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1. Getting Started with Microsoft Office 2010

Microsoft Office 2010 is a group of software programs designed to help you create
documents, collaborate with coworkers, and track and analyze information. Each program
is designed so you can work quickly and efficiently to create professional-looking results.
You use different Office programs to accomplish specific tasks, such as writing a letter or
producing a sales presentation, yet all the programs have a similar look and feel. Once
you become familiar with one program, you’ll find it easy to transfer your knowledge to
the others. This unit introduces you to the most frequently used programs in Office, as
well as common features they all share.

2. Understanding the Office 2010 Suite

Microsoft Office 2010 features an intuitive, context-sensitive user interface, so you can
get up to speed faster and use advanced features with greater ease. The programs in Office
are bundled together in a group called a suite (although you can also purchase them
separately). The Office suite is available in several configurations, but all include Word,
Excel, and PowerPoint. Other configurations include Access, Outlook, Publisher, and
other programs. Each program in Office is best suited for completing specific types of
tasks, though there is some overlap in capabilities.

3. Home

Microsoft Office Word 2010 allows you to create and edit personal and business
documents, such as letters, reports, invoices, emails and books. By default, documents
saved in Word 2010 are saved with the .docx extension. Microsoft Word can be used for
the following purposes —

e To create business documents having various graphics including pictures, charts,
and diagrams.

« To store and reuse readymade content and formatted elements such as cover pages
and sidebars.

e To create letters and letterheads for personal and business purpose.
o To design different documents such as resumes or invitation cards etc.

« To create a range of correspondence from a simple office memo to legal copies and
reference documents.
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4. Getting Started Word 2010

In this chapter, we will discuss how to get started with Word 2010. We will understand
how to start a Word 2010 application in simple steps. Assuming you have Microsoft
Office 2010 installed in your PC, to start the Word application, follow these steps —

Step 1 — Click the Start button.

Start Button

Step 2 — Click the All Programs option from the menu.

All Programs

Step 3 — Search for Microsoft Office from the submenu and click it.
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Microsoft Office

Step 4 — Search for Microsoft Word 2010 from the submenu and click it.
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This will launch the Microsoft Word 2010 application and you will see the following
window.
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5. Explore window in Word 2010

In this chapter, we will understand how to explore Wind

ow in Word 2010. Following is

the basic window which you get when you start the Word application. Let us understand

the various important parts of this window.

Quick A

ccess toolbar

2 Title bar
File tab Ruler
| Ribbon Help
N v
(w] s Documentl - Microsoft Word = =) %
Home | Insert \JyPage Layout References Mailings Review \jew Add-ins & 0
&% 4 Calibri (Body) * 11 = L T ; A 3
1 ¥ 7] X
ste BZU-sdax x| EEENNR| S Styles | Edit
Past —_ yles iting
. ~ W - A-A- | A A |[Puwe BRI -
lipboard Font 2 L‘a:y«:z:v .
S S S
| :
" Dialog Box Launcher
g A
- £ 3
)
¥ :
4 >
Page:1 of 1 AWords:O | & English [U.5) “ij HE 3 —gfl 120% = +I
1 J 1 ]
| I
View Buttons Zoom control
Status bar Document area
1. File Tab

The File tab replaces the Office button from Word 2007. You can click it to check
the Backstage view. This is where you come when you need to open or save files, create
new documents, print a document, and do other file-related operations.

2. Quick Access Toolbar

This you will find just above the File tab. This is a convenient resting place for the most
frequently used commands in Word. You can customize this toolbar based on your

comfort.
Home | Insert Page Layout References Mailings Review View Add-Ins & 9
! Calibri (Body) 11 v Evi=S-tzy | FESE A »
- B 7 U-abex, x & |EEJ B !=
Paste = e z Styles Editing
. J v‘”/-;\.-Aav A A e Sy 4] - v
Clipboard = Font - Paragraph

Ribbon contains commands organized in three components —

_4_
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e Tabs — These appear across the top of the Ribbon and contain groups of related
commands. Home, Insert, Page Layout are examples of ribbon tabs.

e Groups — They organize related commands; each group name appears below the
group on the Ribbon. For example, group of commands related to fonts or group
of commands related to alignment, etc.

o Commands — Commands appear within each group as mentioned above.

4. Title bar

This lies in the middle and at the top of the window. Title bar shows the program and
document titles.

5. Rulers

Word has two rulers - a horizontal ruler and a vertical ruler. The horizontal ruler appears
just beneath the Ribbon and is used to set margins and tab stops. The vertical ruler
appears on the left edge of the Word window and is used to gauge the vertical position of
elements on the page.

6. Help

The Help Icon can be used to get word related help anytime you like. This provides nice
tutorial on various subjects related to word.

7. Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom control consists of
a slider that you can slide left or right to zoom in or out; you can click the + buttons to
increase or decrease the zoom factor.

8. View Buttons
The group of five buttons located to the left of the Zoom control, near the bottom of the
screen, lets you switch through the Word's various document views.
« Print Layout view — This displays pages exactly as they will appear when printed.
o Full Screen Reading view — This gives a full screen view of the document.

e Web Layout view — This shows how a document appears when viewed by a Web
browser, such as Internet Explorer.

o Outline view — This lets you work with outlines established using Word’s standard
heading styles.
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e Draft view — This formats text as it appears on the printed page with a few
exceptions. For example, headers and footers aren't shown. Most people prefer this
mode.

9. Document Area

This is the area where you type. The flashing vertical bar is called the insertion point and
it represents the location where text will appear when you type.

10.Status Bar

This displays the document information as well as the insertion point location. From left
to right, this bar contains the total number of pages and words in the document, language,
etc. You can configure the status bar by right-clicking anywhere on it and by selecting or
deselecting options from the provided list.

11.Dialog Box Launcher

This appears as very small arrow 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 about the

group.

6. Backstage View in Word 2010

In this chapter, we will discuss the Backstage View in Word 2010. The Backstage view
was introduced in Word 2010. This acts as the central place for managing your
documents. The backstage view helps in creating new documents, saving and opening
documents, printing and sharing documents, and so on.

Getting to the Backstage View is easy: Just click the File tab, located in the upper-left
corner of the Word Ribbon. If you already do not have any opened document, then you
will see a window listing down all the recently opened documents as follows —
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File tab

M9~ 0l Documentl - Microsoft Word =@ M
Home Insert Pagelayout References Mailings Review View Add.Ins & 0
e save -
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Save As
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Info ~
word tuto... *  Assembly o
- @5' My Docu... < W Cc\Users\Books.,
i Recent v sSHil
(TIE Work Ord... a ruts PO ||
[.]l Desktop e &Y C\Uses\Books:. - |=
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Print
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Save & Send Desktop
|
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%5 Add-Ins ~
=& [l Quickly access 4 a
/] Options this number of =

If you already have an opened document, then

it will display a window showing detail

about the opened document as shown below. Backstage view shows three columns when
you select most of the available options in the first column.
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The first column of the backstage view will have following options —

SNo Option & Description

Save

1 | If an existing document is opened, it will be saved as is, otherwise it
will display a dialogue box asking for the document name.

Save As

A dialogue box will be displayed asking for document name and

2 document type, by default it will save in word 2010 format with
extension .docx.
3 Open
This option is used to open an existing word document.
4 Close
This option is used to close an open document.
5 Info
This option displays information about the opened document.
6 Recent
This option lists down all the recently opened documents
7 New
This option is used to open a new document.
g Print
This option is used to print an open document.
Save & Send

9 | This option will save an open document and will display options to
send the document using email, etc.

10 Help

This option is used to get the required help about Word 2010.
11 Options

This option is used to set various option related to Word 2010.
12 Exit

Use this option to close the document and exit.

e Document Information

When you click the Info option available in the first column, it displays the following
information in the second column of the backstage view —

o Compatibility Mode— If the document 1is not a native Word
2007/2010 document, a Convert button appears here, enabling you to easily
update its format. Otherwise, this category does not appear.
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e Permissions — You can use this option to protect your word document. You can
set a password so that nobody can open your document, or you can lock the
document so that nobody can edit your document.

o Prepare for Sharing — This section highlights important information you should
know about your document before you send it to others, such as a record of the
edits you made as you developed the document.

e Versions — If the document has been saved several times, you may be able to
access the previous versions of it from this section.

e Document Properties

When you click the Info option available in the first column, it displays various properties
in the third column of the backstage view. These properties include the document size, the
number of pages in the document, the total number of words in the document, the name of
the author etc.

You can also edit various properties by clicking on the property value and if the property
is editable, then it will display a text box where you can add your text like title, tags,
comments, Author.

e EXxit Backstage View

It is simple to exit from the Backstage View. Either click on the File tab or press the Esc
button on the keyboard to go back to the working mode of Word.
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7. Entering Text - Microsoft Word 2010

In this chapter, let us discuss how to enter text with Microsoft Word 2010. Let us see how
easy it is to enter text in a Word document. We assume you know that when you start
Word, it displays a new document by default as shown below —

= >
™ Bk = Documentl - Microsoft Word (o] B [
Home | Insert Pagelayout References Mailings Review View Add-Ins QO
=S 4 Calibri (Body) 11 R R Tl -~
= i B | AL & |4
B 7 U~-aex, x & EEEE- [ P e
Paste - o | p yles iting
- F| AR -A A | KK B Sl
Clipboard & Font " Paragraph
L"[v,—_:., et | D 1 3 : % s P ——
-
|<— Text Insertion Point
AN
v
£
o
3
|
1 »
Page:10f1 | Words:0 | {4 English (US) ||[E|@R @ 2 = | 204% (= () {(+

Document Area

Document area is the area where you type your text. The flashing vertical bar is called the
insertion point and it represents the location where the text will appear when you type.
keep the cursor at the text insertion point and start typing the text. We typed only two
words "Hello Word" as shown below. The text appears to the left of the insertion point as
you type —

_10_
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r P Y
™ R At BES Documentl - Microsoft Word | = | B [l
Home @ Insert Pagelayout References Mailings Review View Add-Ins & 0

o .
=] ; Calibri (Bod 11
‘] & alibri (Body) A %

: | B 7 U x| Styles | Editi
Paste . | yles iting
3 54 v ay ., A ~Aav A A | & &

Clipboard T« Font
(LD 1 o e 2 ) v 3 ) 4 o | e 5 4 | ¢ 6 o+ 5y
el y 7 ; ; Tl
@
-
Hello Word....
) ',
~
2
’ o
= ¥
4 | m | >
Page:10fl | Words:2 | <4 English(us) |[[ElBRE = = 204% (=) 0 & .

The following are the two important points that will help you while typing —

e You do not need to press Enter to start a new line. As the insertion point reaches
the end of the line, Word automatically starts a new one. You will need to press
Enter, to add a new paragraph.

« When you want to add more than one space between words, use the Tab key
instead of the spacebar. This way you can properly align text by using the
proportional fonts.

_11_
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8. Move Around in Word 2010

In this chapter, we will discuss how to move around in Word 2010. Word provides a
number of ways to move around a document using the mouse and the keyboard.

To begin with, let us create some sample text. To create a sample text, there is a short cut
available. Open a new document and type =rand() and press Enter. Word will create the

following content for you —

= i L -
W Hd9-0= Documentl - Microsoft Word | =) g
Home | Insert Page layout References Mailings Review View Add-Ins & 0
“H) 4 Calibri (Bod; 1 o- = iE N =
j & (Body) =R e 5 A )
y B Z U-dex, X & EEFE |}
Paste o v | PN A Styles Editing
- 7 % A-Aa- | A A B 4] - &
Clipboard 1 Font M Paragraph
Xod o g et o2 0 e3envd et sSelofel T el o Bet 9ot q01 11001201 130 | 114 )‘»;15‘1'16"‘7.:,_:
¥ T T T T g 7 g g T 2 7

bn the Insert tab, the galleries include items that are designed to coordinate with the overall ‘ |
look of your document. Youcan use these galleries toinsert tables, headers, footers, lists, (=i
cover pages, and other document building blocks. When you create pictures, charts, or ‘ |
diagrams, they also coordinate with your current document look. —

You can easily change the formatting of selected textin the document textby choosing a |
look for the selected text from the Quick Styles gallery on the Home tab. Youcan also format
2 text directly by using the other controls on the Home tab. Most controls offer a choice of |
using the ook from the current theme or using a format that you specify directly.

~; To change the overall look of your document, choose new Theme elements on the Page

& Layout tab, To change the looks available inthe Quick Style gallery, use the Change Current

X; Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset V
~ commands sothat you can always restore the look of your document tothe original 53 ‘
- contained inyour current template. =

z s
4 1l >
Page:10f1 | Words:185 | G (DNE 23 = 80% (<) 0 &)

e Moving with Mouse

You can easily move the insertion point by clicking in your text anywhere on the screen.
There may be instances when a document is big and you cannot see a place where you
want to move. Here, you will have to use the scroll bars, as shown in the following

screenshot —

'IV__V'E H9- o= Documentl. - Microsoft Word - |‘:')‘@lg‘

Home | Insert Pagelayout References Mailings Review View Add-Ins 659

s R o
=] / Calibri (Bod vilt =
B ] (Body) 5 A A
e | B2 IS e XY ¥ Styles | Editi
Paste b a ' es  Editing
- & B AvAar | A A [ me | Sy 4] 4 S
Clipboard 1« Font ) Paragraph .
o A A KNS A A A A - R ORI T AU S S XA S TS s o5
|£|Jt‘\ '_I II >v I_.I 5[4 I.bl. ! Illllll |.! |_AI p15+ 1 *16 |@
2| Layout tab. To change the looks available inthe Quick Style gallery, use the Change Current g 0
= Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset &
~| commands sothatyou canalways restore the look of your document to the original
- contained inyour current template.
2 Scroll Down \7
o Vertical Scroll Bar——> =
: L
= 1l
- il
o A
a Horizontal Bar
g ScrollUp ——>~ I
5 Previous Pag >
& Browse Objects ——>0
=] J Next Page >
4 [ M | »
Page:1ofl | Words:185 | <5 | [Bpez= % (-—10U +
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You can scroll through your document by rolling your mouse wheel, which is equivalent
to clicking the up-arrow or down-arrow buttons in the scroll bar.

e Moving with Scroll Bars

As shown in the above screenshot, there are two scroll bars: one for moving vertically
within the document, and one for moving horizontally. Using the vertical scroll bar, you
may —

« Move upward by one line by clicking the upward-pointing scroll arrow.

o Move downward by one line by clicking the downward-pointing scroll arrow.
« Move one next page, using the next page button (footnote).

« Move one previous page, using the previous page button (footnote).

e Use the Browse Object button to move through the document, going from one
chosen object to the next.

Moving with Keyboard

The following keyboard commands, used for moving around your document, also move
the insertion point —

Keystroke Where the Insertion Point Moves
—_ Forward one character
“« Back one character
'T‘ Up one line
\l, Down one line
PageUp To the previous screen
PageDown To the next screen
Home To the beginning of the current line
End To the end of the current line

You can move word by word or paragraph by paragraph. You would have to hold down
the Ctrl key while pressing an arrow key, which moves the insertion point as described
here —

_13_
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Key Combination Where the Insertion Point Moves
Ctrl +—> To the next word
Ctrl +<— To the previous word
Ctrl +'T‘ To the start of the previous paragraph
Ctrl +\ll To the start of the next paragraph
Ctrl + PageUp To the previous browse object
Ctrl + PageDown To the next browse object
Ctrl + Home To the beginning of the document
Ctrl + End To the end of the document
Shift + F5 To the last place you changed in your document.

e Moving with Go To Command

Press the F5 key to use the Go To command. This will display a dialogue box where you
will have various options to reach to a particular page.

Normally, we use the page number, the line number or the section number to go directly
to a particular page and finally press the Go To button.

r Y
Find and Replace '\_I__H S

| Find lRep_lace GoTo L

Go to what: Enter page number:
Pag | 50
Section = = 7
Line £ || Enter + and — to move relative to the current location, Example: +4 will
Bookmark move forward four items.

Comment
Footnote X

9. Save Document in Word 2010

In this chapter, we will discuss how to save a document in Word 2010.
e Saving New Document
Once you are done with typing in your new Word document, it is time to save your

document to avoid losing work you have done on a Word document. Following are the
steps to save an edited Word document —

Step 1 — Click the File tab and select the Save As option.

