
- anrmat Painter B I I
Clipboard
1 of 24 - Clipboard v X

[qﬂ Paste Al ] [.j Clear All ]

Click an item to paste:

IEI___] The wolf was faster and a0
jumped over all of them,

Page:1of1 | Words:10 | 5 | &=
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Every time you cut or copy an item, it will automatically appear in the clipboard. You will also see a
notification appear in your taskbar, accompanied by the Office Clipboard icon. Right-click this icon
for options:

| o] LF
Show Office Clipboard LE

Clear All DIMiZE...
Stop Collecting

Options )
aill 4

To paste an item from the clipboard, click to place your cursor somewhere in the document and
then click the item you want to paste:

3 of 24 - Clipboard - X

[lﬂ Paste Al ] l& Clear all l

Click an item to paste:

®7 You will then see the o
Clipboard pane appear to
one side of your screen:

& = — The quick brown fox jumped over the lazy dog.
. % T The quicker red fox jumped overthe lazy dog.
] The wolf was faster and \\ The wolf was faster and jumped over all of them.

jumped over all of them,
d9- &=
m Home Insert Page

_u_=] J‘: Cut Calibri [Boc
Paste A copy B 7 U
- f Farmat Painter =
Clipboard T
1 of 24 - Clipboard - X

[lﬂ Paste All ] [& Clear al ]

Click an item to paste:

I'Ful_] The wolf was faster and o
jumped over all of them,

| =
Page:1 of1 | Words: 10 | o [ E |

& (ctrl) -
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You can right-click items or click the pull-down arrow in the clipboard to view a paste menu. You
can also delete the item from the clipboard using this menu. There are also Paste All and Clear All
buttons at the top of the clipboard. To close the clipboard, click the X in the task pane:

3 of 24 - Clipboard - [x]
@ Paste All | [3X Clear Al
Click an item to paste:

IE__J You will then see the i
Clipboard pane appear to
one side of your screen:

) =

(] The wolf| [, Paste
jumped o
>( Delete

The Options button at the bottom of the pane controls how the clipboard operates.

| Show Office Clipboard Eutu::rr:;tirlallyl
Show Office Clipboard When Ctrl+ C Pressed Twice
Collect Without Showing Office Clipboard
v | Show Office Clipbeard Icon on Taskbar
v Show Status Mear Taskbar When Copying '

Options N L; || |

Dragging and Dropping Text
Word lets you drag text around in your document. Select the text first. Then click and hold on the
text and drag the text where you want it.

The wolf was fasterand jumped overall of them.

The quick browgtfox jumped overthe lazy dog.

The quickgf red fox jumped over the lazy dog.

When you’ve reached your location, release the mouse button. The text will look just like it’s been
cut and pasted (you will even have paste options), but in some instances the operation is quicker.
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Moving Text with the Navigation Pane
The navigation pane is a new feature to Word 2010, replacing the document map. The navigation

pane highlights text that is defined by certain title styles. For example, here is the document map
for the first part of Chapter 4:

Search Document =
Z oo | 2 . v
Section 3: Case Study -

Section 3: Review Questions
4 Section 4 Creating Documents
4 Lesson 4.1: Creating a New Document
Creating a Blank Document
Creating a Document from Local Templates I"\"’
Creating a Document from Online Templates
Creating Documents from an Existing Document
Using the Recently Used Templates Area
Step-By-Step
Skill Sharpener
4 |esson 4.2 Selecting Text

As you can see, the hierarchy of content is defined by the titles. Chapter titles are highest,
followed by Session titles, and then topic titles. Clicking a title (like the one under the mouse
cursor in the image) will jump the cursor to that Chapter.

The navigation pane enhances on the ability to drag and drop text. One new feature in Word 2010
is the ability to click and drag titles, and all content associated with that title, using just the
navigation pane. For example, if you wanted to move “Creating a Blank Document” to the end of

Session 4.1 in the image above, just click and drag that title to the new location.

You will explore the search functionality of the navigation pane in the next topic.
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Finding Text

If you have to search through a long document, Word lets you easily track down all instances of a
word or phrase. To find text, click the Find button on the Home tab. (You can also use the Ctrl + F

shortcut.)

——

A
33 Find =
bC - 2ac Repla
ot - EQ,TQEE ls Select ~
) Editing
_| Find (Ctri+F) |

Find and select specific text,
formatting, or type of information ]
within the document.

You can also replace the
information with new text or
formatting.

This will highlight the Search bar in the navigation pane. (If the navigation pane is not visible, it will
be after clicking this command.)

Mavigation * X

0|

Z oo | 2 .-

4 Section 4: Creating Documents -
4 |esson4.1: Creating a Mew Document

Type a word or phrase into this box. As you type, any matching words or phrases will be
highlighted in yellow in the document and in the navigation pane itself:

Selecting Text with the Keyboard

Tips and Tricks
Step-By-Step
Skill Sharpener

4 Lesson 4.3: Moving Text
Cutting, Copying, and Pasting Text
Using the Office Clipboard
Dragging and Dropping Text

Selecting Text and Objects with the Home Tab

Type a word or phrase into this box. As you type, any matching words or phrases will appear
highlighted in yellow in the document and be highlighted in the Navigation Pane itself:

/1

S

| Moving Text with the Navigation Pane |
Finding Text
Replacing Text I

You can search for anything at any time while the navigation pane is open. You will explore some
other features of the navigation pane later.
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Replacing Text

One useful feature in Word is the ability to replace one word or phrase with another. This is
particularly useful if you have misspelled a proper name! To use the replace function, make the
navigation pane visible and then click the pull-down arrow beside the search bar. Click Replace:

ilNauigatinn v X ||| IR
*| 'search Document 0= ||
= | OO Options...
= | oo J 1
4 Lesson 4.3: Moving Text g4 Find..
Cutting, Copying, and Pasting Text Sac PReplace.. L}
Using the Office Clipboard = GoTo.
Dragging and Dropping Text Find:

(You can also click the Replace command on the Home tab or use the Ctrl + H shortcut.)

This will open the Find and Replace dialog and display the Replace tab:

-

Find and Replace l 2 ﬁw
| Fnd | Replace | goTo |
Find what: sales |Z|
Options: Search Down
Replace with: | deals| |Z|
[ Replace ] [ Replace All l [ Find Mext ] [ Cancel ]

Enter the word or phrase in the “Find what” text box, and then enter the word or phrase for
replacement in the “Replace with” box. Then use one of the buttons at the bottom:

More Opens advanced options, which you will cover later on.

Replace Will find the next instance of the word or phrase. Then, you must click Replace again
to confirm each replacement.

Replace All  Click Replace All to replace every instance of this word or phrase.
Find Next Finds the next instance of the word or phrase.

Cancel Closes the dialog box without making any changes.

Note the Find and Go To functionality also available in this dialog.
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Step-By-Step

You are preparing an agenda for an upcoming conference and some changes need to be made.
You will use the tools you have learned in this Session to make some changes quickly and easily.

1. Open two Word windows and open these two files from your Exercise Files folder:

il List of Changes.docx
IE 4 Microsoft Word Docurment

13.6 KB

-- Seszion 4.3.docx
|£I E Microsoft Waord Docurment
16.0 KB

2, Look at the first item in the list of changes and then switch to Session 4.3:

List of Changes

“Sales and marketing” is now “steals and deals” '4—

Bjorn Rettig will no longer be presenting; Sam Sybaril will be taking his place

The Employee Motivation presentation will be replaced by “The Carrot, the Whip, and the Plant”
We will no longer be having funin the last presentation on'Wednesday

Kenneth F. Ledyard, Ir. will now be presenting from1:30 pm to 3 pm on Tuesday

3. Click the Replace command in the Home tab and enter the information highlighted below,
paying attention to the formatting. Click Replace All to continue:

lode] - Microsoft Word | ‘

Mailings Review View Design Layout

.I 34 Find ~
20| T pnaBbCc AaBbC aasbcend . % 4. Replace

iz = | Chang Celect
= = syl 4 Select
Paragraph l Styles Editing

«

11
i
U]

e
U]

e —— e -
Find and Replace e ————— ‘ M 3
| Find | Replace | GoTo |
Replace with: |Z|
i
[ Replace ] [ ReplaongI'\L[ Find Mext ] l Cancel ]
1

ation and Reoepﬁon
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4. Click OK and then close the dialog:

ki ft Word
icrosoft Wo ﬁ

Word has completed its search of the document and has made 2 replacements.

[ DKQ | heb |

L &

5.  The next two instructions in the list of changes involve replacements as well. Let’s use the
Office Clipboard to help out.

Click the option button in the Clipboard group of the Home tab to continue. You will need
to do this in both Word windows:

r© — - -— -
W id9-0=E- Lesson 4.3 [Compatibility Mode]
Home Insert Page Layout Referances Mai
j ' Tahoma “12 v A A Aav & =~
. =3
F'a;ste J B 7 U ~ae x, X° a,lgjvﬁ- =z
Clipboard | s Font P
sy £
(|| L[ ciipboard 2
- I Show the Office Clipboard Task -
) Fane.
- n
[ 730 am o 8:00 am . Confinental

6. Select the name “Sam Sybaril” from the list of changes. Right-click the name and click Copy:

List of Changes

Calibriff= 11~ A° 57 = i
P ﬁv * 4
Bjorn Rettig will no longer be presenting; Sam Sybaril will be taking his place
Cut

“Sales and marketing” is now “Steals and Deals”

The Employee Motivation presentation will be rep 23

a3 ;opy%
We will no longer be having fun in the last present Tﬂe Sl

=

Kenneth F. Ledyard, Jr. will now be presenting fror N Tuesday
Font...

, the Whip, al

i’

4 =

Paraaraph...
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7. Now select “The Carrot, the Whip, and the Plant” without the quotation marks and copy it:

Calibriff~ 11~ A A" i £
by . .
VAT

Ml
n
"l

Il be tak .
B u =

by “The Carrot, the Whip, and the Plant”
¥ i

onWeq -
=E|

3 Copy
pm to [, Paste Dpti% 5
= A

]

A Font.

Note that the two pieces of copied text are visible in the Clipboard pane:

2 of 24 - Clipboard - X
[.ﬂ Paste Al ] [.j Clear Al ]
Click an item to paste:

@] The Carrot, the Whip, and
the Plant

@] 5am Sybaril

8.  Switch to Session 4.3. Select Bjorn Rettig’s name in Wednesday’s agenda and delete it:

PAUSUW dIIF LW Lusau difnl r DiEdk
L 1

110:30 am ta 12:00 pm 1 Presentation: Employee Motivation

i Lunch
12:00 pmto 1:30 pm_ ! Keynote Address:
| Steals and Deals in The International Marketplace

1=30 mm tnc 300 Am 1 Pracantatinn: Bonninn a Tinht Shin and Still Havina Fon

9. Now click the pull-down arrow beside Sam Sybaril’s name in the Clipboard pane and click
Paste:

] Sam Sybari
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10. Delete the words “Employee Motivation” and paste in “The Carrot, the Whip, and the

Plant:”

2 of 24 - Clipboard

L]

|.ﬂPaste Al | |& Clear Al |

Click an item to paste:

X
@]

I::]
1%

r
'1:30 pm te 3:00 pm ! Presentation: Competition in the Industry

13:00 pmto 3:15 pm 1 Break

the Plant

] Sam Sybaril

IEI'j The Carrot, the Whip, and

S~

13:15 pm to 4:45 pm \ Presentation: Quality Assurance

16:00 pmto 8:00 pm |} Evening Reception

f
Y iANENENEN

17:30 am to 8:00 am | Continental Breakfast

N EINE

! ' Keynote Addresses:
18:00 am to am 1 Mandar Naik, Delivering World-Class Products
| \ Susan W. Eaton, Quality vs. Deadline

110:00 am to 10:30 am | Br

110:30 am to 12:00 pm | Presentation: The Carrot, the Whip, and the Flant]

: ' Lunch ==, (Ctrl) -
I '
112:00 pmto 1:30 pm  + Keynote Address:

h 1 Sam Syharil, Steals and Deals in The International Marketplace

11. The next change, unfortunately, states that you will no longer have fun on Wednesday.
Select the following text and press Ctrl + X to cut it (just in case you change our mind):

i Lunch

12:00 pm to 1:30 pm 1 Keynote Address:

1 5am Syharil, Steals and Deals in The International Marketplace

1:30 pmto 3200 pm ! Presentation: Running a Tight Ship and Still Having Fun

I T J-
13:00 pmto4:00 pm ' Break

12. Finally, select Kenneth’s name and presentation found in Tuesday’s agenda and click and
drag it to be shown after Linda’s lunchtime address:

1 Dpening Ceremonies
' Keynote Addresses:

m ESte\.ren H. Kastner, Breakthroughs for the Next Generation
1 Kenneth F. Ledvard, Ir., Growth in the New Millennium

am !Break

am  Presentation: Steals and Deals
: Lunch

m | Keynote &ddress:

' Linda Contreras, Improving on a Good Ideal o

L
! Presentation: Competition in the Industry %

Put the cursor in front of Kenneth’s name and press Enter to put the text on a new line.

13. That completes the list of necessary changes. Save the agenda as Session 4.3 Completed
and then close both Word windows.
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Activity 4-3

Objective
Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To put a schedule in the correct order.
Your friend asks for help with getting his schedule in order.

Rearrange the items in the sample document so that they are in
chronological order.

= Use as many tools as possible to complete this task.

= Bob is now going to get a fish instead of his cats, so use the
Replace tool to replace the word “cats” with “fish.”

= Fish need to be fed more often than cats, so use the copy
tool to create multiple instances of “Feed the fish.”

@ Activityd 3.docx
I_l Microsoft Word Document
11.2 KB
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Session 4-4: Applying Advanced Text Effects

Now that you understand the basics of creating a document and moving text around, it’s time to
get into more interesting aspects of creating a document: applying effects to text. In this session,
you will explore some of the common text effects that you can use: drop caps, alignment,
justification, styles, and the Format Painter.

Using the Format Painter

You know that Word can copy and paste text, with or without effects. But Word can also copy just
the text formatting within or between documents. First, select the text that has the formatting
that you want to duplicate elsewhere:

gudget Report 2009

This year the company has experience 4.8% growth. Revenuewas $345,678.

Next, click the Format Painter icon on the Home tab, or use the Ctrl + Shift + C shortcut. Your
cursor will turn into a paintbrush:

Home Insert Page Layout References Mailings Review View
== ¥ cut . . B
2 & BerinSansFEL -~ 14 ~ A A7  Aa~ &) =~ i= - %=~
53 Copy
Paste ———————— - 2 L. AL E=EE== 1
= - Format Painter By I U - she x, x — == — = (1
Clipboard 1 Font 1 Paragrz
|
Budget Report 2009

- This year the company has experi

. AT

Now select the text you want to format. The new text will take the format of the old text:
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This year the company has experience 4.8% growth. Revenue was $345,678.

j—

The Format Painter command will then become deselected. To apply the same formatting to
multiple items, double-click the Format Painter and then click and drag over as many items as you
want. When you are done formatting, click the Format Painter icon again to turn it off.

