MS - WORD
INTRODUCTION

F Microsoft Word, which is a full-featured word processing program helps you to create, process

and revise your document such as letters, resumes, announcements and reports. The various
| features of Word help in the simple production of document. You can easily include borders,

¢ | shading, tables, graphics, pictures and Web addresses in your documents. You can instruct Word to
i create a template, which is a form you can use and customize as per your requirements.

Word can detect the syntax errors while you are typing, in a variety of languages. Word’s

/| thesaurus allows you to add variety and precision to your writing. Word can also format text such as

headings, lists, fractions, borders and Web addresses as you type them. You can also send a copy

of your Word document to E-mail addresses when connected to the Internet. Some features of MS -
| Word are:

/| Edit Document: Word offers many time - saving features to help you edit text in a document. You

can add, delete and rearrange text. You can also quickly count the number of words in a document,
| check your document for spelling and grammar errors and use Word’s thesaurus to find more
i suitable words.

is| Format Document: You can format a document to enhance the appearance of the document. You
‘| can use various fonts, styles and colors to emphasize important text. You can also adjust the
spacing between lines of text, change the margins, and create newspaper columns.

| Edit Images : Word 2010 includes a palette of artistic tools and filters you can apply to images in
your documents. Now you will feel like edit your image in the Word the same way you are editing
| your images in Photo editing software.

Tables and Graphics: Word can help you in crating tables to display columns of information in a

if| document neatly. You can also add graphics, such as Auto Shapes and clip art images to a
document to illustrate ideas.

STARTING WORD 2010

/I Windows must be running to start Word. - o A gy e

1. Click on the Start button. The Start menu will appear.
2. Click on All Programs.

3. Click on Microsoft Office.

4. Click on Microsoft Word 2010.

9| The Microsoft Word will appear.

ﬂ An empty document titles Document 1 appears on your
iy| screen.

A icon for the program appears on the Windows taskbar.

THE WORD WINDOW

The Word window displays many items you can use to crate and work with your documents.
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| Title Bar: Title bar shows the name of the displayed document.

File Tab: You can manage file information and save, share, print, protect and work with version
information for the document.

| Quick Access Toolbar: Displays quick access buttons to the save, Undo, and Redo commands.

iis/ Ribbon : Displays groups of related commands in tabs. Each tab offers shortcut buttons to common
W tasks.

Ribbon Tab: Ribbon Tabs Each tab provides a set of tools related to an overall task you are likely
to be performing in a specific application.

Insertion Point: Insertion point is a flashing line on the screen that indicates where the text you
type will appear.

tf| Views of Document: Provides access to four different views of your documents.
¢l Scroll Bar: Scroll bars allow you to browse through a document.

Status Bar: Status bar provides information about the area of the document displayed on the
screen and the position of the insertion point.

;| Program Windows Controls : Use these buttons to minimize the program window, restore the
Y window to full size, or close the window.

| Navigation Pane: The Navigation Pane in Word 2010 provides you a way to find what you're
looking for in your document. You can move easily through the document by clicking the heading of
the section you want to see. You can hide or show Navigation Pane through View Tab.

FILE TAB

The File tab is the main tab in Word 2010. The round and colorful Microsoft Office Button in
Office 2007 has been replaced by the File tab. When you click on File tab, you will see a
Backstage View where you can manage file information and save, share, print, protect, and work
with version information for the document.
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—=-1. Click on a File tab.

Print
“j B e A new screen appear, displaying the most
o e commonly used file management commands.
info Printer i
Recent ™ g After clicking on File tab, Backstage view
e will appear which is organized in three panels.
o The First of the left panel includes the commands
L Print All Pages . . "
S e ) ot he et tocument you will use to work with the files created by
» e ; you. The second or center panel offers related
' L ot options, and the third or right panel displays an
] options aye . . . . .
g o i PO . g additional option. Like, when you click on Print in
Do = First panel, the second or center panel shows
rint options, and the right panel displays a
JLetter
e preview of your document as it will appear in
i g1 . print. In this way the Backstage View simplify the
[ ] 1repere snea . print process in one step so that you can preview
1 4 PR U ST »& and print your document.

2. Click on the command (Print) you want to use.

In this example, you can see Backstage view in three panels:

v¢  First panel shows the commands.

L 7%¢ Second plane shows therelated options.

L Y¢ Third panel shows additional options or preview options.
RIBBON

The Ribbon offers an easy way to locate commands that accomplish various program tasks.
The Ribbon is grouped into tabs, and each tab holds a set of related commands.

USE THE RIBBON

Margins and Parsgraph Alignment.doc - Microsoft Word

, 1. Click on a tab.
2y0 ) watermark = gent spaang " =3
< - pia i =~
- [N ;Co\\.m"s' 2" Hyphenation = L]l Page Borders B Rignt: 0 g % After. 10 pt 1B My keedichpune  £a
i —— R - 1 —| The tab opens and organizes the tasks
Le o7 ight 0.7 2
i te . g
s and commands into logical groups.
} A Rt 1
o . .
o o Bettom: 0.5
FRE e e e e 2.Click on a button to activate a
S 0 absorb water vapor, whicHis lighter than air, thus helping the mixture
| tee: 1 1o lining it cools and the vapor tgnds to condense out of the airas micro- Com mand Or featu re .
! B ad e f water are densely packed ahd sunlight cannot penetrate far into the
| wiae , giving a cloud its characteriftic white color.
| uw : :'v;im : clouds. Bluish-grey is the reslt of light scattering within the cloud. In the | H 1 1
S Mirored e are at the short end of light's visible wavelengths, while red and yellow BUttons Wlth arrows dlsplay addltlonal
Tep. 1 ettom 1 lrays are more easily scatterefi by water droplets, and the long rays are
| iniae 125 Ouosl o bluish color is evidence thag such scattering is being produced by rain- | comma ndS .
| ?’::cem?s Detaut
| e 1as Right:  1.28
you can click on the corner arrow

button to display a dialog box of
additional settings.

| Page: 1 ot | woras 167 | 5 Hoazs umi a ©
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—1. Double-click on a tab name.

The Ribbon is minimized.

2. Click on tab name again to maximize the Ribbon.

ENTERING TEXT IN WORD

There is a significant change in the way the text is typed in a document. The insertion point is
4 | automatically transferred to the next line, once you reach at the end of your previous line in the
.l same paragraph in word. Hence, you do not need to press any other key except the Enter key while
beginning to type in a new paragraph in your document or if wish to leave a blank line. Your typed
in text will appear where the insertion point flashes on your screen.
T s o s s so- st e e e > == The text you type will appear where the
~ insertion point flashes on your screen.

DI 1. Type the text for your document.

When you reach at the end of a line, Word
e AT SUTTY e SR automatically wraps the text to the next line.

You only need to press the Enter key when
you want to start a new paragraph.

Word automatically underlines mis - spelled
. words in red and grammar errors in green.

KNOW THIS TOOL!!

Microsoft word can automatically enter the common words and phrases as one of its specia
| [features, for example, when you type the first few characters of a common word or phrase in a
i letter or application like “yours faithfully”. When you type only “yours” a yellow box appears,
¢ | (displaying the complete text. To insert the displayed text click on Enter key or to ignore the text,
| fcontinue typing.

SELECTING TEXT

Before performing many tasks in word, you must select the text you want to work with.
ls| Selected text appears highlighted on your screen.

Select a word o

1 1.  Double-click the word you want to select.

The word will be selected.

2. To deselect text, click outside the selected area.
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You can

- Select a sentence

|1 1. Press and hold down the Ctrl key from the

keyboard.

2. Still holding down the Citrl key, click the

sentence you want to select.

Select a paragraph

|~

1. Place your mouse pointer over the
paragraph you want to select and then quickly
click three times to select a paragraph.

7 The whole paragraph will be selected.

Select any amount of text

| 1. Place your mouse pointer over the first

word want to select.

2. Drag the mouse pointer over the text you

want to select.

SAVING A DOCUMENT

save your document it for future use. Saving a document allows you to review later

and edit the document. Saved file can be used

- .. = A - T

Ton other computer also.

1. Click on File tab.

Backstage view will appear.

Document] - Microsoft Word

—i i L n
LTI tnan T abOun LAOCUTHETI

t

—2. Click on the Save or Save As button.

You can click the Save button [[&] on

Permissions

Quick Access toolbar to save the file.

The Save As dialog box appears.
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. Home Insert Page Layout Re’er!ri Mailing Eevigy jig: Magnetsvi 2l 3. C“Ck on these areas to nav'gate to the folder
] Savejhs . . .
in which you want to save the file.

« My Documents » VersionedDocuments » +] 4 |[ 5ea

(S5

Orgagge = Newfolder

', Recent Places |

4. Click in the File name text box and types a
name for the file.

sn
L4 Libraries

New folder
~Sart Using MagnetSVN.docx

) Start Using MagnetSVN deex

+ Documents

& Music
&=/ Pictures
B videos

To save the file in another format, click on the
down arrow Save as type and choose a format.

& Computer

€ Networ

File name: | Start Using MagnetSVN-Mine.docx

i-5. Click on Save.

Save a5 type: | Word Document (docy)

Authors: Baka Tags: Addatag

The Word saves the file and the new filename
appears on the title bar.

Save Thumbnail

= Hide Folders Teols =

SAVING A DOCUMENT IN WORD 97 - 2003 FORMAT

If you want to open your document in some other computer which is using lower version of
Word like Word 97 -2003. Then you can save documents you have created in Microsoft Word 2010
in a variety of other formats, such as text files, or Word 97 -2003 format.

Ooamend - Mruso Nord E—L Click on File tab.
Backstage view will appear.
Information about Document]

2. Click on this Save As button.

Permigsions

- The Save As Dialog box appears.

iy et of this document

Prepare ot Sharing

Before shanng this file, be suare the

3. Click in the File name text box and type
a name for the file.

3 Weed 2007 tutona

Jimages

4. To Save the file in Word 97-2003 format,
click on the down arrow of Save as type.

- 5.Click on Word 97-2003 Document.
6. Click on Save.

The Word saves the file in Word saves the
file in Word 97-2003 format and the new
P filename appears on the title bar.

Wieed Document {* . docs)

ord Cooument (* doci)

{'riord Macro-Enabled Document (*_docm)
d D

e— 01 Teirplot (* ot}
R Now you can share your document to people
- who do not use Microsoft Word 2010.
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SAVING A DOCUMENT IN

PDF OR XPS FORMAT

You can save Word documents in PDF or XPS formats. You can open a PDF file by using Adobe’s

free Acrobat Reader. You can open XPS files by us

ing Microsoft's XPS viewer. Windows 7 will come

with an XPS viewer and an XPS printer driver so that users of Windows 7 will be able to exchange

XPS documents.

Documentl - Micresoft Word

1. Click on File tab.

algrene

Information aboutl Document

Permissions

Anyone Can open Cc

Backstage view will appear.

_,——2. Click on the Save As Button.

The Save As dialog box appears.

sy et o this documen
Properti
Recent
Prepare fot Sharing
New & " "
. Before shanng this file, be sware thar
[ sove As
[ == - [*pl]
A T v+ Libraries » Documen ts v > )
Organize New folder -
EE] ricroscs fr Werd Documents library - Ftdea]
cudes: 2 locations et
Favorites r %
BE Deskiop

E——. Custom Office Templates

3 My Shapes

Recent Places

Gnelote Notebooks

GCuticok Files

i

¢

rd Template
Weord Macro-Ensbled Template
Werd 57-2003 Terplate

14

Web Page, Filtered
Rich Text Format

Plain Text

Weord XML Document
Word 2003 XML Document

Strict Gpen XML Document "
OpenDocument Text

Now you
viewer.

3. Click in the File Name text box and type a
name for the file.

4. To save the file in PDF or XPS format,
click on the down arrow of Save as type.

5. Click on PDF or XPS Document.

6. Click on Save.

The Word saves the file in PDF or XPS format
and the new filename appears on the title bar.

can open PDF document in Adobe Acrobat Reader and XPS document in Microsoft XPS

CLOSE A DOCUMENT

You can close the document to remove it from your screen. Closing a document does not

mean that you are exiting the Word program.

Before closing a document, you should save any ch

— -
7]

Document] - Microsoft Word

alerenice

anges made to the document.

1. Click on File tab.

Information about Document]

Permissions

LR Gpen Copy, and change

a1t of thi document

Backstage view will appear.

Récent

fod Before sharing this file, be aware tht

2. Click on the Close button.

The File Closes.
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OPEN A SAVED DOCUMENT

Documentl - Micresoft Word

Mailing;

Revie iew  Add-In

1.

You can open a saved document to view the document on your screen. This allows you to
make changes to the document.

Click on File tab.

7]
.|| Backstage view will appear.

Home Insert Page Layout Referencés
d Save
Recent Documents
| S Save As
A 4 3 o
Wl 42375 Ku.
| = Open I ﬁﬂJ Deskio L
i Close mj T-Tracker.. o
tnfo Mj word tuto &
M'j Work Ord.. o

Recent Places

Desktop

final_tutonals

L.

Recently opened documents appear on the File menu,

Click on the Open button.

Assembly

Struts

v Wy VP Project

and you can click any of these documents to open them.

The Open dialog box appears.

3. Click on these areas to navigate to the folder or drive
where you stored the file.

Tools

- |20 worlfecuments - doo

—4. Click on the name of the file that you want to open.

5. Click on Open.

The file opens in the program window.

