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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their
knowledge.

The Conventions in This Book
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This book uses a step-by-step format to guide you
easily through each task. Numbered steps are
actions you must do; bulleted steps clarify a point,
step, or optional feature; and indented steps give
you the result.

©® Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross
reference to a related area of the book.

©® Icons and Buttons

Icons and buttons show you exactly what you need
to click to perform a step.

O Simplify It

Simplify It sections offer additional information,
including warnings and shortcuts.

© Bold

Bold type shows command names, options, and
text or numbers you must type.

0O Italics



Italic type introduces and defines a new term.



Chapter 1: Getting
Familiar with Word

Are you ready to get started in Word? In this first
chapter, you become familiar with the Word working
environment and you learn basic ways to navigate
and to enter text. You explore the main Word window
as well as read about the new Backstage view.

Using either your keyboard or your mouse, you find
out how to navigate the Word window, launch dialog
boxes, use the Mini toolbar that appears when you
select text, and take advantage of context menus.



This chapter also shows you how to enter text into a
document and how to move around the document.

Open Word

Explore the Word Window

Work with Backstage View

Select Commands with the Keyboard

Select Commands with the Mouse

Work with the Mini Toolbar

Work with Context Menus

Launch a Dialog_Box

Work with Commands

Enter Text

Move Around in a Document

Get Help
Open Word

You can open Microsoft Word several ways. This section
demonstrates the popular method of opening Word from
the All Programs menu. After Word opens, a blank
document, ready for you to type text, appears. The Ribbon,
which contains commands that help you do things like
apply boldface to type or create a numbered list,



dominates the top of the Word window. In addition to
opening Word from the All Programs menu, many of you
might like to open Word and a specific document
simultaneously, which you can accomplish by double-
clicking any Word document.

Open Word

|3 Windows Media Player
&7 Windows Update
-4 XPS Viewer
| Accessories
L. Administrative Tools
) ESET
1. Games
. HyperSnap 6
1. Maintenance
1. Microsoft Office
Microsoft Access 2010 (Beta)
(] Microsoft Excel 2010 (Beta)
[N] Microsoft OneNote 2010 (Beta)
|0 Microsoft Outlack 2010 (Beta)
@ Microsoft PowerPoint 2010 (Beta)
[B] Micrasoft Project 2010 (Beta)
@ Microsoft Publisher 2010 (Beta)
(W] Microsoft Visio 2010 (Bets)

icrosoft Word 2010 (Beta) *
crosoft Office 2010 Tools
ack

12:05 PM
11/20/2009

10 )

© Click Start.
©® Click All Programs.

¢ All Programs changes to Back once you click it.



® Click Microsoft Office.
O Click Microsoft Word 2010.
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A blank document appears in the Word window.

Explore the Word Window

In addition to the document portion of the Word window,
where you type and edit text, the Word window contains
tools you can use to work quickly and efficiently while you
create documents. Before you dive in and start using Word,
take a few minutes to familiarize yourself with the basic
screen elements that appear when you open Word. You will



have occasion to use all of these screen elements at one
time or another, so identifying them early on in your Word
2010 career will make you more proficient in the long run.
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Declaration of Independence

I . ’ [When in the Course of human events, it becomes necessary for one people to dissolve the political bands
which have connected them with another, and to assume among the powers of the earth, the separate and
equal station to which the Laws of Nature and of Nature's God entitle them, a decent respectto the
opirions of mankind requires that they should declare the causes which impel them to separation

We hold these truths to be self-ewident, that all men are created equal, thatthey are endowed by their
That to secure these rights, governments are instituted among Men, deriving their just powers from the
- consent of the governed,

That whenever any form of Government becomes destructive of these ends, it 1s the night of the People to
alter or to abolish it and to institute a new Gi laying its foundation on such principles and

: organizing its power in such form, as to them shall seem most liely to affect thewr Safety and Happiness.
- Prudence, indeed, will dictate that Governments long established should not be changed for ight and

: transient causes, and accordingly all experience has shown, that mankind is more disposed to suffer,
which ewils are sufferable, than to nght themselves by abolishing the forms to which they are accustomed
But when a long train of abuses and usurpations, pursuing mvanably the same Object evinces a design to
reduce them under absohute Despotism, it is thewr nght, it is thewr duty, to throw off such Government, and
to provide new Cuards for their future secunty.

Such has been the patient sufferance ofthese colontes, and suchis now the necessity which constrains
them to alter therr former Systems of Government. The hustory of the present King of Great Brtain is a
history of repeated mjunes and usurpations, all having in direct object the establishment of an absolute
Tyranny over these States. To prove this, let Facts be submitted to a candid world.
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Quick Access Toolbar

Contains buttons that perform common actions, such as
saving a document, undoing your last action, or
repeating your last action. To customize, see Chapter 11.

Shows the program and document titles.

Ribbon




Contains commands organized in three components:
tabs, groups, and commands. Tabs appear across the
top of the Ribbon and contain groups of related
commands. Groups organize related commands; each
group name appears below the group on the Ribbon.
Commands appear within each group. To customize the
Ribbon, see Chapter 11.