Remember that formats are not stored on the clipboard, and you can only copy formatting for one

set of text at a time.

The Format Painter captures all kinds of formats, including:
= Paragraph formatting (spacing, alignment, indents)

= Font formatting (effects, spacing, font type, size, color, animation, and highlighting)

= Borders, fills, shading, and patterns
= Bullets and numbering
=  Columns

Adding Drop Caps

A drop cap is a capital letter at the beginning of a paragraph that is
larger than the other letters and is “dropped down” into the
paragraph. Drop caps can be a good way to highlight portions of your
document, or just to make it more visually appealing.

To apply a drop cap, first place your cursor anywhere in the
paragraph that you want the drop cap to appear. Then, click the
Insert tab. Next, click the Drop Cap button and choose Dropped
(which places it in the paragraph) or Margin (which places it beside
the text).

A = | [& signature Line ~
53 Date & Time

P )
Cap }ﬂ Dh_IECt -

2
=
o

Mone

Dropped

I S

.

In margin

[l
=

rop Cap Options...

make of both names nothing longer or more explicit than Pip. So, | called myself Pip, and

M y father's family name being Pirrip, and my Christian name Philip, my infant tongue could

came to be called Pip.
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You can also choose Drop Cap Options to specify advanced settings.

Drop Cap @lﬂj

y fathe —

make B Position

came ta W W
I give Pirrip as my

Gargery, who mal Mone Cropped In margin
likeness of either

Options
regarding what th Fank:
letters on my fathg +Body

From the characts
conclusion that my)| Lines to drop: :
half long which we\| Distance from text: |0
little brothers of m
am indebted for 3
hands in their trou

To remove a drop cap, place your cursor in the paragraph, click the Insert tab, choose Drop Cap,

and click None.

Applying a Quick Style

Let’s move our examination of Word onto styles. A style can include fonts, formatting, colors, and

borders and shading.

There are two parts to the styles in Word. The first part is the Quick Style Gallery. This is composed
of the styles that you can see on the Styles group of the Home tab. Word places the most

frequently used styles here for quick access.

AaBbCcDc | AaBbCcDe AaBb(Ci AaBbCc AdDb AaBbCc.
T Mormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle

Styles

A

Change

Styles =
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If you click the drop-down arrow in the right hand corner of the list, you will see more styles.

L
AaBbCcDt | AaBbCcDe AaBbCi AaBbCc AAD sushee
T Mormal | T Mo Spaci.. Headingl Heading 2 Title Subtitle

| AaBbCcOy AaBbCcDt AaBbCcD: AaBbCcDy AaBbCcD¢ AaBbCclh

1 Subtle Em... Emphasis Intense E... Strong Quote Intense .

AABBCCDC AABBCCDL AABBCCDL AaBbCcDe

Subtle Ref... IntenseR... Book Title T List Para...

Save Selection as a Mew Quick Style...
=<2 Clear Formatting

T Apply Styles...
To apply any of these styles, simply select the text that you want to format and click a style.

There are many more styles available than the ones you see here. To see additional options, click
the Change Styles button next to the Quick Style Gallery.

% 33 Find ~
a

wac Replace
Change
Styles vb by Select -
A Style Set 4
H Colors k
Fonts k

—g Paragraph Spacing *

Set as Default

The first option, Style Set, lets you choose another group of styles. The second option lets you

choose another color scheme. The third option lets you choose another font scheme. (Note that
fonts and colors will not work with all style sets.)

So, let’s say you pick the Modern style set but you don’t really like its colors. You can choose a
different color scheme from the Colors list to easily customize the style.
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Aligning and Justifying Text
The last text effect you are going to look at is alignment and justification. You will find these
buttons on the Paragraph group of the Home tab.

Each type of alignment indicates which margin the text lines up with. From left to right, you can
apply left alignment, center alignment, right alignment, or justification (where the text is spread

e
Il
4
b
I
1
o
4
(T
Il
RILAR
"l
kg
—
|

I

|

il

-

1
4

out to take up the whole line). Simply select the text that you want to apply the alignment to, and
then click the appropriate button. Note that one type of alignment must be selected at all times.

Take a look at these paragraphs and the different alignments.

Left

Right

Center

Justified

The quick brown fox jumped overthe lazy dog. The quick brownfox jum ped overthe lazy dog. The quick
brown fox jumped overthe lazy dog. The quick brown fox jum ped overthe lazy dog. The quick brown
fox jumped overthelazy dog. The guick brownfox jumped overthelazy dog,

The gquick brown fox jumped overthe lazy dog. The quick brown fox jumped overthe lazy dog The quick
brown fox jumped overthe lazy dog The quick brown fox jumped overthe lazy dog. The guick brown
fax jurmped overthe |azy dog The quick brown fox jumped over the lazy dog.

The quick brown fox jumped over the lazy dog. The quick brown fox jum ped overthe lazy dog. The quick
brown fox jumped over the lazy dog. The guick brown fox jumped over the lazy dog. The quick brown
fox jumped over the lazy dog, The quick brown fox jumped over the lazy dog

The quick brown fox jumped overthe lazy dog. The guick brown fax jum ped overthe lazy dog. The guick
brown fox jumped over the lazy dog. The quick brown fox jumped aver the lazy dog. The quick brown
fox jumped over the lazy dog. The quick brown fox jumped over the lazy dog,

Note how the justified paragraph looks very similar to the left aligned paragraph. Look closer,

however, at the second line. The word “brown” stretches all the way to the right margin in the

justified example, giving a cleaner look.

Ver. 1-1, Sept. 2012
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Step by Step

In this exercise, you will format a conference handout.

1. Open Session 4.4.docx from your Exercise Files:

il Session 4.4, docx
IE £ Microsoft Word Document

163 KB

2.  This document was created with an older version of Word. Since this handout will be given
out at a conference, let’s spice it up a bit.

Press Ctrl + A to select the entire document. Click the Justified command to evenly space

the text:
Home Insert Page Layout References View
- - At a7 w | [mal
. A A [ AaBbCcl AaBbCcl AaBbCi %
¢ B Z U~ abe 3, X° ahr . é. TMHormal 1Mo Spaci.. Headingl = g?y?;gf
Fl Font Fl Paragraph = Styles -

Lo L 2 1 3 gystify (Chle D) 6 AV iF

Align text to both the left and right
margins, adding extra space
between wards as necessary.

This creates a clean look along the
left and right side of the page.

Learning Styles

As atramer, you will be working with tramees of a variety of learning styles different from your
own. Knowing your learning style means you can work with it to deliver a training program that
uses vour strengths and meets the needs of your trainees.

You are best at using the Concrete Experience and Reflective Observation steps in leaming. If
this 1s yvour style, you probably have the ability to view specific situations from many
perspectives. For example, vou may enjov brainstorming and small group discussions. You also
like to gather information and probably have broad interests. Your tendency may be to watch
events rather than participate in them.
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3.  With the entire document still selected, click Change Styles - Style Set = Formal:

A

Change
Styles =

Clean Style Set >

Default (Black and White) Lolors '

»
Distinctive Fonts

W' I

Paragraph Spacing ¥
Elegant

Set as Default

Fancy

Formal L}

Manuscript

Modern

Simple

Thatch

Traditional

Word 2003

Waord 2010 -

Reset to Quick 5tyles from Template

Cart Cluick Shele

Save as Quick 5tyle Set...

4.  Select the Learning Styles title at the top of the document. In the Styles group, click
Heading 1. (You may need to click the highlighted pull-down arrow to see the styles.)

AaBbCcD AaBbCcD AABBC( .

T Hormal Mo Spacing | Heading 1 Change
Styles = b Select =

3. Replace

Styles

|+ + &« 1+ & |Headingl [T+ * ¢ |

Fl Editing
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5. Click somewhere inside the subtitle “If you are the Divergent Learning Style...” Now click
Select - Select Text with Similar Formatting:

—

- - — j— o S Find ~
11 ~ A A | Aa- |8 iz~ | EEEE 4l % #

2ac Replace

s 2 B, A E = == = “hange

X, X — = = == = styles = g Select =

Font w Paragraph u -_—l} Selact All
'_E'"'"'1"""'1"""'3""""} -1 kg Select Objects

owrl, Knowing your learning style means you can work with

) Select Text with Similar Formatting
uses your strengths and meets the needs of your trainees.

You are best atusing the Concrete Experience and Reflective O
vour stvle. vou probablv have the abilitv to view svecific sif1 .

(If this option is greyed out for you, click File = Options = Advanced and then check “Keep
track of formatting.”)

6.  Click the pull-down arrow in the Styles Gallery and select Intense Reference:

AaBbCcD AaBbCcD AABEC(
T Marmal Mo Spacing Heading 1 Heading 2

. Replace

Select ~
tditing

| aaecc AAB asssceor agBbeed
Heading 3 Title Subtitle  Subtle Em...

in/ AABBCCDI AABEBCCD AaBbCcel AaBbCeD
‘&0 Emphasis Intense E... Strong Quote

AaBbCcDt  AaBbCcDt AABBCCL
Intense Q... Subtle Ref... Intenseﬂll\\; Eook Title

AaBbCcD Intense Reference

T List Para...

Save Selection as a New Quick Style...
Clear Formatting

Apply Styles...

& &

ro
e Of e Way SYSTEMmSs actually l
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7. Press Ctrl + Home to go to the beginning of the document. Select the text “If you are the

Divergent Learning Style” and click the Format Painter command. The command will stay
active:

Hame Insert Page Layout References Mailings Review

Calibri (Body) ~ 11 ~ A A7 | Aa~ &, = - = - i

=3 Copy ST
b a a b b g

- Format Painter & AL LS m—— =
Clipboard I Font

Format Painter (Ctrl+5Shift+C) l o oc

EE=]

Copy formatting from one place |
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document.

e Press F1 for more help.

LE.

As a trainer, you will be working with 1
owrn. Knowing your learning style mear
uses your strengths and meets the needs

8.  Scroll to the top of the second page and highlight “Try to develop these skills.” The

formatting of the previous title will be “painted” onto the selected text. The Format Painter
also becomes inactive:

& Try to develop these skills: . Try to develop these skills: ] 1=

o Collecting and analyzingr ¢ Collecting and analyzingr
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9. Place the cursor anywhere in the first paragraph. Click Insert = Drop Cap = Dropped:

‘Brences Mailings Review View
j) E ﬁ .--1 & Hyperlink E10 =j A = | [ signature Line ~
= -+ = = =
Oy A Bookmark — — @Date & Time
pes SmartArt Chart Screenshot Header Footer Page Text Quick WordArt
E = '+ Cross-reference = ~ MNumber~| Box~ Parts+ - kge| Object -
Illustrations Links Header & Footer
-_R---|---1---|---z---|---3---| T T TS None
T T T T T T T T T T T T T
Dropped
In margin
AS  Drop Cap Options...
NG STYLES

s a trainer, you will be working with trainees of a variety of learning styles different from
your own. Knowing your learning style means you can work with it to deliver a training

program that uses your strengths and meets the needs of your trainees,

If vou are the Divergent Leaming Style.

10. Save the document as Session 4.4 Completed and close Word.
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Activity 4-4

Objective
Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To format a schedule.
Your friend wants to print his daily schedule.

Format Bob’s schedule by:
=  Copying the formatting from the first line to all the other
lines
=  Applying Heading 1 to the title of the document
= Changing the color scheme to something more readable
= Centering all list items

Color schemes can be found under the Change Styles command.

@ Activityd 4.docx
|_I Microsoft Ward Document
11.5 KB
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Chapter 4: Case Study

Objective Create a newsletter.

Briefing You want to create a newsletter for an upcoming conference.

Task Using a template from Office.com and the information in the
sample document, create a newsletter outlining the events of the
upcoming conference.

Your newsletter should include three types of styles. You will not be
able to change the font or color scheme as this is a template.

Hints » If you don’t have an Internet connection, use one of the

installed Report templates instead.

» Make use of the tools that you learnt about to make this an
easy and fun task.

= Don’t worry about editing the graphics; just enter and
format the text.

* You can delete text you’re not going to use.

* You aren’t limited to the tools you covered in this session;
you can use the other tools you have learnt about to create
your newsletter.

* You can add information as you see fit.

Sample Data

Online Test

Case Study 4 Information.doox
Microsoft Word Document
24.5 KB

Now is the time to try the online test to see if you can remember what this chapter was about!

Your teacher/trainer will provide instructions on how to access this resource.

Ver. 1-1, Sept. 2012
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Chapter 5: Doing More with Text

In this chapter you will learn how to:
= Change the font type, size, color, and case
= Apply highlighting and special underlines to text
= QOpen and use the Font dialog
= Set your default font
=  Embed fonts into your document
= Use, set, move, and remove tabs
» Indent text using the ruler and the Home tab
= Change paragraph spacing
= Add borders and shading to text
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Session 5-1: Fonts on the Home Tab

A font is a complete set of characters (with typeface and style) that is used to create text in your
document. Some fonts are all capitals; other fonts are all symbols. Fonts are very customizable:
You can change their size, type, color, spacing, and effects. The fonts that are available in Word
depend on what other applications are installed and if you have installed any extra font packages.
However, Word and Windows come with quite a few fonts, so you will have plenty of choices.

Remember that font settings (types, sizes, effects, spacing, etc.) are like other formatting: you can
either turn it on to have the next text you type use that font type and size, or you can select text

you've typed already and apply that formatting to it.

In this session, you will learn how to change font type, size, color, and case. You’ll also learn how
to apply highlighting and advanced underlining to text.

The quick brown fox jumped over the lazy dog.

T

m

QUICK BROWN FOX JUMPED OVER THE LAZY DOG

The quick brown fox junped over the Jazy dog.
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Choosing a Font Face

To choose a font type, select a font first and then type, or select text you have written and then

apply a font.

To choose a font, click the Font drop-down menu and select the font that you want to apply. As
you scroll over the font, you will see a preview being applied to your text.

lokerman 6 A A A E
} ® Enplish Wext M

& Iny

T Mormal

1
AaBbCcDe | AaBbcede AaBbCi AaBbce AAD aambce. ||

T Mo Spaci.. Headingl

Styles

Heading 2 Title

Subtitle | =

4

4

Ch
sty

(O B Goper I

PRI

€} Palatine Linotype

} Papyrus

[ = -

{} Perpetua

€} PERFETUA TITLING MT
(} Plantagenet Cherokee

¢ Mayhil

¢ PMingLiU

¢ PMingl iUJ-ExtB

€} Foor Richard

{} T

{} Rawi

0 B ot

() Ravie

{} Rockwrell

¢} Rockwell Condensed

{} Rockwell Extra Bold

(} Rod TR TIAN
{} saklal vajalla

deg.

PPy

Note that at the top of the font list, your theme
fonts are listed. Choosing these fonts will help
keep your document consistent. Word also stores
your recently used fonts near the top of the list.

If you know what font you want, you can type it
into the drop-down list. Word will automatically
complete the font name for you; press Enter to

accept its selection.

Lucida Bright - 16

The font command is also available on the mini
toolbar.

Lucida B 16 AN A EE
B I Yeori(culshifieR|¥ I fo

i
TLAR
i
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The quick brown fox jumped over the lazy dog.