_14_
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Fileltab Save As

(w] -0k Documentl - Microsoft Word 'EL‘@
Home Insert Page Layout References Mailings Review View Add.Ins > 0
-
i save -
R Information about Document1
| B saveas
i Open @ Permissions
& Close :-':"] Anyone can open, copy, and ' ——
change any part of this
Protect document
. Properties *
Docume"' Z e
Size
Recent Pages
Words
New P, Prepare for Sharing Total Editing Tin
[ ﬂ Before sharing this file, be aware Title
= that it contains: Tans
Print Check for Document properties and doteid
| Issues - author’s name Comments
Save & Send Related Dates
Help Versions Last Modified
o
(ﬂ %) There are no previous Created
£ Adddns - Vo versions of this file. Last Printed
A 4 Versions ~
2] Options Related People
E3 et Author
Last Modified B o
4 Ol »

Step 2 — Select a folder where you will like to save the document, Enter the file name
which you want to give to your document and Select the Save As option, by default it is
the .docx format.

Folder to save the document

(W] saveAs : o —

22)

Organize v New folder 32 v

4 » Libraries » Documents » vl‘, "I Search Documents
= - e =

(W) Microsoft Word ‘»1 Documents library Ao b Foldés

| I, Templates Includes: 2 locations
* : 1 1. Activision |. DigiFish Dolphin 4. My PSP Fi
W Eayorites J. Adobe Scripts |, Downloads 3 My Shap
— Desitop J. Android . Fonts 1. My Statio
% Dovmioads J. Aptana Studio 3 Workspace |, Google Talk Received Files J. Pascal
I Desitop ), Asp ). idooDVD ShadowE
& Recent Places | Bluetooth Exchange Folder L. oW a. Softwrap
a. Config J. microsoft | switch sta
-_ Dts.ldo? J. cpp_goto_statement _file J. My Corel Shows J. Symantec
&8 Libraies . Cyberlink 4. My DAP Downloads | templates

A * Documents

& Music - n

File pame:  Hello.doex
Save as type: [Wo< Document (*.docx)

Authors: zara Tags: Add atag

[7] Spve Thumbnail

»

Hide Folders Tools v [ Save | [ Cancel

Folder Names File Name Document Type

Step 3 — Finally, click on the Save button and your document will be saved with the
entered name in the selected folder.

_15_
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e Saving New Changes

There may be an instance when you open an existing document and edit it partially or
completely, or an instance where you may like to save the changes in between editing of
the document. If you want to save this document with the same name, then you can use
either of the following simple options —

e Just press the Ctrl + S keys to save the changes.

« Optionally you can click on the floppy icon available at the top left corner and just
above the File tab. This option will also help you save the changes.

e You can also use the third method to save the changes, which is the Save option
available just above the Save As option as shown in the above screenshot.

If your document is new and it was never saved so far, then with either of the three
options, Word will display a dialogue box to let you select a folder, and enter the
document name as explained in case of saving new document.

-16 -



Microsoft Office Word 2010 Jamal Ali Hammad

10. Opening a Document in Word 2010

In this chapter, we will discuss how to open a document in Word 2010.

e Opening New Document

A new, blank document always opens when you start Microsoft Word. Suppose you want
to start another new document while you are working on another document, or you closed
an already opened document and want to start a new document. Here are the steps to open
a new document —

Step 1 — Click the File tab and select the New option.

File tab New option Template List
— — =
Wil Decumentl - Microsoft Word -~ [Py
Mome ntent Page Layout Referent Mailngs Revie Vie Adadn: 0
i Sove
Available Templates v Blank document
Bl Sove as
, @ Home
i &5 open
o Cote =
Info 3
iy
Recent Blank Blog post Recent
document templ,
|\
m
Print P
Save & Send Sample My termplat New from
templates eisting
[ Help Office.com Templa. , fice -
i3 Adddns -
2] Options
l £ et
A oks
K datab
res  Budge ts
4 booklets d
v
=

Step 2 — When you select the New option from the first column, it will display a list of
templates in the second column. Double-click on the Blank document; this is the first
option in the template list. We will discuss the other templates available in the list in the
following chapters.

You should have your blank document as shown below. The document is now ready for
you to start typing your text.

_‘]7_
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~
m@' H 9-0 |5 Document§ - Microsoft Word =@ ﬂ
Home Insert Page Layout References Mailings Review View AddlIns & 0
= 4 Calibri Body) > | I=EviS-tize | IR A/ % POy
B I U-dex,x % EEFE- = P
- | Quick Change iting
W AvAr | A A (PEe | B-H- 8T Styles = Styles -
Fon Paragraph Style
[0 1 e 1 1 -2 1+3+1°4-15- 1 6 1 7 1:8:1+91 R ¥ T S T o o
-
|1
-| =
- :
5 o
=] 3
4 > N
Page:1of1 | Words0 | \‘9 English (US) | BN 2 8 8% (=) {+)
L

You can use a shortcut to open a blank document anytime. Try using the Ctrl + N keys
and you will see a new blank document similar to the one in the above screenshot.

e Opening Existing Document

There may be a situation when you open an existing document and edit it partially or
completely. Follow the steps given below to open an existing document —

Step 1 — Click the File tab and select the Open option.

File tab Open option

(=
(w4 2 Documentl - Microsoft Word ad@ ‘g
Home  Inset  Pagelsyout  References  Mailings  Review  View  Addidns @
e save s <
Information about Document1
Bl savefs
. 4
&7 Open a Permissions
13 .
2 Close 14 Anyone can open, copy, and
- _1' change any part of this |
Recent Pages
Prepare for Sharing i
New v now
73 Before sharing this file, be awate
= that it contains:
Print Check foe Document properties and
lssues + author’s name
I Save & Send Related Dates
| Help = Versions
Q| ) There are no previous
o) sions of 1
i) Adddns versions of this file. a5t Printed
e Manage
-] Option: Versions ~
EdiOptions Related People
3 e Auth
‘ Last Moddied By
\l e Show Al Proverties s
1 »
L — R

Step 2 — This will display the following file Open dialog box. This lets you navigate
through different folders and files, and also lets you select a file which you want to open.
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Folders Folders & Files
(W] Open - — - [——
@f‘-'bubmiavbo(ummtsb Pl
= = = -
Organize|~ New folder i
(W] Micepsoft Word 'Dc])cdum’e’ms library Amangeby: Folder ~
" Iwhl“ Includes 2 locations WV
E B J. idooDVD L. templates Q_]on,m Mansgement.docx
’(-.:”:‘ = hw . Winnydows #)Python Functions.doc
- :’d J. microsoft H)ASP.NET.doc £ switch statement.htm
.' s i My Corel Shows @) ASP.NET.docx 8)table class.docx
= R“: = ”m < MyDAPDownloasds &) bigloophtml £)VOIP bt
L SECORTISee J. My PSP Files 2 billing htm ) website-templates htm
o EMy Shapes [Vl coehtml ) VMS.docx
b » J. My Stationery £ <pp_goto_statement.htm ) word tutorial.docx
A D""“ 4. Pascal £ developers.him| £ XMLhtmi
) Mo(umeﬂs ShadowEditFiles £ jsphtm
& o g Softwrap £ Nonamel html
; v:""” )i switchstatement file ) Noname2 himl
2 s 4. Symantec £1 Online HTML Editor.mht
ara
" Comouter il ¥ L) J ’
File pame ¢o v htm! - [Al Word Documents (".docg"« v;‘
Tools ~ [ Open H [ Cancel J

Step 3 — Finally, locate and select a file which you want to open and click the small
triangle available on the Open button to open the file. You will have different options to
open the file, but simply use the Open option.

[~=)

[W] Open — — -l e
@vl < » Libraries » Documents » « %9 | Secrch Decuments »l
Organize v New folder 3~ O @O
(W] Microsoft Word Docum’ents library i e
| Templates Includes: 2 locations
= J. LDW ) ASP.NET.doc @] table class.docx
A-a;:sm“ 1= J. microsoft ) ASP.NET.docx £ VOIP.html
Do h‘:p ” J. My Corel Shows £ bigloop.html £ | website-templates.htm
; “": e | MyDAPDownloads 2. billing.htm S)WMS.docx
. Deskiep 1. My PSP Files [¥lg coshtml ) word tutorial.docx
. Recent Places 1
JMy Shapes £ <pp.goto_statement.ntm £ AMLhtml
J. My Stationery £ developers.html
-. D?:op. b Pascal £ jsp-htm
=5 'D::“ ShadowEditFiles £ Nonamel.htm!
- ]’ uD @ Scftwrap £ Noname2.html
: :ﬁybro;umer 1. switch statement_file 161/ Online HTML Editor.mht
J“-M g . Symantec &) Project Management.docx
p S5 4 templates #)Python Functions.doc
; V.:“"u L. Winnydows £ switch statement.htm
ideos
B wn -« 1. J '
Filename: ce« html - AlilWordD;(umm;('doqA ot v |
| o+ [ ) [ ]
L e

File open options

Open with Transform
Open in Protected View
Open and Repair
previous versions

This will open your selected file. You can use the Open Read-Only option if you are
willing just to read the file and you have no intention to modify, i.e., edit the file. Other
options can be used for advanced usage.
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11. Closing a Document in Word 2010

In this chapter, we will understand how to close a document in Word 2010. When you
finish working with a document, you will proceed to close the document. Closing a
document removes it from your computer screen and if you had other documents open,
Word displays the last document you used otherwise, you see a blank Word window.
Here are simple steps to close an opened document —

Step 1 — Click the File tab and select the Close option.

Filetab
l Close Option Document to be closed
x T - ~ 2
w4 Document] - Microzoft Word = & S
Home Insert Page Layout References Mailings Review lew Add.Ing Q
id sovd )
Information about Document1
B saveas
i Op¢ 3 Permissions
=) (w’/ il.\' Anyone can open, copy, and change
’ any part of this document
(I Protect > i
_ Dociment= o ’
‘ Recent Fage
Prepare for Sharing A S 4o |
| New : ‘ Before sharing this file, be sware that 0 |
—  contains:
Print Check for Document properties and
lssues - suthor’s name i |
Save & Send Relsted Dates ‘
Help Versions
3 W) There are no previous versions of
‘ :] Adddns - . this file,
> Manage
2) Options Lo Relsted People
| @

Step 2— When you select the Close option and if the document is not saved before
closing, it will display the following Warning box asking whether the document should be
saved or not.

Wd9-0= Document] - Microzoft Word [
n Home Insert Page Layout References Mailings Redew View Adddns o @
= Cattr ooy u - EeEewe oEE Ay M, o ‘
BJZ U -dex,x & EFEIAN 5
Paste 5 . e | k A Quik Change Editing
? AP -A-A A e Beme 0T e sutese | * ‘
- - . — - < ~ =]
[N 3 -4 ‘4 [ 7 § 4 513 33 2 3 RN © S T A S 2 "JI
| diagrams, they also coordinate with your current document ook
-
You can easily change the formatting of selected textin the document textby choosinga
look for the selected text from the Quick Styles gallery on the Home tab. You can alsoformat
Microsoft Word et ‘
- -
| } | Do you want to save changes you made to Document1?
- pent
1f you dick Don't Save”, a recent copy of this file wil be temporarly avalable. | |, ...
Learn more
| Save Doglt Save Cancel
v
.
o
'
‘
Page:lofl | Words 185 | J  English S} DOR 3 = &% (- +
- = ——

Step 3 — To save the changes, click Save, otherwise click Don't Save. To go back to the
document, click Cancel. This will close the document and if you have other documents
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open, Word displays the last document you used, otherwise, you see a blank Word
window as shown below —

E-EE

B 7 < oabe x, X' ¢ E3W =
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Woue | Oy - 81| T siytes- Stytes~




Microsoft Office Word 2010 Jamal Ali Hammad

Chapter Two
Editing Documents



Microsoft Office Word 2010 Jamal Ali Hammad

1. Insert Text in Word 2010

In this chapter, we will discuss how to insert text in Word 2010. Many times, it is required
to go back and insert additional text in an existing line. Microsoft Word provides two
ways to insert text in existing text and we will show how to use both the methods of
inserting text

e Insert and Add Text

First, we will see how inserted text will be added into the existing content without
replacing any existing content.

Step 1 — Click the location where you wish to insert text; you can also use the keyboard
arrows to locate the place where the text needs to be inserted.

Insertion Point

r T - N
@ ™ B L3 Documen{l - Microsoft Word S} &
“ Home | Insert  Pagelayout  Refprences  Mailings  Review View Adddns o @

<E 4 Calibri(Body) ‘- E = R 7 .
‘ P
=t B 7 U-sex, x' % E . 3= I% IA
/ - .~ | [I5 Quick Change | Editing
W - A-ha AN B BT stytes - stytes -
Font e

You can easily change the formatting of|selected text in the document text by choosinga
look for the selected text from the Quickptyles gallery on the Home tab. You can also format

.| textdirectly by using the other controlsjon the Home tab. Most controls offer a choice of —
using the look from the current theme or using a format that you specify directly.

-| Tochange the overall look of your document, choose new Theme elements on the Page
.| Layouttab. To change the looks available in the Quick Style gallery, use the Change Current
2 ‘ Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original
contained in your current template.

“« 0 w4

<« >
Page:1of1 | Wordsi185 | 5  English (US) | |!BEE = = 100% (- J (+)
L

Step 2 — Start typing the text that needs to be inserted. Word inserts the text to the left of
the insertion point, moving the existing text to the right

..23_



Microsoft Office Word 2010

Jamal Ali Hammad

Inserted Text

Paste
- &

Clipboard

Wd9-0s

Calibri (Body)
2 B I U -abe x, X

Insert Page Layout References
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2
oA A AN

Font

Documentl - Microsoft

Ma|
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ings

Review View Add-Ins

A A

Styles ~ Styles
Styles
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Quick Change |Editing
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contained in

your current template.

You can easily change the formatting of selected tex|
look forthe selected text from the Quick Styles galler\g
text directly by using the other controls THIS IS INSERTED TEX‘I‘[ on the Home tab. Most
controls offer a choice of using the look from the current theme or using a format that you

specify directly. i

CY (R SONOS T OIS VORI * S * S T XA,

To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original !

4 [

in the document text by choosing a
o0 the Home tab. You can also format

®

“ 0 w4

Page:lof1 | Words:189 | 6 English [US) |

IE]

(]

@32 = 100%

Insert and Replace Text

In the Insertion mode, text will be added into the existing content but same time it will
over write all the content which comes in its way.

Step 1 — Right-click the status bar and select the Overtype option from the displayed

menu.
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(700 RO 1
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et

Status bar

When you select the Overtype option, the status bar will show the insert mode as shown

below —
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W9 ~is test.docx » Microsoft Word =B

Home Insert Page Layout References  Mallings Review  View  Adddns & 0

AM a

(21 4 Calibri (Body) 11 - =
e | B 2o e Sl r Quick Ch Editing
aste " ) g = ulcl ange

v T | A y'A'A" A A E‘!" ,&' ) Ql 1T Styles ~ Styles ~ e

Clipboard s Font ) Paragraph » Styles )

Ié- (S SR 7L% WO KA TOH ) --S.~ (A TRy A t“" [ 2 wxo'- "H"l‘ll' 1.8 G X e
look for the selected text from the Quick Styles gallery on the Home tab. You can also format &
.| textdirectly by using the other controls THIS IS INSERTED TEXT This on the Home tab. Most =
Z| controls offer a choice of using the look from the current theme or using a format that you

»  specify directly.

1

To change the overall look of your document, choose new Theme elements on the Page
~| Layouttab. To change the looks available in the Quick Style gallery, use the Change Current
~| Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
-| commands so that you can always restore the look of your document to the original
=| contained in your current template.

<l | .
4 i . L ) — ] >
Page:1oft | Wordsi190 | B Emﬁgluummn[wﬂal 100% (=) O ot

Insert Mode

Step 2— Click on the Insert text available at the status bar and it will switch to
the Overtype mode as shown below —
WHd9-o= 0 testdocx - Microsoft Word (=] & )

Home | Insert  Pagelsyout  References  Mailings  Review  View Addlns o @

(S5 4 CalibriBody) L Sy E B IR A’ % f
|

;9 L2 B I U-aex,x & EEFEFE- (= oulex (BRI ecmting
aste - v |5 uic nge

- J !LL'V’A’AI' A A "‘ " | Sy 2‘ T Styles~ Styles = =
Clipboard & Font . Paragraph ) Styfes

9| o TR SN YR T T S S N S Ny 2GR SR O R (- ¥ I * KBRS + KR CRR 6 3 5]
' v T ¥ ¥ v

Lllook for.the sele'cted te;(t from tlhe Quid: Styleséallery onthe Home tab. You can also format &
2 text directly by using the other controls THIS IS INSERTED TEXT This on the Home tab. Most  * l
& controls offer a choice of using the look from the current theme or using a format that you

- specify directly. E :

To change the overall look of your document, choose new Theme elements on the Page
it Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
| Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset f

- commands so that you can always restore the look of your document to the original  _ ||
@ contained in your current template. 2 ||
T o
o ¥

4 | T

Overtype Mode

Step 3 — Now click the location where the text needs to be inserted or you can use the
keyboard arrows to locate the place where the text needs to be inserted.
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Insertion Point
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You can easily change the formatting of|
look for the selected text from the Quick|

y G2

selected text in the document text by choosing a
ptyles gallery onthe Home tab. You can also format

text directly by using the other controls|

on the Home tab. Most controls offer a choice of

using the look from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page |
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original
contained in your current template.
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“« 0w 4

4 [
Page:1of1 | Words: 185 | (0
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|Bleass w0 @&

English (US) |

Step 4 — Start typing the text that needs to be inserted. Word will replace the existing text
with the newly typed text without moving the position of the exiting test.