START A NEW FILE

You can create new files whenever, you want to add new data to Word program. you do not
need to close and reopen Word to start a new, blank document.

[

1. Click on File tab.

me __Cresle _Ederra Dats__Database Tool

Available Templates

£ Home

/ Ooen

o

Sample

templates

Projects

0
i/

Mytemplates

Sales &
Marketing

Blank database

Backstage view will appear.

2. Click on the New button.

—3. Click on any option in the Templates list.

Sample view of your selected option appears in this area.

Fi: e
Ditakbel sccdt

Adminisateur\Documents

KNOW THIS TOO !!

4. Click on Create.

The new document file opens, and you can start adding
your own data.

A template is a base for a Word document. All the documents in MS -Word are based on some
template. For example, a blank document is built on the Normal template. By using templates, you
can create documents with consistent appearances because some templates contain a specific set of]
fonts and styles and use the same formatting. Some of the available templates come from the Office
Online Web site; when you select one, you download it.

&
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Insert Page Layout

= Home
_ —-I 1 53 web Layout
J, M | Outline

Print lFl..IH Screen .

Zoom
Layout ' Reading (=] Draft
Document Views Taom

RE

SWITCH BETWEEN OPEN

MICrosOT Word

References view [* 1 -
i New Window | 11 ] =
- s Al e—2.
J_.j = Arrange All #= —
Switch Macros
=} || E spiit 1 |windows = -
Windaw

v L Document2

2 Keywaord Der|

*3.

¥ bocument2

by side on the screen.

DOCUMENTS

You can switch between the open document, if you have two or more documents opened in Word.

Click on the View tab.

Click on Switch Windows.

A list on all open documents appears.

Click on the document you want to view.

The Selected document appears.

You can also switch between the documents from the Taskbar by clicking on the icons of the
document files.

COMPARE OPEN DOCUMENT

| T —

eI

VIEW

i

1¢ Fage :E| e ‘jj“fif'h‘?:lﬂfh}'ﬁldf I
o omgs =

| . New Amange Spii

geWidh  Window Al

Window

To compare the similarities and differences of two open documents, you can view them side

1. Open the two documents you want to
compare.

—2. Click on the View tab.
—3. Click on View Side by Side.

Word displays the documents in two

panes beside each other.
4. Drag either document’s scroll bar.

Word scrolls both documents

simultaneously.

it

Page Lyt

4 el ot
¥

{ Ouine

W Tt

Pt Full Sirean
it Resgng 2 Ot

STOP COMPARING THE

Mefordmcat  Mufingt  Reviey
1 Jj 1 I|f".'. |I|'“:'\":".'. =
{ " - -
| =B .IJ = dnge il .
m L0 : Suldh  Macros
¥ j e Windopr
il Nind Mg

DOCUMENT

1. Click on View Side by Side button in
the document on the left.

Word redisplays the document in a full
screen.

The second document is still open.

You can switch to the other document.
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PROTECT YOUR DOCUMENT

You can protect your document by assigning a password to in. It will limit the changes others
can make to your document.

AV r—1. Click on Review tab.
sz\m ¥ n YotV o A l \

' — . . g
Z b bt Ppld Mamngs T A 1 2. Click on Restrict Edltlng.

.:%gkmam vfﬂrms\anorinferﬂp' Jﬂﬂf\fle'ﬁinkiammfm :_*N. 1 ﬂﬂna\&\‘rungﬂan‘tp ol Wm'

The Restrict Formatting and Editing pane

i ‘ 11 Vi appears.
‘:;'hiizurus‘“}smnquqe i 4 J Sty J@Prmnus . PP
Mt, . bi Tie i LG . _ .
Y - e+ Dol W 3. Click on the checkbox of Limit formatting to a

selection of Styles.

oy O Ty i (it

ey ey 4. Click on Settings.

The Formatting Restrictions dialog box appears.

5. Click on the checkbox for the styles you want

— available in the document.
- R
Biock| 6. Click on OK
ol of
P T (et e ] [© ] S=——— 7. Click on the checkbox to specify editing
cbes restrictions.
First w
naviga

8. Click on the down arrow and select the type of
editing to permit.

9. Select parts of the document to make them
""" available for editing.

10. Click on the checkbox to identify users
allowed to edit the selected parts of the
document.

| Restrs rmatting and Editing

et Enforiing Frotecton o

prting restrictions

Protman Mo

B g

11. Click on Yes, Start Enforcing Protection.

Lol Trie documsent i§ not eaoppbed. Maboow wiens o0 el
he Fie ang remove the pamsard

Lrter merw, passvnrd fapbonall [mes

The Start Enforcing Protection dialog box
appears.

Banrtpr gasvavard 4o romirm | s s

* 1T BRSO 4

L fhenticated awner, can semoes doaument oootddior

B = s on ke
B
=]

jirs] et gacumenk s errppled ana Pedisted socei is
o] =] 12. Type a password.
- == ‘ ‘-

13. Retype the password. f}m

14. Click on OK.

15. Click on the Save icon from Quick Access Toolbar.

Word protects the document and saves the protection.

1| Now when you open the protected document, areas you can edit are highlighted. If you try to
t{| change an area that is not highlighted, a message appears in the status bar, explaining that you
Lcannot make the modification because that area of the document is protected.
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INSERTING TEXT IN DOCUMENT

You can easily add or insert new text in your document.

| 1. Click on the location in your document
i dy SR RIS B e e Al where you want to insert new text.

The text you type will appear where the
insertion point flashes on the screen.

T e e 2. Type the text you want to insert.

To insert a blank space, press the Spacebar
on the keyboard.

. The words to the right of the new text move forward.
DELETING TEXT IN DOCUMENT

You can remove or delete the text that is no longer needed.

“-!",“" ™~ il Nikerasolt Werd: -
e __" 1. Select the text you want to delete.
B : il Hoar L. (e Rl I | nagbceD | aasbcede AaBbC: AaBbic ‘% :g:‘:m
e o (B e X h A W DD | e [Tl Heasngl Huarg | i S
: - : wv_| 2. Press the Delete key from keyboard to
‘ Y remove the text.
i |mlwtoln|bunsnll\ml¢r|
' The text disappears. The remaining text in the
line or paragraph moves to fill the empty
space.

UNDO FEATURE

The Undo feature is used to reverse actions you take while working in a document, such as
deleting or formatting text. This feature is useful when you mistakenly delete text and want to
recover it.

j| B ﬂ! Pt s iy b _ v « 1. Click on Undo icon on the Quick Access
B : C U i 2 i-r;.;sa::u. st AaBbO: Aabbce ?;::m Toolbar.
B, B Mn A YA EEAR 0L o {115 puisegs | Huaang: o (ot T\,i,(,_

Chphasd T Fant i Paiagranh . W my

Word reverses the effects of the last change

Welcome to Microsoft Word! you made.

You can press Ctrl + Z to reverse an action.

If you decide not to reverse an action after
clicking Undo icon, click on Redo icon.

MOVING AND COPYING TEXT

You can move or copy text to a new location to rearrange text in your document. Moving (
Cut) text will disappear the text from its original location. Copying text allows you to repeat
information in your document without having to retype the text and it appears in both the original
and new locations.
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Select the text you want to move or copy.

Click on Home tab.

3. Click on one of the following buttons:

Move text (j{) Copy text (&)

1 In this example, we chose Copy text, so the text
o s o will remain in its original location.

VB o o your poien. Whe you cick e Video, you 39 paste

ant to add Yo can alsa tyoe a beyword to search e foi the

3. Click on the location where you want to place
the text.

. isnimanua |74 Click on Paste button (r) to place the text
— in the new location.
The text will appear in the new location.

PASTE PREVIEW

You can use the Paste Preview option to see how your copied or moved text appears while
g on a particular place.
ey 1. Select the text you want to move or copy.

o Acdins  Aaobat

U sagsceor | sssocioc] AaBbC aspbce AQAD cozse:
L 2

B —— Click on Home tab.

3. Click on one of the following buttons:

* Move text () Copy text (=)

Woose and Squirelere meking my fe ahel

Time to 521 “Coyete”an

In this example, we choose Cut text.

Natasha

3. Click on the location where you want to place
the text.

—4. Click on the down arrow of Paste button.

P 1of1 | Words 22| B

" The past options menu appears with three buttons.
5. Click on any of these three buttons:

Keep Source Formatting- This option retains the formatting used on the source document you
copied. This means that text and images will be displayed using the same fonts and other
attributes.

Merge Formatting - In this option pasted elements will adopt the formatting currently in use in
the destination Word 2010 document.

Keep Text Only - This option will discard certain that were present in the source, such as
images and formatting. Only plain text will be pasted.

Before clicking on any button you can place the mouse pointer over a button.

Live Preview displays a preview of what pasted content will look like.
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ZOOM IN OR OUT

On your screen,you can enlarge or reduce the display of text. You can increase the zoom
setting to view an area of your document in more detail or decrease the zoom setting to view more
of your document at once.

By Using Zoom Slider

iTechOnTheNetcom is dedicated to providing helpful advice, how-to's and FAQs. We focus on 1. Drag Zoom button on the Zoom bar.

technologies such as Microsoft Access, Microsoft Excel, Microsoft Word, 50L, Oracle/PLSQL, and the C
| Language. The information presented here is suitable forall programmers from beginnerto expert, We

Drag Zoom button in the right to zoom in the

¥ .
hope you find this information useful and return to our site, as we expand our information hase il document and drag Zoom button in the left to
- _| o | zoom out the document.
| %
i . P
! ' y ~—You can also click a magnification button to
[Pttt | | B = [om]- “ | zoom in or out.

By using View Tab

Zosm DpHon: BoX 1. Click on View tab.
Wl w0 " Docpmentl - Microzoft Word v ] .
w  wust ragetmos || neterences tdatings  mevew [ view ] :-I—W"Z. Click on Zoom.
B (o |- T e - -
= e T imesa | Zoom dialog box will appear.
I (8 w i5 |
e S - 3. Click a Zoom setting

cover pages, charts, or

diagrams, thel

Breven -
You can easil y | BoCcDdEeXxYyZs y choasing a 4. CI|Ck OK.

ook forthe s can also format
text directly & AgBbCcDdEeXxYyZz Fa choice of
P || S (e The document appears on -screen using the
To change the = . aAdBbCcDdEe X VYT nthe Page .
Layout tab. To | Bange currart new zoom setting.
Quick Style Se oo ry provide reset
commands saly priginal .
R e . * | Zoom setting do not affect the arrangement of
Poge:lefi | Wordsi185 | J Englsh s} | Insen T o ~ | text when you print the document.

INSERTING SYMBOLS
You can insert symbols, which do not appear on your keyboard, into your document.

INSERT A SYMBOL

©n) = = = = . . .

F e e [ ] oo eterencs Matings __ Review __View 1. Click on the location in your document
- 8 L3 Shapes~ 2 Header - _ 4 QuickParts ~ @& - T Equation -

S TR el PR b e where you want a symbol to appear.

& > A Box~ 25 o

ot il Chart =) Page Humber
dration

.2 Click on Insert tab.

[T l[ -_'|~]-3. Click on Symbol.

@ 3 —4. Click on the symbol that you want to insert.
You can click on More Symbols to get more
:| symbols to insert in the document.
CoIrmT et | Word will insert the symbol.
Yozt
\PS.YOUTHOO ™
5 RIOWIES
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1. Click on
document
where you want a symbol to appear.

the location in your

2. Click on Insert tab.

-3. Click on Symbol.

4. Click on More Symbols.

<
Symbols | Special Characters i‘

Character:

Monbreaking Hyphen
Optional Hyphen

Em Space

En Space

1{4 Em Space
Manbreaking Space
Capyright

Registered
Trademark

Section

Paragraph

Ellipsis

Single Opening Guote
Single Closing Quate
Dauble Opening Quote

Shorteut key:

YN Home  Menw | Insert I: S - — -
rlRl <y Shapes~ Header - | o QuickPads~ &~
F j ...lS_J p W AE_J &
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The Symbol dialog box appears.

CtrlShift+3pace
A+CEHC

5. Click on Special Characters tab to
add special character.

Ab+CHHR
AEChrHT

Ab+CHl,
i,

6. Click on the character you wand to
insert.

Click on Insert.

el
i,

7.

Y
I Insert II Cancel I

| Pageiof1 Words: 0

EEEERS Y

Word adds character in selected location

2 | in the document.
L3
—:li,_—a— 8. Click on Close button on Symbol

e —

dialog box.

WORKING WITH MATHS EQUATIONS

In Word 2010, you can easily create complex equations by using the Equation Tools Design

tab on the Ribbon.

Insert an Equation

[ireaof e

=2

Bnonia Theorem

Expansion o sum

‘(uav:u&

e 2%

L. Position the insertion point where
you want to insert an equation.

2. Click on Insert.

3. Click on the Equation button.

The Equation Gallery appears.
You can click an equation to insert it.
4. Click on Insert New Equation.

World inserts a blank equation box at
the place of your insertion point.
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£al d 7 0 Notes - Moo Hod Eron oo lM-—The Equation Tools Design tab appears
W il n “ on the Ribbon.
bl 15~ e R ot —5. Type your equation
W,l | To type the equation, you can click on
the tools on the Ribbon.
iZl} < 6. After typing the equation click outside
M b the equation box.
Word 2010 hides the equation box and
you can continue typing in the document.
Delete an Equation
og) 490 ocument - wroroon s R v oo ; ; ;
g) e T e —1. Click on the equation to display the
: Ko (SR L o aambc - A4 (1 Iaequation ‘box.
Poite s B 7 U e x x Aa W p a1 T; tiseemat 11 440 Spac W t_.l,...‘., taming
' = 2. Click on the three dots on the left
“| side on the box.
- = ; "1 Word highlights the contents of the
va2 + b2 equation box.
. 3. Press the Delete key from keyboard.
L | Word deletes the equation from your
— = ~*. document.