Jokerman |T[~|§].6

THE QUICK BROWN FOX JUMPED OVER THE LAZY DOG.

- Aal
Aa~ | 4

Bhe gquick brousn fox guwped over the lazy

- —_—
- —_—
- —_—

Theme Fonts
Cambria
Calibri

iHeadings)
(Bady)

4

Recently Used Fonts

() Fokerman

¢ COUDPY STOUT

(} Bavhaus 93
(} Berlin $ans FB Demi

|0 COPPERPLATE GOTHIC Bol

All Fonts

O Lgency B
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Changing the Font Size

You can change the font size the same way: select a size from the menu or type a size in the box. If
you choose to use the menu while text is selected, you will see a preview as you scroll through the
sizes:

Lucida Bright - 18 EA‘ A | Aa- | B
& | b
B I O~ ab.g - -~ 857 . ﬁ,
10 Paragraph
11 L =
1- N e e e
12 ﬁ ; . . - ; :
14
16
15

20
22

N . .
= The quick brown fox

» = lazy dog.

You can also use the up and down arrows to nudge the font size up or down.

e -

Lucida Bright ~+ 16 ~|A" A7| Aa~ &%

B 7 U -ae x, X° - a7 . A -

Font

The font size commands are also available on the mini toolbar.

iE i

lucidaB = 16 | A" A7 _
- %
1ne quick brown fox jumped over the lazy dog.

B I U

Tip: You can also use the Ctrl key and the greater than sign or the less than sign to make
your font grow or shrink (respectively).
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Applying Font Color
v 3. El= ===
To change your font color, select the text S = = = | &
that you want to change. Then, pick a color B iutomatic -
from the list. Once again, you will see a :E: Theme Colors P —

preview of the color applied to your text.
Once you see a color you like, click it to apply

it. III
«ARNRNER

Standard Colors

HE EHENR D}.. [

| EEEEN
Note that the theme colors take up the top
. . . i1 More Colors...
portion of the color picker. This can help you
|] Gradient 4

keep your document looking consistent and
professional. You can also choose a standard
color or click More Colors to pick a custom color.

The gradient command lets you apply a shading color to the selected text:

Standard Colors
HNE EEEEN

2 More Colors...

(4 Gradient * | No Gradient

a— |

[

Light Variation

— - - " — —=,

-

% | | A

Dark Variations
il m

dore Gradients...
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As you might have guessed, the Font Color command is also available on the mini toolbar.

-

LucidaB ~ 16 ~ A

a1
[l
1%1
[l

4

| ;I X
The quick brown fox jumped over the lazy dog.

K
B 7 u=w-[A

Applying Highlighting
In addition to the main font color, you can also apply highlighting to text. Simply select the text
you want to highlight and click a color from the Font group of the Home tab.

i THormal | T Mo Spaci.. Hea

o
1
1

i

The quick brown fox jumped over the lazy dog.

You can apply highlighting without selecting text as well. Click the highlight command first and
then use your cursor to click and drag portions of text:

*[ag?l*]&* =E=== = v B v THormal | T MNo Spaci.. Headingl Heading2
] Paragraph ] Styles
[ O S N T R A A RN S A .
= 0 v 0 v 0 v 0 0 0 v 0 v

The quick brown fox jumped over the lazy dog. The quick
brown fox jumped over the lazy dog. The quick brown fox

immned nver the lazv dno The onieck hrown fow mmmned

Click the highlight command again to turn off this feature. You can later remove highlighting by
selecting the text and clicking No Color on the highlight menu.
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The Highlight Text command can also be found next to the color menu on the mini toolbar.

lucida B -~ 16 ~ A 57 £

]
L
[l

Tlp ru=w A&
- brown fox

R iS22t aT=Ta

| Text Highlight Color|

Applying Advanced Underlining
You have learned how to apply basic underlining. If you click the drop-down arrow next to the
Underline command, you will see a menu of underline styles:

|
i i v v A AT - | [mal g g e

lucdaBright - 16 -~ A" &7 | Aav | =-i=-%m TE 2L T pagpeenc| asbcede AaBbCi AaBbCe
—_— — ol B s

B J |U|~ake x, X° - B . i' =S === $E' v R TMormal |TMo Spaci. Headingl Heading2

Paragraph Styles
1 | 2 I N N O O N
Dashed underline

o e m fox jumped over the lazy dog. The quick brown fox
& undeinecolr 0 OVer the lazy dog. The quick brown fox jumped
uver the lazy dog. The quick brown fox jumped over the

You can click any of these styles to apply it. You can also click More Underlines to open the Font
dialog, or choose a color for the underlining with the Underline Color menu.

Changing Case

Have you ever typed a long title just to
realize it should be all in caps? Or typed
a paragraph just to realize thatyourcaps B £ U - abe x, X - sentence case.
lock was on, SO YOUR WHOLE Font
PARAGRAPH LOOKS LIKE THIS. There’s a i—lg_ LUPPERCASE Ib
quick, easy way to change your font t

case. First, select the text that you want
to change. Then, click the Font Case
button on the Home tab and choose the
case that you want.

s - [T e
Lucida Bright = 16 ~ A A | |Aa~ ﬁ*JE. ==~

LB

lowercase

LI .

Capitalize Each Word

tOGGLE cASE

You can also use the Shift + F3 shortcut to cycle through the various cases.
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Applying Text Effects
Word 2010 features a new command in the Font group: Text Effects. There are a number of pre-
formatted effects to choose from.

Highlight some text, click the Text Effects command, and then select one of the options:
AaBbCcDi | AaBbCcDe AaBbi
T Marmal T Mo Spaci.. Heading
Font ﬂ\ ) 7
:A /,-; : i\ B B S N SN

lucida Bright + 16 ~+ A" A" | Aa~ | & =+ 1=~ iz~

B J U -ahe x, x° B A- EEES

A A ﬂ ﬂ.ﬂt{l over the lazy dog,

& outline | Gradient Fill - Black, Qutline - White, Outer Shadow‘
£y Shadow k

Reflection k

Glow k

A5 Clear Text Effects

You can also use this menu to change the various aspects of the text effect including outline color
and shadow, reflection, and glow effects. You can also use the command at the bottom of the
menu to clear text effects from the selected text.
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Step-By-Step

In this exercise, you will format a document with some of the tools you learned about in this
session.

1. Open Session 5.1.docx from your Exercise Files:

Session 5l.docx
Microsoft Waord Docurmnent
129 KB

2.  Select the title. Click the Change Case command in the Font Chapter of the Home tab and
click UPPERCASE:

Home Insert Page Layout References

R * i Body) ~ 11 - A" A7 EoiEctp  EE P

= gy v A AaBbCcDdE AaBbCcDdE | 1 el e

Paste g I U~ ahs x, X sentence case. TNormal Mo Spacing | Headingl |- g;alnge Editing
- es -

Clipboard Fant lowercase cyles

T UPPERCASE T R
' ' Capitalize Eacmord ' ' ' '

tOGGLE cASE

adding colour to your wardrobe

3.  With the title still selected, click the pull-down by the Font command and select Engraver
MT. (If you do not see this font, choose another stylized font.)

Home Insert Page Layout References Mailings

r&j * i En - A AT Aa- |
P_aste Ba wootann e
- & | {} Ebrima

Clipboard 0. e X @(M‘—% Paragraph [P
—— {} Elephant e g g
) ENGRAVERS M1 L} "
{} Eras Bold ITC
{} Eras Demi ITC
€} Eras Light ITC
€} Eras Medium ITC
(} Estrangelo Edessa

€ EucrsislFC e (W ARDROBE
{} Euphemia

i
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4, Right-click the selected title and choose a font size of 16 from the mini toolbar:

Engravel = (11 |-

ADDING COLOUR TOMEOUR WARI
12

14
16
15
20
22
24

w oo

Red

Positive and upbeat, although it can be considered thre g and aggressive. Wear this «

5.  Select the word Red. Click the pull-down arrow beside the Font Color command and choose
a shade of red:

File Home Insert Page Layout References Mailings

=] &

Calibri (Body] ~ 10~ A° A7
Past -

aste - 2

E ¥ I U~ abe %, X

Clipboard = Font

|I|........1.......2...ThemeColors
= ' ' ' ' H EEEEEERE

Standard Colors

; | I PEEEEN
1 :jJ Colors...
: | 3 (Red| -

ADDING COLO U K

v

Red

Positive and upbeat, although it can be considered threateningand aggres

6.  Select the word Pink. Click the pull-down arrow beside the Highlighting command and
select Pink:

Home Insert Page Layout References Mailings

. Calibri (Body] =~ 10 ~ A A7
Past =

aste - 2

s y I U - ahe x, X

Clipboard = Font

o 0 o o o flo oo (o aoazyg

Stop Highlighting

Feminine and gentle. Very non-threatening. However, too much ¢
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7.  Select the word Orange. Click the pull-down arrow beside the Underline command, click

Underline Color, and then click Orange:

8. The other colors in the document have already been applied, so save the document as

Home Insert Page Layout

Calibri (Body] ~ 10 - A A"

Pa'stelﬁj I U [~ abe x, x°

Clipboard ra

References

Mailings Review

¥

Red

Positiveand U\ .
get attention
authaority wit b
Maore Underlines...

& Underline Color 3

Feminine and gentle. Very non-threatenin

™ safe, too soft and too unimportant. This is
] management colour. Howewver, accentsin t

Orange

Session 5.1 Completed and close Word.
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sidered threatening and aggre:
youwant inputfrom others. It

@ Automatic

Theme Colors

col
i
111 0

Standard Colors
L J | EEEERE

Mare Colors...

1)

This is a colour of warmth, creativity and fun. However, too much of it can
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Activity 5-1

Objective To apply specific types of formatting.

Task You will apply the correct formatting to each line in the sample
document.

Hints = You can use the mini toolbar to make the process faster.

= You may have to type some sizes in the size menu.

= You can hover your mouse over color squares to see the
name of the color.

= [fafontin this document is not installed on your computer,
please choose another interesting font.

Sample Data @ Activity5.1.docx
Microsoft Word Document

101 KB

Follow-up Questions = Did all the fonts display letters?
= What did you learn about making fonts easy to read?
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Session 5-2: The Font Dialog

In the last session, you learned about using the Font group and the mini toolbar to apply font type,
size, color, and more. In this session, you are going to learn how to use the Font dialog to perform

all of this formatting in one shot.

Opening the Font Dialog

To open the Font dialog, click the option button in the bottom right corner of the Font group in

the Home tab.

Lucida Bright ~ 16

- AN

B 7 U -~ ahe x, x°

Font

Aa- | B
-~ 37 . A .

You can also use the following shortcuts:

Open the main Font dialog

Open the Font dialog to the font list

Open the Font dialog to the size list

Using the Font Tab
When you initially open the Font dialog, the
Font tab is displayed:

Here, you can use the various menus to set font
face, style, size, color, and effects. You can also
choose an underline style and color and apply
text effects. At the bottom, you will see a
preview of your effects applied to sample text.

Once you're ready to apply the changes, click

OK. If you decide not to make any changes, click
the Cancel button.
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Ctrl+D
Ctrl + Shift + F

Ctrl + Shift + P

-

.
Font D |-
Font Advanced
Font: Font style: Size:
Lucida Bright Regular 15

Demibold Italic

Font color: Underline style: Underline color:
] El (none) |E| Automatic
Effects
[ strikethrough [ 5mall caps
[] Double strikethrough [ All caps
] Superscript [ Hidden
] subscript

Preview

The quick brown fox jumped over the

This is a TrueType font. This font will be used on both printer and screen.

Ok

Set As Default ] [Textﬁf'fects... ] [ Cancel
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Using the Advanced Tab
The other tab in the Font dialog is the Advanced tab:

Font =)

Character Spacing
Scale: | 100% (=]
Spacing: | Mormal IEI By: =
Position: | Mormal IZI By: =
[] Kerning for fonts: = | Points and above
OpenType Features
Ligatures: MNone

Mumber spacing: |Default

Mumber forms: Default

K1 | EN|EX|EN

Stylistic sets: Default
[] Use Contextual Alternates

Preview

The quick brown fox jumped over the

This is a TrueType font. This font will be used on both printer and screen.

Set As gefault] [Textgﬁects... oK ] [ Cancel

Let’s explore the options under the Character Spacing heading. The first option in this Chapter is
Scale. You can use a regular size font, but select a percentage so the font is scaled down.

The next option is Spacing. You can set spacing to Normal, Condensed, or Expanded, and then
choose a point (the same as font point sizes). You can also modify position options to normal,
raised, or lowered, and specify a point size for this position.

The last check box enables Kerning, which adjusts the spacing between letters so that it looks
consistent. If you enable kerning, you can also specify what sizes you want Word to kern (from a

certain point on).

Any options you set will be reflected in the preview pane.
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Font 7 |-t
Advanced

Character Spacing

Scale: 30% |E|
Spacing: | Expanded IEI By: |1pt =
Position: | Raised IEI By: |3pt =

kerning for fonts: |28 =| Points and above

OpenType Features
Ligatures: Mone
Mumber spacing: | Default
Mumber forms: Default

Stylistic sets: Default

FOEE]E]

[] Use Contextual Alternates

Preview

The quick brown fox jumped over the lazy

This is a TrueType font. This font will be used on both printer and screen.

Set As gefault] [Textgﬁects... oK ] [ Cancel

Under the OpenType Features heading, there are more commands that let you fine-tune the look
of your font. Chances are you won’t use these commands until you gain more experience with
Word, since these commands are used for advanced publishing purposes.

Setting your Default Font

If you find yourself always adjusting the font to a particular type, style, size, and/or color, you can
choose to make your settings the default by clicking the Default command in the bottom left hand
corner of the Font dialog. You have the option of making these font changes the default for the
current document or all future documents that use the Normal template.

If you click the Default command, you will be warned of the change that you are about to make:

. . ( Microsoft Word [ |
To proceed, click OK or click Cancel to ——
return to the Font dlalog Do you want to set the default font to (Default) Lucida Bright, 16 pt, Font color: Text 2 for:

(@) This document only?
() All documents based on the Normal template?
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Embedding Fonts

If you are sending documents to people using older versions of Word, they may not have the same
fonts installed on their computer. To be safe, you should make sure the fonts are saved with the
document. This is called embedding fonts.

To embed fonts into your document, click File = Options = Save and then check the checkbox to
embed fonts:

Word Options (9 [

General H Customize how documents are saved.

Display

Praafing Save documents

Save Save files in this format: Word Document (*.doc El
Language Save AutoRecover information every |10 = minutes

Keep the last Auto Recovered file if I close without saving

Advanced

AutoRecover file location: | C\Users\Welsoft\AppData\RoamingiMicrosoft\Ward',
Customize Ribb

Default file location: Chilsers'Velsoft\Documents?,

Cuick Access ToolRar

Offline editing options for document management server files
Add-Ins

Save checked-out files to: (i

Trust Center ) The server drafts |ocation on this computer

\ @ The Office Document Cache
Server drafts location: | ChUsers\Welsoft\Documents\SharePoint Draftsh
Preserve fidelity when sharing this document: @ Bugdet Report 2009 E|

Embed fonts in the file
Embed only the characters used in the document [best far reducing file size)
Do not embed comman system fonts

Tip: Only TrueType and OpenType fonts can be embedded. This property can be verified by
selecting a font in the Font dialog.