Inserted Text

l=l@
Addins o @
A »
Quick Change Editing

Styles = Styles - X7
Styles

test.docx - Microsoft Word
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Review View
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You can easily change the formatting of selected fext in the document text by choosing a ‘
look for the selected text from the Quick Styles gali¢ry on the Home tab. You can also format
text directly by using the other controls THIS IS INSERTED TEXT controls offer a choice of
using the look from the current theme or using a format that you specify directly.

-

[N

To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks avallable in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles galiery provide reset
commands so that you can always restore the look of your document to the original
contained in your current template.

<

{ |
Page:1of1 | Words:184 |

English (US) | Overype | |[DW R 3 @ 100% (o)

Note — Microsoft Word 2010 disabled the functionality of the Insert key and it does

nothing, so you will have to follow-up with the above-mentioned procedure to turn-on or
turn-off the Insert mode.
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2. Select Text in Word 2010

In this chapter, we will discuss how to select text in Word 2010. Selecting a text is one of
the most important skills required while editing a word document. You can perform
various operations on a selected text; you can delete the selected text, copy it, move it,
apply formatting to it, change its capitalization, etc.

The most common method of selecting a text is to click and drag the mouse over the text
you want to select. Following table lists down a few other simple methods that will help
you in selecting text in different scenarios —

S.No Component & Selection Method

Selecting text between two points

1 | Click at the start of the block of text, hold down Shift, and click at the end of
the block.

Selecting a single word

2 Double-click anywhere on the word you want to select.
3 Selecting a paragraph

Triple-click anywhere on the paragraph you want to select.
4 Selecting a sentence

Hold down the Ctrl key and click anywhere in the sentence you want to select.

Selecting a column of text
5 | Hold down Alt, click and hold the mouse button, and drag over the column you
want to select.

Note that only one part of the document can be in the selected state. If you have one
portion of the document in selected state and as soon as you try to select any other part of
the document, previous part will automatically be de-selected.

e Using the Keyboard

Keyboard provides very good support when you want to select various components of the
document as described in the following table —

S No Key & Selection Method Selecting Text
1 Ctrl + A
Press Ctrl + A keys to select the entire document.
Shift
2 | Keep pressing the Shift key and use any of the arrow keys to select the portion of
text.
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3. Delete Text in Word 2010

In this chapter, we will discuss how to delete text in Word 2010. It is very common to
delete text and retype the content in your Word document. You might type something you
did not want to type or there is something extra which is not required in the document.
Regardless of the reason, Word offers you various ways of deleting the text in partial or
complete content of the document.

e Using Backspace & Delete Keys

The most basic deletion technique is to delete characters one at a time by pressing either
the backspace key or the delete key. Following table describes how you can delete single
character or a whole word by using either of these two keys —

S.No Keys & Deletion Methods

Backspace
1 | Keep the insertion point just after the character you want to delete and press
the Backspace key. Word deletes the character immediately to the left of the insertion point.

Ctrl + Backspace
2 | Keep the insertion point just after the word you want to delete and press Ctrl +
Backspace key. Word deletes the whole word immediately to the left of the insertion point.

Delete
3 | Keep the insertion point just before the character you want to delete and press
the Delete key. Word deletes the character immediately to the right of the insertion point.

Ctrl + Delete
4 | Keep the insertion point just before the word you want to delete and press Ctrl + Delete key.

Word deletes the word immediately to the right of the insertion point.

University of Anbar
College of Pharmacy

Jamal Ali Hammad
2020-2021
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e Using Selection Method

You have learnt how to select various parts of a Word document. You can make use of
that learning to delete those selected parts as described in the following table —

S.No Component Selection & Delete Methods
Deleting text between two points
1 Click at the start of the block of text, hold down the Shift key, and click at the end of
the block to select the portion of text and finally press either the Backspace key or
the Delete key.
Deleting a single word
2 | Double-click anywhere on the word you want to delete and finally press either

the Backspace key or the Delete key.

Deleting a paragraph
Triple-click anywhere on the paragraph you want to delete and finally press either
the Backspace key or the Delete key.

Deleting a sentence
Hold down the Ctrl key and click anywhere in the sentence you want to delete and
finally press either the Backspace or the Delete key.

Deleting a column of text
Hold down the Alt key, click and hold the mouse button, and drag over the column you
want to delete and finally press either the Backspace key or the Delete key.

Deleting a line
Bring your mouse in the selection bar area and click in front of the line you want to
delete and finally press either the Backspace key or the Delete key.

Deleting entire document content
Press Ctrl + A keys to delete the entire document and finally press either
the Backspace key or the Delete key.

Note — The black shaded area in the following screen shot is called the selection bar.
When you bring your cursor in this area, it turns into a rightward-pointing arrow.
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On the Inserttab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text inthe document text by choosinga
look forthe selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offera choice of

& using the look from the current theme or using a format that you specify directly.
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Move Text in Word 2010

In this chapter, we will discuss how to move text in Word 2010. At times, it is required to
move a text from one location to another location in the same document or in any another
document. You can move text from one location in a document to another by using the
drag-and-drop technique with the help of mouse. This tutorial will teach you how to use

the drag and drop technique to move text.
e Move within the same document

Step 1 — Select a portion of the text using any

of the text selection methods.
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On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galieriesto insert tables, headers, footers, lists, |
cover pages, and other document building blocks. When you create pictures, charts, or

di theyalso di with yourcurre: E document look.
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il|-1 You can easily change the formatting of selecte
look forthe selected text from the Quick Styles
textdirectly by using the other controls on the

-1 using the look from the current theme or using

H textin the documenttext by choosinga

ballery on the Home tab. You can also format
ome tab. Most controls offer a choice of
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Step 2 — Now take your mouse pointer over the selected text and hold the left button of
the mouse and keep holding it while moving around the document.

Step 3 — Take your mouse pointer to the place where you want to move the selected text
and release the mouse button. You will see that the selected text is moved to the desired

location.
r@' H9-0is Documentl - Microsoft Word | = E lg‘
“ Home Insert Page Layout References Mailings Review View AddIns & 0
S5 4 Calibri (Body) -1 TS NEe EE A/ % = )
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On the Insert tab, the galleriesinclude items thatare designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document bullding blocks.

L | »ics

You can easily change the formatting of selected textin the documenttextby choosinga
look forthe selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offera choice of
using the look from the current theme or using a format that you specify directly. Whenyou
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A
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Moved Text

Move within different documents

You can move the selected text from one document to another document. Following are
some simple steps which will help you in moving text from one document to another

document.

Step 1 — Keep both the documents opened and to ensure that both documents are visible,
click the Arrange All button on the View tab on the Ribbon.
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On the Inserttab, the galleries include items thatare designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists, =
cover pages, and otherdocument building biocks. =
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r
W d9- 0= Documentl - Microsoft Word [E=NER )
n Home Insert Page Layout References Mailings Review View Add-ns & o
= = F i = , —c
J | _L‘J ) Web Layout o ) 3 Al cEnewindow 1)) »d:]J o
| Vo L A y* FE_ EEL; ]
|3 outline 21 = Amange All
Print |Full Screen __ Show | Zoom 100% __ Switch Macros
Layout| Reading (= Draft - = S split Windows ~
Document Views Zoom Windo Macros
}'h | | 1300 1500 | | 8 S (IS V) (R ) . 1"{?
S TR BT B o, SO 70 : =9+ 110 CORC ¥ 2SN * N U ) 5
! ‘Tj"" g e e e o l"E’ — L """?'"‘"' P — T ""Lu{:‘.',“
O
-

You can easily change the formatting of selected textin the document text by choosinga
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly. When you
create pictures, charts, or diagrams, they also coordinate with your current documentlook.
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This will display both the documents as shown below
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Step 2 — Now, select a portion of the text using any of the text selection methods.

Step 3 — Take your mouse pointer over the selected text and hold the left button of the
mouse and keep holding it while moving around the document.

Step 4 — Take your mouse pointer at the place in the second document where you want to
move the selected text and release the mouse button. You will see that the selected text is

moved to the des

ired location in the second document.
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7 You can easily change the formatting of selected textinthe document text by choosinga

B look for the selected text from the Quick Styles gallery on the Home tab. You can also format
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You can use these galleries to insert tables, headers, footers, lists, cover pages, and other
document bullding blocks.
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Note — In case you have more than two documents, you can use the Alt + Tab keys to
switch through the different documents and select the desired destination document.
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5. Copy & Paste in Word 2010

In this chapter, we will discuss how to copy, cut and paste in Word 2010. In the previous
chapter, we understood how we can select the desired text and move it to any other
location in the same document or in any other document. This tutorial will teach you how
to use copy, cut and paste techniques to duplicate a text leaving the original text intact or
removing the original text completely.

To use copy and paste or cut and paste operations, Word makes use of a temporary
memory which is called the clipboard. When you copy or cut a text, it stays on the
clipboard temporarily and in the second step you can paste this content at the desired

location.

e Copy & Paste Operation

The Copy operation will just copy the content from its original place and create a
duplicate copy of the content at the desired location without deleting the text from it's the
original location. Following is the procedure to copy the content in word —

Step 1 — Select a portion of the text using any of the text selection methods.

'@ H9-0is Documentl - Microsoft Word = [ B [ |
Home Insert Page Layout References Mailings Review View Addins & @
=] &  Calibri (Body) -1 R T X~ A/ % n
1@ Bz U -dex,x & [ESsS=E i A
) Quick Change KUI‘:'"Q

04 W AcvAc | A A P B8 q Styles = Styles ~

Paragraph

| Onthelnserttab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your curren t document look.

|

|

| -1 You can easily change the formatting of selectefi text in the document text by choosinga

‘ | look forthe selected text from the Quick Styles gallery onthe Home tab. You can also format
| textdirectly by using the other controls on the Home tab. Most controls offer a choice of

[ using the look from the current theme or using b format that you specify directly.

|

|

Page:1of1 | Words:15/119 | <£ English U.S) ||BER 2= 100% (— +

Selected Text

Step 2 — You have various options available to copy the selected text in clipboard. You
can make use of any one of the options —

e Using Right-Click — When you right-click on the selected text, it will display
the copy option, click this option to copy the selected content in clipboard.

e Using Ribbon Copy Button — After selecting text, you can use the copy button
available at the ribbon to copy the selected content in clipboard.

e Using Ctrl + ¢ Keys — After selecting a text, just press Ctrl + ¢ keys to copy the
selected content in clipboard.
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Additional Actions »

Step 3 — Finally click at the place where you want to copy the selected text and use either

of these two simple options —

e Using Ribbon Paste Button — Just

click the Paste button available at the ribbon to

paste the copied content at the desired location.

e Using Ctrl + v Keys — This is simplest way of pasting the content. Just press Ctrl

+ v keys to paste the content at the new location.

Note — You can repeat the Paste operation as many times as you like to paste the same

content.
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On the Insert tab, the galleries include items thatare designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected textin the document text by choosinga

B look for the selected text from the Quick Styles gallery on the Home tab. You can also format
i textdirectly by using the other controls on the Home tab. Most controls offera choice of

a using the look from the When you create pictures, charts, or diagrams, they also coordinate
i with your current document look current theme or using a format that you specify directly.
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e Cut & Paste Operation

The Cut operation will cut the content from i

ts original place and move the content from

its original location to a new desired location. Following is the procedure to move the

content in word —

Step 1 — Select a portion of the text using any of the text selection methods.

’@ H9-0i= Documentl - Microsoft Word l=h@ [ﬁ‘
Home | Inset  Pagelayout  References  Mailings  Review View Adddns o @
=] %  Calibri (Body) 8 S SR =4z E = A/ % "

a3 B Z U-dex, X & EESEE=E =
S A-W-A-he AN Dm0 S S T
ard e Font . Paragrapt Style
c . S =

theyalso with your curren"

You can easily change the formatting of selecte|
look for the selected text fromthe Quick Styles
textdirectly by using the other controls on the
using the look from the current theme or using

Page:1ofl | Words:15/119 | <  English (U.S)

| Onthelnserttab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galieries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or

FCR ¥ 3

: document look.

i textin the document text by choosinga

ballery onthe Home tab. You can also format
ome tab. Most controls offera choice of
format that you specify directly.

“ o m»d

||B8R ==

100% (-

Selected Text

Step 2 — Now, you have various options avai

lable to cut the selected text and put it in the

clipboard. You can make use of one of the options —

on the selected portion of text, it will

display cut option, just click this option to cut the selected content and keep it in

Using Ribbon Cut Button — After selecting a portion of text, you can use cut

button available at the ribbon to cut the selected content and keep it in clipboard.

e Using Right-Click — If right-click
clipboard.

Using Ctrl + x Keys — After selecting a portion of text, just press Ctrl + x keys to

cut the selected content and keep it in clipboard.
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Step 3 — Finally, click at the place where you want to move the selected text and use
either of these two simple options —

paste the content at the new location.

+ v keys to paste the content at the new location.

Using Ribbon Paste Button — Just click the Paste button available at the ribbon to

Using Ctrl + v Keys — This is simplest way of pasting the content. Just press Ctrl
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On the Inserttab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document bullding blocks.

You can easily change the formatting of selected text in the document text by choosinga
look forthe selected text fromthe Quick Styles gallery on the Home tab. You can also format
textdirectly by using the other controls on the Home tab. Most controls offera choice of

using the look from the current theme or using a format that you specify directly. When you |
_| create pictures, charts, or diagrams, they also coordinate with your current mentlook. \

R (Cty ~

Moved Text

Note — You can repeat the Paste operation as many times as you like to paste the same

content.

e Copy, Cut & Paste in different documents
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You can use the same procedure that we discussed above to copy and paste or cut and
paste content from one document to another document. This is very simple, just copy or
cut the desired content from one document and go into another document where you want
to paste the content and use mentioned step to paste the content.

You can use the Alt + Tab keys to switch through the different documents and select the
desired destination document.

6. Find & Replace in Word 2010

In this chapter, we will discuss the Find and Replace operation in Word 2010. While
working on editing a document you come across a situation very frequently when you
want to search a particular word in your document and many times you will be willing to
replace this word with another word at a few or all the places throughout the document.
Here, we will understand how to find a word or phrase in a word document and how to
replace an existing word with any other word using simple steps.

e Find Command
The Find command enables you to locate specific text in your document. Following are
the steps to find a word document in the following screen —

Step 1 — Let us work out on a sample text available in our Word document. Just type
=rand() and press Enter; the following screen will appear —

— - o
W d9-0= Documentl - Microsoft Word = | )
“ Home Insert Page Layout References Mailings Revew View Adddns 7 ]

=% 4 Calibri (Body) ‘il o iSefj=etz- | WEE ‘% ‘%& 3
B JZ U-dax, x & EETB- (=
Paste . Quick Change  Editing
. e 8l | 9 | stytes~ Stytes~ -

I AP A Aa v O

On the Insert tab, the galleries include items that are designed to coordinate with the overall |4
look of your document. You can use these galleries to insert tables, headers, footers, lists,

cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document Iook.l

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original
contained inyour current template.