Saving your Equation

You can save your written equation for your future use. After saving your equation will appear
on the Equation Gallery list. You can do this by clicking on your written equation to display the
equation box. Then click on the three dots on the left side of the box. Word highlights the contents
of the equation box. Now Click on Equation on the Ribbon and then click on Save Selection to
Equation Gallery. In the Create New Building Block dialog box that appears, click on OK.

TRANSLATE TEXT

In Word 2010, you can translate a word from one language to another using language
dictionaries installed on your computer.

vens o70lq, select the word you want to

mag

CraMsiaivd

aj?) Aﬁ 2 translate.
: 2. Click the Review tab.

Translate Document
=~
i LAg, Shan

Translate Selected Text

3.

Click on Translate.

— " l—4. Click on Translate Selected Text
S Mini Translator
_ 8%, Powntto aword or select a phuase to from the menu theat appear.
FHEWN B R ransis !
Chnoose Transiaghon LenguagEe
~z5 —-—
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Using the Thesaurus & Other Research Options

With the Thesaurus and Research feature, you can look up
synonyms and antonyms for selected words.

5. Click on the down arrow to display the
languages available into which you can
translate the selected word.

Find Synonyms for the Following Words

Distinguished

Terrible

Terrific

Between

Find Antonyms for the Following Words

I—G. Click on a language.

Good

Succeed

The translation appears here.

[
Paoetort  woariml 5

FINDING AND REPLACING TEXT

You can find and replace every occurrence of a word or phrase in your document. This is
useful if you have frequently misspelled a name.

It is essential tolocate the error and then replace it inthe text,to correctan incorrect document.
For example, you may discover misspelling of the last name of an important client inyour letter or
misquoting of an amount in an important business deal. Rather than taking the chance of missing an
instance of the error, you can have Word search for and optionally, replace the incorrect text.

e

Click at the beginning of your document.

' aasbco | aatbceoc| AaBbCi AsBbee AL samoce

- THomal [THoSpscl. Mesdingl Mesdng?  Tee  Subtile  SubtieEm..

Click on Home tab on the Ribbon.

Click on Replace button.

Find and Replace

The Find and Replace dialog box appears.

Find  Replce  GoTo

Fipd what: Ifax

4. Type the text you want to find.

Replace with: It\gev\

5. Click on this area and type the text you
want to use, in place of the text you typed in
. step 4.

[(hore s | [ Repisce | [Repcel | [t ] [ cocd |
7y

2 6. Click on Find Next to start Search.

aad

Page Lol | Words 22| [EEERET ey

[2ec

Ppe Edt Yew Dset Fgma Iook Toble Mndow tep

B/ UEESEE:=-

Word
~ 7 finds.

it

highlights the first matching word

........

——6. Click on one of the following options.

Frd | Regace  GoTo

'he quic
rown fo
mps ovl

Fodwhat:

Replace wih:

fox

]

. |g. The quick

k brown fox

Replace - Replace the word.

X Jumps over

e lazy dog. The quick brown fox jumps over the lazy dog,

The|quick brown fox jumps over the lazy dog. The quick

rown fox jumps over the lazy dog. The quick brown fox

ﬁlllll;)s over the lazy dog. The quick brown fox jumps over
Lo i aesica Al

: P Feer foceo Foee

oo B

>

0 Gt e b Al o
|zofE]se ¢

ipraw- | Autoshapes ik 2| = A-==zaal
Page 1l Secl o0 AT 1 Gt @

Replace All- Replace the word and all other
matching words in the document.

Find Next- Ignore the word.
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. The word gets replaced.

— 7. Replace or ignore the matching words until

The quic
brown o

jumps ovl

ul. o

ECERE:

i | ihese L I C

oo da L.

a dialog box appears, informing you that the
search is complete.

3. The quick
k brown fox

—38. Click on OK to close the dialog box.

2-A-==z

T

the lazy dog. The quick brown (s
Hpe [quicK] brown fox jumps o
brown fox jumps over the lazi
jumps over the lazy dog. The

1) word has finished searching the document,

:’ Jjumps over |

——9. Click on Cancel
Replace dialog box.

to close the Find and

I 0K I: ;
P T T 1

aaj

Pt sl 1o i ol

@

Display The Word Count

When a work requires a specific number of words, you can use Word Count feature to count
the number of words and limit the number of words in a document.

COUNT WORDS IN A DOCUMENT

1.

Ox
L))

when
Hugh
nearl

poped|

somet]

cow Bf

shrimbs,

id this all st
or a long, lot
cried. I'd m

fn. what a st

S B
e — R o The Status Bar Configuration menu
© appears.

I just rememb:
v

Right - click the status bar.

The number across from Word Count is
the number of words in the document.

»

ing. T'11 aal
that was L

t I'm not, re:

eally sorry.

kissed him h:

v 4
v
v fangusge

< Editing

rd. The pink

Enos a bit of a

2. Click on Word Count if no check

ot
ofags right,

appears beside Word Count.

mtioan sneil o 3. Click anywhere outside the menu.

2 popeorn

Word closes the menu and the number of
- words in the document appears on the

= step made
100%

. status bar.

1. Click on the word count on the

When did this

all start, coz te be honest;

status bar.

compare

ird poen wishing for

Hugh for a long, long time.

1 pressed my palms To my chesks and

nearly cri

-

Trd

made a1l that

stupid Cuss

about

ticket

s and

'z just remembel her about

The Word Count dialog box appears.

|

The Word Count dialog box reports the

something. I'Ll eall

o weird. The pink

shrimps, that was 1o k tesn & bit of &

cow but I'm not, real

I wae making a
I haven't been myself, =

. I'11 call you later.'

number of pages, words, characters with
and without spaces, paragraphs, and lines
in your document.

2. After watching count statistics, click
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CORRECT MISTAKES AUTOMATICALLY

Word automatically corrects many common typing and spelling mistakes as you work by using
the Auto Correct feature. You can add your own set of words.

RN 1.Click on File tab.
J) Word Options
. 2. Click on Options.
- opular iy j
] f j'? | Change how Word comedts and formats your et The Word Options dialog box appears.
Display
Dedfe . .
T 4 B < : 3.Click on Proofing.
i Pogfng AutoCorect aptions
il : ~4.Click on Auto Correct Options.
i Change how Word canetts and fommats teit 5 autype:
T The Auto Correct dialog box appears.
dvanced
g i sl 0
Word Options - 1 = i = = . ~ \M‘
Popular Al R R R A
’ V', Change.hou e = The corrections Word already makes auto-
Display . .
p — { AdnCorect Math AdoCorect AutoFormat AsYou Type matically appear in the area.
ey /| Show AutoCorrect Options buttons
i e | IR = 5. Click on this area and type the word you
Advanced When conecting spelling ; p\:a:ize:r:ezern:fe':‘tent;s typlca"y mlStype of mlsspe”
= ipitaiize first letter of table Cells
" /! lgnere vl n PP | Cppitalize names of days
o ; . ““::T 7 ettt gt 6. Click on this area and type the correct
M Ignore Intefnet and fil .
Tt e LR R version of the word.
oy HQ.P = place text as you type]
nfarce acfented upp : With: g d text £
i s mncere\ﬂ I 7. Click on Add.
Custom Dicti _nanes.‘.
rendasis| ] [ . —Word adds the entry to the list of entries to
e omctng asigflyp | automatically correct.
V| Check speling as you ‘ z
7 s gt sl . You can repeat Steps 5 to 7 for each
jM”””W“’“"“ * it | automatic correction you want to add.
. V| Automatically use suggestions frorjthe spelling checker
Show readability statis] .
O e T -8. Click on OK to close the Auto Correct
\(her,kuncummt! . dlalog bOX
ceptions for: i) Autotert and phrase express. ucr‘ = H H H
’ Epmesfor 81 et nd g s | 9. Click OK to close the Word Options dialog
L Cancel ‘ bOX

Now when you mistype a word stored as an Auto Correct entry, Word 2010 corrects the entry when f%
you press Spacebar and Enter Key from the keyboard.

SPELLING AND GRAMMAR MISTAKES

You can find and correct all the spellings and grammar errors in your document. Word
compares every word in your document to words in its dictionary. If a word does not exist in the
dictionary, the word is considered mis - spelled. Word automatically underlines misspelled words in
red and grammar errors in green colour. The underlines will not appear when you print your
document.

-
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Click on Review tab on the Ribbon.

—2. Click on Spelling & Grammar button.
i W EECRTE et se571 docc” Msreseft 7 —-Word automatically underlines misspelled
W lbome inced  pagelmot  Betecences  Mailings [ Review | View | Acrobat “|| words in red.
rv 54 Research 4~ 1 y P9 a}- il £
> Thesaurus ‘?, o | ) 3 = . .
oy BT I B i = Wl e S~ If Word finds an error in you document,
S e o _|| Spelling and Grammar dialog box
Jo e E R IR i _afl appears
Llica s, Dyears e Spling and rammﬂr: English tU.k.j 72X EI pp
hi i dent trgict X . . . .
e ey i T - This area displays the first misspelled

heaith and[empiyee benefity. Th A pairelof shoes A Lmeoes JH B
infrastructure including depaitme Word or grammar error.
properly. This has had a neggtive|
system[Jepariaeat-Lhave idti = ——This area displays suggestions for
management systems: par: | correcting error.
EZEZ e
1. The first one deals with|p4 QI(t\Drvarv\angu*e‘ English (L.} v Iy . .
M W 2. Click on the suggestion you want to
amonth we were able to 2o | ; use for CorreCtlng error.
updates and patchgyﬂgu this procedure was automated for the most part. With the s
4 = ~ e 3 Click on Change to correct the error
Poge( 3 ot | Wor 229835 (B85 chmC | | your document

T/oskip error and continue checking your document, click on Ignore Once.

ol
EYERIMCEL® s ' ' To skip error and all other occurrences of @

Home Insert Page Layout References Mailings IW' View Acrobat @ ; N [
B 5 gy ® o N error in your document, click on Ignore |7¥
i o et G| S e T L All or Ignore Rule.
Grammar “gsTranslate 133  Comment - - * Document =
Proating Comments Changes Pratect
el e ol s idll The pame of the button depends on
Inthe last few years, instead of hiring full time employees, Company X has made an effortto " . .
hire more independent contractors (consultants). As a result, this helps offset high costs of Whether the error IS a mISSpe”ed Word or

health and employee benefits. Microsoft Word & : 0T
3

infrastructure including departn|

i)

a grammar error.

properly. This has had a negati |

system) department. | have id 0 The EOEHW and qrammar dhek is complete,
management Systems:

4. Correct or ignore misspelled words
| and grammar errors until this dialog box
appears, telling you that the spelling and

Help

1. The first one deals with

vers especially

on the Windows OS. In indow. Once fij‘l grammar check is Complete

amonth we were able to take the serversjoffline for a few hours and apply the critical
updates and patches. Also this procedurd was automated for the most part. With the
Samm

¥ o
Page:3of 8 Words: 2296 EEEEET e g (s

5. Click on OK to close the dialog box.

L

CORRECT A MISTAKE
. 1. When you find a spelling or grammar

m . problem, right-click on the underlined text.
3 o By + AL J AafiDCEDN AaBOCCDN \3|'.' 4 s
bry-any Bl74 The menu that appears shows possible
: corrections.

— 2. Click on correction from the menu.

GilbiiE~ 13 - A & 3EGE
o prove your 00l Wh gy WL A
0

i 1o ade. Tous can alsa ty,

Version

A

To ignore error, you can click on Ignore or
|_click on Ignore All for all instances of the
error.
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USING THESAURUS

The thesaurus can help you find a synonym - a word with a similar meaning. You can use
the Word Thesaurus to help you in finding just the right word to use in your document.

i—1 Select the word for which you need
Thesaurus.

.k—2. Click on the Review tab on the Ribbon.

a J .
Y 3. Click on the Thesaurus button.
@sack +| 9

Using the Thesaurus & Other Research Options - Thesaurus: Englsh (US) ~

With the Thesaurus and Research feature, you can look up ke The Research task pane opens and diSpIayS

e

synonyms and antenyms for selected words. wikiil Suggested replacements for the Word.

supes

Find Synonyms for the Following Words

Distinguished ; 4. Click on the suitable word. A pop-up menu
A .
Tetrible will appear.

——5. Click on Insert.

Between

vtV for fhm Fooning fioese The Word from the Thesaurus replaced the

selected word in the document.

Good

Succeed

. 'T=5="6. Click on Close button to close the task

Pagerl of1 | Words 14l 5 BER 3 E 3 (¥ pane

ADD COMMENTS

To clarify your document you can add comments. You can use it to explain a statement, add a
note of clarification, or remind you to take an action.