Preview

0123456789

IThis is a TrueType font.]This font will be used on both printer and screen.
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Step-By-Step

In this session, you will use the Font dialog to format a document.

1. Open Session 5.2.docx from your Exercise Files:

il Session 5.2.docx
IE o Microsoft Waord Docurmnent

129 KB

2.  Select the title of the document and then press Ctrl + D to open the Font dialog.

3.  Apply the settings in the image below and click OK:

-

-
Font [ L2
Font Advanced

Font: Font style: Size:

Baskervile Old Face Bold 14

Arial Rounded MT Bold + | |Reqgular ~ | |10 -

Arial Unicode M3 7 Italic 11 F

Baskerville Cld Face —| R 12 —

Batang Bold Italic I
BatangChe & T 38 L
Font color: Underline style: Underline color;

|Z| (none) |Z| Automatic

Effects
[l [7] strikethrough [7] shadow
[7] Double strikethrough [ outline .
[7] superscript [] Emboss
[7] subscript [] Engrave
Preview

ADDING COLOUR TO YOUR WARDROBI

This font style is imitated for display. The dosest matching style will be printed.

Text Effects [ OK %J[ Cancel
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4. Select the rest of the document (from the heading “Red” to the end) and then click the
option button in the Font group of the Home tab:

Home Insert Page Layout References Mailings Review

i—

&3
¥ caion Body) ~ 10 - A" A7 | Aav = =7 = a
- ] A _. AaBbCcDdi AaBbCcDde [VHES

Paste y B 7 U ~abe x, x° Z' é' Q THormal Mo Spacing Headingl | _ Etr;alnge Editing
. es v =

Clipboard Font Paragraph = Styles (]

1
‘11 2 Y Font(Ctrl+D) NN TN S SN

Show the Font dialog box.

ADDING COLOUR TC Y o U R W ansne

at_a res and aggressive. Wear this colour when you want to
gel attention arld action, but a\mld it wherl you want |r|put fmm oﬂ'lers It can be a good accent colour to give you
authority without intimidation.

5.  When the Font dialog appears, click the Advanced tab. Match the following settings and
then click OK. (You can use the small up arrow to increase the value in the By field.)

Font | Advanced

Character Spacing

Scale: | 100% =
Spacing: |Expar1ded Izl By: |t2 pt Ii"h
Position: = By:

| Kerning for fonts: Points and above
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6. Click File = Options = Save and then check “Embed fonts in this file.” Click OK to continue:

General .
H Customize how documents are saved.
Display
Froofing Save documents
Save files in this format: Word Document [*.doc) EI
Language Save AutoRecover information every |10 % minutes
Keep the last Auto Recovered file if I close without saving
Advanced
AutoRecover file location: | ChUsers\Welsoft\AppData\Roaming'Microsoft\Word', B
Customize Ribbon I
Default file location: Chlsers\Velsoft\Documentsh,
Quick Access Toolbar (
Offline editing options for document management server files
Add-Ins
Save checked-out files to:
Trust Center ) The server drafts location on this computer
@ The Office Document Cache
Server drafts location: | Ch\Users\Welsoft\Documents\SharePoint Drafts,
Preserve fidelity when sharing this document: @J Lesson 5.2 IZI
== [J] Embed fonts in the file (
|:| Embed only the characters used in the document (best for reducing file size)
D Do not embed common system fonts
[ OK [ Cancel ]
= - - = — >y
7. Save the document as Session 5.2 Completed and close Word to complete this Session.
227
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Activity 5-2

Objective To apply specific types of formatting.
Task Apply the correct formatting to each line in the sample document

using the Font dialog.
Hints Press Ctrl + D to open the Font dialog.
Sample Data = | Activity5.2.docx

Microsoft Word Document
W| 152 KB

Follow-up Questions = Once you have formatted each line, go back into the Font

dialog and change any formatting that makes the text
difficult to read.
= Did you find using the Font dialog faster or slower?
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Session 5-3: Using Tabs

Earlier in this chapter, you looked at using alignment to position text on the page. In this chapter,
you will consider positioning text more precisely using tabs.

Types of Tabs
Tabs are pre-defined places within your document. They can help you place text quickly and
consistently. There are five main types of tabs.

Left Tabs If you use this type of tab, your text will start at this point and flow to the right.
Right Tabs Text will start at this point and flow to the left when you use this type of tab.
Center Tabs If you use this type of tab, your text is centered on this point.

Decimal Tabs Use this tab to align numbers around a decimal point.

Bar Tabs These tabs are the only type that does not affect text. It just places a vertical bar

at the point of the tab.

Using Tabs
To use tabs, simply press the Tab key on your keyboard. Your cursor will jump to the next tab
marker. (This is easier to see if you turn on the Ruler. Do this by clicking View = Ruler.)

L=

By default, Word sets default tabs at every half inch. Every time you press Tab, your cursor will
move another half inch.
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Setting Tabs
To set tabs, click the tab marker next to the ruler to select what type of tab you want.

W G~ G = T——

Home Insert Page Layout References Mailings

=L ~
j S lucida Bright =~ 16 ~ A A7  Aa- &
. =5 Copy
Paste = 2 - 307 . A .
- - Format Painter LR L L =
Clipboard ) Faont

Ce=d

Clicking this button will cycle through the different tab types:

E Left tab

Center tab

El Right tab

Decimal tab

El Bar tab

Hanging tab

@ First line indent tab

Once you've selected your tab type, click somewhere in the horizontal ruler to place it:

Bl

—
— 1 o
[ | 1 1

It can now be used in the same way as a regular tab: press the Tab key to advance to it.

Ver. 1-1, Sept. 2012
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You can see the icon for each type of tab on the ruler. Take a look at the sample below.

i---|---E-._-|---1-J_.-|---2---|J_--E---|---4---|,---IE---:---§---H\---?---

Text i:s right aligned.

i
Text is left aligned.
Text is centered here. 4

123.456

Remember that tabs are set per document, so you can set as many tabs as you want for each
document. This can come in handy if you create lots of different kinds of documents that each
requires specific alignment.

Note that if you create a tab in a line that already has text, the tab will only be available for that
paragraph.

Moving or Removing Tabs
You can move a tab just by dragging it to a different location, like this:

Text is left aligned.
Text is right aligned.| =——

Text is centered here.

The dotted line will appear when you move a tab; it can help you place it in the proper spot. To
delete a tab, just drag it off the ruler.

Ver. 1-1, Sept. 2012
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Step-By-Step

In this exercise you will experiment with different tabs.

1. Open Session 5.3 from your Exercise Files folder:

Session 5.3.docx
Microsoft Word Document
9,66 KB

2.  Thisis a blank document ready for use. You will set up three kinds of tabs. First, make sure
the ruler is enabled by clicking View = Ruler:

'_'."r" o Lo natioility Wioc | "ﬁ'._"T""T'

Haome Insert Page Layout References Mailings Review View
ﬂ 53 Web Layout Ruler Exg Mew Winc
_ |;—=| Cutline ridlines E Arrange A
L:;'Sﬁt F;_!:;ir;;n =] Draft [ Mavigation Pane foom - 100% =] Page Width Split
Document Views Show Zoom
""2"""Wmﬂuler O e SO

View the rulers, used to measure
and line up objects in the
document,

Home Inse

= EWEL‘.

Cutl

Print |Full 5creen
Layout | Reading =l Draf

Document Views

1

I, -

i
-|Center Tab

If you cycle past the tab, keep clicking this command until you see the Center tab appear
again.
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4, Move your mouse to the 1 inch marker and click to place a tab:

e
L
|

5. Click the Tab button twice to cycle to the Decimal tab (). Place this tab at the 3 inch
mark:

CE=d

L=
-

|E| 1 1 : 1 1

6. Click the Tab button again to create a Bar tab (). Place this tab at 4 inches:

=]
-
.

&7

Bar Tab

Notice that a bar appears on the page at the 4 inch mark.

7. Now the tabs can be used. If necessary, click to place your cursor in the editing window.
Press Tab on your keyboard to advance to the Center tab. Type “Center Tab.” As you type,
the text will flow evenly around the 1 inch mark:

T

Ce=d

i
[}
1
!
I
I
I
I
I
I
I
I
I

Center Tab|
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8. Press Enter and then press Tab twice. Type “135.2468” and see that the text will disperse
itself from the decimal point. Also notice that the bar on the page has grown:

B

CE=d
-
.
.

CenterTab

e e Y

135.2468

9. Place your cursor back in the first line of the document (the line with “Center Tab”). Click
and drag the Center tab on the ruler. What happens to your text?

| ] e

=1
o
| .
b

Ce nterTabl

135.2468

10. Save the document as Session 5.3 Completed and then close Word.
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Activity 5-3

Objective

Task

Hints

Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

To create five different tab types.

Create a tab of each type for each line in the sample document.

Then, use the Tab key to implement the tab.

Click inside the line before creating a tab.

@ Activityd.3.docx
|_I Microsoft Ward Document
9.86 KB

What scenarios do you think you would use each tab in?
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Session 5-4: Paragraph Options

Now that you have covered the basics of tabs, let’s look at another type of alignment: indents. An
indent is how far each line of the paragraph is set in from the margin. You will also look at
changing paragraph spacing and adding borders and shading.

Indenting Using the Ruler

You may remember the two extra types of tabs: hanging and first line indent. A first line indent
only indents the first line of the paragraph rather than the whole thing. A hanging indent does the
opposite: it doesn’t indent the first line of the paragraph, but does indent the rest of the lines.

To add an indent, click through the tab buttons to choose the type of indent that you want. Then,

click the place on the ruler where you want the indent to appear. You will also notice that these
two types of tabs are already on the ruler itself. Click and drag the top triangle to the indent level

you want to use:

Among other public ln
prudent to refrain from mentic
anciently common to most tov
bom; on a dav and date which
possible consequence to there
mortality whose name is prefi

Like tabs, if you create an indent in a line that already has text, the indent will only be available for
that paragraph. And, indents can be moved just like tabs: by dragging them around the ruler.
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Indenting Using the Home Tab

If you want to indent the entire paragraph, use the indent buttons on the Paragraph group of the
Home tab.

-— 31— 3 — S —— A
#— w F— w* ‘g—w == == £ l 1
& — F— 1= = =T z

]

A=
+:

Paragraph

Use the right-facing button to increase the indent. Use the left-facing button to decrease the
current indent.

— — 1—
4— w — % 3—w
& — j—

T

_;%ﬂ T naebcope maBbcede AaBbCi AaBbee AAAD asssce. = %

== = E | = = THormal  TMo Spaci. Headingl  Heading 2 Title Subtitle | = E?y?”g“
es

Paragraph ] Styles
o c |"':llncreas-e1nder1t "3'"""4"""'5"""'? b

Increase the indent level of the
paragraph.

Among other public buildings in a certain town, which for many reasons it will be
prudent to refrain from mentioning, and to which I wi]l assign no fictitious name, there is
one anciently common to most towns, great or small: to wit, a workhouse; and in this
—>" workhouse was bom; on a dav and date which I need not trouble myself torepeat,
inasmuch as it can be of no possible consequence to the reader, in this stage of the

business at all events; the item of mortalitv whose name is prefixed to the head of this
chapter.

For along time after it was ushered into this world of sorrow and trouble, bv the parish surgeon,
it remained a matter of considerable doubt whether the child could survive to bear anv name at

all- im wsrhich caca it ie chamarithat mara than renhahla that thaca mamaire wranld nasrar hasa

Ver. 1-1, Sept. 2012 237



Microsoft Introductory Word 2010 Guide

Changing Paragraph Spacing
To change paragraph spacing, first place your cursor in the paragraph that you want to change.
Then, click the Spacing command on the Home tab and choose your spacing.

LaBbCcDc £

== = = IE% Sy - L v T Mormal T
1.0

3.0
Line Spacing Cptions..

Remove Space Eefore Paragraph .
1
L

=]
4]
H

Remove Space After Paragraph

2 -

You can also choose to add or remove spaces around paragraphs. This means, for example, that if
after you press Enter when finishing a paragraph, space will be added to the end of the previous
paragraph. If you click Line Spacing Options, the Paragraph dialog will open.

Adding Borders or Shading Using the Home Tab

You can make your paragraphs more colorful by adding effects like borders or shading. First, select
the paragraphs that you want to format. (If you’re just formatting one paragraph, you can simply
place your cursor in it.) To apply borders, click the Border button on the Home tab and choose
what kind of border you want to apply.
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= — = = A
T T iz Y oaIT | EEERE z,l

refrain from m
common to md
a dav and date
consequence ti
name is prefix

FaT
i

For along tims

it remained a r
all; in which c

Among other

T maBbcene AsBbcede AaBbCi AaBbee AAAD ausbee. M

TMormal T MoSpaci.. Headingl Heading 2 Title Subtitle  _ ggalnge
Bs T

Bottom Border Styles
Top Border 7o v 0§00 0f 90 0000 0 F 00000 0 P

Left Border
Right Border
Mo Border

All Borders
Cutside Borders

Inside Borders own, which formany reasons it will be prudent to
Inside Horizontal Border | assign no fictitious name, there is one anciently

7it, a workhouse; and in this workhouse was bom; on
self to repeat, inasmuch as it can be of no possible

ne business at all events; the item of mortality whose

Inside Vertical Border

Horizontal Line

s world of sorrow and trouble, by the parish surgeon,
whether the child could survive to bear any name at
probable that these memoirs would never have

Draw Table

View Gridlines

appeared; or, i [l Barders and Shading... sed within a couple of pages, they would have
possessed the inestimable mert of being the most concise and faithful specimen of biographv,
extant in the literature of any age or country.

To apply shading, select the paragraph that you want to format. Then, click the small paint bucket
icon to apply the default shading, or click the drop-down arrow to choose other colors.

E oEE A

AaBbCcDc AaBbCeDc AaBbCi
= *5' {h'lv T MNormal T Mo Spaci.. Headingl

Theme Colors :

% o
=

o
|| I I I I I I I iAqua, Accent 5, Lighter 60%

Standard Colors
HE EEEEN

No Color
Among-o 2 More Colors... artain -town, which -for
refrain-from-menuomng, -anato-wnich-T-will-assign-no-fict
common-to most-towns, great-or-small:-to-wit, a-workhous

a-darrand-Adataavrhich -Tnaad nat franhlamvrcal Ftnranaat a

Note that you can see a preview of each color as you point to it.
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Using the Borders and Shading Dialog
Although the Borders and Shading commands on the Home tab are great for quick formatting,

their options are a bit limited. To view more options, click the Borders and Shading command in
the Borders menu.

