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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

@ steps

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 Tips
Tips offer additional information, including warnings
and shortcuts.

@ Bold

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

O 1talics

Italic type introduces and defines a new term.

Add a

Screenshot 5‘

& You can insert into a Word document an image
[—eatledscreenshot of another document open in
Word or of a document open in another
program.

1 @ Open a document.

® This example shows a chart
in Excel.

@ Open the Word document in =5
which you want to insert a B T e
screenshot of the document e
You opened in Step 1.

@ Position the insertion point where
You want the screenshot to
appear.

| | -

Working with Graphics -

@ Click Insert.
@ diick <t

@ The Screenshot Gallery shows
open programs and available
screenshots of those programs.

Note: Vo <t
‘documents as your computer permis. In this
example, i additon to Excel and Word, the

Outlook Calendor s o apen.

O Click the screenshot you want to
insert in your Word document.

@ The screenshot appears selected BT
in your Word document. &
Click anywhere outside the
screenshot to continue working.

)

dl ;1-11

Can I use the Screenshot
feature to take a picture
of my desktop?

No, but you can take a
picture of your desktop and

Can I use the Screenshot feature to

insert a screenshot of the current Word 3%
document into the same document? %,
No, but here is a workaround. Open the y,
document in which you want to insert a

screenshot and then open a second, blank

document. From the blank document, shoot a screen of
the first Word document. The screen appears in the blank
document, already selected. Click Copy (). Then switch
to the Word document, click where the screenshot should
appear, and click Paste (IZ).

® o

insert it into a Word document. Whil
viewing your desktop, press -
Then switch to Word and position the
insertion point where you want the
screenshot to appear. Press (<1 +([1 to
paste the image into your Word document.

||
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CHAPTER

Getting Fami
with Word

)i Bill

The company golf tournament is onMarch|10,
nd the fundraiser for the City Wildlife
Ral 20. We still have a fow
B8 company roster for the
e thon Event on April 23, Hope to

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.
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Move Around in a Document.......ceceeeeceeenee
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You can open Microsoft Word a number of
ways. This section demonstrates how to open
Word from the All Programs menu. Once Word
opens, a blank document, ready for you to type
text, appears.

[ open word |

@ Click Start.
@ Click All Programs.

@ All Programs changes to Back
once you click it.

© Click Microsoft Office.
@ Click Microsoft Word 2010.

aiaM
WL

@ A blank document appears in the =
Word window. o

=% B U0 [oanond s AaBbG Asmbce | A
! T | vhoma [TMopi Medngl Mesngl , ShST

i Pina -

AL

& Tt
fsimng

v



Explore the

Word Window

Getting Familiar with Word chapterl

The Word window contains tools you can use to work quickly and efficiently while you create

documents.

® Title Bar

Shows the program
and document titles.

Document Area

'-'ﬂ U:Lllrll.lunullmlepludlmr.lluu-Muusull\ﬂ’\u\l«) = @ =
Home | It Pagelowul  Fafereces  Mallings  Revew  iew 5@
= e 4 Fina =
TmesbewRom+ 11 ¢ A A | Aac == R T ambed A
5 = ABbCT AefbCzl AaBbt AaBbe A gy
B L U -aex x -W.A- EE3N E- &R-OI TBlockTedt  Emphaiis  Hesdingl  Heading2 o 'E:;:"ff b Sl
Fund - Patagragh _ L