Add A Comment

1. From the status bar, click on the Full Screen | f:1 a7 8o % JESiu s ocoriioeiofi ey on)

ame el BYE Layou Ererence:

Reading icon, or the Print Layout icon to view your —— | I L 1
&) Research [ 4 a %
document. A o T8 |l EXTY G0 H1E)

5 Thesaurus %5 =
Spelling & ., P Hew Tracking Accept . Compare  Proted
Grammar | 4@ Tanslate g | comment] g - % Document *

2. Select the text about which you want to comment. = | iy — —_

]|

3 ClICk on the ReVieW tab Inthe last few years, instead of hirin full meemployees‘()ompj
’ hire more independent contractors (conpultants). As a result, this hel

ann and employee benents. |This $hiffin reqeuiing has created a d

4, Click on New Comment.

Infrastructure including department processes|and procedures that g e

. properly. This has had a negative effect on security poligies in the D
A comment balloon appears in the markup area on sy emsrimeni-Hmve-eeliicd-ine- oot orryebtrabity o i

the right side of the document which attaches to the ||  masgementsystens |
text you selected.

1. Thefirst one deg

The selected text is highlighted in the color of the- il Windows 05, I e pestWEd morcleeway n e
balloon.

5. Type the text you want to store in the comment— [ Wiz &

To save your comment, click anywhere outside the comment balloon.——
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Delete A Comment

Tracking  Accept

-3

RN R - (reseeepeee ey, [T
T T T T el T
= oF k-
7 el

Inthe last few years, instead
hire more independent contractol
health and employee benefits. Ti
infrastructure including departme
systern) department. | have ident
management systerms:

1. The first one deals with p! Ty
an the Windows OS. In the past we had more leeway in the m)|
a month we were able to take the servers offline for a few houl
updates and patches. Also this procedure was automated for

o hiring full time employees
s (consultants). As a result,
is shift in recruiting has crea)
t processes and procedure;
effect on security policies i

fied two areas on wulnerabil

1.
you

Compg
Jhis heig
ed a de
that ar|

v as it

2.

3.

£

|

5 words: 2.296
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calibri

Theme Fonts
B Cambria
I Calibri

All Fonts

2 B oiAT TITETT

T
BH AHILT

i 18thCentury

&

= A w
>H =

iBody)

(Headngs

| | Tnomp

D | AaBbCeDe [AaBbl: |
1 Mo Spaci.. | Headingt

styles|

Change Editing
Styles~ | -

_ 12

1.

‘v Abadi MT Condensed Extra Bnld'

‘It Abbess

T Andorra

o Andale Mono

v

[ Microsoft Word 2007(2007) je———

User Inferface Additions:

Contextual Ribbon Control

English (United States]

o

Home

Word deletes
removes the highlighting from the associated
= .| text.

Click anywhere in the comment balloon
want to delete.

Click on Review tab.

Click on Delete.

the comments balloon and

CHANGING THE FONT OF TEXT

You can change the font of the text to enhance the appearance of your document.

Select the text you want to change to a
different font.

Click on Home tab on the ribbon.

3. Click on the down arrow of Font.
4. Click on the font you want to use.

" The text you selected changes to the new
font.

To deselect text, click on outside the selected
area.

USING MINI TOOLBAR

You can get quick access to common formatting commands by using mini toolbar feature.

Insert

Calibri [Bady)

Page Layout

B I I -abex 3 Aav|®- 4~

Reterencel Mailings

- A &l A

Font E Paragra,

@ Security Warning Macros have been disabled. Sefions.

#z.| |AaBbCeDc| AaBbCeDe AaBbCi

THormal | 1 No Spaci...

Headingl

When you select text in a document, the mini toolbar appears faintly. If you want to use the toolbar,
you can activate its tools. If you prefer not to use the toolbar, you can continue working, and the
toolbar disappears.

1. Select the text that you want to
format.

Page:1 of1

worss:10

A

Microsoft{Word 200qr

User Interface Additions?

Contextual Ribbon Contry

English (United States)

Calibri £~ 13 - A"
B

E¥-A-7

T 5]

- y

& Abadi MT Condensed Extra Bold
T Abbess

T Andale Mono

T Andorra -

The mini toolbar appears faintly.

You can also right-click over the selected
text to display the toolbar.

2. Move the mouse pointer over the
toolbar and click on the tool that you want
to activate.

Word immediately applies the formatting.
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CHANGING THE SIZE OF TEXT

You can increase or decrease the size of the text in your document.

1. Select the text you want to change to a
==== 7 9 _ different font.

‘:' . L— 2. Click on Home tab on the ribbon.

3. Click on the down arrow of Font Size.

4. Click on the size you want to use.

The text you selected changes in the new
T a— s o= Size.

To deselect text, click on outside the selected area.
CHANGING THE TEXT BOLD, ITALIC OR UNDERLINE
| You can make your text bold or jtalicize or Underline to emphasize information in your document.

1. Select the text you want to bold, italicize
or underline.

2. Click on Home tab on the ribbon.

3. Click on one of the following buttons.

| (B) Bold (7) Iltalic (U) Underline

-l The text you selected appears in the new
. style.

This example applies ltalic style to the text.
To remove the bold, italic or underline style, repeat steps 1 and 2.

By using keyboard, press Ctrl+ B to apply bold formatting, press Ctrl+1 to apply italics, or press

Ctrl+U to apply Underlining.
CHANGE TEXT CASE

| You can change the case of the text in your document without retyping the text. Word offers five
case styles to choose from.

mmmee————u 1. Select the text that you want to change to
uuuuuuuuuuuu .oy a new case style.

" =—-2. Click on Home tab on the ribbon.
3. Click on Change Case button.
The Change Case menu appears.
4. Click on the case style you want to use.
The text you selected changes to the new
case style.
¥ To deselect the text, click on outside the
-l selected area.

Vo

s
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CHANGING THE COLOR OF TEXT

Color of the text can be changed to draw attention towards headings or important information
”ém in your document.
@ %q = T =y —1. Select the text that you want to format.

- 2. Click on Home tab on the Ribbon.

3. Click on the down arrow of Font Color.

- 4, Click on any color.

Word applies color to the text.

- In this example, we apply red color to the text.

HIGHLIGHTING THE TEXT

Text can be highlighted so that it looks different in your document. Highlighting text is useful
@ for marking information you want to review or verify later.

e00 % Documentl

,f% P EcH® sLO¥ @ o @ 1. Click on Home tab.
Q%@‘ “Z%A : e fa w %L;N%' = iy 2. Click on Text Highlight Color button.
4 7 2 None ] 3 A o
O ' 3. Click on a highlight color.

mamoE The mouse pointer changes to (&)when over your document.
:‘;{: _— 4. Select each area of text you want to highlight.
The text you select appears highlighted.
0 sEmEs® . & e i w—— | 5. When yo finish highlighting the text, press the Esc key.

To remove highlighting from text, repeat steps 1 to 5, selecting No Color in step 3.

APPLYING TEXT EFFECTS

/éﬂ You can apply the visual text effects to the text such as shadow, reflection and glow. It can
draw attention towards headings or important information in your document.
@4 = m?ﬁ%. Select the text that you want to format.

L~ 2. Click on Home tab on the Ribbon.

3. Click on the down arrow of Text Effect.

4. Click on any text effect.

Word applies the effect on the selected text.

: You can remove the text effects from the document by
= repeating steps 1 to 4, selecting Clear Text Effects in step 4.
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COPY FORMATTING TEXT

aligned textlooks like this. Right aligned textlooks ke this. extlooks like this. Right
aligned textlookslike this. Right aligned text looks ike this. Right aligned textlooks like this.

[Centeraligned text iooks ike this. Centeraligned text looks ke this. Centeraligned textiooks like this.
[Centeralignedtext looks ike this. Center aligned text looks like this. Center aligned textlooks like this.

-9 S
< w 1.
comigons - - (& &[S (B 5| BT [aapoceo] namsceoc aappe | A B ou want to
— 2 g i aBble . LR o pepiace
Faf'eE) I U - X A WA EREES D rtomal |rhoSpac. Hessimgl . Change .
< Selea
Ciipboard = Font a ag Editing
a ] 2
' .
| Right aiigned textlooks like this. Right aligned textlooks ke this. Right aligned textlooks ke this. Right | ‘
aligned text looks like this. Right aligned text looks like this. ext looks ke this. Right 3
.

A

centeralignedtextlooks ike this. Centeraligned text looks like this. Center aligned textiooks ke this.

Leftalignedtext 0oks ke this. LeTt aligned textIooks lie this, Leftaligned text 10oks ke this. Left
alignedtextlookslike this. Leftaligned textlooks ike this. Leftaligned textlookslike this. Left aligned
textlooks like this. Leftaligned textlooks lie this. Left aligned textlooks like this. Leftal gned textlooks
like this. Leftaligned textlooks like this. Leftaligned textlooks like this. Left aligned textiooks like this

Justified text looks like this. Justified text looks like this. Justified text looks like this. Justfied text looks
lika this. Justified text looks Iike this. justified taxt looks like this. Justfied text looks like this. Justifisd
textlooks like this. Justified textlooks like this.

A

Page:Lofl  Words:$4209 %

The mouse

—4. Select

abhonN=

Word

Copy Formatting to Several Areas

To deselect the text, click outside the selected area.

Select the text that displays the formatting you want to copy.

Click on Home tab on the Ribbon.

You can the formatting of text to make one area of text in your document look exactly like
another. You may want to copy the formatting of text to make all the headings or important words in
your document look the same. This will give the text in your document a consistent appearance.

Select the text that displays the formatting

copy.

Click on Home tab on the Ribbon.

Click on Format painter (#) to copy the
formatting of the text.

pointer changes to () when over

your document.

the text you want to display with

the same formatting.

——1T he text you selected displays the formatting.

Double - click on Format Painter [#] to copy the formatting of the text.
Select each area of the text you want to display the same formatting.
When you finish selecting all the text you want to display the formatting, click on Format

painter [[7] or press the Esc key.

CHANGING ALIGNMENT OF TEXT

You can align in different ways to enhance the appearance of your document. By default,
assigns the Left Align command.

References  Mailngs R
A
B Callbri (Boch} Y TR AT A AT O
b
Paste B[ akex o harl @ 4| Al 7 homal L Saadicgr Charge Editing
E- .. 4 @ 2 A e Tihyiesr | v
lipboard Font g 5 style i
[§ securty Waming  Macros have been cissbled. | Options A
&
»
> -
[Microsoft]Word EOO7 (2007)|
User Interface Additions:
Cantextual Ribbon Contrel
W
y
]
Wi i
Pagei1ofl Wordsi10 0 Engiih (Urited States)

Click on one of

Align Left (=)
Center button (
Align Right (=
Justify button (

Select the text that you want to format.
Click on Home tab on the Ribbon.

the following buttons:

to left-align text.

) to center text.

to right-align text.

) to justify text between the left

(gt

and right margins.

To deselect the text,

In this example, we have chosen ‘Center’ align text.

-The text displays the new alignment.

click on outside the selected area.

b

N

/\P5~Y0UTHO

=
=

&°
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CHANGING THE LINE SPACING

You can change the amount of space between the lines of the text in your document.
Increasing the line spacing can make a document easier to review and edit.

Select the text you want to use a different line spacing.

bi bi .
, AI—B =22 2. Click on Home tab.

EE U1
TNormal 1 No Spacing

-2 -a w8 =

" 3. Click on Line spacing button to display the available
line spacing options.

4

Line Spacing Options...

Click on the line spacing option you want to use.

-

Page:10f4  Words: 1,382

" |iice's Adventures in Wonderland

W2 Englich (United States)

7

Remove Space Before Paragraph

Add Space After Paragraph

Alice had sat on the bank by her sister till she was tired, Once or twice she had

__looked at the book her sister held in her hand. but there were no pictures in it "

EEEEE

The text appears in the line spacing you selected. To
deselect the text, click outside the selected area.

In this example, we apply 1.5 line spacing.

SET LINE SPACING BETWEEN PARAGRAPHS

You can change the amount of space between paragraphs of text. You can follow these steps
to set double spacing between paragraphs while maintaining single spacing within each paragraph.

) s R —+1. Select the text that you want to format.
: Calibri (Body) s A% A 1 AaBbCcDe | AaBbceD: AaBbCi f#a 8
e e o w32, Click on Home tab on the Ribbon.
@ Sacite Waning  Macios hove beendissbing: | Opio [EER==
s : L#-3. Click on this area of Paragraph Dialog button.
The Paragraph dialog box appears.
7777777 = 4. Click here to increase or decrease the space
before the selected paragraph.
I=) L | . .
5. Click here to increase of decrease the space
after the selected paragraph.
\ I ETT T (e ) e = de=——7-6. Click on OK.

Word applies the spacing before and after the selected paragraph.
7. Click anywhere outside the selection to continue working.
CREATING A BULLET OR NUMBER LIST

You can separate items in a list by beginning each item with a bullet or number.

SET QUICK LISTS

1. Select the text the you want to format

* Item 3 ¥
= Ttem 4
=  Iremn S
o lenger in a bulleted hist

[El= = > @ <

iDraw~ . | Agtoshapes~ N e L1 OO =d Al S | O~ ek -
141 AL 2.2" Ln 7 <ol 30

Click on Home tab on the Ribbor——

Click on a list button-

Sec 1
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T Docimmentl. - Micremol) Werd BEE] v You can click the Bullets button (= ) to create a bulleted
* Ele Edt Wew Insert Fgrmat Jooks  Tgble MWindow Help X .
RN WS TR N 4 A g 1o & list.
e oo R L SIS SI2SAC 8 ¢ You can click the Numbering button (=) to create a
| CHTI CUMO TEEI LAK A numbered list.