A "
2 M pasbcede AaBbCeD AaBbC: AaBbCc AAD suspce
E=E=E|l=SEH-" TMormal 7 Mo Spaci.. Headingl Heading 2 Title Subtitle -

Eottom Border

Top Border T

=]

DT TR T Draw Table ro~ ot T ot e T e
it remained a 1 | I whether the child could survive to bear anv name
all; in which o ew Snidlines probable that these memoirs would never have

app&a_red' or. i Q Borders and Shading...

l; sed within a couple of pages, thev would have
possessed the inestimable merit of being i i i i ik

extant in the literature of anv age or coun Berders and Shading

Choose from various border
options,

e aem Bopinma Carinia

You will see this dialog.

'g ™y
Berders and Shading M

Borders | Page Border | Shading |

Setting: Style: Preview

| - Click on diagram below ar use

Mone | |;| buttons to apply borders

|: Shadow -
-
Color:
E 2 Automatic |Z|
Width:
3: Custom vapt _|E| Aol 1o
pply to:
Paragraph |Z|
Options...

) [oe ]
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You can choose a basic setting from the list on the left. Or, use the menus in the middle to choose
a style, color, and width for your border. You will be able to see a preview of your choices on the
right. You can also use the buttons here to toggle parts of your border on or off. (For example, to
remove the bottom line, you would click the I=) button.)

Note that there is also a Shading tab in this dialog. You can use this tab to choose a fill color, style
type, and pattern color.

i Y
Borders and Shading @lﬂ

| Borders | Page Border | Shading |

Fill Preview
I |- |
Patterns

St_'ﬂlE: ﬁ Lt Dwn Diagonal IEI _
Color: | GG - |

Apply to:

Faragraph IEI

Haorizontal Line. .. QK ][ Cancel ]

Once you have made your choices, click OK to apply them. You can go back into the Borders and
Shading dialog at any time to adjust your settings.
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Step-By-Step

In this exercise you will practice using different indent, spacing, border, and shading options to
various paragraphs.

1.  Open Session 5.4 from your Exercise Files. Make sure the ruler is enabled:

@ SE.ssicn S54.docx
Microsoft Word Document
129 KB

2. Place your cursor in the first paragraph. Click the Tab button on the ruler until you see the
Hanging Indent tab:

[ S

=

It is summeragain and employees
summervacatl‘bn? Some people ar
soak up some rays. Otherpeoplez
long summer dayswhen darkness
break from theirwork.

3. Click the ruler at 1 centimetre to place the tab:

I[l‘flﬁlzli

It is summer again and employees begin to wistfully d
summervacatfpn? Some peopleare s
out in the sun and soak up some rays.
projects they have lined up for those
the evening. Finally there are those w

When | was a young boy | dreamed of being a firemar
training as a paramedic, rushing to accident scenesto
talent to work with figures and ended up as a charten
adventure I never had.
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4, Now click inside the second paragraph and click the Increase Indent button twice:

Home Insert Page Layout References Mailings Review

PRpe— e e . ERE =R M
@ - Calibri (Body) = 11 A A AaBbCcDc AaBbCi -

Paste ¥ B 7 U -abe x, x* a7 - A - TMormal | Mo Spaci.. Headingl | gtr;almge Editing
- B ™ -

Clipboard Font u [F} Styles
|-"""'"'"'"'"'"""""Increaselndent

Increase the indent level of the
paragraph.

Itis summeragain and employees begin to wistfully dream of their summervacation. Why do we needa
summervacation? Some people are sun worshippers and they need some time to get
out in the sun and soak up some rays. Other people are do-it-yourselfers with alist of
projects they have lined up for those long summer days when darkness comes late into
the evening. Finally there are those who just want a break from theirwork.

Whenlwas a young boy| dreamed of being a fireman or a police officer. As | grew
older, | saw myself training as a para!medic, rushing to accident scenes to save lives.
Gradually however, I realized | had the talent to work with figuresand endedupasa
chartered accountant. Now | find myself yearning for the adventure | never had.

5. That’s a bit too much indent! Click the Decrease Indent button to back the paragraph up by
0.25 centimetres.

Home Insert Page Layout References Mailings Review

(A
T — T oA " el
@ B Calibri (Body) 1 A A AaBbCcDe | AaBbCcDe AaBbCi | % #

et g| B U ke X, X TNormal | TNo Spaci.. Headingl - (sit';Tnge Editing
X esT -

Clipboard = Font ! P Styles

él © 3 | Decrease Indent

Decreases the indent level of the
paragraph.

It is summer again and employees begin to wistfully dream of their summervacation. Why do we needa
summer vacation? Some people are sun worshippers and they need some time to get
out in the sun and soak up some rays. Other people are do-it-yourselfers with a list of
projects they have lined up for those long summer days when darkness comes late into
the evening. Finally there are those who justwant a break from theirwork.

When | was a youngboyl dreamed of being a fireman or a police officer. As | grew older, | saw
mvselftraﬂning as a paramedic, rushing to accident scenes to save lives. Gradually however, |
realized | had the talent to work with figures and ended up as a chartered accountant. Now |
find myself yearning for the adventure I neverhad.
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6.  Click the pull-down arrow beside the Fill command and select a light olive color:

File Home Insert Page Layout References Mailings
@ % T - (s =
I n Calibri (Body) 11 A A Aa ‘% % AaBbCcDe | AaBbCeDe AaBbCi B ’
Pavste ) B [ U - ahe x, X° al’_? - é' @n THormal | T Mo Spaci.. Headingl |— gg
Clipboard Font % | | Theme Colors Styles
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I I I I I I Olive Green, Accent 3, Lighter 40%

Standard Colors
[ ]| FfEEEENE

D Mo Color

Itis summeragain and employeesbeg summervacation. Why do we needa
% More Colors... -
rs and they need some time to get

summer vacation? So

out in the sun and soak up some rays. Other people are do-it-yourselfers with alist of
projects they have lined up for those long summer days when darkness comes late into
the evening. Finally there are those who just want a break from theirwork.

When | was a young boy | dreamed of being a fireman or a police officer. As | grew older, | saw
myself training as a paramedic, rushing to accident scenesto save lives. Gradually however, |
realized | had the talent to work with figures and ended up as a chartered accountant. Now |
find myself yearning for the adventure I never had.

7. Now place the cursor in the third paragraph. Click Borders = Borders and Shading:
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8. Match the following settings and then click OK:

F S —— ™
Borders and Shading ———. _1 &u

Borders | Page Border | Shading |
Setting: Style: Preview
— - Click on diagram below or use
—— N? buttons to apply borders
Box e
= B
=—|| shadow
I — = ] =
! =| 35 Color:
= = | - |
-~ Width:
.§ Custom 2Vapt | -
Apply to
|Paragra|:|-h Izl
Horizontal Line. . [ oK @ [ Cancel ]
L A

Your paragraph should look like this:

In any painting project there are some important steps to follow, such as choosing a colour that is
complimentary to its surroundings, taping off the areas that should not be painted, preparing the
surface by sanding or filling holes, and mostimportantly, choosing the proper painting tool in orderto
do a professional job.

9. Save the document as Session 5.4 Completed and close Word. This completes the exercise.
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Activity 5-4

Objective

Task

Hints

Sample Data

Follow-Up Questions

Ver. 1-1, Sept. 2012

To understand how to format paragraphs.

Apply each of these formats to one of the paragraphs in the sample

document:

2.5 centimetre first line indent, 1.5 spacing, border of your
choice

Single spaced, border and shading both a shade of pink

5 centimetre hanging indent, double spaced, shading of
Plum (any variation)

1.2 centimetre full paragraph indent, top and bottom
border of your choice

2.5 centimetre full paragraph indent, double spaced

Try to make the borders and shading complementary to
each other.

Remember that most of these tools are found on the Home
tab.

The Increase Indent button on the Home tab indents the
entire paragraph by a centimeter.

@ iu:_ti*.-'it;.-‘ﬁml.u:lu:u:x
Microsoft Ward Document
13.6 KB

What does the document look like after formatting it? Which
paragraph looks the best? Which is easiest to read?
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Chapter 5: Case Study
Objective To format a document using font and paragraph tools.
Briefing Your manager has just started using Word 2010. He has created a

handout for an upcoming training session, but he has gotten a bit
out of hand with fonts and paragraph formatting.

Task Modify the formatting in the sample document so that it’s easier to
read, is consistent, and looks more professional. Try not to remove
too much formatting or your boss might get mad!

Hints = Light fonts work best on dark backgrounds, while darker

fonts work on lighter backgrounds.

= Use the tools that you learnt about in this Chapter, including
Quick Styles, the Font dialog, the Borders and Shading dialog,
tabs, and indents.

= Theme fonts and color sets can help you make a document
consistent.

= Remember that you can use the Editing commands on the
Home tab to select all formatting of a particular type.

Sample Data IE Ca.se Stuu:l:.-'lﬁ.u:lcu:x
Microsoft Word Docurment
13.7 KB
Follow-up Questions What did you learn about creating your own documents from this
exercise?

Online Test

Now is the time to try the online test to see if you can remember what this chapter was about!

Your teacher/trainer will provide instructions on how to access this resource.
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Chapter 6: Printing and Viewing Your Document

In this chapter you will learn how to:
= Use print layout, full screen reading view, Web layout, outline view, and draft view
= Use minimize, maximize, and restore
= Use zoom on the View tab and the Zoom dialog
= Use the view controls on the status bar
= Use thumbnails
= Use the document browser
= Use the navigation pane
= Show and hide special characters and screen elements
= Use Print Preview
= Use the Page Setup group and dialog
= Use print commands
= Use basic and advanced print options
= Modify printer properties
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Session 6-1: Using Layouts and Views

So far, you have worked only with Word’s default view: Print view. This view gives you a good idea
of how your document will look on paper. But what if you’re creating a Web page? Or what if
you’re more interested in reading the document? Word has views for many different purposes,
and that’s what you are going to learn about in this session.

Using Print Layout

Print Layout is the default view, and it’s the one that you have been working with all along. To use
this view, you can click the Print Layout button on the View tab or on the right hand side of the
status bar.

Haome Insert Page Layout References Mailings Review View
J _|:J| Ej = Ruler € | J Cne Page |—_':|
- [ Gridlines L o0l 33 Two Pages —
Print |Full S5creen Web  Outline  Draft o Zoom 100% i Mew
Layout | Reading Layout Mavigation Pane =l Page Width | window
Document Views Show Zoom

EFEE

Whichever view is currently highlighted in orange is the one in use.

Using Full Screen Reading
As you might imagine, full screen reading layout is best used when you want to read a document.
Like other views, you can switch to it using the status bar or the View tab.

gl (B | = E
Print |Full 5creen] Web Outline Draft

Layout | Reading | Layout
Document Views
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This view removes many of the commands to devote as much space to text as possible.
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At the top left, you have a basic toolbar allowing you to save or print the document, add
highlighting, or add a comment. You also have a Tools button that offers a menu of editing
commands. In the middle, you can see which screen you are on and navigate through the screens.
Then, on the right, you have a menu of view options and a Close command. (If you close this view,
you will return to Print Layout.)

Finally at the bottom of the screen, there are arrows to flip back and forth through the pages of
the document.
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Using Web Layout
This command shows you what your document will look like if it was published as a Web page.
This is very convenient if you’re creating a document to be published to the Internet.

&l @ (== =

Print |Full 5creen| Web |Outline Draft IEIE‘J?'
Layout | Reading |Llayout

Document Views

The main change you will see in this view is that margins and white space are removed.

J>_<---|---1---|---2---|---3---|---4---|---E---|---£.---|---,.‘----|---5---|---5-2\
= T T T T T T T T T T T T T T T T T T

Call me Ishmael. Some years ago - never mind how long precisely - having little or no money in my purse, and nothing particular to interest
me on shore, I thought I would sail about a little and see the watery part of the world. It is a way I have of driving off the spleen. and
regulating the circulation. Whenever I find mvself growing grim about the mouth; whenever it is a damp, drizzly November in my soul;
whenever [ find mvself involuntarily pausing before coffin warehouses, and bringing up the rear of everv funeral I meet; and especially
whenever mv hypos get such an upper hand of me, that it requires a strong moral principle to prevent me from deliberately stepping into
the street, and methodically knocking people's hats off - then, [ account it high time to get to sea as soon as [ can. This is my substitute for
pistol and ball. With a philosophical flourish Cato throws himself upon his sword: I quietly take to the ship. There is nothing surprising in

Using Outline View
You can switch to Outline View the same way you have switched to other views: using the View
tab or the status bar.

El B M= =

Print |Full Screen Web |Outline | Draft B E
Layout | Reading Layout

Document Views

251

Ver. 1-1, Sept. 2012



Microsoft Introductory Word 2010 Guide

However, this view is a little different from the other views you have looked at.

Cutlining Home Insert Page Layout References

Mailings Review View

& @ | BodyText RN D" show Level: Al Levels ﬂ ?- E
Show Text Formatting = .
v oE - [ Show First Line Only Dnscrll;h:nt Subdocuments Outfl:ihoesifiew
Cutline Tools Master Document Close
© Section 6: Printing and Viewing Your Document
@
L
@ In this section you will learn how to:
o - Use print layout, full screen reading view, Web layout, outline view, and
draft view
@ = Use minimize, maximize, and restore
o = Use zoom on the View tab
o = Use the view controls on the Status bar
o - Use thumbnails
o = Use the document browser
o = Use the document map
@ = Use the show/hide tools
o = Show and hide special characters
N Use Print Preview
o . Use the Page Setup group and dialog
® = Use print commands
o = Use basic and advanced print options
o = Modify printer properties
@
L
@
Page Break....
© Lesson 6.1: Using Layouts and Views
@
@
® Sp far, we have stuck with Word's default view: print view. This view gives you a
pretty good idea of how your document will lock on paper. But what if you're
creating 2 Web page? Or what if you're more interested in reading the
document? Word has views for many different purposes, and that's what we're
going to learn about in this lesson.
€ Using Print Layout

Outline view focuses on the text and the headings that have been applied. A new Outlining tab

also appears.
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Using Draft View
Our last view is Draft view.

Gl @ ==
=l =

Print |Full Screen Web  Outline| Draft El|E B _:

Layout | Reading Layout

Document Views

This is a good view to use if you’re looking at a draft of your document, and you’re not worried
about images or formatting.

Page [STR =r= | —

Lesson 6.1: Using Layouts and Views

So far, we have stuck with Word's default view: print view. This view gives you a pretty good
idea of how your document will look on paper. But what if you're creating a Web page? Or
what if you're more interested in reading the document? Word has views for many different
purposes, and that's what we're going to learn about in this lesson.

Using Print Layout
Print Layout is the default view, and it's the one that we have been working with all along. To

use this view, you can click the Print Layout button on the View tab ar on the right hand side
of the status bar.

Whichewver view is currently highlighted in orange is the one in use.

Using Full Screen Reading

Az you might imagine, full screen reading layout is best used when you want to read a
document. Like other views, vou can switch to it using the status bar or the View tab.

Images are removed, white space is reduced, and page breaks are shown as a dotted line.
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Step-By-Step

In this exercise you will experiment with the different views available in Word.