4 »

| Page:1ot | Words:185 | O English(US) | Insent @eE 3 110% (~ +

Step 2 — Click the Find option in the Editing group on the Home tab or press Ctrl +
F to launch the Navigation pane —
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look of your document. You can use these galleries to insert tables, head ** Selecy

cover pages, and other document building blocks. When you create pic
diagrams, they also coordinate with your current document Iook.l

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original
contained inyour current template.
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Step 3 — Enter a word which you want to search in the Search box, as soon as you finish
typing, Word searches for the text you entered and displays the results in the navigation
pane and highlights the word in the document as in the following screenshot —

Search box ClearButton Closebutton Searched word
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10 conrdinate with the ovecsst > ||| cover pages, and other docuNent butlding blocks. When you create pictures, charts, o
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You can easily change the formatting of selected text in the document text by choosing a
| look for the selected text from the Quick Styles gallery on the Home tab. You can also format
.1 text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly,

foster, uty, cover pages,
304 other document building
locks. When you ereate
icures

When you create pictures,
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To change the overall look of your document, choose new Theme elements on the Page
. Layout tab. To change the looks available in the Quick Style gallery, use the Change Current

| Quick Style Set command. Both the Themes gailery and the Quick Styles gallery provide reset
commands o that you can always restore the look of your document to the original
contained inyour current template.
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Poge 1 et | Weeds 1083 | D1 [BmEan umi
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Step 4 — You can click the clear button (X) to clear the search and results and perform

another search.

Step 5— You can use further options while searching for a word. Click the option
button to display the options menu and then click the Options option; this will display a
list of options. You can select the options like match case to perform case-sensitive

search.
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Step 6 — Finally, if you are done with the Search operation, you can click the close
button (X) to close the Navigation Pane.

e Find & Replace Operation

We assume you are an expert in searching a word or phrase in a word document as
explained above. This section will teach you how you can replace an existing word in
your document. Following are the simple steps —

Step 1 — Click the Replace option in the Editing group on the Home tab or press Ctrl +
H to launch the Find and Replace dialog box shown in Step 2 —

Replace Option Editing Button

\

|
(W9~ 0i= Documentl - Microsoft Word = | G
m Home Insert Page Layout References Mailings Review -'-adJrl a 0
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g On the Insert tab, the galleries include items that are designed to coordinat &3 Replace ‘Lerall :
-| look of your document. You can use these galleriesto insert tables, header: |; Select v Is, E:|
_‘ cover pages, and other document building blocks. When you create picture  Editing ‘ f

diagrams, they also coordinate with your current document look‘|

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

x To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset

£ d |
commands so that you can always restore the look of your document to the original sl
3 o
-| contained inyour current template. el
4 . . » |
Page:lofl | Words:185 | &  EnglishUS) | Insert | |EBHE 28 1% (- { +
& =

Step 2 — Type a word which you want to search. You can also replace the word using

the Find and Replace dialog box as

in the following screenshot —
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ou can always restore the look of your document to the original

Replace with

Step 3 — Click the Replace button available on the Find and Replace dialog box and you
will see the first occurrence of the searched word would be replaced with the replace with
word. Clicking again on Replace button would replace next occurrence of the searched
word. If you will click Replace All button then it would replace all the found words in
one go. You can also use Find Next button just to search the next occurence and later you
can use Replace button to replace the found word.

Step 4 — You can use More >> button available on the dialog box to use more options
and to make your search more specific like case sensitive search or searching for whole

word only etc.

Step 5 — Finally, if you are done with the Find and Replace operation, you can click
the Close (X) or Cancel button of the dialog box to close the box.
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7. Spell Check in Word 2010

In this chapter, we will discuss how to check spelling and grammar in Word 2010.
Microsoft Word provides a decent Spelling and Grammar Checker which enables you to
search for and correct all spelling and grammar mistakes in your document. Word is
intelligent enough to identify misspelled or misused, as well as grammar errors and
underlines them as follows.

o Ared underline beneath spelling errors.
e A green underline beneath grammar errors.
e A blue line under correctly spelled but misused words.

« Check Spelling and Grammar using Review tab

Here is the simple procedure to find out the spelling mistakes and fix them —

Step 1 — Click the Review tab and then click the Spelling & Grammar button.

Spelling Button

| Spelling Mistake Review tab
r . ™
(W] L R Documentl - Microsoft Word ¢ - = ot X
Home Ingert Page Layout References Mailings Review View Add-ns () 0
- | a ) \/"\‘ A) > by
- { -
—J a b4 | e ] é
g¢  New Tracking  Accept & Compate Protect  Seart

Comment = Inking

75

On the lnsevr( tab, the galleries include items that are designed to coordinate with the
overall look of your document. You can use these galleries to insert tables, headers, footers,
lists, cover pages, and dddocument building blocks. When you create pictures, charts, or

’ : diagrams, they also coordinate with your current document look.

| | are going to the school. You can easily change the formatting of selected text in the

{ doffument text by choosing a look for the selected text from the Quick Styles gallery on the
- Hofne tab. You can also format text directly by using the other controls on the Home tab.

| Mgkt controls offer a choice of using the look from the current theme or using a format that
yoy specify directly.

To phange the overall look of your document, choose new Theme elements on the Page
Laypout tab. To change the looks available in the Quick Style gallery, use the Change Current

Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset "'
1| - corfimands so that you can always restore the look of your document to the original o
‘: corftained inyour current template. ¥
s - »
W Page:1 of 1] | Words: 190 | OO English [US) | Insent EHE 38 1% (- +

(&

Grammatical Mistake

Step 2 — A Spelling and Grammar dialog box will appear and will display the wrong
spellings or errors in grammar. You will also get suggestions to correct as shown below —
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Spelling Mistake

[ W d ‘ -z Documentl - Microsoft Word = Qé‘
Home  Inset | Pagelayout  References  Mallings | Review View  Add-Ins o 9
4 Ny W3- X
8 28 p (2 L 2 &4
r N
Spelling - English (U.S) (L2 ] ‘
Not ercbowr i - |
‘On the Inserrdtab the g gallenes include items that  » Ignore Once 14 pes _|
are designed to coordinate with the overall look of =i )
Ignore All ‘
your document. — - “
On the z
Add to Dictionary ‘
overall | E - | prers, Il
lists, cof | Suggestions: v
diagrar| ‘Inserts L ‘

Change Al | I
laregqd ‘ — ~ ‘
documd| | v AutoCorrect ‘ the
Home ¢ z [ | b. |

Dictionary language: | Engish (U.S.) =]
Most cf| — that I
you spd| V! Check grammar ]
l Qptions.... Cancel \
To (har = — =
Layout tab To change xhe looks available in lhe chk Style gal!ety use the Change Currenl
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original
contained inyour current template. *
] »
Page:lofl | Words190 | OO  English US) | Insert BNE 3B 105 (- .

Now you have following options to fix the spelling mistakes —

Ignore — If you are willing to ignore a word, then click this button and Word
ignores the word throughout the document.

Ignore All — Like Ignore, but this ignores all occurrences of the same misspelling,
not just once but throughout the document.

Add to Dictionary — Choose Add to Dictionary to add the word to the Word
spelling dictionary.

Change — This will change the wrong word using the suggested correct word.

Change All - Like Change, but this changes all occurrences of the same
misspelling, not just once but throughout the document.

AutoCorrect — If you select a suggestion, Word creates an AutoCorrect entry that
automatically corrects this spelling error from now on.

Following are the different options in case you have grammatical mistake —

Next Sentence — You can click Next Sentence to direct the grammar checker to
skip ahead to the next sentence.

Explain — The grammar checker displays a description of the rule that caused the
sentence to be flagged as a possible error.

Options — This will open the Word Options dialog box to allow you to change the
behavior of the grammar checker or spelling options.

Undo — This will undo the last grammar changed.

Step 3 — Select one of the given suggestions you want to use and click the Change option
to fix the spelling or grammar mistake and repeat the step to fix all the spelling or
grammar mistake.
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Step 4 — Word displays a dialog box when it finishes checking for spelling and grammar

mistakes, finally Click OK.

Home Insert Page Layout References Mallings Review View Add-Ins o o
VEa8is my9»fre @ a2
< - -
Speliing & language  Mew Tratking  accept Compare Protect  Stan
Grammar . Comment 20 /| - - 2 - * | Inking
Proofing Comments Changes Compare Ink
Etg»n—;|~:~.~).:-»5-y<s~.-3~.v|.,».~;o.»n‘.—x:v.-;y.w,p{gé]

s T R (P

document text by che

Most controls offer 3
you specify directly.

Home tab. You can a|’

To change the overal|

T S T D T

1 am going to the school. You can easily change the formatting of selected text inthe
L

@ The spefling and grammar check is complete.

1

| |on the Page

(<]
-

b gallery on the
he Home tab.
Ing a format that

Layout tab. To ch

18 INETOOKS

TR STy TE g a Ty, Tre e

Change Current

Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the look of your document to the original
contained inyour current template.

“- 0 =4

Check Spelling and Grammar using Right Click

If you will right-click the mouse button over a misspelled word, then it will show you the
correct suggestions and the above-mentioned options to fix the spelling or grammar

mistake. Try it yourself.

Spelling Fix Menu
| TS I 0o~ Wecrosoh Word "R [B=ier =)
n Homg: Insert Page Layout References Mallings Renew View Add-Ins [ 0
I
wale mud o, gy 4
|| Spelling & o PNoUage New e Tracking Accept Compare Protect sStant
|| Grammar 233 = Comment =l - - 9 - ¥ Inking
Proofing Comments Changes Compare ink
E]'é‘ \ 508 SO O O SN 0N MOS LN 0TS0 SO I Vg “".”"‘.‘"—Z@
1" 072 (V]
| calbrift - 11 - A" A" i £ galleriesinclude items that are designed to coordinate with the %
" BIZIUSBY- A7 ‘acument‘ You can use these galleries to insert tables, headers, footers,
‘I lists, cover pages, and Mem building blocks. When you create pictures, charts, or -
& document jordinate with your current document look.
- lgnore —
N AR ol. You can easily change the formatting of selected text in the
” 4 40010 Dicticnary pslng a look for the selected text from the Quick Styles gallery on the
- dtord io format text directly by using the other controls on the Home tab.
. oCorre »
= ‘:holce of using the look from the current theme or using a format that
. Language »
f ¥y T Speting.. |
(M Look Up | * ook of your document, choose new Theme elements on the Page
g i | the looks available in the Quick Style gallery, use the Change Current
A 2 and. Both the Themes gallery and the Quick Styles gallery provide reset :
lﬂ <l |2y Paste Options: # can always restore the look of your document to the original °
- 3 ‘ent template. >
] i ] >
EM,: Additional Actions * {Enghsh (US) | Insert | ”@mg 3 m 10% C') ) @ -
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8. Zoom In-Out in Word 2010

In this chapter, we will discuss how to zoom in and zoom out in Word 2010. Microsoft
Word provides a functionality to apply zoom-in and zoom-out operations on a document.
When we apply the zoom-in operation, it enlarges the size of text whereas applying the
zoom-out operation reduces the size of text.

A zoom operation just changes the size of the font on-screen without impacting any other
attribute of the document. You can apply the zoom operation in various ways as explained
in this chapter.

« Zoom-in & Zoom-out using view tab

Here is the simple procedure to apply the zoom-in or the zoom-out operations using the
View tab —

Step 1 — Click the View tab and then click the Zoom button as shown below.

Zoom button View tab
r —
W d9w-0i= Docyment! - Microsoft Word ‘L lelE ﬂ
“ Home Insent Page Layout v References Mailings Review eV Add-ins & O
| %) 5 web Layout [ 2 1_ o S8 New window : = ‘
==l 3 outiine B 01 = amange Al =2
Print |Full Screen Show  Zoom 100% Switch | Macros
Layout| Reading = Draft - & =sent Windows ¢
P9 | (e I S XIS W I 6-1+7-1-8 RN T SO T * S ¥ B R0 e

On the Inserttab, the galleries include items thatare designed to coordinate with the overall =
look of your document. You can use these galleries to insert tables, headers, footers, lists,

cover pages, and other document building blocks. When you create pictures, charts, or

diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected textin the document text by choosinga
look for the selected text from the Quick Styles gallery onthe Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

To change the overalllook of your document, choose new Theme elements on the Page

Layout tab. To change the looks available in the Quick Style gallery, use the Change Current

Quick Style Set command. Both the Themes gallery and the Quick Stylesgallery provide reset  «
commands so that you can always restore the look of your documentto the original -

contained in your current template.
s

< >
Page:1of1 | Words: 185 J English (U.S) | Inset BNE 3 S 100% (- +
.~ A A

Zoom-outbutton ~ Zoom-in button

Step 2 — When you click the Zoom button, a Zoom dialog box will appear as shown
below. This will display the zoom options box to select a value to reduce or increase the
size of the document on-screen. By default, it will be 100%; you can select 200% to
increase the size of the font or 75% to reduce the size of the font.

You can click the Many pages down arrow and select to display multiple pages.
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Zoom Options Box
r =
wWd9-0= Docgmentl - Microsoft Word b=l @ &
m Home  Insert  Pagelayout | References  Mailings  Review | View | Addins & @
| gl 5 web Layout 5 (| ) i L <8 New Window ‘:}1 =
L M  Outline \ L 43 = amange Al = —2
Print |Full Screen Show Zdom 100% = Switch Macros
Layout | Reading - _ g l indows * .
Document Vie Zoom ‘ - - 2 Macros
Zoom to v JRRCF RN I 5 7
200% Page width Many pages: O
Onthelnsert|| o (300%) Text width { Wwith the overall &
Iookofyourdl 75% Whole page (=] footers, lists,
cover pages, charts, or
?ve P3BES | percent: [100% |
diagrams, thel ‘|
|- Youcan eas-h" [ AaBbCcDdEexxyyzz | | fchoosinga
M look forthe sq, \[can also format
i) textdirectly i) AaBbCcDdEeXxYyZz a choice of
-||  usingthelooky AaBbCcOdEexxyyzz | Y-
[l U | {
- To change the 2 AaBbCcDJEeXxYyZz nthe Page
&l Layout tab. Tq) 3 — |\pange Current
‘ Quick Style S| E ‘ — Concel _‘ Iry provide reset
[~ commandssoif————— _ — —— —— prginal =
|-|  containedin your currenttemplate. ‘:
< »
|| Page:1of1 | Words:i185 | <5 English(UsS) | Insent | |[BIE @R 3 3 100% (=) J ()

Step 3 — Once you are done with selecting an option, click OK to apply the changes on

the document.

Step 4 — Try different options available, for example Page Width and Text Width.

« Zoom-in & Zoom-out using (+) and (-) Buttons

The following screenshot shows two buttons Zoom-out which
and Zoom-in which is the (+) button.

®d9-0 Documentl - Microsoft Word e ) e
Home  Inset  Pagelayout  References  Mailings  Review | View | Addins o @
— =1 W, auk C Y 1o Vi : — |
| J_"J 5 web Layout & ( \ 1_ Ll B new window ”' ==
{3 outiine = g3 = amangeal =2
Print |Full Screen Show  Zoom 100% Switch | Macros
Layout| Reading (=) Draft v 2 B seit 44 Windows ¥
Document Views Zoom Window Macros
—ﬂf}:«} V :‘|‘-: ¥ - EERIEOK ] | 5' V6 l<.- = 3 \ ‘9 ) 30 0 1

¥ Sy
.

On the Insert tab, the galleries include items that are designed to coc;
look of your document. You can use these galleries to insert tables, h|
cover pages, and other document buildingblocks. When you create ¢
.| diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the documen
look for the selected text from the Quick Styles gallery on the Home 1
.| textdirectly by using the other controls on the Home tab. Most contr
using the look from the current theme or using a format that you spe _

To change the overall look of your document, choose new Theme ele ©
*

A — —— e = .
Page:10f1 | Words:186 | <5 English(US) | Insert | |[B 3@ = = 140% =) . £
= = ——" A

Zoom-out button

Zoom-in button

is the (-) button

Step 1 — Click the Zoom-out button, you will find that your document size will decrease
by 10% each time you click the button. Similar way, if you click on Zoom-in button your
document size will increase by 10% each time you click the button.

Step 2 — Try this simple operation with different values to see the difference. The above
screenshot shows 140% zoom-in view of the document.
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9. Special Symbols in Word 2010

In this chapter, we will discuss the use of special symbols in Word 2010. Your keyboard
may not have many characters available but you want to use those characters in your
document; in such situations, you have the option to insert Special Symbols the way we
will further understand in this chapter.

To insert symbols that are occasionally used, follow the steps in this section. If you find
yourself using a particular symbol frequently, you can assign a keyboard shortcut to it.

« Insert Special Symbols

Here is a simple procedure to apply zoom-in or zoom-out operation using the View tab —

Step 1 — To insert a special symbol, bring your cursor at the place where you want to
insert the symbol. Click the Inserttab. You will find two options under the symbol
button (a) Equation and (b) Symbols. Click either of these two options based on your
requirement. You will further use equations while preparing mathematical or scientific or
any similar document. For now, we are going to understand the use of the Symbol button
as shown below.