¥¢ You can click the Multilevel button (‘=) to create a multi-
level list.

Here is a bulleted list

i Word applies the formatting to the list.

>

pes~ S w [1O 2] Al &1 | O - o -

3 In this example we use a bulleted list.

To add more text to the list, you can click at the end of the line and pres Enter key; Word
immediately starts a new line in the list with a bullet or number.

To turn of a bulleted or numbered list, you can press Enter key twice after the last item in the list.

CHANGE BULLET OR NUMBER STYLES

s save testdocx - Microsoft Word [= [ e

@l os

Select the text that you want to format.

avial

Click on Home tab on the Ribbon.

lick on the down arrow of enter the
Bullets or Numbering.

£ g ||—-—| —_— - 4. Click on a style.

o Trem1 | | Document Number Formats

L
I
o 1em s | @

<

[
I

Word applies the new style.

4% (0 { S

= Change List Level ’ L

HIDE OR DISPLAY THE RULER IN DOCUMENT

You can hide or display horizontal and vertical rules to indent paragraphs or set tabs in your
document. Rulers also help you identify the position of the insertion point or to align text.

Home Inset  Pagelajout  References  Mailings

J M 53 Web Layout
- 4 outine Gridines Thumbnais
Print | Full Screen

El ot

\1. Click on View tab on the Ribbon.

2. Click on check box of Ruler.

howHide

10 NENEENE RN REEF KENNEEEE ERRNEEE KRN

Rulers appear below the Ribbon and on the left side of your document.

You can click the Ruler icon to hide or display the ruler.

themless when you apply formatiing to your document. T

INDENTING A PARAGRAPH

You can indent text to make paragraphs in your document stand out.

2

|_1 Click on anywhere in the text line orparagraph.

. 2. Click on Home tab on the Ribbon.

3. Click on this area of Paragraph Dialog.

N
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4,

opt |3 Line spacing:
opt |3 Double

Don't add spage between paragraphs of the same

' 5.

Tabs.. [ et As petouit

0

To Quickly Indent Paragraphs

Type a specific indentation in the Left or Right indent text boxes.

Click on up and down arrow to set the indent measurement.

Click on the down arrow of Special and set the specific kind of indent.

-“—:}‘}'—This area shows the sample of indent.

Click on OK.

Word applies indent to the text.

L1, Select the paragraph(s) you want to indent.

rl

PiamEea Yoy nn“T

2. Click on Home tab on the Ribbon.

A 4

=

—3. Click on Increase Indent (:=) to indent the left edge of
the paragraph (s).

To decrease the indent, click on Decrease Indent (:=).

To Add a Tab

i =
/ Home Insert Page Layout References M,

5 Calibri (Bady} R TR W |

Paste 4 B I gvux),ih,iijévA

Clipboard & Font

‘w“ Security Wamning  Macros have been disabled. Options...

i i

DocumentL= Hicrostt Vo

ailings Review  View

(Al el

CHANGING TAB SETTING

To line up information in your document, you can use tabs. Several tabs. Several types of
tabs that you can choose from are offered by Word.

1. Click on View Rule button to show the
ruler.

!.r‘ ﬁ
|t Aabe, . A 2. Select the text you want to use the new

E]

Paragraph

|| TNomal |%MoSpati.. Heading1 ,;:W! Editing

tyles =

tab.

Styles

To add a tab to the text you are about to
type, click on the location in your document

where you want to type the text.

3. Click on this area until the type of tab you
want to add appears.

!

Microsoft Word 2007

User Interface Additions:

(L) Left tab
(L) Center tab
(=d) Right tab

(2007)

Page:1ofl  Words: 10 \:G English (United States)

Contextual Ribbon Control

(X:) Decimal tab

-4. Click on the bottom half of the rule where
you want to add the tab. The new tab appears

on the ruler.

RIOWIES
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To Use a Tab

- ; |—1 Click on the beginning of the line you want to
e = »~ move to the tab. Then, press the Tab key from the
i i o _ keyboard.
[ L] Microsoft Office 2010 |

The insertion point and the text that follows move to
the tab you set.

SET PRECISE TAB

Home

3—1. Click on Home tab.

—+2. Click on this area of Paragraph Dialog button.

| Paragraph Dialog appears.
Sometimes while working in Microsoft Word docume, 1
suite applications, to check and analyze the data or 1] B -~ i
apps from start menu which becomes time consu
access Microsoft Office suite applications directly

3. Click on Tabs button.

document. This post will cover how to make Micr
single click

N .| Tabs dialog box appears.

“ o
Page:lofl Lineid | Weords:79 | 5 T 1R 2 90% i~ +

4. Type a new tab stop measurement in this area.

— ] poess==e=———-5.  Click on radio button of tab Alignment of your choice.

-6. Click on radio button of tab Leader character of your choice.

Alignment Y

=" == = | |7, Click on Set.
| A = T Word saves the new tab stop.
| Set l: b= <l m

: -8. Click on OK.

If you want to remove the tab or all the tabs you set, click on Clear or Clear All button.

ADDING A BORDER

You can add a border to the text in your document to draw attention towards important
information. For example, you can add a border to the paragraph to bring attention to the text.

e e e e = 1. Click on anywhere in the text, or select the text
e e e Sl T A A to which you want to add a border.
"5 g |- A ae A s

-4 2. Click on Home tab on the Ribbon.

3. Click on the down arrow of Borders button.

ckondagan ebn of e

- ttorsto ey b

X:;l 0 1 ?iD rders 1u'n;|m;]niget‘l}1ml,

EEI N o + fice for the wel . .

il o | b seemmmee—i- 4. Click on a Borders and Shading.

yout "l = (] | - e is the factit’s . .

I == - 1. and fonfigure. The Borders and Shading dialog box appears.
m -| L 3 :::v Nu; d want to

—-5. Click on the Borders tab.

Jan go to

<l 4r-6. Click here to select a type of border.

RIOWIES




This example use 3-D.

KNOW THIS TOO !!

Click here to select the style for the border line.

Click on the down arrow of Color and select a
color for the border line.

Click on the down arrow of Width and select a
thickness for the border line.

—This area shows the results of the setting you select.

Click on OK.

The border appears around the selected text.

To remove the selection click anywhere outside the

Borders  Page Border | Shading 7
Setting: Style: Preview
A Click on diagram below or use 8
Hone buttons ko apply borders .
B o 9
J Shadow iotitititiaiiy .
Color:
2 P
3D
= IE’I EEE
gl om——
T e Anply bo: 1 o'
Custom 1pt — ————— [
P Paragraph w
2 Pl —
| 3pt < Cptions. ..
— 6pt I -
selection.

TO REMOVE THE BORDER

o B LY =

Click anywhere in the text with a border.

Click the Home tab.

Click on the down arrow of Borders button.
Click on No Borders. Word removes the border.

ADDING PARAGRAPH SHADING

You can use Shading feature to draw the attention of the reader. When you print your

document, shading appears in the printout.

1. Click in the paragraph that you want to shade.

o Banded Raws

Banded Columns

AT OO GEIMENL - MICTOs0n Ward Table Took

7 Do) gt ot o vt e ew [im | ot @ 2. Click the Home tab.

o HeaderRow FitColunn  f0gq | =— —— &smmﬁ

A i ‘[:-P‘;@mmem -3. Click on the Shading icon.

i . ;_
Microsoft office 2010 I‘""""‘H

54,

The Theme Colors gallery appears.

Point at a color.

u can use Shading feature to Standard Colors
raw the attention of the reader. llD<—|'—|'l'|—
When you print your document, <
shading appears in the printout. Ho Calar
h
W More Colors.,

KNOW THIS TOO!!

5.
for the paragraph.

— Live Preview highlights the selected paragraph
with the color at which the mouse point.

Click on color to select it as the shading color

shading.

For printing if you are using black and white printer, make sure you select a shade of gray for you




The margins for a Word document by defaul

i

just a bit further down the page.

.Z_::f:; 1

2.

3. Click on a

Changing Margins Using Page Setup Dialog Box

CHANGING MARGINS

A margin is the amount of space between the text in your document and the edge of your
paper. You can change the margins to suit your needs.

t-left, right top, and bottom-to 1 inch. Though

these settings are suited to business letters and reports, you may sometime want to change the
settings. For example, if you have a report that almost fits on a single page, you may find that it
looks a bit short and adjust the setting by increasing the top margin to 1.25 inches, so that it starts

.Click on Page Layout tab on the Ribbon.

Click on Margins button.

margin setting.

Word applies the new settings.

You can click on Custom Margins to create customized margins for a document.

Wd9-dls Margins and Paragraph Alignment.doox - Microsoft Word B B . .
R s o i —1. Click on Page Layout tab on the Ribbon.
A : & -
S & 2. Click on Margins.
B El . .
P — o -—3. Click or a Custom Margins.
Left: R'wv;ﬂ?n Margins | Paper | Layout
Al The Page Setup Dialog box appears,
Top: 05 Bottom: 5 - Top: I B Battom: I = . . .
wn o5 agn S omife Earf - z displaying the Margins tab.
s [ e i playing g
ol 5‘1»“ " ining it coolf |  =er £ utter positpn: | Lel 4 . ,
i flimmtatg | ertaten The current margin settings appear here.
BT B s
7‘ w 7 S 1 clouds. Blui . .
— L 4. Drag the mouse pointer over any margin.
I ::::: i.‘s B'L:n\;‘e rpsaremol | %
se bluish col Multiple pages: Mormal -
| i e N 5. Type a new margin setting.
Left 1.2% Right: 25 Preview
Custom Margins, v .
— 6. Repeat Steps 4 to 5 for each margin
setting.
Applyto: | Whole document v |_:-7 CIle on OK
[wstts L8 | F | Hu@:z um i = Word saves your changes.

page break.

INSERTING A PAGE BREAK

You can always insert a page break if you wish to start a new page at the same specific
location in your document. The ending of a page and the beginning of the other is indicated by a

é%{\ri } ’%,m
/\P5~Y0U TH %
@ ™
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1. Click in the document where you want to insert

«|-| a page break.

234 L
: _2. Click on Insert tab on the Ribbon.

3. Click on Page Break button.

Word assigns the page break.

1. Click on the Draft View button from the status bar to

i| display the document in draft view.
A Page break line appears.

To remove the page break from the document, click on page
" | break line and then press Delete key from the keyboard.

You can use the keyboard shortcut to insert page break in the document by clicking in the
document where you want to insert a page break and then pressing Ctrl+ Enter keys from the
keyboard.

INSERT A SECTION BREAK

You can insert a section break in a document. Section Break helps you to establish different

% | margins, headers, footers, vertical page alignment, and other page formatting settings in different
#| portions of your document.

1. Click on the location where you want to start a new
section in your document.

2. Click on Page Layout tab.

3. Click on Breaks.

The Break Gallery appears.

4. Click on the option to select the type of section break you
want document.

] Word inserts the type of break you selected.

—5. Click on the Draft View button from the status bar to
display the document in Draft view.

—A section break line appears.

To remove the section break from the document, click on
:| section break line and then press Delete key form the

KNOW THIS TOO!!

~ keyboard.

When you print the document, section breaks marks that do not print but the effects of the section
break will print.

RIOWIES
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CHANGE PAGE ORIENTATION

You can change the direction that text prints from the standard portrait orientation ( page
looks longer than wider .) to landscape orientation (page looks wider than longer ).

To show orientation more clearly, this example appears zoomed out.

W d o TechOnThehet - Microsoft Word a B 3 1

Click anywhere in the document.

: o L—Z Click on Page Layout tab.

b oA
v

E R —3. Click on Orientation.

Y -

The Current orientation appears highlighted.

[rechonThenet.com i dedicate@wﬂwm_- 4. CIICk an Optlon Of 0r|entat|on

technologies such as Micrasoft Access, Microsoft Excel, Micrasaft Word, SQL, Oracle/PLSQL, and the €
Language. The information presented here is suitable for all programmers from beginnerto expert. We «

hope you find this information useful and return to our site, as we expand our information base. & H H
ey . Word changes the orientation.

%

4
Page:Lofl | Wordss9 | 5 EHE =

L[}
§
+

In this example we choose landscape orientation.

ADDING PAGE NUMBER

You can and page number in your document. To view the page number on your screen, your
document must be displayed in the print Layout view. For example, adding page numbers to longer
documents can help you in keeping the pages in order after printing.

(A FL)

Click on Insert tab on the Ribbon.

Click on Page Number button.

S lick I ion for th :
HOW TO WRITE DIFFER Click on a location for the page numbers

HEADER AND FOOTE== - L4 cClick on a page number style.

ALSO PAGE NUMBERS = You can use scroll bar to see more styles.
SAME[DOCUMENT |
' | Word assigns page numbers to your document.
BY

5. Click on Close Header and Footer to exit the

MIIHAMMAD IAI Al SARWAR header or footer area

Pige 1ofS Words 1265 | 5 EnginUS)

ADDING HEADER AND FOOTER

You can add a header or footer to display additional information on each page of your
document. A header or footer can contain information such as a chapter title, a page number or the
current date. A header appears at the top of each printed page. A footer appears at the bottom of
each printed page.

0n)
3) <&
Home | Insert i‘ Page Layout References Mailings Review View Add-Ins Acrobat

>y My = 52 [5) 8 =D ETE
gl A5 802N Q 3 4 |3 j<J—2. Click on the Header button to add a header, or

“ Cover Blank Page Table Picture Clip Shapes SmartAt Chart  Hyperlink Bookmark Cross-reference | Header Footer] Page )
i e click the Footer button to add a footer.