Appears in the lower-right corner of many groups on the
Ribbon. Clicking this button opens a dialog box or task
pane that provides more options.

Displays document information as well as the insertion
point location. From left to right, this bar contains the
number of the page on which the insertion point
currently appears, the total number of pages and words
in the document, the proofing errors button (&), the
macro recording status button, the View buttons, and the
Zoom Slider. To customize the Status Bar, see Chapter
11.

Document Area

The area where you type. The flashing vertical bar —
called the insertion point — represents the location
where text will appear when you type.

Scroll Bar

Enables you to reposition the document window
vertically. Drag the scroll box within the scroll bar or click
the scroll bar arrows (&= and ).




Work with Backstage View

Clicking the File tab opens the Backstage view, which
resembles a menu. The Backstage view in Word 2010
replaces the Office button in Word 2007 and, for the most
part, the File menu in many earlier versions of Word.

In the Backstage view, you find a list of actions —
commands — you can use to manage files and program
options. For example, from the Backstage view you can
open, save, print, and remove sensitive information from
documents. You also can distribute documents via e-mail or
post them to a blog, and set Word program behavior
options.

Work with Backstage View
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® Click the File tab.

IR B R NE Documentl - Microsoft Word<_. o @

Home Insert Page Layout References Mailings Review View ¢
el save )
Information about Documentl

Bl save As
[ open = Permissions
o Close l‘% ) Anyone can open, copy, and change any part of this docurment.

otect

ument ~
Recent Properties =

Size I

= Prepare for Sharing Pages 1

New { ﬂ Before sharing this file, be aware that it contains:

Tags dd a tag
Save & Send .
Comments

Help = Versions

y . . e Related Dates
9 Cﬂ 2] There are no previous versions of this file,
Last Modified

Created Today, 11:14 AM
Last Printed ley

B3 Options Manage
a Exit Wersions ~

Related People

Author Windows User

Last Modified By Mot saved yet

Show All Properties

® In the Backstage view, commonly used file and
program-management commands appear here.

The title of the open document appears here.

® Information about the currently open document
appears here.

Buttons appear that you can click.

(b4 < ‘Words 0
o ek for Document properties and author's name Total Editing Time 1 Minute
Issues - Title 1d a title A



® Click Info.

Wl d 90|+ Documentl - Microsoft Word o B =B
Home Insert Page Layout References Mailings Review Wiew (7]

il Save ) .
Save 8¢ Send Send Using E-m
&l save As
o i} 3 Send Using E-mail .= Attach a copy of this document to an e-mail
& Open j g 1 ) Everyone receives separate copies of this document

;-]

' Close o Changes and feedback need to be incorporated manually
Inf g St Wb Attachment

L]
Recent m Save to SharePoint Create an e-mail that contains a link to this document

Everyone works on the same copy of this docurent

New @‘ Publish as Blog Post Everyone always sees the latest changes
Keeps the e-mail size small
Print 3 [y pes /A Document must be saved in a shared location
Save &~ __< Change File Type P Attach a PDF copy of this document to an e-mail
“ pdf Document looks the same on most computers
Help o o Preserves fonts, formatting, and images
a g Create PDF/XPS Document :DFM Content cannot be easily changed
:] Options
B3 Exit
&= Attach a XPS copy of this document to an e-mail
xps Document looks the same on most computers
Preserves fonts, formatting, and images
Send as XPS Content cannot be easily changed

Send as Internet Fax
@ Send a fax without using a fax machine

Requires a fax service provider
Send as

Internet Fax

© Click an option in the left column; this example
shows the results of clicking Save & Send, which
contains commands that help you share Word
documents.

® As you click a button in the Send column, the
information shown to the right changes.
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Recent Documents

Declaration of Independence.docx
My Docurments\TYV Word

Letter-School Absence.docx
My Documents\TYV Word

Business Plan.docx

My Documents\TYV Word
Farmatting Inconsistency.docx
Iy Documents\TYV Ward
MINUTES. docx

Iy Doc uments\TYY Word

Spell Checking.docx
My Documents\TVV Word

Select Text.docx

My Docurments\TYV Word
Select Text.doc

My Documents\TYV Word

Class Schedule Letter.docx
My Documents\TYV Word

DECLARE.DOC

My Documents\TYV Waord
DECLARE.docx

My Documents\TYV Word
Author Bio-AZ.docx

My Documents\TYV Word

For Immediate Publication.docx
Iy Documents\TYV Word

BAC Handbook.docx

Iy Documents\JTS Office
Godiva reshipment letter.docx
Iy Documents\JTS Office

Daytime Ensemble Start Up.docx

by Nacirment LTS Nffice

Documentl - Microsoft Word

Review View

~

L/ C\Users\Elaine Marmel\Documents\TYW Word
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CAUsers\Elaine Marmel\Documents\JTS Office
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ITS Office
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[] Quickly access this number of Recent Docurments:

(.5 Recover Unsaved Docurnents

O Repeat Step 3 until you find the command you
want to use; this example shows the results of
clicking Recent, which displays up to the last 25

documents opened. To select a document in this list
to open it, see Chapter 2.

Is there a way to return to working in Word
without making any selections in Backstage