Inserttab

Symbol button

Documentl - Microsoft Word =) e |
Rete ilings eview Asdint

e
=

= g woraza -

A
Text
Box

=
-
-~
]

£

ot Screenshot * . =] Page Numbet *

1

On the Insert tab, the galieries include items that are designed to coordinate with the overall R
look of your document. You can use these galleries to insert tables, headers, footers, lists,
coverpages, and other document butiding blocks. When you create pictures, charts, or

diagrams, they also coordinate with your current document look. |

You can easily change the formatting of selected text in the document text by choosinga

look for the selected text from the Quick Styles galiery onthe Home tab. You can aiso format ‘
5 textdirectly by using the other controls on the Home tab. Most controls offer a choice of

| using the look from the current theme or using a format that you specify directly. ‘

To change the overalllook of yourdocument, choose new Theme elements onthe Page

Layout tab. To change the looks available in the Quick Style gallery, use the Change Current

Quick Style Set command. Both the Themes gallery and the Quick Styles galiery provide reset ‘

commands 50 that you can always restore the look of your document to the original

contained in your current template, ‘
< .
| Page:2 o1 | Wordsc185 | (S Enplish S) | Insert JI0% 2 W 200% (- o

Step 2 — When you click the Symbol button, a small list of symbols will appear as shown
below.
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Inserttab

diagrams, they also coordinate with your current document look.

You can eastly change the formatting of selected text in the document text by chowsigs
fook for the selected text fromthe Quick Styles gallery onthe Home tab. You can also format
textdirectly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

Layout tab. To change the looks avallable in the Quick Style galiery, use the Change Current
Quick Style Set command. Both the Themes galiery and the Quick Styles gallery provide reset

£2 More §\mbols...

Symbol Box Symbol button
Document - Microsoft Word L 7= g
o Page Layout Reterences Mailings Review View Aagins o Q@
2 B0 ) yi": § ’),. ) smartan 3 Header = A| @ Quikrans - &+ TT Equation *
£ — = Chart 4 Footer = Awolsan- F 2 symvoi -
Pages  Table Pture Clip Shapes . ot Unks K meoe it Text
. . Art « @ Screenshot ~ - ») Page Number* g, (-1
A 2 € £ ¥ O °
bies Heager &

20005 XK XXX | NI VPR X w3 oz < 2> 8
| On the Inserttab, the galieries include items that are designed tocoordinate with ' 3 x = a =
4 look of your document. You can use these galleries to insert tables, headers, footu

cover pages, and other document buliding blocks. When you create pictures, chart, B n Q 3 (3]

commands 5o that you can always restore the look of your document to the original
contained in your current template.

O Enghsh US) | dnsent |

[
|
|
|
|
| To change the overalllook of your document, choose new Theme elements on the Page
|
|
|

Page:lofl | Words 185 |

PR 38 1008 o)

More Symbols option

Step 3 — Now click on any of the available symbols in the box to insert that in your
document at the selected location. If you do not find the desired symbol in this small box,
then you can click at the More Symbols option to have a wide range of symbols as shown
below in the symbol dialog box. You can select any of the symbol and then click

the Insert button to insert the selected symbol.

Symbol Dialog Box

e Assign Shortcut Key

Wid9-~i= " Documentl - Microsoft Word | T kel @gi
Home | Insert | Pagelayout  References  Mailings  Review  View  Adddns S )
& [ B smanan 3 Heager - a Quickparts = [@~  TT Equation =
)] ball B2 0 2 A
j = B [t ol Crant | Footer = Al woraan~ B €2 symbol
Pages . Table | Pict” - . < 2
> - = N — - © °©
Symbols | Specal Characters e
< > e
I Eont: | (normal text) E] Subset: Latn-1 Supplement E} - - o)
On the Inse 1
2|s 1 : - 1 -
4 ookotyoutl| I wla]- [ [t [e]o]a]n]n]e[As|F » =2
coverpagest || A|A|A|A|A|£E|C|E|E|E[E[N|T[T|T]D |} 3 @©
diagrams, th = P TSN BT I T e <
N[O[6]6|6|0|x|a|U|0[0|U[Y|P|R|a | |hbok.
You can eas slal~] s 3 s ol s ] a 7 & [ | -
n aaaaéeegeeeelnnlé_‘
. look forthe
& textdirectiyll| | Recently used symboia: |
- using the lod! i‘€|£|¥|©|o|vu|¢|5l2|_|xlnlu|alﬁ
Ifl:] Tochangethl| o\ s son Character code: 0081 from: Uncode (hex) v
Layout tab, - Y
Quick tyle iftocarectivl] |Shartakers] Swnaitiey: k10177 3
commands —_— g
A et ] [ conce
et | - (e ) oo ]| 5
o 3
1 y S ——— — |
Page:10f1 | Words 185 | (% EnglishU.S) | Insert | |[B0R 3 & 100% (- . )
— =)

You can assign a keyboard shortcut to type any of the available symbol. Following are the
steps to assign Ctrl + Q key to insert the © symbol which is one of the available symbols

in the special symbols list —

Step 1 — Assume you already have the following symbol dialog box opened.
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Shortcut Key

Step 2 — Click the symbol for which a shortcut key needs to be assigned. Now
click Shortcut Key button which will display the following Customize Keyboard dialog

box.

List of assignedkeys  Selected Symbol

=T

On the Inserttab,
fook of your docd
cover pages, and
5‘ H diagrams, they al{

1 You can easiy ch
| look for the seled]
textdirectly by ug
using the look frof

To change the o
Layout tab. To ch;
|- Quick Style Set cdl
commands so thd
contained in you!

2

Vord

)
- @

&

Page:lotl | Woeds185 | £
————

I TC Equation *

Specify keypoard sequence
AtelrieC

Currently assgned to: B
Saye changes it Normal dotm
Oescrpdon

Inserts the Copyright character

Press pew shortaut key:

~| e

8]

2 Symbot +

Symbols

¥ LS

{ Close

hus) | tnsest |

[EuRam 1

Assign Button

Shortcut Key Box

Close Button

Step 3 — Now type the selected shortcut key in the shortcut key box. You press Ctrl +
Q and then click the Assign button to assign the shortcut key. You will see that the
selected key will be added in the list of assigned keys. Finally, use the Close button to

close the dialog box.

Step 4 — Now try to type Ctrl + Q using the keyboard directly and you will find that you
are able to type © symbol without going into the symbol dialog box.
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10. Undo Changes in Word 2010

In this chapter, we will discuss how to undo and redo changes in Word 2010. Microsoft
word provides two important features called the Undo and the Repeat or Redo. The
Undo feature is used to undo the previous action and the Repeat or Redo feature is used
to repeat the previous action.

For example, if you mistakenly delete text, you can use the Undo feature to recover it. In
a similar way, if you delete a character and you want to delete more characters then you
can use the Repeat operation.

e How to use Undo & Repeat operations

You can access the Undo and Repeat buttons from the Quick Access toolbar. You should
make a note that the Repeat button is also called Redo button and both the operations
have the same meaning.

Repeat button
Undo button
v T =
L\_Nj d 5 >+ (M |5 Documentl - Microsoft Word =L BS
m Home Insert Page Layout References Mailings Review View Add-Ins & @
2N Calibri (Bod, il *| ESvis AT |[4REE
v . = & | N A #
B 7 v X, %" | @ s EE =
u Al - B { o \/ Styles  Editing
"o Dy » O Ql G v
ragray

-
|
|
B e
3
S o
a ¥

[« 8
Page:1ofl | Words:8 | 6 English (US) | BHNE == 100% (- +

Here is the simple procedure to apply undo or repeat (redo) operations —

Step 1 — Let us type some text in a blank document. Now click the Repeat (Redo) button
and you will see that Word will repeat the same operation for you.
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Step 2-

Text after applying repeat operation

W d9- o= Documentl - Microsoft Word
Home | Insert Pagelayout References Mailings Review | View Adddns & @
. : = 5=
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I © WO > 200 & O ]
g T
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This is testfor undo and repeat operation.This is test for undo and repeatoperation.l ?

- o
: :
4. [ il | »
Page:1of1 | Words:15 | <3 English(us) | [l E = = 100% (=) {} {+)
Now to examine the undo operation, let us delete

the

last

word operation character by character so that you have the following text remaining in

the line.

Text after deleting operation word

r N
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=
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-
3 o
? ¥

\® [ i | >

Pageilofl | Wordsit4 | (B Engishus) | |[El@E = = 100% (0 ()

Step 3 — Let us try to click the Undo button one by one. You will see that Word will

recover all the deleted characters one by one after performing a few undo operations.
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Text after applying undo operation
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~
«
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e Shortcuts to use Undo & Repeat operations

Though you can access the Undo and Repeat commands from the Quick Access toolbar,
but because these commands are the most frequently used commands, we recommend you
memorize their keyboard shortcuts which are as follows —

1

Ctrl + Z Undoes the previous action.

2

Ctrl + Y Repeats the previous action.

Note that if the previous action was Undo, Ctrl+Y redoes the Undone action.
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1. Setting Text Fonts in Word 2010

In this chapter, we will discuss how to set the text fonts and size in Word 2010. Microsoft
word allows you to use different fonts with different size. You can change your
document's appearance by changing the fonts and their size. Usually, you use different
fonts for paragraphs and headings. It is important to learn how to use different fonts. This
chapter will teach you how to change a font and its size in simple steps.

e Change the Font Type & Size

We will understand in brief the font buttons that we will further use in this tutorial.
Following is a screenshot to show you a few font related buttons.

Home tab

Font Size Button

| Font Type Button
|
- - -
™ -t’ s — Documentl - Microsoft Word | & &) l-@‘
“ H¥me | Insert Page fayout  References Mailings Review  View 7 )
= v = e i=" 5= | 30 & o
Eh ®  Ccabri Body) <11~ A" A" Ax- @ === n iREE »n
N oF ] o EEaEE = Eating
3 - . - - - S it
a.le B 7 U - e x, X v-A v M- me 8loq t
Clipd Font - Patagraph .
] On the Inserttab, the galleriesinclude items that are desig -
&l look of your document. You can use these galleries to inser
} cover pages, and other document building blocks. Whenyo
} diagrams, they also coordinate with your current documen
- You can easlly change the formatting of selected textin the
d look for the selected text from the Quick Styles gallery ontl
textdirectly by using the other controis on the Home tab. A v
? | using the look from the current theme or using a format th; E
| o
wl
| To change the overalllook of your document, choose new” ¥l
Page:1ofl | Words:31/185 | <  English (UK) | Insert | +
. T = .

Step 1 — Select the portion of

text the font of which needs to be changed and click

the Home tab. Now click the Font Type button to list down all the fonts available as

shown below.

Font list Font Scroll Bar

f = = T N
W e - = Document] - Microsoft Word Lo | @ -t

ome Insert Page Ljyout References Mailings Review View Add-Ins & 0

== & | Catibri (Body) 1 == ;: =i »
Theme Foots - ‘,I “jl E ; : i lEV t & E k
Cambria = demdi . v 2 Quick Change Editing
A A 12 8 (IR ] 3l q

Calibn
Times New Roman
Arig
Recently Used Fonts
! © Berlin Sans FB
AN Fonty
¥ AdepEngaed LET
O Adobe Crslen oo
O Adibe Cadon P Bl
O Adobe F
0 Adsbe G ta
O Adobe Garamond Pro Bold
© Adobe Heiti Std R
O Adobe Kaiti 5td R

Page:1ofl | Words: 31/185

Styles = Styles ~

nclude items thatare designed to coordinate with the overall ~
1 use these galleries to insert tables, headers, footers, lists,

:nt bullding blocks. When you create pictures, charts, or

with your current document look.

atting of selected textinthe document text by choosinga
the Quick Styles gallery onthe Home tab. You can also format

controls on the Home tab, Most controls offer a choice of 2
+ theme orusing a format that you specify directly. 9
¥
>
& English (UK) | BHNE 2= 100% () . o

e

Step 2 — Try to move the mouse pointer over the listed fonts. You will see that the text

font changes when you move

the mouse pointer over different fonts. You can use
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the Font Scroll Bar to display more fonts available. Finally select a desired font by
clicking over the font name in the list. We have selected MV Boli as the font for our

sample text.

Selected Font type Changed Font
s —— = T =
wWed9-0 Documentl - Microsoft Word =& lﬂ
Home Insert Page Layout References Mailings Reviey View Add-Ins & 0
=% Mveol i - E-EE IR A, % FYY
Q2 B I U-dex, x & |FESEFSE F i
Paste - v |8 A Quick Change iting
- J - % . A A Aa e &2 08T Styles = Styles =
Clipboard & Font . Paragraph Styles
8] - SR SN KNS KN KX KN I N RO S 1 2O KN K X X T ]
| v

| On the Insert tab, the galleries include items that are designed to coordinate *
| with the overall look of your document- You can use these galleries to insert -

‘ . tables, headers, footers, lists, coverpages, and other document bullding blocks. When
| youcreate pictures, charts, or diagrams, they also coordinate with your currentdocument

| look.

2
Page:10f1 | Words:31/185 | G

English (UK) |

You can easily change the formatting of selected textinthe document text by choosinga
look forthe selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by usine the ather contrals on the Home tabh. Mast contrals offer a choice of

[BloR 3= 10% ()

L L N |

»
(+)

Step 3 — Similar way, to change the font size, click over the Font Size button which will
display a font size list. You will use the same procedure to select a desired font size that

you have used while selecting a font type.

Selected Font Size Changed Font Size
= - = = -
W d9-0i= Hocumentl - Microsoft Word =@ w
Home Insert Page layovt References Mailings Reviey View Add-Ins @ o
=4 % MVBoli - 16 E-isVha [ IEESE A/ % A
EFSEY; U-adex, xX & EESES = e
Paste ~ - | a Quick Change iting
> F AY-Ac A A A [ B 8| stytes stylesv |~
Clipboard 7 Font . Paragraph Styles
) R e SR S VS R S AR A KM KB E KM T, )
] v &

5 1 433

vanr rnrrant documant laok.

4
Page:10f1 | Words:31/185 | 5

English (UK) |

’ On the Insert tab, the galleries include items that )]
!? are designed to coordinate with the overall look of
your document- You can use these galleries to insert

tables, headers, footers, lists, coverpages,andotherdocument
building blocks. When you create pictures, charts, or diagrams, they also coordinate with

| EBRRE ==

100% (=)

"o » 4

e Use Shrink and Grow Buttons

You can use a quick way to reduce or enlarge the font size. As shown in the first
screenshot, the Shrink Font button can be used to reduce the font size whereas the Grow
Font button can be used to enlarge the font size.
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Font Grow Button

Fopt Shrink Button

V@!HQ-U'-.- . — "7 Documentl - Microsoft Word I =)
File Home Insert Page Laydut References Mailings Review View @ 0
= = 1= = =" < +
ie) & CalibrifBody) ~ 11 = A A Aa- & =T I=C i E)
Past a W EE N = Editing
e 5 B U -abex x - A B¥lwe | Z-3-) 84w | [
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I?J L""!"“"'A'!l:'l‘ll‘l§|§|<."|‘e<|»9‘7.|.J ?Z
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B On the Insert tab, the galleries include items thatare desig) -
E look of your document. You can use these galleries to inser [ :
" z cover pages, and other document building blocks. Whenyo N
| dlag: theyalso d with your current documen
_ You can easily change the formatting of selected textin the
5 look for the selected text from the Quick Styles galiery ontl
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o
> 3 To change the overall look of your document, choose new” ket
Page:1of1 | Words:31/185 | {4 English (UK) | Insert | { (+)

Try to click either of these two buttons and you will see the effect. You can click a single
button multiple times to apply the effect. Each time you click either of the buttons, it will
enlarge or reduce the font size by 1 point.

e Clear Formatting Options

All of the setting can be reset to plain text, or the default formatting. To reset text to

default settings —

Step 1 — Select the portion of text that you want to reset.

Step 2 — Click the Clear Formatting button in the Home tab Font group, or simply

use Ctrl + SPACEBAR.