A\t Page~ Page Break

1. Click on Insert tab on the Ribbon.

Number ~

Pages Tables llustrations Links Header & Footer

\ ==y

/\P5~Y0UTHO
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T e e s =0 this example we are inserting Header.

Pogelojoul  Releences  Malings  Reiew  View  igioper  Addirs @

;% : ,:% [j B [ﬁ% uj) % “ 8 Hyperink

Ao Baokmark
Cover Banc Page | Table  Pidwe Clip Shapes Snatdt Chatt
Fager Fage ieik U
Pages Tablss hustrtions tinks

VB SR A K TR SR )
& ‘

|1[1vwm] =: e -
(T s ] —4. To create header text, click on the field in the
| header area and type your text.

A= Asignature ine *
= {0ate&Time

it Doy
fatsr - Cop- 00K

w.[r3- Click on the type of header or footer that you
| want to add.

Acrossasterence |-

| This example creates header text.

Alphabel

e | You can insert more headers and footers using
' these controls.

| Annal

[Type the docursent te] Ve

~5. Click on Close Header and Footer button.

Austere (Even Page

I
L]

jiha Ip whel
Page 1t | Words 51 | 1 (31 [| I e

Word close the Header and Footer tools.

Word displays header of footer on the document page.

EDIT A HEADER OR FOOTER

e T~ 1. Click on Insert tab on the Ribbon.

2. Click on Header or Footer button.

3. Click on Edit Header or Edit Footer.

Word displays the Header and Footer tools, and you can now
edit the header or footer text.

KNOW THIS TOO!!

REMOVE HEADER OR FOOTER

1. Click on Insert tab on the Ribbon.

2. Click on Header or Footer button.

3. Click on Remove Header or Remove Footer. Word will remove the Header or Footer text from
the document.

CREATING A NEWSPAPER COLUMN

You can display text in columns like those found in the newspaper. Creating columns is
useful in documents such as newsletters and brochures.

+ 1. Select the text that you want to place into columns.

~ ——2. Click on Page Layout tab on the Ribbon.

———=—3. Click on Columns button.

Click on the number of columns that you want to assign.

Word will fill one column with text before starting a new column.

To remove newspaper columns, repeat steps 1 to 3 selecting
. one column in step 3.

You enpe the merease i ifentsie that '
your paise as gives you for the next fen
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CREATING A TABLE

The table in Word consists of a grid of boxes arranged in rows and columns, somewhat like a
spreadsheet (which you will learn in the nest chapter of this book). To move the insertion point from

n a table, you can do any of the following.

You can create a tableto display information neatly in your document. The table option inbuilt
with the MS - Word program is a useful formatting tool, which allows you toinsert rows and columns easily.

Press Tab to move to the next cell (to the right, or to the beginning of the next row if in the

rightmost cell ).

Press Shift+Tab to move to the previous cell. :

direction.
Click on the cell in which you want to type. !
|

Click in the document where yo want to insert a table. |

Click on Insert tabon the Ribbon.

—"’E !
Use the arrow keys to move one cell in the arrow's || | |

4t 4

mi i n A W

LR

g

UL L
H
|

=
o o — - —

Click on Table button.

Drag the mouse pointer until you highlight the number |
ws and columns, you want the table to contain. |

42 Sample-Tabl3

T i the document.

4250 6.250
[

Milkshé

SodaandCoffeen 159
foffeen 1.250
hJ

24 for the table.
DELETING A TABLE

can delete your table, whenever you want.

M
R v
. il

Click anywhere in the table which you want to delete.

WH0 Bocumert] - 1
; o B @ Guegeiom | otben
et o

crosolt iord

Siha ] LR

Clickon Layout tab.

Click on Delete.

Click on Delete Table.

table disappears from your document.

| [2 o — N * Word previews the table as you drag over cellsWord
ST | ey e adds table to the document.
i ] ENTERING TEXT IN TABLE

You can enter same text in the table as you enter it in

-1.  Click on the cell where you want to enter text.
' Then type the text.

2. Repeat step 1 until you finish entering all the text

RIOWIES
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SELECTING CELLS IN A TABLE

You can select table cells, rows, and columns in a table to perform editing tasks and apply
formatting to all the selected areas of the table.

mh:rmammwetens —I Miﬂ'ﬂiﬂﬂwam ~1. Click and drag the mouse

S —— — , over cells that you want to
e M age Layan RIErence walling: \EVIEW L I d SeleCt

3 B lpeart Bol- 3 kierng Ca 0323
7 ' S— [ ]
Fnsert et TMSPRCERT = il - 2. Release the mouse button

.||)|;-..§ J.Hl' 3 ""Ii'_||'| S Split Takle W AuloFt - a = _-|-.:..1.:|| ',|;|\.|||-5, ) tO SeleCt Ce”S.

Delete

On the Layout tab you can
Merge Cells ' L * “J also use Select tool to select
Mergs the selected cells into one parts of your table.

Monday 10 AM, TO5P.M

TO SELECT A SINGLE CELL

Tuesday 10 AM, TO5P.M

1. You can triple - click the
cell to select everything in it.

Wedneshday v 70 AM, TO5P.M

Thursday 10 AM, TO5P.M

TO SELECT A ENTIRE ROW

Eriday 10 AM, TO5P.M

Sty 10 AM, TO5PM 1. Take your mouse near the
F border of row and click on it.

Page:1af 1] Words: 22 | 40  Englith (L&) Bl B [ 5% | The entire row W||| be
selected.

TO SELECT A ENTIRE COLUMN
Take your mouse near the border of column and click on it.
The entire column will be selected.
ADDING ROWS IN A TABLE

You can add rows in your table to insert additional information.

LaniaCaica bl 1.  Click in the row where you want to
- add another row.

If you select more than one row, Word
: : duplicates the number when you activate
s ' : I Insert command.

y
Monday 10 AM,TO5P.M 2

Click on Layout tab.

Tuesday 10 AM, TO5P.M

3. You can Click Insert Above or
Wedneshday 10 AM, TO5PM Insert Below to add new rows.

Thursday 10 AM, TO5P.M

Word adds a row to the table.

Words: 22 | o0  English (LS
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ADDING COLUMNS IN A TABLE

You can add columns in your table to insert additional information.

O e =1, Click in the column where you want to add

another column.

If you select more than one column. Word
s : | duplicates the number when you activate Insert
ey e plced s o o command.

Tuesday 10 AM.TO5PM -2. Click on Layout tab.

Wedneshday 10 AM, TO5P.M

3.  You can click Insert left or Insert right to
Thursday 10 AM, TO5PM ‘| add new columns.

~Word adds a column to the table.
DELETING A ROW OR A COLUMN IN A TABLE
You can delete a row or longer need from your table.

To Delete a Row

-1.  Select a row you want to delete by placing
mouse pointer to the left of it and click.

Click on Layout tab.

Merge Cells

3. Click on Delete.

4. Click on Delete Rows.

To Delete a Column

1. Select a column you want to delete by
placing mouse pointer on the top of it and click.

2. Click on Layout tab.

—3. Click on Delete.

4. Click on Delete Rows.

RIOWIES




CHANGING HEIGHT OF A ROW

You can change the height of rows to improve the layout of your table.
_. ‘cm C ~ ;'_,, .IP 1. Place mouse pointer over the bottom edge of
< Swegectyfl 0z ¢ 5 =59 Az . || the row you want to change to a new height.

¥ & uene
B
4

The mouse pointer changes to [+]

L 1 Merge Celis

2, Drag the row edge to a new position.

— A dotted line shows the new position.

Release the mouse pointer.

Page:1cf1 | Words:22 | \ D Engheh (LS FE

Word adjusts the row height.
CHANGING WIDTH OF A COLUMN

You can change the width of column to improve the layout of your table.

W‘”‘“"’“‘“‘““W“&“" - '—-1. Place mouse pointer over the edge of the
Fie oo fiert age Layout  Referen Malings  Revie eign .
pre S b B @ aBls A | column you want to change to a new width.

[

The mouse pointer changes to [ ].

L 1 Merge Cells

-2. Drag the column edge to a new position.

A dotted line shows the new position.

Release the mouse pointer.

i L 2 LD e ) -l Word adjusts the column width.

MOVING A TABLE

You can move a table one location to another in your document.

B =lofx|

1. Point the mouse pointer upper-left corner of the
table, you want to move. A handle appears.

You may to scroll to the left to view the handle.

2. Place mouse over the handle. Mouse pointer will
change to [« ].

i-3. Drag the table to a new location.

=oE=w. | _.|'
o |Atom= S N IO E AG W@ o d-A-=m=ad] | A dashed outline indicates the new.

Pags 1 Sec 1 11 A 51" tn22 Co1 RE E Englsh (U5 G

The table appears in the new location.

To copy a table, perform steps 1to 3, except press and hold down the Ctrl key asyou perform step 3.

RIOWIES




RESIZING A TABLE

You can resize a table in your document to adjust the space.

1. Point the mouse pointer over the table you want to resize.

‘ A handle appears.

2. Place mouse over the handle. Mouse pointer will change
to [\ ].

Y Drag the handle until the table is of the size you want.
l A dashed outline indicates the new location.
J COMBINING CELLS IN A TABLE

You can combine two or more cells in your table to create one large cell. Combining cells is
useful when you want to display a title across the top or the down side of your table.

Select the cells that you want to marge.

Click on Layout tab on the Ribbon.

Click on Merge Cells.

| [«——-The cells combine together to create one large cell.

To deselect cells in a table, click outside the selected area.

SPLITTING CELL IN A TABLE

Wl a2 ST T T formaring Tave Cels E Microson word Bl (=

@ You cansplit one cellinto two or more cells inyour table. You can splitcells into columns or rows also. /@ﬂ
1. Click inside or select the cell that you want to split.J » : e |

2. Click on Layout tab on the Ribbon. 2 o " Z% amne

Merge Cells

3. Click on Split Cells.

%1 The Split Cells dialog box appears.

4, To split the cell into columns, double - click on this
area and type the number of columns to split he cell into. [ i o wa

P X

I
Split Cells

Number of columns: |2

Number of rows: 1

RILd | IRIL

Merge cells before split

—5.

Cancel

u

*

F6. Click on OK to split the cell.

The cell splits into many cells.

You can enter text in these cells.

To split the cell into rows, double - click on this area and type the
number of rows you want to split the cell into.

RIOWIES
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% 2. Click on Layout tab on the Ribbon.

left, inside each cell.

ALIGNING THE TEXT IN CELL

You can enhance the appearance of your table by changing the position of the text in cells.
Word’s table alignment options include the basic left, right, center, and justify alignments, as well as
vertical alignments, such as bottom center or top right. By default, Word aligns your table text to the

1. Select the cells that you want to format.

3. Click on alignment from the Alignment group.

Word applies the alignment. FORMATTING TABIE LS

Merge Cells

| To unselect the cell, click outside the selected cell. =

This example centers the headings in the cells.

ADD SHADING TO CELL

You can add shading to cells to make it more appealing.

Home  Insft  Pagelayout  References  Mailings  Review  View

¥ HeaderRow V) Rjrst Column

~2. Click the Design tab.

Total Row 5t Column

V| Banded Row inded Columng

-3. Click on Shading.

| | Standard Colors
[

Mo Color

-4. Click on a color.

W MoreColors..

APPLY TABLE STYLES

You can format your table by assigning the formatting styles that are designed specifically for
tables. Table styles offer a variety of designs that include shading and color, borders, and fonts.

m Ho ¢V ; Service Invoice - Sabrosa - Word
HOME  NSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVEW  VIEW

The Shading Gallery appears.

by @908 R — -1. Select the cell or cells to which you want to add shading.

Word applies the shading to the selected cell.

Click on anywhere in the table that you want to format.

eadetRow ¢ Frst Column . - .
‘_‘w'l,_ W‘_‘ | ' Click on Design tab on the Ribbon.
r”(”}‘: P‘(““’_‘“ povvd - 5| (R g
A Click on a style from the Table Styles list.
[Cagy Anou You can click on the down arrow button of More to display
Wenu llems 62845 : H
s T the entire palette of available styles.
Paper ltems (Plates_ sivenware, cups) $13515
Rental Equipment (Tabies chars Ingns) S5 Wor li h le.
Service Fee (10% of menu tems ordered) 0% ord applies the Stye
Totd $1619.8 ) o
You can use the Table Style Options by clicking on check
boxes.
~mE

RIOWIES
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ADDING WORDART

You can add WordArt to your document to disply a decorative title or draw attention towards
important information. In Word 2010 WordArt has been update with new colorful art effects.

TR0 TVoTd Starte.

“ e [insert | rrmmm——
85 JLE0MQ 233 U
orsic]

Cowr Baft Page Table Pice Cip Shapes Chatt Hperimk Headet Footer age | Ted
oo .

foger Pafe Bk * Nember Boce
& 3 Tabies usrations Links Header Footer

office 2010

5] Q

Dite | Symbol
Tme |+

—~1. Select the text you want to convert into the WordArt.

2. Click on Insert tab.

~3. Click on WordArt.

A list of options will appear.

-4. Click on the WordArt style you want to use.

-The WordArt appears in a text box in your document.

ADDING A PICTURE

You can add a picture to your document to illustrate the concept of document.

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

u & Hyperink.