1. Open Session 6.1 from your Exercise Files:

Wil Session &.1.docx
[Ei —1 Microsoft Word Document

20.2 KB

2.  Click the Outline view button in the lower right-hand corner of the status bar:

- [/ | *

3.  This view shows only the words in the document. What happens when you click the + sign
beside the title?

File Outlining Haome Insert Page Layout References Mailings Review View
B show Level: | All Level - E 5
$ @ Levell < gy o nowErErATTeNEs E - -
Show Text Formatting
o v F = ) . Show Collapse Close
[C] show First Line Only Document Subdocuments | Qutline View
Cutline Tools Master Document Close
@ OCTOPI
® The octopus lives in tropical waters. A typical octopus has the following
characteristics:
L Oval head
C Eight arms
o . Excellent vision
@

The octopus is related to squid, nautilus, mollusks, and other cephalopods. Although
the octopus has many predators, including sea lions, sharks, and humans, they breed
regularly and are not currently at risk.
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4, Now click the Full Screen Reading command in the status bar:

= 100% (=) [}

FEEEE
k-

Full 5creen Reading

5. Full Screen Reading view will fill your entire screen with the Word window. In the top right-
hand corner, click the View Options command and explore the different ways to view a

document while using Full Screen Reading:

\, Don't Open Attachments in Full Screen

Don't open e-mail attachments and documents from a
Microsoft SharePoint Foundation site in full screen view,

Increase Text Size

F-Y
A Make the text larger for reading. Temporarily changes
how much text fits on a page.

=

Show One Page
Read one page at a time,

Show Two Pages
View two pages at a time,

Show Printed Page
Show pages as they will look if printed.

Margin Settings b

3
[

Allow Typing

Allow typing while reading. 5et this if you like to edit
your documents as you read them,

=h Track Changes

= Track changes made to the document. "
'; Show Comments and Changes 4
« Show Original/Final Dlocument 4
e g :

6.  Close Full Screen Reading view by clicking the Close button in the top right-hand corner.
You will be returned to Print Layout view.
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7.  Click View > Web Layout:

Insert Review View

Home

\ﬂl Eg Web Layout Rular [El one Page  EE New Wind:
_ : Cutline |:| Gridlines Twcu Pages E Arrange All

L:;mt F;!;‘;{:;” =] oraft [ Mavigation Pane Zoom  100% (=] Page Width Split

Document Views Show Zoom

£ web Layout 23

View the document as it would
H I look as a Web page.

What elements of the document have changed?

References

Page Layout Mailings

8. Using the View tab, switch to Draft view:

Insert Page Layout References Review View

Home

ﬂ Ruler . [Ellone Page =B New Wind
_ : Cutline |:| Gridlines . Twcu Pages E Arrange Al

LZ;'Qﬁt F;!f;{:;” =] Draft [ mMavigation Pane foom  100% =] Page Width Split

Document Views Show Zoom

Mailings

Y Draft View ol 4 o o B

View the document as a draft to
quickly edit the text.

Certain elements of the document bCT[}PI
such as headers and footers will
not be visible in this view.

The octopus lives T TropIcal Water's. A typical octopus has the following characteristics:

In what way is Draft view similar or different from the other views?

9.  Switch back to Print Layout using the status bar and then close Word:

EEEE =[=| s (= Ok o
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Activity 6-1
Objective To understand how to use views in Microsoft Office Word 2010.
Briefing A friend of yours has received a school assignment in Word format
and is having trouble reading it.
Task Experiment with the various views to find one that is easy to read.
Hints Use the View tab or the status bar.
Sample Data | Activitytl.docx

Follow-up Questions

Ver. 1-1, Sept. 2012

= Microsoft Ward Document
30.6 KB

What view would you prefer using in your day-to-day work? Can
you suggest a different use for each view?
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Session 6-2: Basic Viewing Tools

In the last session, you looked at some different views. In this session, you will look at some tools
that you can use in those views to maximize your efficiency.

Using Minimize, Maximize, and Restore
At the top left of the Word screen, you will see a series of window controls.

e
You already know that X on the far right hand side closes the window. The small minus sign (#=)
minimizes the window down to the Windows taskbar. The middle button, Restore Down ('@"),
makes the Word window half its size. When the window is restored down, the button becomes a
Maximize command (E) that you can click to restore the window to its normal size.

Using Zoom on the View Tab
Another handy tool is Zoom. This tool lets you zoom in or out of your document to see it close up
or far away. First, you will look at the Zoom commands on the View tab.

VoL 200 .ﬂTw-:u Pages
Zoom  100%
° /=] Page Width

Zoom

To use any of these commands, simply click the icon.

() Opens the Zoom dialog.

Return to the default zoom of 100%.

2] One Page Zoom out to see the entire page.
[1dTwo Pages ~ Zoom out to see two pages.

=] page width  Zoom in to the page width.
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Using View Controls on the Status Bar
You can also use the controls on the status bar to change your view.

100% (=)

EE

L} {+]

In the last Session, you learnt that the first five buttons change the type of view you are in. You
can also use the slider to zoom in or out of the document. Or, click the plus or minus buttons to
zoom in or out by ten per cent increments.

Using the Zoom Dialog

If you want to set advanced zoom options, click the Zoom button on the View tab, or click the
percentage in the status bar.

Zoom

----- 2201 @Tw::n Pages
100%

EANE
=] Page Width

Zoom

Either of these actions will open the Zoom dialog.

[Ilf
(=
[==]
(=)
!
0

(+)

-

Foom
Zoom to
) 200% (7 Page width
@ 100%:! (7 Text width
75% (71 Whole page
Percent: |100% =
Preview
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
AaBbCcDdEeXxYyZz
‘3 e AaBbCcDdEeXxYyZz
CK ] [ Cancel

Using this dialog is easy. You can choose a percentage, page width, or number of pages from the
top of the dialog. Or, you can type a percentage in the text box. No matter what your choice, you
will see a preview at the bottom of the dialog.

Once your options are set, click OK to apply them.
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Step-By-Step

In this exercise, you will experiment with the different view tools that were covered in this
Session.

1. Open Session 6.2 from your Exercise Files folder:

Wl Session 6.2, docx
‘[E E Microsoft Word Docurment

20.2 KB

2. Depending on the way Word opens your window, you may see the Maximize or Restore
button appear in the top right-hand side of your screen. Click this button to see what
happens, then click it again.

Which view do you prefer? Why might you want to use one view over the other?

3.

Befereneed  Maibng Riview  Yiew

Bnaan

Page Lyt
= 1= = .|
' Cambra Headn - (14 - A &7 Aac | H

= ipiE ‘!A
b . EEEE s AaBbCcD  AaBBCD | AABBC| . A Lo
fecad ) B J U ~ds x o L A o 7 M Fl € Womsi Mo Spacing | Wesdingd | \:_x o 2

OCTO]

al waters. A typical octopu:

=0 ed

'y "
| Pagel ofl | Words 52 (|

o
el
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4, Now drag the zoom slider all the way to the left:

S

B I U- do:.a‘lﬁVA' g | Thormal  na spacng

5.  Click View = One Page. This will fit an entire single page within the space provided in the
window:

E‘ﬂm‘h’ S8 New Window (13
Emmet? & amange an |u.| = .

| Switen

Wi dow

Ipom the document 5o that an

QCTOR
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6. Click the Zoom command:

Bs Mailings Review View
n_?__E,Neu
: = arr:
— """ =] Page Width spli
l} Zoom
: foom :

Show the Zoom dialog box to
specify the zoom level of the
document.

In most cases, you can also use the
1 zoom controls in the status bar at T
1 the bottom of the window to
1 quickly zoom the document.

E
=it voom

7. When the Zoom dialog appears, click “Text width” and then click OK:

Ver. 1-1, Sept. 2012

%

foom

Zoom to
(71 200%
) 100%%

© 75% () Whole page

Percent: |123% =

Preview

AaBbCcDdEeXxYyZ
Z

AaBbCcDdEeXxYyZ
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8.  This will make Word zoom in so the inside margins of the page will fit to the sides of the

Word window.

Inzert Page Layout Beferences hi=ilings Review View

‘J _ﬂ 5 web layout [ Ruter f_{ |_..;.I: .:aﬂ:::::s <8 Mew Wandows _1_]

o Outiine [} Gridiines = Arrange Al mf
Print | Full Soreen " Toom  100% Magros
Layout | Reading =] Dratt |1 Mavigation Pane & Fage wiain | [ =] spiit 24 Windows - -

Document Veews Show Zoom Window Macios

T b - FE R B R N S R

T T T T T

bcTopi

The octopus lives in tropical waters. A typical octopus has the following characteristics:

« Oval head
= Eight arms

« Excellent vision

9. Close Word to complete this Session.

Ver. 1-1, Sept. 2012

The octopus is related to squid, nautilus, mollusks, and other cephalopods. Although the octopus
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Activity 6-2

Objective To understand how to use zoom in Microsoft Office Word 2010.

Briefing A friend of yours has received a school assignment in Word format
and is having trouble reading it.

Task Experiment with the various viewing tools to find a combination
that makes text easy to read.

Hints Use the View tab or the status bar.

Sample Data | Activityt.2.docx

Follow-up Questions

Ver. 1-1, Sept. 2012

= Microsoft Word Document
306 KB

What level of zoom would you prefer using in your day-to-day
work?
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Session 6-3: Advanced View Tools

You are now going to look at some advanced tools, including the document browser, thumbnails,
the different features of the navigation pane, and showing and hiding elements of the Word
screen.

Using the Document Browser
Typically, the small arrows at the bottom of the vertical scroll bar let you browse from page to
page.

But what if you’re more interested in looking at the various tables in your document? Or
navigating through comments?

To change what the browse arrows look through, click the small dot between them.

E

N

j Select Browse Object (Alt+Ctrl+ Hu:mE]|

Then, choose what object you want to browse by.

Cancel
il N A= EH
fall dd @58 O
0
L
30% (=) . (+)

Let’s look at each of the choices. Most of them refer to elements you haven’t covered yet, but it’s
useful to know how to browse by these elements for when you do learn about them.

—+ Browse using the Go To box.

# Browse using the Find dialog box.

.# Browse by edits. (This is a tool used when reviewing documents.)
i= Browse by heading. (Headings are used in outlines.)
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] Browse by graphic.

1 Browse by table.

tay Browse by field. (Fields are used in forms and mail merges.)
id Browse by endnote.

il Browse by footnote.

@ Browse by comment.

0% Browse by Chapter.

[0 Browse by page. (This is the default choice.)

Showing and Hiding Screen Elements
There is a special section of the View tab that lets you customize what elements appear on your
screen:

JI| Ruler
Gridlines
+| Mavigation Pane

Show

You have already worked with the ruler when adding tabs and indents. If you don’t need the ruler,
you can uncheck it to remove it from your screen. You can also add gridlines to the screen; this
can help when arranging objects.

The final object is the navigation pane, which is used to show titles that have been defined by
styles used in the document and to search for a word or phrase.
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Using the Navigation Pane

If you check “Navigation Pane” in the Show/Hide Chapter of the View tab, have clicked Home =
Find, or pressed Ctrl + F, you will see a pane appear on the left hand side of your screen:

m Home Insert Page Layout References Mailings Review View
Ol @ WEE S ] L3 & 55 e
= cnro 15 0

[ Gridlines | % = 0] @5 Two Pages

Print |Full 5creen Web  Qutline Draft o Zoom 100% i Mew  Arrange 5plit .
layout | Reading layout [¥] Wavigation Pane = Page Width | window  All Position

Document Views Show Zoom
Mavigation vxg 1---|---5--|---1---|---1---|---3--
Search Document o - ©-2009Velsoft-International- Inc. 9
= |8 |4 =

Using Tabs -

Setting Tabs -"

Moving or Removing Tabs

Step-By-Step -

Microsoft-Office-Word-2010 -+
Skill Sharpener
4 |esson 5.4: Paragraph Options ||
Indenting Using the Ruler - The-final-object-is-the-Navigation-Pane,-which-is-us
Indenting Using the Home Tab . styles-used-in-the-document-and-is-also-used-to-se

This pane provides a map of the document based on headings. In this sample, the writer has used
part of this guide. The session concepts are indented from the session title.
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Let’s take a moment to go over the different parts of the pane:

/

1 Search bar

2 Move

3 Close

4 View tabs

5 Previous/Next

6 Display area

Ver. 1-1, Sept. 2012

Mavigation

1 —’ Search Document 2o

f 3
"~

aog J I 4

4 |esson 5.4: Paragraph Options

oo
Using Tabs - \
Setting Tabs
Moving or Removing Tabs

Step-By-Step
skill Sharpener 6

Indenting Using the Ruler
Indenting Using the Home Tab

Type something here to search for it in your document. Depending
on which view you are using (4), you will see different results in
the display area (6).

Click this pull-down arrow to see the following options:

g
Move .
Size
.
Close
i

Move will let you place the navigation pane on the left or right-
hand side of the screen, or have it float freely in the Word
window. Size lets you expand or contract the width of the pane,
and Close will close the pane.

Closes the navigation pane.

From left to right, switch between the document headings,
thumbnail views of the pages, or highlighted search results in the
display area (6).

Go to the previous or next heading, page, or search result.

Different things will be displayed here depending on which view
(4) you are using.
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Showing Special Characters

When you type anything, even a space, a character appears on the screen. The symbols for certain

characters (such as spaces and paragraph marks) are usually hidden.

If you want to show these characters, click the Show/Hide command in the Paragraph group of the

Home tab, or use the Ctrl + * shortcut. (This shortcut is actually Ctrl + Shift + 8.)

e e =55 4] |q
—_ j— — =0 =2
:_ i §_ - ai-v = Z .

>
11
4
L]
L]

Paragraph

This will make all the “hidden” characters in your document appear.

“Section6:-Printing-and-Viewing-Your-Document9]

1

Inthis=sectionyouwill-learnthow+o:9q
=+ Use-print-layout, full-screenreading-view, Web-ayout,-outline-view,-and-draft-view"]
=~ Use-minimizef-XE-"

- 1

== Use-print-commands—1]
=+ Use-basic-and-advanced-print-options - 1

=+ Modify-printer-properties- -+ 1]

=& & _a

Page Break

Notice how spaces are denoted as a dot between each word and the paragraph symbol at the end

of each paragraph (wherever the Enter key was pressed). You can also other items like page

breaks and index references. To hide these characters, click the Show/Hide icon again.

Ver. 1-1, Sept. 2012
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Step-By-Step

In this exercise you will practice moving through a document.