R T 7 ;: 7 3 L) 3 ; 7 T T 7 1 ¥

The area where you type. |- <+0
The flashing vertical bar, | |
called the insertion point, Bedaredion i Evikinniinos
represents th.e Iocatlon : Pﬂ:!l:llm the Course oﬂmﬂm_evm it becomes necessary for one people to dissolve the pobtical bands
where text will appear i el st i e Lo f N s o Nohe's Gon crdh h, 4t oo
When you type . ogenons of mankmd requires that they should declare the couses which mopel them to separation
. Wehold these tnths to be self-ewdent, that all men are d equal, that they are endowed by ther
Creatur with certam Unahienable Rights, that mmemg, these me bfe, Liberty md the purnat of Happess
. SCI'O“ Bal‘ That 1o secure these rights, governments are nstiated among Men, deriving their fust powers fror the
congent of the governed,
Enables you to reposition G N K T
. orgarmsmg, s power in such form, as ern shill seem most Beely o affect their Safety and Hoppriness
the document window P et il i Covesats e SHIDGRAS S ¢ b it T s
. transient causes, and sccordingly all expenence has shown, that mankand 13 more disposed to suffer,
Vertlca"y, Drag the scroll which evils are <ulfersble, than to right t by shaliehing, the fores Lo shich they ae accustomed
ithi et et e 41cia Devg e, 5 R 5 sl ot cll o O
box within the scroll bar ; e s s DI K £ g S Rty
or CIICk the Scro" bar . Such has been the panent sufterance of these colomes, and such s nowr the necessity which constramns -
them to alter thes fommer Systemns of Governen 1e Jus of the present Kmg of Great Batan 15 a ®
arrows (E and ﬁ) h.m: ormmmmfﬁ:ﬂ;a?m al hlaﬂz in di::’; nhje::];:: ea:bhvgén::;}nf;:ua;sm o
5 Tyvanoy over these States. To prove th, Iet Facts be subnutted to & candid world, "
Fage: Loty | Werde 1342 | D | 2] (O= L BT, +
© Dialog Box Launcher Status Bar @ Ribbon
Appears in the lower-right corner of Displays document information as Contains commands organized in
many groups on the Ribbon. Clicking well as the insertion point location. three components: tabs, groups,
this button opens a dialog box or From left to right, this bar contains and commands. Tabs represent
task pane that provides more the number of the page on which common actions you take in Word.
options. the insertion point currently They appear across the top of the
. appears, the total number of pages Ribbon and contain groups of
® Quick Access Toolbar (QAT) PP pag group

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

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.

related commands. Groups
organize related commands with
each group name appearing below
the group on the Ribbon.
Commands appear within each
group. To customize the Ribbon, see
Chapter 11.

| 5 |



Work with

Backstage View

Clicking the File tab opens Backstage view, which
resembles a menu. In Backstage view, you find a
list of actions — commands — you can use to
manage files and program options. For example,
from Backstage view you can open, save, print,
remove sensitive information, and distribute
documents as well as set Word program behavior
options.

\ Work with Backstage View
o Click the File tab. ‘. H d 7 D ———— S M = a,:

D) cmmmem A e B R R0 (o] maban: paBbC Asmbce | A ";:w
h g B Gk W -A-EEIAR P h-D- Whormal | TMolpao Mesdngl Hesdngl E'_:("IW :'.--«-
5
|
Pugndurs | vt | jHlgsam wm - =
® In the Backstage view, commonly Bas o e S
used file and program :::u Information about Documentl
management commands appear 0 —
here. of it D%.l:' Ao cam wpen, sogy, s change amp part ol this demant,
L_ Doumant -
@ Click Info. P —— s -9
_ - o - w
@ The title of the open document o Gt
appears here. T
. e Bl | S s
@ Information about the currently 8o S - o
open document appears here. S
@ Buttons appear that you can click.

[ o]



Getting Familiar with Word chapterl

@ Click an option in the left column; B U e e =
this example shows the results of o e [
clicking Save & Send, which e N e B || e s
contains commands that help you i @ v G || ST,
share Word documents. i ] sommaveben ot
@ As you click a button in the Save - H:'“:mw 8 mr—
& Send column, the information e—m B s PR e e
shown to the right changes. e g ——— = e :.“;.“.,:::"“‘" :
o ) | e,
Pomtl [ etz o
i
|
.
@ Repeat Step 3 until you find the B i s iy T ety L]
command you want to use; this e i =
example shows the results of G ) Mo T -
clicking Recent, which displays up ol cax @ ettt
to the last 20 documents opened, Q_,h - R il
plus folders you have recently o :j th= ,‘j -~
opened. You can select a o LSS
document or a folder to open it; x*“
see Chapter 2. s
@ e
|

@ R — [T —

Is there a way to return to '* T e =
working in Word without making - =
any selections in Backstage view? roaR T o O N ——
Yes. You can click the File button or o o ) e x -
press the Esc key on the keyboard. = B Shosimaide
Although you might be tempted to F ) |
click Exit, resist the temptation, - = ::'h:':‘"
because clicking Exit closes Word ooy | M
completely. e
Beon




Select Commands with

the Keyboard

To keep your hands on the keyboard and
work efficiently, you can use your keyboard
to select commands from the Ribbon or the
Quick Access Toolbar.