A Eovcnark

Cover Bl
Pger Pl Bresc
Pa

10t Regular )

Compute

B

sad 2003
Electroni  (2-17

ssigature e * T[

Showeanme
0z -

Ecuaton Symol

Symocls

s! 11, Click on the location in your document where
: you want to add a picute.

2. Click on Insert tab.

3. Click on Picture.

The Insert Picture dialog box appears.

These areas show the location of the displayed pictures. You s B — =T
can click on these areas to change location. - s Bl

5. Click on the picture you want to add to your document.

Click on Insert to add picture to your document. | i Wiothuny | éwiseegi | S

a . 9 Py [}

| File garme:_student-baok 59 * AN Prctures ek ey =

a
Insuam

Sirs he answered. | saw him not Sthen he departed from Camelot Soas

= | = [ ]

S Dinadan walked and

-Q Took = Cancel
e 3
L J
¥ 3 -

—The picture appears in your document.

| _To delete picture just click on the picture you want to
delete. Handles (Il) appear around the picture. Then,
press Delete key to delete the picture.
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WRAPPING THE TEXT AROUND A GRAPHIC

After you add a graphic to your document, you can choose how want to warp text around the
graphic.

———1. Click on the object that you want to

wrap.

— 2. Click on Text Wrapping button on the
Format tab.

B & AR E

3. Click on wrap style.

The wrap style is applied.

This example wraps the text squarely
around the object.

MOVE AND RESIZE OBJECT
You can move and resize image that you place in a file. Image and shapes are also called objects.

MOVE AN OBJECT

Wd9-0s Document? - Microsoft Word

1. Click on the object that you want to move.

The mouse pointer changes to [].

entures. and whether he
lot. So God me help, said Sir
| departed from Cameiot.
=5, that s0 suddenly

2. Drag the object to a new location.

ost horrible coward that
me? said all these knights. |
they had reposed them, and
rsesand rode to a castie
where dwerllan 0ld knight that made all knight:

The object moves to the new location, as soon
as you release the mouse.

L
-
Tristram. 3 Wd9~0ls Document2 - Microsoft Word
. File Hor Insert Page Layout References Mailings Review W Develo Acrol
Sirs. he answered. | saw him not sthen he departed from Camelot. Soas Sir Dinadan watked and s ol .2 v wilrie S " s st ol

Pagei1 012 | worssi 737 | B | 7 Hma s s 1% o .

3 &
g3

RESIZE AN OBJECT

AND then they asked him of his adventures. and whether he
had seen Sir Tristram or Sir Launcelot. So God me help. said Sir

1_ CI|Ck on the object that you Want to reSize_ ! Dinadan, | saw none of them Sthen | departed from Camelot.

What knight is that. said Sir Brandiles, that so suddenly

departed from you, and rode over yonder field? Sir, said he, it
i Was a knight of Cornwall, and the most horrible coward that
The mouse pointer Changes to [ + ] ever bestrode horse. What s his name? sajd all these knights |
- i w0t not, Said Sir Dinadan. So when they had reposed them, and
spoken together, they took their horsesand rode to a castle
where dwgl an 0id knignt That made 2l knign '
ger The g althevuoss

2. Drat a selection handle to resize the object. g

Tristram.

Sirs, he answered, | 3w him not sthen e depaned from Cameiot S038 S Dinadan walked and
W page: 1otz | warss 32 | B | 3 EHE 2= 100% -

As soon as you release the mouse, the object is
resized.

/\P5~Y0UTHO

%%,
>
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ADD PICTURE BORDER

You can quickly add border to any picture or clip art image. You can choose border color and
also assign a line weight to the border to make thin or thick borders.

D 2

B | [ = [ e

W - 0=
om

:

ey

AND
nads
Dina

What
depz
was:
ever

wotr
spok
wher
chee
andt
Tristy

Sirs.

standad
{ 1]

o 1] 1es

The Format tab appears on the Ribbon.

—2. Click on Picture Border button.

Y pt .
¥ pt 500 me help, saia St

5% ted from Camelot. H

- D 3. Click on border color.
It ——  |earsesadte.k ] ﬂfr i 4
1% pt rible coward that k [l

idall these knights. | | Al F—=|

2 e reposed them. and H H
 p— Ssetie 4. Click on Weight.

$0) e— L olongcamdrto the e St
Gpt —— xed him whethgr he had sgen S La:

et e i e O
ceiot or Sir

departed from Camelot S§as Si D

= More Lines.

M| Page: 1oi2 | Wordsi737 | B

]

dan walked and

e .| the border.

tool.

3. Click on effect category.

4. Click on effect style.

2. Click on Insert tab.

3. Click on Clip Art.

1. Double-click the picture, you want to edit.
The Format tab appears on the Ribbon.

2. Click on Picture Effect button. '

The new border is assigned to the picture.

To ne border is repeat steps 1 to2 then click No Outline.

ADD PICTURE EFFECTS

— 1. Double-click the picture that you want to edit.

5. Click on thickness to set a line thickness for

You can apply special effects to your picture and clip art graphic by using the new Picture Effect

S | == dDRetes > [
tsosuaceny

field? S, said he, &

rible coward that

~  ydall these knights. |
3d reposed them. and
'd rode to a castie

Errant good.

You can add a Clip Art Image to the document. Adding a Clip Art
image can make the document more interesting and entertaining.

1. Click on location where you want to add clip art.—|_'

TheET Then M the meanwhile that they were taliking came into the castle Sir Grifiet le Fise de Dieu.
and there was he welcome; and they allasked him whether he had seen Sif Launcelot or Sir

The new effects |S ass'g ned tO the p | Ctu re. L — S\wj he;nswelea. 1 saw him not sthen he departed from Camelot Soas Sir Dwgﬁnlval«: a:w:h : .

Md9-ol= =
Home 1 Page L 2@
S} £l aae
B 328

To remove the effect, repeat steps 1 to 3 then click on No Glow.

INSERT CLIP ART

The Clip Art task pane opens.

é%{\ri } ’%,m
/\P5~Y0U TH %
@ ™
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4. Type a keyword or phrase to search for a
particular category of clip a art.

—5. Click on the down arrow of Search and click a
collection.

Click on the checkbox if you want to insert the
content from Microsoft Office Web site.

6. Click on Go.

The Clip Art task pane displays any matches for the
keyword or phrase that you typed.

You can use scroll bar to move through the list of matches.

To view information about a clip art image. You can move mouse pointer over the image.

-

CFER

7. Click on image to add a clip art image.

The clip art is inserted.

The Picture tools appear on the Format tab.

You can resize or move the clip art.

8. Click on Close to Close the pane.

ADD AUTOSHAPES

You can use Auto Shapes - such as lines, arrows, stars, and banners -to draw your own
shapes and graphics for your documents.

1. Click on Insert tab on the Ribbon.

- Click on Shapes.

The full Shapes palette displays.

| 3. Click on the shape that you want to draw.

The mouse pointer changes to +.

—4. Click and drag in the work area to draw
- selected shape.

Engiisn (U5)

Release mouse to complete the shape. The handles appears around the shape.
Drawing Tools appear on the Ribbon.
You can press Esc key from the keyboard or click anywhere to continue working in your document.

5. After adding Auto Shape you can color the Auto Shape by clicking on Colored Fill.

P& YOUTY c% y
<
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In Word 2010, you can
directly into the word document.

Ald9 0 g

Develons:

INSERT SCREEN SHOT

pereenshot attached - Message (HTML)

Message | Insert | Options |Formaﬂext| Reviel

. " A

i & i j I3 ) i
) 3 4 Sleay 2 s

Aftach Qutlook Business Calendar Signature  Table | Ficture Clip Shapes SmartAtt Chart
File  Hem Card* . r At i

Include Tables Dlustrations

From - wiliam@majavemediagroup.co

Subject: Streenshot attached

Here is what | see for this window:

<
W, Hyperlink [ Tedt Box *

o+
e A Bookmark ] Quick Parts »

A Wordart+

Available Windows

_51 Date & Time

el Object

1\ Equation *
{1 Symbol «

£= Horizontal

Ling

g Sareen Clipping

(54

Taking A Screen Clipping

take screen shots all existing active running windows and paste it

Iﬂ 1. Click on Insert tab.
1)

2. Click on Screen shot.

The Available  Windows menu
appears, which shows the active
running windows of your computer
as a screen shot.

3. Click on any Screen shot which
you want to paste in your document.

is
the

shot
pasted

The screen
automatically
document.

image
in

The Picture Tools tab will appear to
enable you to perform picture related
tasks.

You can do basic editing with the
picture tool available in Word 2010.

You can use Screen Clipping feature if you only need to insert a portion of your screen shot
and not the whole window screen.

Md9 0 = Screenshot attached - Message (HTML) a B 2
I Mtssage ptions ormat Tel Review Ueveloper T
[ 0 "l iy n | T J & typerink [ Ted Box» 25 T Equation ~
! P GEENTE AT R-F 9 bl :
At‘t;(h Qutlook Business Calendar Signature  Table Pa:l( Ciip Shapes SmartArt Chart S(::HsnmA/QLEWIIFWk mepm _:l[‘-atmhmc 13 el 1. CIle On Insert tab
File  Tem Cardr . v At v v It A WordAtt 44 Object = Horizontafline
Include Tables Tustrations Available Windows .
willlam@mojavemediagroup.com 2- CIICk on SCreen shot.
==
— —— 3. Click on Screen Clipping.
Subject: Screenchot sttached
_ o The last Screen you displayed
Here is what | see for this window: . . . .
- is redisplayed in fade with some
y cross hairs as your mouse pointer.
T | You will drag cross hairs to select the
portion of the screen. The area of
the screen you select with the cross
hairs is ‘cut’ and pasted into your
Word document.
—

RIOWIES




APPLY ARTISTIC EFFECTS ON THE IMAGE

You can apply artistic effects to your pictures by using the latest feature of Word 2010.

a1,

g s

@id9-¢ L7

Insert and select a picture in your document.

Goa . 4

The handles appears around the picture.

Click on Format tab.

—2.

7 trce e o canert

provdedby
—T—3

Click on Artistic Effects.

Gallery of Artistic effects appears.

4. Place the mouse pointer over an effect.

§ M4 Live Preview displays the proposed effect, and

the handles disappear.

Click on an artistic effect.

PigeiLatl | Words 8 —

Documentt ~ Wicrosoft Word

Word applies the artistic effect on the selected -
picture.

To remove the artistic effect form the picture,
repeat steps 1 to 3 and select the very first
thumbnail image from the gallery.

CREATE A LETTER FOR MAIL MERGE

You can use the Mail Merge feature to produce a personalized letter for each person on your
mailing list. Performing a mail merge is useful if you want to send the same document, such as an
announcement or greeting card, to many people.

W e 0 T ] ]
E.f” ‘,d. b Y 1. Open the Word document that you want to
X & M ARTY use as the letter.
F U
[ e[ | The information of the letter should not change
s form letter to letter.
, 2. Click the Mailings tab.
g o s s 3. Click on Start Mail Merge.
a S s ot Dear
Flek IT e managed IT supporl, mianing tal v e ST a5 FUUT DoTEay 5 M0 T 4. CI|Ck on LetterS.

Nothing happens on-Screen, but Word sets up for a mail merge.

RIOWIES
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Click on to identify the type of Recipient
list you plan to use.

PR | ———r wt.... This example uses a new list.

Ciy,stat. 7p
phone name

The New Address List dialog box appears,
displaying areas where you can enter the
information.

S0 PO R NS, 7. Click on each area and type the

Sincerely.

appropriate information for each person.

 — """ You don’t have to fill every entry.

8. To Enter the information for another person, click on New Entry.

w@a-o5ddls
9. Repeat steps 7 and 8 for each person “
on your mailing list. -

To Delete an entry, click on the entry and i
then click on Delete Entry.

Name cfbusiness

10.  When vyou finish creating your mailing
list, click OK.

The Save Address List dialog box appears. LR [ e

Fleass scceothhe snco
s A3 1 T

11. Type a name for the file that will store |

Sincerely

your mailing list. B

12. Click on Save button to save the file. e

Now you can select specific recipients from the mailing.

e e e oy ——13. Click on Edit Recipient List.

|!:| B oeauie ~ The Mail Merge Recipients Window appears.

5| wibege

2 Seect ecyients

- This area lists all the people on your mailing
- list.

futist
Tyve thfanesand akreses of

To sort the list, click the heading of the column
you want to use to sort the list.

14. A check mark beside a person’s name
indicates Word will create a personalized letter
for the person. To add or remove a check
mark, click on the box beside a person’s
name.

——15. Click on OK.

mgelor Wk | S |

\ ===
(o, f26)

»
H
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[ § | i Il The Merge to New Document dialog box appears.

Merge to New Docurment

: Merge records v 1128, Click on any radio button to specify which people from
Y your mailing list you want to create letters for.

) Current record

Y Erom: T

—

[ ¥

All: All people on your mailing list.

Current record: Only the displayed person.

From: People on your mailing list that you specify.

If you selected From in step 28, click on the first text box and type the number of the first
person you want to create a letter for. Then press the Tab key and type the number of the last
person you want to create a letter for in the second text box.

29. Click on OK button to create the letters.
Word opens a new document and creates the personalized letters in the document.

30. You can edit and print the letters as you would edit and print the letters as you would edit and
print and document. Editing a letter allows you to include additional information in the letter.

31.  You can scroll through to see all the pages of your mail merge.
RECORDING AND RUNNING A MACRO
A macro saves your time by combining a series of actions into a series of actions into a
single command. Macros are ideal for tasks you frequently perform. A macro is a series of

commands that is recorded so it can be played back, or executed, later.