Clear Formatting Button

| b B Document] = Microsoft Word | = '@_ﬂ
Home Insert Page Layout Rpferences Maifings Review View o 0
| = H— -
£ oy -1 - A A A @ ETIETUE i e | A
P- i 43 EEFEIE- = |mmng
e g | BL Db x| A% Q- e | &m0 w7
Chpboard Font 0 Paragraph .
'm & IO M S O SR SN R XM NN SCR R SR AR MR K 20 =
— =1 v ¥ ¥ v v ¥ ¥ -
S o
o
i On the Insert tab, the galleries include items thatare desig! -
A look of your di Ye use these gall inser ‘{ :
i 2 cover pages, and other document building blocks. Whenyo =
i 2! theyalso d with your current documen
; You can easlly change the formatting of selected textin the
= look for the selected text from the Quick Styles gallery ontl
& textdirectly by using the other controls on the Home tab. A v
4 using the look from the current theme or using a format th: -
o
118 3 To change the overall look of your document, choose new” E Y
Page:10f1 | Words: 31185 | 4  English (UK) | Insert | { *) .
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2. Text Decoration in Word 2010

In this chapter, we will discuss text decoration in Word 2010. When we use the
term decorate, it means decorate by putting the text in italics, underlining the text or
making it bold to look more fancy and much more. In this chapter, we will also learn how
we can strikethrough a text.

e Making text bold

We use bold text to give more emphasis on the sentence. It is very simple to change a
selected portion of text into bold font by following two simple steps —

Step 1 — Select the portion of text that the font of which needs to be made bold. You can
use any of the text selection methods to select the portion of text.

Step 2 — Click the Font Bold [ B ] button in the Home tab Font group, or simply
use Ctrl + B keys to make the selected portion of text bold.

Home tab
Forllt Bold Button Bold Text
(W] A ‘)i = Document] - Microsoft Word [E=REER)
m Home Insert Page Layout References Mailings Review View Adddns & O
V;W & QQibri Body) - 11 =~ i= A/ % POy
— 3 [B|Z7 U-aex. X & EETES S
R A Aa | K [ B BT | e e [
) Font Paragraph | @ s tyles
—On the Insert tab, the galleries include items that are‘-;uigned to coordinate with "

-
overall look of your document. You can use these galleries to insert tables, headers

diagrams, they also coordinate with your current document look.

v

lists, cover pages, and other document building blocks. When you create pictures, ¢ ”

You can easily change the formatting of selected text in the document text by choo: *
)

- »
| 3 look for the selected text from the Quick Styles gallery on the Home tab. Youcan al
I »

Page:1of1 | Words: 20185 | J  English (US) IEIBRE =2 110% (=) +)

e Making Text Italic

An italic text appears with a small inclination and we use the italicized text to differentiate
it from other text. It is very simple to change the selected text into italic font by following
two simple steps —

Step 1 — Select the portion of text the font of which needs to be italicized. You can use
any of the text selection methods to select the portion of text.

Step 2 — Click the Font Italic [ I ] button in the Home tab Font group, or simply use
the Ctrl + | keys to convert the portion of text in italic font.
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Home tab
Font Italic Button Italic Text
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cover pages, and other document building blocks. When you create pictures, charts |

diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choo:
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e Underline the Text

An underlined portion of text appears with an underline and we use the underlined portion
of text to make it more distinguished from other text. It is very simple to change the
selected text into underlined font by following two simple steps —

Step 1 — Select the portion of text which needs to be underlined. You can use any of the

text selection method to select the portion of text.

Step 2 — Click Font Underline [ U ] button in the Home tab Font group, or simply use

the Ctrl + U keys to put an underline under the text.

Home tab
Font Underline Button Underlined Text

[ [

@' o qi LHES Documentl - Microsoft Word 3'@,

Home Insgrt Page Layout References Mailings Review View Adddns & 0
== % calbn - 11 S .= .iEe EEE & % A
o sz [@Heex x o EEEE =
Paste M = 2 L, Quitk Change Editing
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-
look of document. You can use these galleries to insert tables, headers, footers
cover pages, and other document building blocks. When you create pictures, charts |
diagrams, they also coordinate with your current document look.

v

| You can easily change the formatting of selected text in the document text by choos *
_E look for the selected text from the Quick Styles gallery on the Home tab. You can al ;)
s . I | . § »
Page:1 of1 | Words: 20185 | J  English (US) |[BnE zs 1 (=) {J (+)

e Strikethrough the Text

Strikethrough portion of text will look as if a line has been drawn through the middle of it.
A strikethrough portion of text indicates that it has been deleted and that the portion of
text is not required any more. It is very simple to change a selected portion of text into a
strikethrough portion of text by following two simple steps —
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Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

Step 2 — Click Font Strikethrough fabe button in the Home tab Font group to put a
line in the middle of the text which is called strikethrough the text.

Home tab
Font Strikethrough Button Strikethrough Text
=
™ "7& vl= Document] - Microsoft Word =N E‘ﬂ
m Home Insert Page Layout  References  Mallings  |Review View Addins o @
L & (Catioi oy ‘u -] E-E- A A »
J«J B JZ U-dx x & ESEES- = £ =
Paste o e | ) A Quick Change iting
v J e A TAav | A A (MTT a - Bl g Styles » Styles ~
lipboard T Font : Paragraph Styles
] O S VA S PO T R S i S8 R BB X S VRO P R i
: : ; ' i : v -
On-the b T ST \ N fored 5 ITTD
loak-ofyourdocument: You can use these galleries to insert tables, headers, footers

cover pages, and other document building blocks. When you create pictures, charts
diagrams, they also coordinate with your current document look.

v
You can easily change the formatting of selected text in the document text by choo: *
| look for the selected text from the Quick Styles gallery on the Home tab. You can al ;
4
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3. Change Text Case in Word 2010

In this chapter, we will discuss how to change text cases in Word 2010. You can also
capitalize a character you are typing by pressing and holding the SHIFT key while you
type. You can also press the CAPS LOCK to have every letter that you type capitalized,
and then press the CAPS LOCK again to turn off capitalization.

e Change Text to Sentence Case

A sentence case is the case where the first character of every sentence is capitalized. It is
very simple to change the selected portion of text into sentence case by following two
simple steps —

Step 1 — Select the portion of text that that needs to be put in sentence case. You can use
any of the text selection methods to select the portion of text.

Step 2 — Click the Change Case button and then select the Sentence Case option to
capitalize the first character of every selected sentence.
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Home tab Change Case Options

Change Case Button Sentence Case Text
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e Change Text to Lowercase

Changing text to lowercase is where every word of a sentence is in lowercase. It is very
simple to change a selected portion of text into lowercase by following two simple steps —

Step 1 — Select the portion of text that needs to be put in lowercase. You can use any of
the text selection methods to select the portion of text.

Step 2 — Click the Change Case button and then select Lowercase option to display all
the selected words in lowercase.

Home tab Change Case Options
Change Case Button Lower CaseText
@dﬂ-*‘: - 1 - L Dotumend-Mkr»sohWoﬂ? |M
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e Change Text to Uppercase

This is where every word of a sentence is in uppercase. It is very simple to change
selected text into uppercase by following two simple steps —

Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.
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Step 2 — Click the Change Case button and then select UPPERCASE option to display
all selected words in all caps. All characters of every selected word will be capitalized.

Home tab Change Case Options

Change Case Button Upper Case Text
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e Capitalize Text

A capitalize case is the case where every first character of every selected word is in
capital. This is very simple to change selected text into capitalize by following two simple
steps —

Step 1 — Select the portion of text that needs to be capitalized. You can use any of the text
selection method to select the portion of text.

Step 2 — Click the Change Case button and then select the Capitalize Each Word option
to put a leading cap on each selected word.

Home tab Change Case Options
Change Case Button Capitalize Each Word Text
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e Toggle the Text

The Toggle operation will change the case of every character in reverse way. A capital
character will become a character in lower case and a character in lower case will become
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a character in upper case. It is very simple to toggle case of the text by following two
simple steps —

Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

Step 2 — Click the Change Case button and then select the tOGGLE cASE option to
change all the words in lowercase into words in uppercase; the words in uppercase words
change to words in lowercase.

Home tab Change Case Options
Change Case Button Toggle case text
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4. Change Text Color in Word 2010

In this chapter, we will discuss how to change text colors in Word 2010. We will also
understand how to mark text which should look like it was marked with a highlighter pen.
In addition, we will learn how to apply different effects on portions of text.

e Change Font Colors

The text that we type comes in black by default; you can always change the color of the
font to a color of your choice. It is very simple to change the text color by following two

simple steps —
Step 1 — Select the portion of text the font color of which needs to be changed. You can
use any of the text selection method to select the portion of text.

Step 2 — Click the Font Color button triangle to display a list of colors. Try to move your
mouse pointer over different colors and you will see the text color will change
automatically. You can select any of the colors available by simply clicking over it.

If you click at the left portion of the Font Color button, the selected color gets applied to
the text automatically; you need to click over the small triangle to display a list of colors.
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Home tab Font Color Button Changed Font Color
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List of Colors
More Colors Option

If you do not find a color of your choice, you can use the More Colors option to display
the color pallet box which allows you to select a color from a range of colors.

e Highlight Text with Colors
You can highlight a selected portion of text using any color and it will look like it was

marked with a highlighter pen. Usually we highlight a text using yellow color. It is very
simple to highlight a portion of text with a color by following two simple steps

Step 1 — Select the portion of text that needs to be highlighted with color. You can use
any of the text selection method to select the portion of text.

Step 2 — Click the Text Highlight Color button triangle to display a list of colors. Try to
move your mouse pointer over different colors and you will see the text color changes
automatically. You can select any of the colors available by simply clicking over it.

If you click at the left portion of the Text Highlight Color button, then the selected color
gets applied to the portion of text automatically; you need to click over the small triangle
to display a list of colors.
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o Apply Text Effects

Microsoft word provides a list of text effect which add to the beauty of your document,
especially to the cover page or the headings of the document. This is very simple to apply
various text effects by following two simple steps —

Step 1 — Select the portion of text that you want to change to a bold font. You can use any
of the text selection method to select the portion of text.

Step 2 — Click the Text Effect button to display a list of effects including shadow,
outline, glow, reflection etc. Try to move your mouse pointer over different effects and
you will see the text effect will change automatically. You can select any of the text effect
available by simply clicking over it.

Text witl

Effect
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5. Text Alignments in Word 2010

In this chapter, we will discuss text alignments in Word 2010. There are four types of
paragraph alignment available in Microsoft Word — left-aligned, center-aligned, right
aligned, and justified.

Left-Aligned Text

A paragraph's text is left aligned when it is aligned evenly along the left margin. Here is a
simple procedure to make a paragraph text left-aligned.

Step 1 — Click anywhere on the paragraph you want to align and click the Align Text
Left button available on the Home tab or simply press the Ctrl + L keys.
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e Center Aligned Text

A paragraph's text will be said center aligned if it is in the center of the left and right
margins. Here is a simple procedure to make a paragraph text center aligned.

Step 1 — Click anywhere on the paragraph you want to align and click the Center button
available on the Home tab or simply press the Ctrl + E keys.
Home tab Center Button Center Aligned Paragraph

Docurmient? - Microsoft Word
&
\

¢ Right-Aligned Text

A paragraph's text is right-aligned when it is aligned evenly along the right margin. Here
is a simple procedure to make a paragraph text right-aligned.
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Step 1 — Click anywhere on the paragraph you want to align and click the Align Text
Right button available on the Home tab or simply press the Ctrl + R keys.

look of your document. You can use these gall to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look. On the Insert tab, the
galleries include items that are designed to coordinate with the overall look of your
document. You can easily change the f g of sel d text in the de text by
choosing a look for the selected text from the Quick Styles gallery on the Home tab. You can
also format text directly by using the other controls on the Home tab. Most controls offer a
choice of using the look from the current theme or using a format that you specify directly.
On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these gall to Insert tables, headers, footers, lists,
cover pages, and other document building blocks. To change the overall look of your
document, choose new Theme elements on the Page Layout tab. To change the looks
available in the Quick Style gallery, use the Change Current Quick Style Set command.
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e Justified Text

A paragraph's text is justified when it is aligned evenly along both the left and the right
margins. Following is a simple procedure to make a paragraph text justified.

Step 1 — Click anywhere on the paragraph you want to align and click the Justify button
available on the Home tab or simply press the Ctrl + J keys.
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On the Insert tab, the galleries include items that are designed to coordinate with thymnll
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
g they also with your current document look. On the Insert tab, the
galleries include items that are designed to coordinate with the overall look of your
document. You can easily change the formatting of selected text in the document text by
choosing a look for the selected text from the Quick Styles gallery on the Home tab. You can
also format text directly by using the other controls on the Home tab. Most controls offer a
choice of using the look from the current theme or using a format that you specify directly.
On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. To change the owverall look of your
document, choose new Theme elements on the Page Layout tab. To change the looks
available in the Quick Style gallery, use the Change Current Quick Style Set command.

™ .

WEE 2§ 10% (o)

(+)

TR E AN )
i ]

-0 w4

5]

When you click the Justify button, it displays four options, justify, justify low, justify
high and justify medium. You need to select only the justify option. The difference
between these options is that low justify creates little space between two words, medium
creates a more space than low justifies and high creates maximum space between two
words to justify the text.
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6. Indent Paragraphs in Word 2010

In this chapter, we will discuss the how to indent paragraphs in Word 2010. As you know
the margin settings determine the blank space that appears on each side of a paragraph.
You can indent paragraphs in your document from the left margin, the right margin, or
both the margins. This chapter will teach you how to indent your paragraphs with or
without the first line of the paragraphs.

e Left Indentation

Left indentation means to move the left edge of the paragraph inward towards the center
of the paragraph. Let us use the following steps to create left indentation.

Step 1 — Click anywhere on the paragraph you want to indent left and click the Increase
Indent button available on the Home tab or simply press the Ctrl + M keys. You can
click multiple times to create deeper indentation.

Home tab Decrease Indent Button
| Inclrease Indent Button
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On the Insert tab, the galleries include items that are designed to coordinate o
Left Indent  With the overall look of your document. You can use these galleries to insert

tables, headers, footers, lists, cover pages, and other document building

blocks. When you create pictures, charts, or diagrams, they also coordinate

with your current document look.

‘| You caneasily change the formatting of selected text in the document text by choosing a
-| look for the selected text from the Quick Styles gallery on the Home tab. You can also format =
text directly by using the other controls on the Home tab. Most controls offer a choice of

using the look from the current theme or using a format that you specify directly.
L
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Step 2— You can remove left indentation by clicking the Decrease Indent button
available on Home tab or simply press Ctrl + Shift+ M keys. You can click multiple
times to remove deeper indentation.

You can also use the Paragraph Dialog Box to set left and right indentations. We will
see this dialog box in the last section of this chapter.

e Right Indentation

Right indentation means to move the right edge of the paragraph inward towards the
center of the paragraph. Let us use the following steps to create right indentation.

Step 1 — Click anywhere on the paragraph you want to indent and then click on the
Increase Right Indent spinner available on the Page Layout tab. You can click on the
spinner multiple times to create deeper indentation. You can use the Left Indent spinners
as well to set left indentation from the same place.
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Page Layout tab

Increase Right Indent Spinner
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Decrease Right Indent Spinner

Step 2— You can remove right indentation by clicking the Decrease Right
Indent spinner in the opposite direction.

You can also use the Paragraph Dialog Box to set the left and the right indentations. We
will see this dialog box in the next section.

e First Line Indentation

You can move the left side of the first line of a paragraph inward toward the center. Let us
see the procedure to perform first line indentation.

Step 1- Click anywhere on the paragraph you want to indent right and click
the Paragraph Dialog Box launcher available on the Home tab.

Step 2 — Click the Before Text spinner to set left indentation and select the First Line
Option to move the left side of the first line of a paragraph inward toward the center. You
can control the movement by setting the Indentation Unit. A preview box will give only
the idea and not the indentation status.
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First Line Option
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e Hanging Indentation

You can move the left side of the first line of a paragraph leftward, away from the center

which is called the hanging indentation. Let us see the procedure to perform hanging
indentation.

Step 1- Click anywhere on the paragraph you want to indent right and click
the Paragraph Dialog Box launcher available on the Home tab.

Step 2— Click the Before Textspinner to set left indentation and select Hanging
Option to move the left side of the first line of a paragraph leftward, away from the
center. You can control the movement by setting the Indentation Unit. A preview box
will give only the idea and not the indentation status.
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Hanging Option
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You can use the After Text spinner to set the right indentation. You can try it yourself.

7. Create Bullets in Word 2010

Microsoft word provides bullets and numbers to put a list of items in a nice order. This
chapter will teach you simple steps to create either the bulleted or the numbered lists in
simple steps.

e Create a List from Existing Text
This is very simple to convert a list of lines into a bulleted or numbered list. Following are

the simple steps to create either bulleted list or numbered list.

Step 1 — Select a list of text to which you want to assign bullets or numbers. You can use
any of the text selection method to select the portion of text.