1. Open Session 6.3 from the Exercise Files folder:

I--E SE.ssiDn 6.3.docx
Microsoft Ward Document
42,9 KB

2. Click the circle between the scroll arrows in the bottom right-hand corner of the screen.
Click the Browse by Graphic option:

subtitle]

= O @) dd ) {ad
At = = 78 >
Browse by Graphic

|[El|eE B 90% (=} (]
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3.  Word will now be able to scroll through the document based on the selected object. Click
the two up and down arrows around the circle button to browse the graphics in this
document:

W GTr U )
File Home | Inset  Pagelayout  References  Mailings  Review  View o

= e <111 A" a7 | Aae | B | = A 44 Fing -
0] o, |(Cmbratedhrjt -[A 47| Aa = 8019 | aaBboeD | asBbccD AABB( aaBBCC A Repince
2 &
Pajte » B 7 U -ahe X, X =y=|7 - Av =] v TNormal | MNoSpacing Headingl Heading2 |- Egﬂ‘:fj s Select =
Clipboard 1 Font 5 Styles | Editing

{ K Paper on Octopi

-

OCTOPI

z

o

Page:1of2 | Words:75 | %  English (U.5) E = 90% (—) -1-&"—‘
LR PRRLRS RN ”E]EEE S — U = Next Graphic (Ctrl+Page Down)

4. Click the circle button again and select Browse by Page:

Browse by Page
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5. Now click View = Navigation Pane:

Haome Insert Page Layout References Mailings Review WView
(=] I?a Web Layout Ruler |':_\'| ﬁu One Page |_=l|:-’| Me
E Cutline [ Gridlines _ﬂ’ ----- = Twcu Pages E Ar
Print |Full Screen _ . . foom  100% ! ]
Reading =l Draft %Nawgatlnn Pane (=] Page Width | [ 5p
Document Views Show Zoom
J !
1-"""'%'":|Na1.r|'gat|'onPane P ‘I‘

Open the Mavigation Pane, which
allows you to navigate through the

document by heading, by page, or
by searching for text or objects.

6.  The navigation pane will appear on the left side of the screen. Adjust the width of the pane
by clicking and dragging the right border in or out so the pane takes up a bit more than % of
the screen:

|

m e = esson 6.3 [Compatibility Mode] - Microsoft Wor

e

File Home Insert Page Layout References Mailings Review View Design Layout i
_|_EJJ| I:=3Web Layout  [¥] Ruler (_\ n_?:j,NewWindow (kR g? =
i E outline [ Gridlines _ﬁ . = Arrange Al FEH i =T
L:;I:LEt Fg!asdcir:;nf_E]Draft [¥] Navigation Pane Zoom 100% (=] Page Width | = Split ] Wisr:l“:jlgcwhsv Mafros
Document Views Show Zoom ‘Window Macros
Navigation wx|Ll G 2 s s [y
Search Document o - T
= |88 B o
e -
| =
4 QOctopi
Habitat [ A Paper on Octopi
Appearance 17
Relatives N
o
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7.

By default, Word lets you browse the document by headings. There is one main heading

and three subheadings in this document. They have been defined by applying the different
styles listed as Heading 1, Heading 2, etc., in the Styles Gallery:

Home Insert Page Layout References
[ .
_'l] ' Cambria (Headii v 14~ A" A7 | Aav | &

Faste

1= = AaBbCcD AaBbCeD |AABB(| | % -
¥ B I U - abe x, x° -y Thormal  No Spacing | Heading1 | Change Editing
Clipboard Font T
Mavigation v X

Styles ~ T
Styles /
Search Document P -

¥ 4

: : 3‘4
: OCTOPI

=388 : —

| 4 ocopi | :

Habitat

HABITAT
Appearance :
Relatives

APPEARANCE
A typical octopus has the following characteristics:

* Ovalhead
s Eightarms
s Excellentvision

8.  Click the thumbnails icon in the navigation pane:

I Mavigation * x|
Search Document 2o
= | aa - v
L3 2
|Eruwsethepagesin}rnurdncument
| 4 Octopi |
Habitat
Appearance
Relatives

Ver. 1-1, Sept. 2012
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9.  This shows us that there are two pages in this document; you can click a thumbnail to go to
that page.
Now type the word “shark” in the search box and press Enter:
o = CETE e T ]
File Home Insert Page Layout References Mailings Review View I ?
) e A w0 A (B asBbCe | assoc AABBC | A B
Paste 7 B 7 U ~abe x, x° P . Av THormal | Mo Spacing  Headingl | — E:yalnge EdiEing
- e
Clipboard Font [F} Paragraph [F} Styles [F}
Navigation E eSO SR KRN R RN KRN RN KR
shark I x|+ ]~ + Eightarms -
= + Excellent vision
1 match -
=5 | & ~=: RELATIVES
=- The octopus is related to squid, nautilus, mollusks, and other cephalopods. Although
- has many predators, including sea lions, SHafKs, and humans, they breed regularly a
. currently at risk.
2
10. Asyou can see, the matching search result is highlighted in yellow in the editing portion of

the window.

Close Word to complete this session.

Ver. 1-1, Sept. 2012
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Activity 6-3
Objective To navigate through a document.
Briefing You’'re working with a report and need to find certain elements.
Task Using the tools discussed in this session, find the following
elements:
= Page break
= Table titled “Behavior Types”
= Page seven
= Heading “Fifteen steps for dealing with upset people”
= The picture of a red question mark
Hints = |f you show special characters, you will see page breaks.
= Thumbnail view is great for finding pictures.
Sample Data

Follow-up Questions

Ver. 1-1, Sept. 2012

@ Activity@.3. docx
I_l Microsoft Word Document
29.6 KB

What kinds of headings were used in the document? Try changing
some of the headings using the Quick Style gallery (i.e., from
Heading 1 to Heading 3) and see how the view in the navigation
pane changes.
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Session 6-4: Preparing Your Document

Now that you are familiar with how to look over your document and make sure the content is
correct, you will look at how to prepare your document for printing and how to print it.

Setting Up Your Page

Before you print something, you should make sure that the page is laid out the way you want.
Click the Page Layout tab and look at the first three commands in the Page Setup group:

Page Setup

Margins Click this button to see a menu of preset J 2 Orientation + H= Breaks =

margins. You can also click Custom Margins
to open the Page Setup dialog.

Margins| __

-

]

Size = éfj Line Mumbers =
Columns = b~ Hyphenation =

Last Custom Setting
Top: 2cm Eottom: 2 cm
Left: 2.3 cm Right: 2.3 cm

MNormal
Top: 254 cm  Bottom: 2.54 cm
Left: 254 om  Right: 254 m

Marrow
Top: 1.27 cm Eottom: 1.27 cm
Left: 1.27 cm Right: 1.27 cm

Maoderate
Top: 254 cm  Bottom: 2.54 cm
Left: 191 cm  Right: 121 cm

Wide
Top: 2.54 cm Eottom: 2.54 cm
Left: 508 cm Right: 5,08 cm

Mirrared
Top: 254 cm  Bottom: 2.54 cm
Inside: 313 cm  Outside:2.54 cm

Custom Margins...

Orientation Choose portrait or landscape orientation.

—

| 3 Ij = Breaks ~
=) £3 Line Numbers -

Margins |Orientation| 5ize Columns

- - b - - be~ Hyphenation =
| Portrait
j ortrai v x |[] —
o -
| Landscape H
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Size

Click this button to see a menu of preset paper sizes. You can also click
More Paper Sizes to open the Page Setup dialog.

Page Layout

largins

-

=z

[y 0r

' : =
ientation = k= Breaks =

Ll = .
— ] Size ~ £3 Line Mumbers =

A was
P Pag

H
|
5

Ad (210 x 297 mm)
21 cmx 29.7 cm

A3 (297 x 420 mm)
297 cmx 42 cm

A5 (148 x 210 mm)
148 cmx 21 cm

JIS B4 (257 x 364 mm)
257 cmx 364 cm

JIS B5 (182 x 257 mm)
18.2 cmx 25.7 cm

Postcard (100 x 148 mm)
10 cmx14.8 cm

AB (105 x 148 mm)
105 cmx14.8 cm

Postcard (148 x 200 mm)
148 cmx 20 cm

JIS B6 (128 x 182 mm)
128 cmx18.2 cm

215 x 315 mm
215 cmx31.5 cm

Mare Paper Sizes...

4

I
ToT

Now let’s look at the specifics of these commands.

Ver. 1-1, Sept. 2012
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Setting Margins
Margins are the white space around the page’s edges. To change the margins, click the Margins
button on the Page Setup group and pick a preset size:

2 COrientation * PF::', Breaks =

[j Size %_’I Line Humbers = | <
Margins| __
- £ Columns = b~ Hyphenation =

Last Custom Setting

Tap: 2 cm Bottom: 2 cm
Left: 23 em Right: 2.3 cm
Normal

Tap: 254 ¢ Bottom: 2.54 cm
Left: 254 cm Right:  2.54 cm

Narrow
Top: 1.27 cm Bottom: 1.27 cm
Left: 1.27 cm Right:  1.27 cm

Maoderate
Top: 254 cm  Bottom: 2.54 cm
Left: 191 cm  Right: 191 cm

Wide
Top: 254 cm  Bottom: 2.54 cm
Left: 508 cm  Right: 5.08 cm

Mirrored
Tap: 254 cm Bottom: 2.54 cm
Inside: 313 cm  Outside:2.54 cm

Custom Margins...

Note that this change will affect your entire document. If you don’t like the options that you see,
click the Custom Margins button to open the Page Setup dialog.

Changing Page Orientation
Page orientation refers to how the text is laid out on the page.

3 I
= [
Orientation| 5Size C

j Portrait

}‘| Landscape

As you can see, with portrait orientation the paper would be printed on with the long side
vertically. With landscape orientation, the paper would be printed on with the long side
horizontally.
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To change your document’s orientation, click the Orientation button on the Page Setup group and
choose either portrait or landscape.

Setting Paper Size

Typically, you will be using Word’s Australian default paper size: A4 (, called letter size. If you want

to change this, however, you can do so using the Size command. Simply click the Size button on

the Page Setup group and click the size that you want.

Page Layout

'y Orientation - P,:::: Breaks -

= .
Size =

1a|'vgins
d

fz]
y

]

£3) Line Numbers -
A4 (210 x 297 mm)
21 cmx 29.7 cm

A3 (297 x 420 mm)
297 cmx 42 cm

A5 (148 x 210 mm)
1458 cmx 21 cm

JI5 B4 (257 x 364 mm)
257 cmx 364 cm

JIS B5 (182 x 257 mm)
13,2 cmx 257 cm

Postcard (100 x 148 mm)
10 emx14.8 cm

AB (105 x 148 mm)
105 cmx 14,8 cm

Postcard (148 x 200 mm)
148 cmx 20 cm

JIS B6 (128 x 182 mm)
128 cmx13.2 cm

215 x 315 mm
215 cmx31.5 cm

Mare Paper Sizes...

A we

@Pa

r

{

L

T

If your desired paper size isn’t there, click More Paper Sizes to open the Page Setup dialog, which
you will look at in a moment.

Ver. 1-1, Sept. 2012
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Using the Page Setup Dialog

You can open the Page Setup dialog from the Size or Margin menus. You can also open it by

clicking the option button in the bottom right hand corner of the group.

Page

—

hargins

- ==

Layout

Size

Columns -

Page Setup

=l Crientation = P,Zj: Breaks -

3 Line Mumbers -

b~ Hyphenation =

Here is what the Page Setup dialog looks like:

C

Page Setup

Margins | Paper | Layout IDn:n:umentGrid

Margins
Top:
Left:
Gutter:

Orientation

2.3 cm

0cm

Al

Portrait

Pages

Prewview

Multiple pages:

Landscape

Mormal

Apply to: | This

section

4

Ak

F

Bottorn:

Right:

Gutter position:

2cm

2.3cm

Left IEI

L1 1L

4k

Set As Default

(8]4

| [ cancel

Let’s take a brief look at each

Ver. 1-1, Sept. 2012
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Margins  Control margin size, page orientation, and the type of pages in the document.

Paper Set the paper size and source.

Layout Set advanced options including Chapter options, header and footer configuration,
and page alignment. This tab also contains commands for line numbers and page
borders.

Each tab also has a preview area (where you can see the effects of your changes before you apply
them) and a Default button (so that you can make every new document have the current page
settings).

Step-By-Step

In this exercise you will prepare a document for printing.

1. Open Session 6.4 from the Exercise Files folder:

@ SE.ssicn 6.4.docx
Microsaft Word Document
42.9 KB

2.  Click Page Layout = Margins = Wide:

=y Orientation ~ >,::'| Breaks -

I3 size - Y3 Line Humbers = | <
Margins| __ a .
- == Columns = ke Hyphenation =

Last Custom Setting
Top: 2om Eottom: 2 cm
Left: 23cm Right: 2.3 om

Mormal
Top: 254 cm  Bottom: 2.54 cm
Left: 2,54 om Right: 2.54 cm

Marrow
Top: 1.27 cm Bottom: 1.27 cm
Left: 1.27 cm  Right: 1.27 cm

Moderate
Top: 2.54 om Bottam: 2.54 cm
Left: 191 cm  Rightt 191 em

Wide
Top: 2,54 om EBottom: 2.54 cm
Left: 508 cm Right: 5.08 cm

Mirrared
Top: 254 cm  Bottom: 2.54 cm
Inside: 3.18 cm Outside: 2.54 cm

Custom Margins...
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3. Click the Size button and then click More Paper Sizes:

[ Size = ¥ Line Numbers = | i Pa

B5 (JI5) —
15.2 cm x 25.7 €m

Envelope DL
11 emx 22 cm

Envelope C5
16,2 cmx 229 cm

Envelope C4
229 cmx 324 cm

Japanese Postcard
10 em x14.5 cm

Ab
105 cmx14.8 cm

Japanese Envelope Chou #3
12emx 235 cm

Double Japan Postcard Rotated
14.5 cm x 20 cm

B6 (JIS)
128 emx18.2 cm

Letter
|_—| 21.59 cm x 27.94 ¢m

More Paper Sizes...

4. When the Page Setup dialog appears, make sure the Paper tab is visible. Use the small up
and down arrows to adjust the width to 18 cm and the height to 22cm. Click OK:

Page Setup

Margins Paper | Layout I Document Grid |
_ |

Paper size:
Custom size IZI
Width: |13 cm =
Height: | 22|cm =
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5.

Change the page orientation to landscape:

Page Layout Referen

ﬂ 'y Orientation = [/ = B
[ Li

lins Portrait
H
Landscape :

Scroll through the document to see how the changes have affected the document.

Click the option button in the Page Setup group to open the Page Setup dialog again:

Home Insert Page Layout Referances Mailings Review View

Aaj n* | [_h[]rientatinn = P__: lﬂ Watermark = Indent Spacing
=l [A]- | = [ size~ {38~ | S Page Color- | £E 0 s opt .
Themes Margins __ - a || = "
- @' - £E Columns - bE - @ Page Borders | =% 0° ~| 4= 0pt -
Themes Page Setup fy| Page Background Paragraph a
.11\5 —
""'%"':"'}"PageMup L

Show the Page Setup dialog box.

Manually change the Top and Bottom margins to 2.5 cm and then click OK:

Save the document as Session 6.4 Completed and then close Word.
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Activity 6-4

Objective
Briefing

Task

Hints

Sample Data

Ver. 1-1, Sept. 2012

To print out a series of images on photo paper.
Your cousin has e-mailed you some pictures he took on vacation.

Set up your page so that the pictures will print properly on photo
paper.

All of the necessary commands can be found in the Page Setup
dialog and the Page Setup group.

@ -ﬁu:_ti*.-‘it;.-ﬁ.el.clccx
Microsoft Ward Document
577 KB
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Session 6.5: Printing a Document

Now that you know how to preview and set up your document, it’s time to learn how to print!