Record a Macro

Mido-oF — e e — o/
o “ H Iwet  Pagelyost  Afeences J— - )
o IO, T T T O T 5 O L. T MM I—1. Click on View tab in the Ribbon.

— 2 OB 3 +fing Reciient
iMege ©  Pmiew

Envelopes Labels  Start Mail

¢ Et
Merge~ cigent

3. Click on Record Macro.

Record Macro ) 4. Type a name for the macro.
Macro name:
0. k . .
L:Zn;m . A macro name must begin with a letter
7§ o . ‘7@‘ o | and cannot contain spaces.
Store macro in: H 1 1 H
FRSpa—— g 5. To enter a description, type in this
Description: a rea .
——6. Click on Keyboard to assign a
[ conee keyboard shortcut to the macro.
1 - .
: The Customize Keyboard dialog box
; ‘ appears.
Pagel ol | Wordsi52 | Englinuk) | 2 EHEEE 10% - 4

S ﬁ_‘t‘% S e
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Insert Page Layout References Mailing: Revie
X Address Block P
od a J ==
Insert Address Block = s
Specify address elements Preview

/| Insert tecipient’s name in this format: H= reis a preview from your recipient list:
Toshe : T T
o

Joshua Randall Jr,
X . Emma Cortes
0D LLP

JU Ave of the Americas
o York, NY 10040

7] Insert company name

7] Insert postal acdress:

Correct Problems

If items in your address block are ms

Match Pk t dentiy the corvect adiress Sements om 10
mailng lst.

/| Format address according to the destination countryjregion Match Felds...|

I\ oK Ircam

—A17.

—18.

16. Click on the location where you want the
inside address to appear in the letter.

Click on Address Block.

The Insert Address Block dialog box appears.

Click on a format for each recipient’'s
name

You can preview the format here.

19. Click on OK.

1 14
Section: 1 Page:1of1 ElfR 3 5 100% - +

A merge field representing the address block in
the letter appears.

Insert Greeting Line

Greetng Ine format:

Joexr [+] T B

e Cempa

.| greeting to appear.

Greetng ine for mvalid recpent names:

| DearSeorMadam .|

Prevew
Il
| Here 15 a preview from your recpient ist:

I bias '
1‘ I | oexesimes,

Cormact Problems A
Ifitems i your greetig e are hssingor cut of erder, use Match Fields to
identfy the corect —~ —
Match Fields
| oK I Cancel
[ — A

A preview of the greeting appears of the

20. Click on the location where you want the

21. Click on Greeting Line.

The Insert Greeting Line dialog box appears.

22. Click on these areas to specify the
greeting format.

greeting appears here.

¢
i
a
w
m
+

24. Click on Preview Results.

A merge field of the representing the greeting line appears in the letter.

490 — ——vmm» A —
After completing the merge, Word will replace [ :
the merge field with greeting information. BRE

Eloges Labes Stathi Geedt B

23. Click on OK.

e Deeopsr  Meddng

y 3 . .‘\ = T"

T
gt Adas Gretog i
Werge | Recians* Recimt it MergeFeles Blck  Lne

Sar Mai Merge Wit & nsetFekds

Word displays a preview of the merged letter,
using the unchanging content of the letter and
information from the address file.

25. Click on the Next Record icon to
preview the next letter and the Previous
Record icon to move back and preview the
previous letter.

You can click on Preview Results to redisplay
merge fields.

26.

2 K 13 A8 A RS S N STk O AR KRS RT3 [T

ORI

I sAddressBockn I

A

Dear Grestingline» |

Membership number: «Membership_No_»

Please be aware that your membership s due to expire on eMembership_Expiry Dates.
n order f0 renew your membersni and continue to reczive tre berefts associted with
your account plezse compete the stached renswa form and rztum fo us at the
eddress below.

Kind regards,

The Mznagement

Click on Finish & Merge.

27. Click on Edit Individual Documents.

| oagectofl | Woudsi52 | 5 Engisusl SPREE 0%
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Cin =] (L] j:ﬁ I 15 Corporatiod_A.docx - Microsoft Wor

—==+-7  To specify a keyboard shortcut for

ol f

Home Insert

:!h B

Page Layout References Mailings Review

5 web Layout o 'y il = New window

| ] Outline Vo 4d 3 areange A
Print |Full Screen _ Show/Hide Zoom  100% :

Lsyout Reading =I Draft - = Dspiit

Dacument Views Zoom

=2
Switch Macros

Windows =

the macro, press and hold down the Alt
key as you press a letter or number key.

Customize Keyboard

Specify a command
Categories:

Background Removal Tab 3
All Commands

Fonts
Building Blodks
Si

Macros:

les
Common Symbols

eir=]

Spedify keyboard sequence

Current keys: Press pew shortut key:

- | e

P———

[

Saye changes in: | MyWordTools.dotm

Description

=)

Page:30f 8 Wordsi1536 &

8. This area displays the word [
unassigned].

If the word [ unassigned ] is not
displayed, the keyboard shortcut you
specified is already assigned to another
command. press the Backspace key to
delete the shortcut and then repeat step
7, using a different letter or number.

— 9. Click on Assign button to assign the
keyboard shortcut to your macro.

10. Click on Close button to continue.

—11. Perform the actions you want the

12.
include.
run the macro.

To Run a Macro Using the Toolbar

macro to include.

In this example, a company name and address is inserted into the document.

Click on Stop Recording when you have completed all the actions you want the macro to

You <can now

(4] tﬁ 5% 15 Corporatio_A.docx - Microsoft Word

\:\@lﬁ‘

1. Click on View tab in the Ribbon.

Ca
ol |

Home nsert

| o
IEI§E=
|'print |Full Sereen s
Layout  Reading bt
Document Views

Page Layout References Mailings Review View

ﬂ Web Layout
| Outline

T cE mew window

i 43 = mrange s
Show/Hide Zoom 100%
* = D split

e

Zoom Window

@

=3
Switch Macros

Windows ~

I

Macros
View Macros

IL"‘L-,._

Macros

BASELIN

Macro name:

®*7] Record Macro...

ontChanger]

SCHEDUL

Macros in: lNurmaLdut {alobal template)

Description:

: 2 |[har\gas highlighted text ta Aril, 16 point Bald
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2. Click on the down arrow of Macros.
Click on View Macros.

Macros dialog box will appear.

— This area displays the available macros.

Click on the name of the macro you
want to run.

__This area displays a description of the
macro you selected.
5. Click on run to run the macro.

Word automatically performs the actions

" you recorded, when you run a macro.
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Point the insertion point where you want the
results of the macro to appear.

2. Press the keyboard shortcut you assigned
(Alt+A) to the macro.

—The macro performs the actions you recorded.

E - MAIL A DOCUMENT

You can e-mail a Word document while you work in Word. Word sends the document as an
attachment.

Open the document you want to sent dy e-mail.

. —na({'z(cy:'(wsaccu vl vl
@ e . Click on the File tab.

Save to SharePoint

T : . Click on Share.

File Types

B cromserierie ‘
N — . Click on Send Using E-mail.

Click on Send as Attachment.

Word opens an e-mail message that you can
address.

Your document appears as an attachment.

5. Click this area to type the e-mail address of the
person to whom you want to send the document.

\

Attached: ] igntni Sates Figuies.goos 15 KB |

7. Click here to type a subject for the e-mail message.

You can type a message here. —>{1]

8. Click on Send.

SAVE A DOCUMENT AS A WEB PAGE

You can save your Word document as a Web page so that it can be uploaded on the Internet.

1. Open the document you want to save as Web page. e l

I - Information about Document1
2.  Click on the File tab. : :I

Permissions

3. Click on Save as.

Save as dialog box will appear.

RIOWIES




S ._Q§§h S = \;,,Aé»%’ S ._Q§'?§h s e
l | —— 4. Click on these areas to navigate to the
) L’-‘" [t ] s .. folderin which you want to save the file.
|| - 5.  Click in the File name text box and
1| type a name for the file.
- 6. To save the file as Web page, click on
Set Page Title _ the down arrow Save as type and choose
(3 Web Page.
Desktop
R he Rl Wt o T 7.  Click on Change Title.
@ﬁ* M\'Do‘cﬁms x l e ]
% The Enter text dialog box appears.
& 'l'g
by e s, it 3 —8. Type the title that you want to appear
/ Q) | oo [uegs e um hu e at the top of the screen when the page is
s | bt Sanpe Syt [ .. |« displayed in a Web browser.
o s [« L9 Glick on Ok
10. Click on Save. This Save As dialog box reappears.
\{}m Word saves the document as a Web page and displays the document in Web Layout view. In
@?‘ Web Layout you will see the document as it will appear in a Web browser.

PRINT A DOCUMENT

0 You can produce a paper copy of the document displayed on your screen. Before printing
| your document, make sure that the printer is turned on.

Ele————
= = 1. Open the document you want to take
Print H
i sfe @ printout.
- e —2. Click on the File tab.
Info ypiant s
. |ﬁ'd HP Color Laserlet 2800 Ser.. 'l . 4
= —3. Click on Print.
s Settings
m (B e 4 Backstage view of Print option appears.
Save & Send R p——
Page
" = Pk S This area shows the Pint preview of your
= g o document. You can see it before printing because
j;; c e your printout will look same as here.
Letter . . .
e e 4. You can specify a number of copies to print.
Nermal Margins .
[ ] 1osoepersnen . 5. You can choose a printer from the Printer
X Page Setup 1 efl 0% (S o | drOp-dOWn list.
If necessary, click on Printer Properties to adjust the quality of printout.

6. Click on Setting drop-down list.

@ 7. Click on the settings like Page ranges to identify the pages you want to print.
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Bl o —8. You can click this option to specify

i sve = whether you want to print the document on
B saess B | i one side of both side of the sheet.

7 Ope

o Cor ; _ 9.  You can click this option to specify the
s ' orientation of your document.

Info
/ HP Color Laserlet 800 Seri...

Recent

10. You can click this option to specify the

Settings N size of your paper sheet.
MJ" : 11.  You can click this option to adjust the
| B | margin of the document.
B s i . — 12. You can use this option to specify the
| o p— I‘_ number of pages you want to print on each
sheet of paper.
] t5ren < Iy
Noma Nagrs Ja 13. Click on Print.
B Midhons 1Y The Word sends file to the printer for
By ¥ i *4| printing by using the options you selected.

KNOW THIS TOO!!
The Print feature in Word 2010 now enables you to preview, adjust, and print all in the same screen
in Backstage view.

PRINT AN ENVELOPE

You can print a delivery and return address on an envelope in Word.

(CIFEEEE Decnand - Miogtied ———— | 5% | H HH
Fﬁ‘ T 5 1. Click on Mailings tab.

2. Click on Envelopes.

} The Envelopes and Labels dialog box appears.

FastOff ce Computer Training
18518634 Ave.
Surrey,

Fry)
AllBeads.com

3. Click on Envelopes tab.

[Canada

4. In the Delivery address text box, you can
type a delivery address.

| E I—-5. In the Return address text box, you can
{ = type a return address.

6. Click on Print.

nagetot2 | Wortu22 | B | Eosas Uk

A dialog box appears if you supplied a return r ——
addressg PP y PP Microzoft Word ﬁ

7. Click on Yes if you want to save the return
address as a default return address.

Word saves the return address and prints the |
envelope.
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PRINT LABELS

You can create labels in the Word document and then print it.

Documentl - Micosoft Word

Canada

Open a new blank document.

Click on Mailings tab.

3. Click on Labels.

The Envelopes an Labels dialog box appears.

This area shows the label currently selected.

Cong puous-feed printers

|a Page printers I Tray: Default tray |Z|

9 2 | P ELEY 120% =
g 2 Sl
Envelopes and Labels |_‘E‘J_l£|
Label Optjons FllEXE
Printer infgrmation

Label information

Label vendors: | Microsoft ~ |

Find updates on Office.com

4. Click on Options.

The Label Options dialog box appears.

5. Click on the radio button for the option to
select the type of printer.

6. Click on down arrow to select a label
product.

T v Lobel information 7. Click on the label's product number.

- Type: 1/2 Letter Postcard

ﬁ‘z‘ texr Height: 21.59 cm . i i

Vet width:  13.97m <«—|nformation about the label dimensions appears
30 Per Page Page size: 27.94cm = 21.59 an

30 Per Page S here
| Details. .. | |NewLabeI.“ | i—a(—L| Cancel | .

L I — Click on OK.
N e
———9. Click on New Document in the Envelopes and

— == Labels dialog box.

Word Displays a blank document, set up to hold label information.

9
YU s

" E Jacumentl - Microsoft Wor ‘: @ .
@9- S s _ == 10. Click on Layout tab.
File Home  Inset  Pagelayout  References  Mailings  Review View  Awobat  Design | Layout A@
foy H HES A= . . ) -
e _‘ 11. Click on View Gridlines.
B et |
—12. Type a label.
- 13. Press Tab key to move from label to label.
3 14. Repeat Steps 12 to 13 for each label you want
to print.
{Ankur Verma | Devinder Singh Minhas |
o0k | 19T, B-Block . .
A el e s 15.  Click on File tab.
| 16.  Click on Print.
‘1 17.  Click on Print again from Print Backstage. Word
Page:1ofl ART Wovds:ﬂv;j EHE ZS 100% (= + .
. | prints the labels.
(o
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