Step 2 — Click the Bullet Button triangle to display a list of bullets you want to assign to
the list. You can select any of the bullet style available by simply clicking over it.
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Step 3 — If you are willing to create a list with numbers, then click the Numbering
Button triangle instead of the bullet button to display a list of numbers you want to assign
to the list. You can select any of the numbering style available by simply clicking over it.
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e Create a List as You Type
You can create a bulleted list as you type. Word will automatically format it according to
your text. Following are the simple steps to create bulleted list as you type.

Step 1 — Type *, and then either press the SPACEBAR or press the TAB key, and then
type the rest of what you want in the first item of the bulleted list.

Step 2— When you are done with typing, press Enterto add the item in the list
automatically and go to add next item in the list.

Step 3 — Repeat Step 2 for each list item.
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Bulleted List created as you type

You can create a numbered list as you type. Word will automatically format it according
to your text. Following are the simple steps to create numbered list as you type.

Step 1 — Type 1, and then either press the SPACEBAR or press the TAB key, and then
type the rest of what you want in the first item of the numbered list.

Step 2— When you are done with typing, press Enterto add the item in the list
automatically and go to add next item in the list.

Step 3 — Repeat Step 2 for each list item.
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You can create sub-lists. These sub-lists are called multi-lists. It is simple to create
sublists; press the Tab key to put items in sub-list. You can try it yourself.

8. Set Line Spacing in Word 2010

In this chapter, let us discuss how to set line spacing in Word 2010. A line spacing is the
distance between two lines in a Microsoft Word document. You can increase or decrease
this distance as per your requirement by following a few simple steps. This chapter will
explain how to set the distance between two lines as well as how to set the distance
between two paragraphs.

e Spacing between Lines

Following are the simple steps to adjust spacing between two lines of the document.

Step 1 — Select the paragraph or paragraphs for which you want to define spacing. You
can use any of the text selection method to select the paragraph(s).

Step 2 — Click the Line and Paragraph Spacing Button triangle to display a list of
options to adjust space between the lines. You can select any of the option available by
simply clicking over it.
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e Spacing between Paragraphs

You can also set distance between two paragraphs. Following are the simple steps to set

this distance.

Step 1 — Select the paragraph or paragraphs for which you want to define spacing and

click the Paragraph Dialog Box launcher available on the Home tab.

Step 2 — Click the Before spinner to increase or decrease the space before the selected
paragraph. Similar way, click the After spinner to increase or decrease the space after the

selected paragraph. Finally, click the OK button to apply the changes.
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You can use the Line Spacing option available at the dialog box to set line spacing as we

After Spinner

Preview Box

have seen in previous example. You can try it yourself.
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9. Borders and Shades in Word 2010

In this chapter, we will discuss how to work on borders and shades in Word 2010.
Microsoft Word allows you to place a border on any or all of the four sides of selected
text, paragraphs, and pages. You can also add different shades to the space occupied by
the selected text, paragraphs, and pages. This chapter will teach you how to add any of the
borders (left, right, top or bottom) around a text or paragraph or a page and how to add
different shadows to them.

e Add Borders to Text

Following are the simple steps to add border to any text or paragraph.

Step 1 — Select the portion of text or paragraph to which you want to add border. You can
use any of the text selection method to select the paragraph(s).

Step 2 — Click the Border Button to display a list of options to put a border around the
selected text or paragraph. You can select any of the option available by simply clicking
over it.

Home tab Border Options Border Button
|
'E "~ ¢ < Documentl « Mifrosoft Word =1 &) % 5
! File Home Insert Page Layout Refetences Mafings Revew View Agddns o6
Il 531 % CalbniBooy - EER S ERR T B 2 A/ A% n
— 43 B Z U-adex, x' ¥ EF¥ 3N-|s A
P S R A a | AW 5 | B - 41 0| e Soanoe (FOT0
A e I gottom Border -
Y| =5.4 i 2 3 = Top Border $+ 1y TR+ 1 14 sy :(j']
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look of your document. | Right Border 2 Iinsert tables, headers, footers, lists,
cover pages, and other 0 hen you create pictures, charts, or

diagrams, they also coo; (5 21 Bo jument look.

[0 Outside Borders
You can easily change tl + in the document text by choosing a

look for the selected te> ry on the Home tab. You can also format

Insige )
text directly by using the B tab. Most controls offer a choice of
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using the look from the. [nat that you specify directly.

To change the overall lc new Theme elements on the Page
Layout tab. To change t 5= Horigontal Line k Style gallery, use the Change Current
Quick Style Set commar, 2 0
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nd the Quick Styles gallery provide reset .
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Border and Shading option

Step 3 — Try to add different borders like left, right top or bottom by selecting different
options from the border options.
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Home tab Applied Border Border Button
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On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,

- cover pages, and other document building blocks. When you create pictures, charts, or

diagrams, they also coordinate with your current document lock.

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format

v
N
i~ text directly by using the other controls on the Home tab. Most controls offer a choice of =
o
\ using the look from the current theme or using a format that you specify directly. .
4 P = »
|| Papes1of2 | Words326 | <. English U.S) | insert | AN 38 1% (=) o +

Step 4 — To delete the existing border, simply select the No Border option from the
border options.

Note — You can add a horizontal line by selecting the Horizontal Line option from the
border options. Otherwise type --- (three hyphens) and press ENTER. A single, light
horizontal line will be created between the left and the right margins.

e Add Borders to Page

You can add borders of your choice to word pages by following the steps given below.

Step 1 — Click the Border Button to display a list of options to put a border. Select
the Border and Shading option available at the bottom of the list of options as shown in
the above screenshot. This will display a Border and Shading dialog box. This dialog
box can be used to set borders and shading around a selected text or page borders.

Home tab page Bordertab Border Button
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Step 2 — Click the Page Border tab which will display a list of border settings, styles and
options whether this border should be applied to the whole document or just one page or

the first page.

Step 3 — You can use the Preview section to disable or enable left, right, top or bottom
borders of the page. Follow the instruction given in the preview section itself.

Step 4 — You can customize your border by setting its color, width by using different art

available under the style section.

Hometab page Bordertab
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On the Insert tab, the galleries include items that are designed to coordinate with the overal

ook of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document bullding blocks. When you create pictures, charts, of
dagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choosing #

look for the selected text from the Quick Styles gallery on the Home tab. You can alse format

text directly by using the other controls on the Home tab, Most controls offer a choice of
using the fock from the current thesme or using a format that you specify directly,

To change the overall lock of your document, choose new Theme elements on the Page

Layout tab, To change the locks avallable in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset

commands 30 that you can always restoce the look of your document to the original
contained Inyour current template |

D Angln L) | et 193 I m
— -

110% (=

e Add Shades to Text

The following steps will help you understand how to add shades on a selected portion of

text or a paragraph(s).
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Step 1 — Click the Border Button to display a list of options to put a border. Select
the Border and Shading option available at the bottom of the list of options as shown in
the above screenshot. This will display a Border and Shading dialog box. This dialog
box can be used to set borders and shading around a selected portion of text or page

borders.
Home tab Shading tab Border Button
l Preview Section
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Shading Style, Color shade Application Options

Step 2— Click the Shading tab; this tab will display the options to select fill,
color and style and whether this border should be applied to a paragraph or a portion of

text.

Step 3 — You can use the Preview section to have an idea about the expected result. Once
you are done, click the OK button to apply the result.

Home tab Applied Shading
=
@Hﬂ'b = Documentl - Microsoft Word l=l®
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| insert |

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

.- 0 =4

Page1of2 | Words 326 | b Engiih (US)
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10. Set Tabs in Word 2010

In this chapter, we will discuss how to set tabs in Word 2010. Microsoft Word tabs help in
setting up information properly within a column. Word enables you to set left, center,
right, decimal, or bar tabs to line up columnar information. By default, Word places tabs
every .5 inch across the page between the left and right margins.

SNo Tab & Description
1 Left
Left-aligns text at tab stop and this is the default tab.
2 Center
Centers text over tab stop.
3 Right
Right-aligns text at tab stop.
4 Decimal
Aligns numbers at decimal point over tab stop.
5 Bar

Creates a bar to separate the text.

e Setting a Tab

Following are the simple steps to set the center and the right tabs in a Word document.
You can use similar steps but different tabs to set up decimal and bar tabs.

Step 1 — Type some text that you want to line up with the tab stops. Press the Tab key
only once between each column of information you to want to line up. | typed the
following three lines.

Tab button Three columns separated by simple Tab key

Ad
aasbceoe| aamocex AaBE . A B

Againlefttab  Again center tab Again right tab

Left Aligned Center Aligned Right Aligned

<D Engen s

Step 2 — Select a tab type using the Tab button; assume the center tab and finally select
the paragraph or paragraphs the tabs of which you want to set. Next click the ruler where
you want the tab to appear, a tab will appear at the ruler where you just clicked and the
selected portion of text will be adjusted in the center.
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Tab button

A centertab appears

| Paged o | Worse 2227 | < Englah MS) | Bwert

aasibceor| asevccx AABE | 7
1% TheSpae.  Headingt -

This is left tab This is center tab  This is right tab
Again left tab Again center tab  Agaln right tab
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Step 3 — Now select the right tab using the Tab Button and click the ruler at the right
side where you want to align the text at the right side. A right tab will appear at the ruler
where you just clicked and the selected portion of text will be right-aligned.

Tab button

A centertab appears

Aright tab appears
|
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e Moving a Tab

You can move an already set tab at a particular location by following the steps given

below.

Step 1 — Click just before the line for which you want to change the tab setting. Drag the

tab sign available at the ruler to the left or right.
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'l'?b button tab appears here after move
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Text after setting tab

Step 2 — A vertical line marks its position as you drag and when you click and drag a tab,

the text moves with the tab.

Taiib button tab appears here after move
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11. Apply Formatting in Word 2010

In this chapter, we will discuss how to copy and apply formatting in Word 2010. If you
already have a well formatted portion of text and you want to apply similar formatting to
another portion of text, then Microsoft Word provides a feature to copy and apply a
format from one portion of text to another portion of text. This is very useful and a time
saving operation.

Copy and Apply of text formatting works for various text attributes; for example, text
fonts, text colors, margins, headings, etc.

e Copy and Apply Text Formatting

The following steps will help you understand how to copy and apply text formatting from
one portion of text in your document to another portion of text in your document.

Step 1 — Select the portion of text containing the formatting that you want to copy. I have
selected a text which has bold and underlined font as shown below.

Format Painter
Home tab Bold and Underlined Text

e N
- QL—.- Documentl - Microsoft Word = h ) S
Insert Pige Layout Refere Mailin Review  View Add.Ins & 6
=0 K Calibri (Body) vil ~lEEefEriae | iR \ )
~‘ ; Sy A
- Bl Z Ude 3, XX & EEZIE- =
Paste Q Change Editing
- ¥ - W-A-A- A a0y s ’

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
-

.| text directly by using the other controls on the Home tab. Most controls offer a choice of
-| using the look from the current theme or using a format that you specify directly.

4
Page:lofl | Words:53185 | 4 English (US) | Insert 123 {55 R 110% (- +

Step 2 — click the Home tab and click the Format Painter button to copy the format of
the selected text. As soon as you click the format painter button, the mouse pointer
changes to a paint brush when you move the mouse over your document.

Step 3 — Now you are ready to apply the copied text format to any of the selected text. So
select a text using mouse where you want to apply the copied text format. While selecting
a portion of text, you have to make sure that your mouse pointer is still in paint brush
shape. After selecting the text, just release the right-click button of the mouse and you
will see that newly selected text is changed to the format used for the original selection.
You can click anywhere outside the selection to continue working on your document for
further editing.
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Format Painter
Hometab  Bold and Underlined Text
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Text after copy and apply format operation

e Copy and Apply Text Formatting multiple times

Step 1 — If you are intended to apply formatting at multiple places, then you will have to
double-click the Format Painter button while copying the text format. Later on, you just
keep selecting the text where you want to apply the text formatting.

Step 2 — When you are done with applying formatting at all the places, click Format
Painter to come out of the format applying operation.
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College of Pharmacy

Jamal Ali Hammad
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Chapter Four
Formatting Pages
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1. Adjust Page Margins in Word 2010

In this chapter, we will discuss how to adjust page margins in Word 2010. Margins are the
space between the edge of the paper and the text. You can adjust the right, left, top, and
bottom margins of your document. By default, Word sets all margins left, right, top, and
bottom to 1 inch.

In the screenshot given below, | have shown top, left and right margins, if you will type
the complete page, word will leave 1-inch bottom margin as well.

Wdo-0 s Documentd - Microsolt Word =) .

¢ ' .. p SET R
v L R ETam = AaBbCcc | AsBbCee AaBbC: | ;A "
e s B 7 U dx x WA Bole &- TR * toow .

Top Margin

look of your &

cover pages, 8

diagrams, they also coordinate w

lected text from the Quick Styles gallery on the e tab. You can also format €2
Left Margin text directly by using the other controls on the Home tab, Most controls offer a choice of Right Margin|

l| using the look from the current theme ce using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page

e in the Quick Style gallery, use the Change Current

Page ot | Weeds 183 | \F  Eaghh a15) | tnsert T 130% (=

e Adjust Margins

The following steps will help you understand how to set margins for an open document.

Step 1 — Open the document the margins of which need to be set. If you want the margins
to be applied only to a selected part of a document, select that particular part.

Step 2 — Click the Page Layout tab, and click the Margins button in the Page Setup
group. This will display a list of options to be selected but you have to click the Custom
Margins option available at the bottom.

You can also select any of the predefined margins from the list, but using custom margins
option you will have more control on all the settings.

-85-



Microsoft Office Word 2010

Jamal Ali Hammad

Margin Button  page Layout tab
I l Documentl - Microsoft Word ) T o ) |
Intert | Pageldycut | References  Mailtings  Revew  View  Add-dns P(7)
\d 2y Orientation » w23~  |A) Watermark =  Indent Spadng o
=X (3] = [ size - 3+ $Mpagecolors EROm T i2om =
Themes Marging = C ~ - Arrange
- [0] P B8 Columns o2+ ) PageBorders I Oem + salopt -
1] Normal i ckground Paragraph
‘ | Top: 254 ¢m  Bottom: 2,54 ¢m ;T g6 NN SRS RS T RIS Ty KRN KRR LK 7 | 5 i)
| Left: 318cm Right: 318cm |° : ¥l
(E==E] | -
Narrow tems that are designed to coordinate with the overall !
| Top:  127¢cm  Bottom: 1.7 ¢m isg galleriesto insert tables, headers, footers, lists,
Left: 1.27¢m  Right 127 em |
| - ing blocks. When you create pictures, charts, or
il o Moderate ir current document look.
Top: 254cm  Bottom: 2.54 cm !
{l Left: 191 em Right 191 cm |selected textin the document text by choosing a |
) |k Styles gallery on the Home tab. You can also format I
MEm ¥g’:¢ 2siem  Bottom: 254 cm | ON the Home tab. Most controls offer a choice of
‘ ‘ ‘ il Left:  508cm Right: 508 cm Dr using a format that you specify directly.
v Mirored ent, choose new Theme elements on the Page 1
:]_\] Ir?s%r ;?g :: gt‘::ﬁ"eiﬁ :z ‘Ie in the Quick Style gallery, use the Change Current
: mes gallery and the Quick Styles gallery provide reset v !
l Custom Margins... ire the look of your document to the original s |
ij{*awnrauw( YO Canveni wEripiae; : ‘: l
‘ ) »
Page:1otl | Worlts: 53185 | U English (US) | lnsert | [(BVE 3 = 110% () v ;g%

Custom Margins Option

Step 3 — You will have to display a Page Dialog Box as shown below where you can set
top, left, right and bottom margins under the Margins Tab. Select the Apply to: option to
apply the margin on selected text or complete document.

Margin Button  Margins tab Page Dialog Box
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Step 4 — If you are going to bind the document and want to add an extra amount of space
on one edge for the binding, enter that amount in the Gutter text box, and select the side
the gutter is on with the Gutter Position drop-down list. After setting all the desired
values for all the margins, click the OK button to apply the margins.
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2. Header and Footer in Word 2010

In this chapter, we will discuss how to add header and footer in Word 2010. Headers and
footers are parts of a document that contain special information such as page numbers and
the total number of pages, the document title, company logo, any photo, etc. The header
appears at the top of every page, and the footer appears at the bottom of every page.

e Add Header and Footer

The following steps will help you understand how to add header and footer in a Word
document.

Step 1-— Click the Insert tab, and click either the Header button or the Footer
button that which needs to be added first. Assume you are going to add Header; when
you click the Header button it will display a list of built-in Headers from where you can
choose any of the headers by simply clicking on it.