Print Commands
There are a few ways you can print your document. First, you can add the Quick Print icon to the
Quick Access toolbar. The Quick Print icon will send the document directly to the default printer:

¢ Customize Quick Access Toolbar

o ¥ Cut MNew =
_j =3 Copy Open Aav [ =7
Pafte - Format Painter V| Save V-A- EE
Clipboard 7 E-mail 7
Navigation v | Quick Print [c] =
Print Preview .
Search Document _ Remove from Quick Access Tcucull::uar|
Spelling & Grammnmar
E g | & v | Undao

Using Full Scre|| f | Redo
Using Web Lay Draw Table ]

Using Outline * Open Recent File

Using Draft Vie

More Commands...
Step-By-Step

Show Below the Ribbon

Skill Sharpener
You can also use the Ctrl + P shortcut to open the Print dialog.

The more conventional method is to use the Print Chapter of the Backstage menu which you will
look at next.

Print Preview
When you open the Print options by clicking File = Print, you will see a preview of what your
document will look like on the right-hand side of the screen:
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Home Insert Page Layout References Mailings Review View Developer A ?
H Save
Print -
Save As @
Copies: 1 -
[ Open .
Print
. 4
o close [Newsletter Title]
Infao Printer [Type $he compamy nmmme] ks e dase] [Edliemn 1, Vakame 1]
Recent % Send To OneMote 2010 - Stery Subtas or summary 3
- Read:" Vi mam mzadly Shamgs S ozammt Yeow ssn e
Printer Properties = el e
New =bic, fzdom, footo, B,
. s amd o
Settings ki et e e ik hax:-,;:ﬂ&ghbdx.
Styim pallery on S Hame . i e
! . = Yo Iz ezt et TRy Smmwe e
Print All Pages - :_ma_‘ . mal_ﬂﬂ: :ﬁ:,.{::gm
1 Print the entire document el o= the Homs =k On s
Save & Send ey @l e
Pages: ] |
Help . Print One Sided . "
Only print on one side of th... T 52 He
] Options ye ——

ez ztmd gt e i it
Seylea galiry oo e Home
k. On i baee sk, the

== Collated
9 Exit h

123 123 123

s It s, e el
whad thetam desigmcd
osediis with Em oveall

L
Portrait Orientation - ::“:hx":' ks

it sy, = B, o,

Somamet Yeamnms

S P
Letter - Somammme ma galimim s Eam

T o bies, Brsera, dnoters, v,
85"x11 O e Trt b, e el = =i -

v prge, 3l o
e it Stz

1 N ) i docament
el Custom Margins hd ::::;:::::mj
|:| 1 Page Per Sheet -
-
Page Setup 1 of2 p 50% ':E:'_U_! ':E:'

This view provides a scaled-down version of what your document would look like if it were printed
as is. You can flip through the pages or zoom in and out by using the tools at the bottom of the
screen. Click the icon in the far right-hand corner to fit the entire page into the space provided in
the Word window:

411 ofil » 53% (=) —0—— (%) [
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Using Basic Print Options

Open the Print options by clicking File = Print:

Home Insert Page Layout References Mailings
H Save
Print
Save As @
Copies: 1 -
Open
& o Print
4 Close
Info Printer D]
./ 5end To OneMote 2010
Recent % Ready
Printer Properties
New
Settings
Print All Pages
-
Print the entire document
Save & Send
Pages: ]
Help Print One Sided -
Only print on one side of th...
1] Options 3e

B9 Exit

2= Collated
-

123 1,23 123

E Portrait Orientation -
Letter -
8.5"x11

| Custom Margins -
|:| 1 Page Per Sheet -
Page Setup

1

1

Review

View Developer

[Newsletter Title]

ey same] Fisk e dax]

Stary Subtitle or summary

Secammt Yesmmuac
S gl o ma et
im, B, Sooter, B,
v pag, and ot
Srcammt bl g o

Yera mim mzady Smmgedie
fermating ol slesd st
o Smmammm e by
cocaing = ook for e
scieceed tent from she Caick
Stien galiery om S Home

S S
[T A S —— Y iy Sz

Sormsing ofaclerd in
ey by cming e ot b a:-! : =
ozl on the Home 5. On e Semamem =y

choming = look fo e

[Typ= a quats frem the deoument orthe

Drawing Tecls
the puil quede exctbon |

P ]
. v om o Heme
b, On e ko b, the
2 incade that e

e Trmer by, s gl
imshade o s

morfirate with S oveall
Sosk of po Sosme Yo

s ol ok oy

Srsamemt Ve smmame

it szl s e, oo,
oy, e g, mnd mdne
Accament o galicia oot
R S e —
v prgm, amd e
dezammt

O e Trat sk, e gl
iadeinma fatam
dnmigned = merdina s widh
st el Dok = e

of2 b

Edimem L

Velame1]

Story Tifle

ans

era ey e diz
izrmating iaclmnd et
i demammitm iy
choosing 2 ook for Sic

accicd toxt o S Qraick

Styla gDy om i Home

2 Wima mam zlas mrmmt dmet

S

7 ming e s

Smepmeden smordimamend
e overall ook of yorur
focamnt. You mnme
S paleio i sas
tzblc, hezden, jootora, Eam,
som mgm and b
doza et

50% &)—0O——

If you have a printer installed and turned on, and paper ready to go, just click the Print button.
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To select a different printer, click the pull-down arrow under the Printer heading and make a
selection:

Home Insert Page Layout References Mailings

[ save

Print
Save As L@ﬂ
_ Copies: 1 <
w | 5ave as Adobe PDF i
Print
E Open
EF Close Printer D
Info ;7 Samsung CLP-320 Series g
= Ready
Recent Printer Properties
Settings
Mew
L Print Al Pages .
_ " Print the entire decument
Pages: 0

Save & Send
Print One Sided
Help Only print on cne side of the...

=y Collated
[z Options -

123 123 123

Ed Exit P
Portrait Orientation

Letter
21.59 cmx 2794 cm

4

4

| Last Custorn Margins Setting
t—o Left: 23 cm Right 23 em

|:| 1 Page Per Sheet -

Page Setup

You can adjust printer settings by clicking the link under the Printer command. These commands
will depend on the capabilities of your printer.
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Under the Settings heading, there are a few more basic commands. If you click Print All Pages, you
will have a choice over which pages in the document will be printed:

Settings

| L Print All Pages
e Print the entire document I}

4

Document

Print All Pages
| j Print the entire document

Print Current Page
| Only print the current page
Print Custom Range
_]j_ﬂ Enter specific pages or sections to print

Document Properties

Document Properties
Table of properties and values

List of Markup

List of markup only

Styles

List of styles used in document
AutoText Entries

List of AutoText available

Key Assignments
List of customized shortcut keys

v | Print Markup
Cnly Print Odd Pages
Only Print Even Pages

Look at the top four options:

Print All Pages Prints the entire Word document, including blank pages.

Print Selection If you selected a certain part of your document (text, images,
tables, etc.) click this command to print only the selection.

Print Current Page Word will print whatever page your cursor is in.

Print Custom Range You can define a range of pages to print. This option is also
available just under the Print All Pages command.
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Other Print Options

To finish this session, investigate the other print options that are available. The commands listed
below are not the proper setting names; rather, they are the default options when you first click
File = Print. Many of these commands are the same as those in the Page Setup group of the Page

Layout tab:

Print One Sided

Collated

Portrait Orientation

Letter

Normal Margins

1 Page Per Sheet

Ver. 1-1, Sept. 2012

Settings

4 Print All Pages
E Print the entire document

Pages: i
| Print One Siced -
] | COnly print on one side of the..,
IJIJCC”atEEI
-
23 123 123
j Portrait Orientation -
J Letter
-
2159 cnx 27.94 cm

Last Custom Margins Setting
+— Leftt 23 cm  Right 2.3 cm

J 1 Page Per Sheet -

Page Setup

Print on one side of the page or receive instructions to print on both
sides of the page (called duplex printing).

If you have a 3 page document and wanted to print 2 copies, the
pages would come out 1, 2, 3, 1, 2, 3. If you printed uncollated, the
pages would print 1,1, 2, 2, 3, 3.

Change the page orientation from portrait to landscape.
Change the paper size.
Change the page margins.

You can print thumbnail images of your document. You can print 1,
2,4,6, 8, or 16 pages per sheet of paper.

290



Microsoft Introductory Word 2010 Guide

Setting Printer Properties
To set options specific to your printer, click the Printer Properties command under the Printer
heading:

Printer @

7 Dell V105
Ready

Printer Properties

A properties window for your specific printer will then appear:

[0 Samsung CLP-320 Series Properties ==

Basic | Paper | Graphics I Advanced I Samsungl
Orientation Ad (@ mm
- @ Portrait 210x 287mm  (inch
(0) Landscape
|l F‘.DEtE 180 Degrees
Quality
- ) Best
@ Mormal
¢ oot
Layout Options
Type [ Single Fage Per Side -
Default Preset -
SAMSUNG
Printer Status
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Typically, you will have options for color settings, page size, and paper type, though every printer

is a little different. Make any changes you like and click OK to apply them.

Note that a printer doesn’t always necessarily have to be a physical thing sitting on your desk or in
a room down the hall. Computers can make use of “soft printers,” or software that can print a file
into a different file format. Word is also capable of “printing” to other Office 2010 programs, such

as OneNote, a program used like a big notebook to record information for at-a-glance use.

Step-By-Step

In this exercise you will practice printing by printing to a file.

1. Open Session 6.5 from the Exercise Files folder:

w Session 8.5, docx
|_| Microsoft Ward Document
42.9 KB

2, Click File = Print to open the printing options:

Layout

Home Insert Page Layout References Mailings Review View Developer Design

Print
Save As @
Copies: 1 -
ﬁ COpen .
Print ACMEVILLE MIDDLE SCHOOL
[ Close

Info Printer

./ Send To OneMote 2010

Recent ‘% Ready
Printer Properties Microsoft Office Word
Settings 2010 Foundation
L Print All Pages [Type the document subtitle]
Save & Send 1 Print the entire document Vetsn  Intermatio sl Ine
Pages: e
Help ] Print One Sided .
Only print on one side of th...
] Options L
Collated
& e DDl_.z_.s 123 123 T
j Portrait Orientation -
Letter .
85" x11"
Mormal Margins . PR -
H= Left: 1" Right: 1"
j 1 Page Per Sheet R
Page Setup
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3. Let’s take a moment to go over the different commands. First, click the pull-down arrow
under the Printer heading.

Depending on what printers you have installed on your computer, you may see more or
fewer items here. You should see the Microsoft XPS Document Writer option, so click it to

select it:
m =, % — Lesson bo.docx |[Lompatibiln Viode Jicrosoft Worc
File Home Insert Page Layout References Mailings Review View
H Save
Print
Save As @
Copies: 1 -
[j Cpen .
Print
ﬂ Close
Info Printer i
./ 5end To OneMote 2010
-
Recent Ready .
~  Fax Micro
Mew &5 Ready 20#
Print v Microsoft XPS Document Writer -
- Ready lb [Typ
Save & Send ;| SendTo OneNote 2010 p ;40 ciatus
% Ready
- Status: Ready
HEIp . Snaglt9 Type: Microsoft XP5 Document
o' Ready Writer
lﬁ Options -hﬂ Where: XP5Port:
Comment:
E Exit Add Printer...
Print to File '

This is a “soft(ware) printer;” one that prints the document to a file rather than using a
physical printer to print on paper. Using a soft printer is similar to using the Save As
command to save a Word document in a different format.

4. With the printer selected, click Printer Properties:

Printer i

./ Microsoft XP5 Document ...

Printer Properties

Ready
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5. There aren’t many options here, so click the Advanced button on the Layout tab:

-

g=n Microsoft XPS Document Writer Document Properties

_ ==x=)

Layout |XF'S Documents

Crientation:

Portrait -

Lo

| ok || cance |

6. The advanced printer options tell us that the output of the soft printer will produce a
document on letter size paper, with high quality images and text. Click OK to close this

dialog:

-
Microsoft XPS Document Writer Advanced Options

|

5\;. Paper/Output
=-flm Document Optiens

- Interleaving: Off - Best for viewing
- Images: JPG - Medium compression

= Microsoft XP5 Document Writer Advanced Document Settings

QK ﬂ ’ Cancel

Now click OK to close the printer properties box.
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7. Back in the Print portion of the Backstage menu, you can use the arrow buttons and zoom
slider to view the document that will be printed:

- _

A Paperan Doopl

MNormal Margins
b—d Left: 1" Right: 1"

1 Page Per Sheet -

Page Setup

8. Everything is ready to go, so click the Print command:

Print

@ Copies: 1

Print

L

9. In order to print to a file, the file must have a name. Navigate to the Chapter 6 folder of
your Exercise Files, type Session 6.5 Completed for the name, and click Save:

- — N
@ Save the file as - L ’ M
- . .
@uv| .« |Exercise Files » Sectionf | - | 3y | | Search Section & D2 I
Organize - Mew folder E- v (7]
7't Favorites — Documents library B by Folder

B Desktop Section 6

4 Downloads

1l Recent Places No items match your search,

m

) pics
. Word2007f_Exerc

. Exercise Files

0 Libraries
3 Documents
;J‘- Music
= Pictures

E Videos

File name:l Lesson 6.5 Completedl | -

Save as type: [XPS Document (*.xps) v]

' Hide Folders | save %J[ Cancel |
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10. The file will be “printed” and visible in your Exercise Files folder:

11. If you like, you can double-click this file to open it and view it with the XPS viewer:

e
L) hile = Pemissions -  Signstures =

ACMEVILLE MIBRE SO

T rtopas v b sl s

Microsoft Office Word
2010 Foundation T

& Dl brwd

[Type the document subtitle] + g s

v Fesbruy nsss

Vel e rrt) i aLATIENE
/1172008
o bt s oL 8 b, e, s sl ot s, bk D bt
S Y SR Uy U Ry P

(The XPS viewer comes standard with Windows Vista and Windows 7. If you use Windows
XP, you may need to download the viewer.)

12. Close Word and the XPS viewer to complete this session.
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Activity 6-5
Objective To print a document.
Briefing You need to print parts of a report for an upcoming meeting.
Task Print the following components:
= Pages 1and 2 toanimage file
= Pages 8 and 9 to your default printer (one copy)
= Three collated copies of page 11 to the end of the document
scaled to legal size
Hints If you don’t have a printer, print all tasks to a file.
Sample Data l ] Activity.5.docx
IE Microsoft Word Document
29.6 KB
Chapter 6: Case Study
Objective To understand how to use viewing tools and how to print in Word.
Briefing You need to print off some handouts for an upcoming workshop.
Task Preview the sample document. Adjust the specifications to print it
on letter size paper. Make any changes that you feel are necessary
to enhance readability. This copy will be for you, the instructor of
the workshop.
Then, find and print each of these elements:
* Chart on non-verbal communication and its interpretation
»= Page with a happy face on it
= Session on Johari Windows styles
= Pagell
Hints Use the tools you learnt about in this Chapter to make sure
everything will print properly.
Sample Data il ] Case Study B.docx
|EI Microsoft Word Document
41.5 KB
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