\ Select Commands with the Keyboard

@ If appropriate for the command L 22
you intend to use, place the 0§ i A SR BB e amca pamoc asmnce | A D
8 Fhormal | TMOIpML. Mesdngl Messngl | Shangr

nh oy R gk x %A EEEN N 8-

insertion point in the proper word
or paragraph.

|+
@ Press (1) on the keyboard. l

= DI EI STETREST ST SEE NEEE EEEEUEES EEEREREF O -]

Declaration of Independ
a-»».m:.w...* 2 foc e pocph e the ekl

the L J entide hem, 3 decent
rerpest fo ihe opsons : should s
separatien:
1< We beld that all mez are eodowed by
| e Creator with cestam Usiabenable Rights, that smong thess are ke, Liberty and the purnst of
Huppmess atnces Mes, deriwieg thes et
porwery froen the censent of the geverned,
That wh y Becano A . i da s the ight ofthe
Peegleto alier cr to aboleh i and bn sihute wnew Goverssect laying 2 founditien en suck
procapler s powerin such form, as to them shall affectther
Safety Prodence, indeed, will entabliched should not

for bght
e dapored ta gufler, whach evis are sufferable, ths o nght thesaselves by abolistmng 2 foves

[ - shechite D it s theer right, & i '

ther dusy, to their fature secunty o
1| I— S
Faptiaur | mrmAmd | o9 7 | | OPSam ue o v i

=@

@ Shortcut letters and numbers “n: . e el =5 %

. *"ﬂ! Fage Lagint. l-rﬁ-u: i
appear on the Ribbon. . i Gl s g aamec” 2 A2
Wi | TMolpao Mesdngl  essngl i'_::ﬁ By St +
Note: The numbers control commands on the - ————r
Quick Access Toolbar. = ¢
@ Press a letter to select a tab on the l
Ribbon. : R e
This example uses (). | ot i g e e
| W-:t-l!ﬂtwu - should C byt
sepaation.
{= Wehold f. that oll men are endrwed by
| rmum:mwmumm-ﬁwmrnr
iy iy o "
_'| ;Mlumx;&a'awua;:ﬂ:‘m;w‘m;&“‘é:i
| Sateryaed M Pk :mlu:dd:ﬂu
o w:.m.u.n:»u‘_ e shettmg e s

. s g ihste itis theer right, & i i
| thex duty, to their fature security. o
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@ Word displays the appropriate tab
and letters for each command on
that tab.

@ Press a letter or letters to select a
command.

@ Word displays options for the
command you selected.

@ Press a letter or use the arrow
keys on the keyboard to select an
option.

Word performs the command you
selected, applying the option you
chose.

Getting Familiar with Word chapterl
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Is there a way to
toggle between the
document and the
Ribbon using the
keyboard?
Yes. Each time you press
, Word changes focus
of the program, switching
between the document,

the Status bar, and the Ribbon.

What should I do if I
accidentally press the
wrong key?
You can press (=29 to back
up to your preceding action.
For example, if you complete
Steps 1 to 3 and, in Step 3,
you press (-] when you
meant to press (], press

to redisplay the letters associated with
tabs and then press




Select Commands

with the Mouse

You can use the mouse to navigate the Ribbon
or select a command from the Quick Access
Toolbar (QAT) at the top of the window. The
Ribbon organizes tasks using tabs. On any
particular tab, you find groups of commands
related to that task.

The QAT appears on the left side of the title bar, immediately
above the File and Home tabs and contains three commonly used
commands: Save, Undo, and Redo. Click a button to perform that
command. To customize the QAT, see Chapter 11.

\ Select Commands with the Mouse

@ Click the tab containing the
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Work with the

Mini Toolbar Getting Familiar with Word chapterl

You can use the Mini toolbar to format text without
switching to the Home tab. The Mini toolbar contains a
combination of commands available primarily in the Font
group and the Paragraph group on the Home tab.

\ Work with the Mini Toolbar
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Work with

Context Menus

You can use context menus to format text
without switching to the Home tab. The context
menu contains the Mini toolbar and a
combination of commands available primarily in
the Font group and the Paragraph group on the
Home tab.

\ Work with Context Menus
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Launch a

D i a IO g Box Getting Familiar with Word chapterl

Although the Ribbon contains most of the commands
you use on a regular basis, you still need dialog boxes
occasionally to select a command or refine a choice.

Hi, Bill,
Canyou pick up Kelly
Smith at the aurpor i
tomorrow aftémo; \ S

[ Launch a pialog Box |

@ Position the mouse pointer over a CCER R Voot R AR

Mome | It Pagelmout  Refeencer  Malings Review  View o @

Dialog Box launcher button ([=). [} femmma e | B R 00 818 | Dol asiat Acts aesvc | M (87 |
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@ The Paragraph dialog box
appears.




Work with

Commands

You can use the galleries Word often
provides to view the choices for a particular

command.

In many cases, Word 2010 previews the effects of a
command choice before you select it. Think of this behavior
as an opportunity to try before you buy.

[ work with Commands

Work with Galleries

@ In galleries containing the More
button (E ), click = and = to
scroll through command choices.

@ dlick & to open the gallery and
view additional choices.

® Word hides @ to display the
gallery.

@ Scroll over choices to see a live
preview.

@ Click a choice from the gallery to
apply it.

To close the gallery without
choosing a command, click
anywhere outside the gallery.
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chapterl

Getting Familiar with Word

Watch a Live Preview
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applying.
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Word displays the effects of the
choice without performing the
command.

In this example, the paragraph
containing the insertion point
appears in the Heading 1 style.

You can dlick to select your
choice.

Fages Bar4 | varsss L2 |

W ke [ Ee = BRI mcd AsBbCL | ARBBC: | AabCe | iy
-W-A-EEAN IF 3-D- | Twome THoipio Nmngxblunnq: - n

Bank 4

ation of Indi

When in the Course of human eveuts, it becomes necessary for one
people o dissolve the political bands which have connected them

with another, aud to assume among the powers of the earth, the .

soparate and oqual station to which the Luws of Nature and of
at they should declare the canses which impel

Nature's God o them, a decent respect to the opinions of
mankind requi
them o separation.

Wehold dent, that all men ar St they are cxdowed by
thew Crrater with cortam Unabenable Fughts, that emog o nh‘nmdnm aof
Mes, deriring thex just

Happaatze
porwert froen the condert af the governed,

any s the right of the
Pecple tn abter or tn abokieh # and tn meshutn ¥ new Goversrmens, laying #2 foundatizn oo ruck
prnciples and srganiong 22 powerm such form, we tothem rhall snersmast cely 8o affectther
Safsey sed Happness Prodencs mdsed, will mmumm enabhbed should not
be changed forkght
mﬁpmdmnﬁs-huhu&nnﬁsmmmmmwm&w

HEgam e o

B

O

What do the small down arrows below or beside
buttons mean?

When you see a small list box arrow (Iz]) on a button,
there are several choices available for the button. If you
click the button directly, Word applies a default choice.
However, if you click 1=I, Word displays additional
options as either lists or galleries. As you move the
mouse pointer over the two parts of the button, Word
highlights one or the other to alert you that you have
more choices.
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Word makes typing easy: you do not need to
press Enter to start a new line. Word calculates
when a new line should begin and automatically
starts it for you.

To add more than one space between words, use the Tab key
instead of the spacebar. See Chapter 6 for details on setting tabs.

| Enter Text |

Hi Bill,
The company golf tournament is onMarch]10,
nd the fundraiser for the City Wildlife

sel il 26. We still have a few
company roster for the
hon Event on April 23 Hope to

Type Text

@ Type the text that you want to
appear in your document. o

©® The text appears to the left of the
insertion point as you type.

@ As the insertion point reaches the
end of the line, Word
automatically starts a new one.

Press (5.0 only to start a new
paragraph.

Separate Information

@ Type a word or phrase.
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@ Press (21).

To align text properly, you press
to include more than one
space between words.

Several spaces appear between
the last letter you typed and the
insertion point.

© Type another word or phrase.
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