Inserttab Header & Footer Buttons
r - >
wWd9-0s l' Documentl - Mitrosoft Word =SUC !ﬁ‘
m Home Insert Page Layout Fefe'tn:e:\ Mailings Review View Addins o @
2 ———-I E ™ P @  d Header- A | dQuickpatst B o }
T — - soter * = Wordart 53
Pages  Table Pt Text 4 ?  symbols
. yge Number *  goy v "o - -
pap——— =
L ' ‘ - X
On the Insert ju=- hat are designed to coordinate with the overz "
| look of your —peteee leries to insert tables, headers, footers, lists,
cover pages, |, cks. When you create pictures, charts, or

.| diagrams, the 2nt document look.

You can easil swe te rae ed text in the document text by choosing a
| look for the < L s gallery on the Home tab. You can also form: ¥
text directly |, + Home tab. Most controls offer a choice of t |
using the loo [ P— -3 a format that you specify directly. 3
4 R} oo s >
Page:1 of1 | Words * T T BEdas 10% (- +
| m—— ad)

[ !

Edit Header option Built-in Header styles

Step 2 — Once you select any of the headers, it will be applied to the document in editable
mode and the text in your document will appear dimmed, Header and Footer
buttons appear on the Ribbon and a Close Header and Footer button will also appear at
the top-right corner.
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Header & Footer Buttons
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Step 3 — Finally, you can type your information whatever you want to have in your
document header and once you are done, click Close Header and Footer to come out of
the header insertion mode. You will see the final result as follows.

Final Document Header
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| look of your document. You can use these galleries to insert tables, headers, footers, lists, ¥
cover pages, and other document building blocks. When you create pictures, charts, or

(o]
~| diagrams, they also coordinate with your current document look. s
4
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You can follow a similar procedure to add footer in your document.

e Edit Header and Footer

The following steps will help you understand how to edit the existing header or footer of
your document.

Step 1 — Click the Insert tab, and click either the Header button or Footer button or
whatever you want to edit. Assume you are going to edit the Header, so when you click
the Header button it will display a list of options including the Edit Header option.
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Edit Header option  Built-in Header styles

Step 2 — Click on the Edit Header option and Word will display the editable header as

shown in the following screenshot.

Editable Header Close Header and Footer

”~

Wid9-0l= Documentl. - Microfoft Word =)
n Home Insert Page layout References Mailings Review View Add.Ins | A 1 o 0

— -t @ g -
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N |
0[] [; Title| v
- Word Training Documenf '

I=ll "On the insert tab, the galleries include items that are designed to coordinate with the & over:
Tl look of your document. You can use these galleriesto insert tables, headers, footers, lists, ¥

- *
e cover pages, and other document building blocks. When you create pictures, charts, or o
| diagrams, they also coordinate with your current document look. M

< | ™ ] ) Wi

Page:10f1 | Words:185 | O English (UK) | Insest Bloga s v Cr—0—@)

Step 3 — Now you can edit your document header and once you are done, click Close

Header and Footer to come out of the edit header mode.

You can follow a similar procedure to edit the footer in your document.
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3. Add Page Numbers in Word 2010

In this chapter, we will discuss how to add page numbers in Word 2010. Microsoft Word
automatically assigns page numbers on the pages of your document. Typically, page
numbers are printed either in header or footer but you have the option that can display the

page number in the left or right margins at the top or the bottom of a page.

e Add Page Numbers

Following are the simple steps to add page numbers in a Word document.

Step 1 — Click the Insert tab, and click the Page Number button available in the header
and footer section. This will display a list of options to display the page number at the top,

bottom, current position etc.

Inserttab Option Menu Page Number Button

4

ij HB9-0|s cumentl - Microsoft Word & ﬂ
n Home | Insert | Page Layo References  Maifngs  Review  View  Adddns o @
] 9 D B 4 H v Quick Parts * . |
) = .J a [ } ) 2, 2 Header A & Quick Parts = &% Q ‘
— Hd 4l Footer~ Awordan- 5}
Pages  Table Picture Cip Shapes Links Text Symbols
- . Art - @ . ) Page Number ~  gox~ " -
— Hiustration |8 Top of Page
IS 3 Y |3] Bottom of Page j
| On the Insert tab, the ga =] Page Margins * Jesigned to coordinate with the ove
1
A look of your document. 4 B Current Position » insert tables, headers, footers, lists ‘
cover pages, and other ¢ & Format Page Numbers., 2N YOU create pictures, charts, or

Page:1ofl | Words:185 | G  English (US) | Insert MHE 3 = 10% - +

diagrams, they also coor = ment look.

Remove Page Numbers

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also for

text directly by using the other controls on the Home tab. Most controls offer a choice of *
o

using the look from the current theme or using a format that you specify directly. p

Step 2— When you move your mouse pointer over the available options, it displays
further styles of page numbers to be displayed. For example, when | take the mouse

pointer at the Bottom of Page option it displays the following list of styles.

Inserttab Option Menu Page Number Button

@J o9~ 5 i, ocument] - Microsoft Word B ‘g‘
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P— . (] Bottom of Page L e
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[———- & FormatPage Numbers.. 2N YOU Create pictures, charts, or
‘ 1 :}\ Remove Page Numbers ment look.

e formatting of selected text in the document text by choosing a ‘
‘ t from the Quick Styles gallery on the Home tab. You can also for
other controls on the Home tab. Most controls offer a choice of *
‘ :urrent theme or using a format that you specify directly. :J |

! glish (US) | Insert P& 232 B 110% (- -

Page Number Styles
I
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Step 3 — Finally, select any one of the page number styles. I selected the Accent Bar
1 style by clicking over it. You will be directed to the Page Footer modification mode.
Click the Close Header and Footer button to come out of the Footer Edit mode.

You can format your page numbers using the Format Page Numbers option available

under the listed options.

Header & Footer Buttons

Close Header and Footer

Inserttab
=
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b
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Inserted Page Number

e Remove Page Numbers

The following steps will help you remove page numbering from a Word document.

Step 1 — Click the Insert tab, and click the Page Number button available in the header
and footer section. This will display a list of options to display page number at the top,
bottom, current position, etc. At the bottom, you will have the Remove Page
Numbers option. Just click this option and it will delete all the page numbers set in your
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4. Insert Blank Pages in Word 2010

In this chapter, let us discuss how to insert blank pages in Word 2010. A blank page is a
page which does not have any text or any other content over it. This chapter will also
make you understand how to delete a blank page from your Microsoft Word document.

e Insert Blank Pages

Following are the simple steps to insert blank page in a word document.

Step 1 — Bring your insertion point immediately before the text where you want to insert

a blank page.

Step 2 — Click the Insert tab, and click the Blank Page button available in the Pages

group.

Blank Page Button
| lnselrttab

|«
fage 1

Wdp-os i,
Home | et | Pogetlayout
a) Congl page + 3 ’
| sl B
. Op
reat

On the Insert tab, the galleriesinclude items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,

b1 | Weeds: 185 | 5 English .S | dnsent

Document - Microsoft Word

diagrams, they also coordinate with your current document look,

183 3

cover pages, and other document building blocks, When you create pictures, charts, or

Pou can easily change the formatting of selected text In the document text by choosing a
Aok for the selected text from the Quick Styles gallery on the Home tab, You can also format
lext directly by using the other controls on the Home tab. Most controls offer a choice of
sing the look from the current theme or using a format that you specify directly.

o 0N (-~

Kole

Insertion Point

Word inserts a new blank page and moves all the text after the page break onto a new

page.

Blank Page Button
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.
°
. .
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Blank Page
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e Delete Blank Pages

The following steps will help you delete blank page from a Word document.

Step 1-— Click the Home tab, and click the Show/Hide 9 paragraph marks button
available in the Paragraph group or simply press the Ctrl + Shift + * keys. This will
display all the page breaks as shown below —

Home tab Show/Hide 4] Button

Page 2014 | Words:185 | 5  Englsh US) | infent

Page Break Mark

Step 2 — Bring your cursor immediately before the Page Break mark available on the
blank page and press the Delete Key. This will delete the blank page and again you can
click the Show/Hide  paragraph marks button to hide all the paragraph marks.

5. Cover Pages in Word 2010

In this chapter, we will discuss Almost all the good documents and books have an
attractive first page that includes the document title, its subject, author and publisher name
etc. This first page is is the Cover Page and Microsoft Word provides an easy way to add
a cover page.

e Add Cover Pages

Following are the simple steps to add a cover page in a Word document.

Step 1 — Click the Insert tab, and click the Cover Page button available in the Pages
group. This will display a list of Built-in Cover Pages as shown below.
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Cover Page Button
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Step 2 — Choose a cover page from the options available in the gallery. The selected
cover page will be added as the first page of your document which can later be modified
according to the requirements. If you want to place the cover page elsewhere except the
first page, right-click the cover page in the gallery and select the location you want from
the menu that appears.
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Office 2010

Tutorialspoint.com, Word 2010
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e Delete Cover Pages

The following steps will help you understand how to delete an existing cover page from a
Word document.

-94-



Microsoft Office Word 2010 Jamal Ali Hammad

Step 1 — Click the Insert tab, and click the Cover Page button available in the Pages
group. This will display a list of Built-in Cover Pages as shown below. You will find
a Remove Current Cover Page option available at the bottom of the cover page gallery.

Cover Page Button
Inserttab

‘r'l, o = ¢ Document! - Microsoht Weed % i |
| B 2 :
Footer * g B 2o

1 J By ) smansa ™

[
>
k.
| 4

L
L w
E

| nclude items that are designed to coordinate with the overall
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r—i*i I nt bullding blocks. When you create pictures, charts, or
. w— with your current document look
atting of selected text in the document text by choosing a
! =

the Quick Styles gallery on the Home tab. You can also format

R 4 ——— controls on the Home tab. Most controls offer a choice of

theme or using a format that you specify dir e\!|\

— ==
L g e
. I3 -
~t <€—— Built-inCover Pages

Current Cover Page option

Step 2 — Click the Remove Current Cover Page option and your cover page will be
deleted from your document.

6. Page Orientation in Word 2010

In this chapter, we will discuss page orientation in Word 2010. Page Orientation is useful
when you print your pages. By default, Microsoft Word shows a page
in portrait orientation and in this case the width of the page is less than the height of the
page; the page will be 8.5 inches x 11 inches.

You can change the page orientation from portrait to landscape orientation. In such case,
the width of the page will be more than the height of the page and page will be 11 inches
x 8.5 inches.

e Change Page Orientation

The following steps will help you understand how to change the page orientation of a
word document.

Step 1 — Open the Word document the orientation of which needs to be changed. By
default, orientation will be Portrait Orientation as shown below.
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Page Orientation : Portrait
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Page Width

On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these gallaries to insert tables, headers, footers, lists,
cover pages. and other document bullding blocks. When you create pictures, charts, o
disgrams. they also coordinate with your current document look) o

You can easlly change the formatting of selected text in the document text by choosing =
Took for the selected text from the Quick Styles galiery on the Home tab. You can also format o
text dicectly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using & format that you specify directly. |

To change the overall look of your document. choote new Theme elements on the Page
Layout tab. To change the looks availabie in the Quick Style gallery. use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset 4
commands 50 that you can always restore the look of your document to the original
contained inyour current template.

Page Height

ot

N
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Step 2 — Click the Page Layout tab, and click the Orientation button available in the
Page Setup group. This will display an Option Menu having both the options (Portrait &
Landscape) to be selected.

Orientation Button
Option Menu Page Layout tab
= = re———
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On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

1

(@] i

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using theljook from the current theme or using a format that vou specifv directly.
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Step 3 — Click any of the options you want to set to orientation. Because our page is
already in portrait orientation, we will click the Landscape option to change my
orientation to landscape orientation.

Page Orientation: Landscape
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1. Create a Table in Word 2010

In this chapter, we will discuss how to create a table in Word 2010. A table is a structure
of vertical columns and horizontal rows with a cell at every intersection. Each cell can
contain text or graphics, and you can format the table in any way you want. Usually the
top row in the table is kept as a table header and can be used to put some informative
instruction.

e Create a Table

The following steps will help you understand how to create a table in a Word document.

Step 1 — Click the Insert tab followed by the Table button. This will display a simple
grid as shown below. When you move your mouse over the grid cells, it makes a table in
the table that appears in the document. You can make your table having the desired
number of rows and columns.

Table Button

Inserttab
rabecns [@ENFET] Dot - Wi W )
@
2

Pdure Clip  Shape
Table At - b Sueenshot

4x3 Table

Fage:1ofl | Words0 | 5 English S} | nient 1023

Step 2 — Click the square representing the lower-right corner of your table, which will
create an actual table in your document and Word goes in the table design mode. The
table design mode has many options to work with as shown below.
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Step 3 — This is an optional step that can be worked out if you want to have a fancy table.
Click the Table Styles button to display a gallery of table styles. When you move your
mouse over any of the styles, it shows real time preview of your actual table.

Table Style Options

l

Gallery of Table Styles
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- :
~ ;
2
% 3 o
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Step 4 — To select any of the styles, just click the built-in table style and you will see that

the selected style has been applied on your table.
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Delete a Table

Following are the simple steps to delete an existing table from a word document.

Step 1 — Click anywhere in the table you want to delete.

Step 2 — Click the Layout tab, and click the Delete Table option under the Delete Table
Button to delete the complete table from the document along with its content.

Delete Table option
Layout tab
I Delete Table Button ¥ I
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2. Rows & Columns in Word 2010

In this chapter, we will discuss how to work with rows and columns in Word 2010. As
discussed in the previous chapter, a table is a structure of vertical columns and horizontal
rows with a cell at every intersection. A Word table can contain as many as 63 columns
but the number of rows is unlimited. This chapter will teach you how to add and delete
rows and columns in a table.

e AddaRow

Following are the simple steps to add rows in a table of a word document.

Step 1 — Click a row where you want to add an additional row and then click the Layout
tab; it will show the following screen.

Row & Column group Layout tab
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Step 2 — Now use the Row & Column group of buttons to add any row below or above
to the selected row. If you click the Insert Below button, it will add a row just below the
selected row as follows.

Row & Column group Layout tab
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Newly added row

If you click the Insert Above button, it will add a row just above the selected row.
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e Delete a Row

The following steps will help you delete rows from a table of a Word document.

Step 1 — Click a row which you want to delete from the table and then click the Layout
tab; it will show the following screen.

Delete Rows option
Delete Table Button Layout tab
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Step 2 — Click the Layout tab, and then click the Delete Rows option under the Delete
Table Button to delete the selected row.
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e Adda Column

The following steps will help you add columns in a table of a Word document.

Step 1 — Click a column where you want to add an additional column and then click
the Layout tab; it will show the following screen.
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Step 2 — Now use the Row & Column group of buttons to add any column to the left or
right of the selected column. If you click the Insert Left button, it will add a column just

left to the selected column as follows.

Row & Columns group

Layout tab

“
Columnl

Column2

Column3

Columnsé

-
(’l
Pageiofl | Wordx4 | 5 Engluh (UK) | Insert
&

BDOR 2 | 008 = +

Newlyadded column

If you click the Insert Right button, it will add a column just next to the selected column.

e Delete a Column

Following are the simple steps to delete columns from a table of a word document.

Step 1— Click a column which you want to delete from the table and then click
the Layout tab; it will show the following screen.
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Step 2 — Click the Layout tab, and click the Delete Column option under the Delete
Table Button to delete the selected column.
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3. Move a Table in Word 2010

In this chapter, we will discuss how to move a table in Word 2010. Microsoft Word
allows to move a table from one location to another location along with its content. This
chapter will give you simple steps to move a table within the same document, though you
can move a table from one document to another document using the cut and paste
operation.

e Move a Table

The following steps will help you move a table within the same Word document.

Step 1 — Bring your mouse pointer over the table which you want to move from one
location to another location. As soon as you bring your mouse pointer inside the table, a
small Cross Icon will appear at the top-left corner of the table as shown below.
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Step 2 — Click over the small Cross Icon which will select the whole table. Once the
table is selected, use the Cut button or simply press the Ctrl + X keys to cut the table
from its original location.

Step 3 — Bring your insertion point at the location where you want to move the table and
use Paste button or simply press Ctrl + V keys to paste the table at the new location.
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4. Resize a Table in Word 2010

In this chapter, we will discuss how to resize a table in Word 2010. Microsoft Word
allows to resize a table to make it smaller and bigger as per your requirement.

e Resize a Table

The following steps will help you resize a table available in a Word document.

Step 1 — Bring your mouse pointer over the table which you want to resize. As soon as
you bring your mouse pointer inside the table, a small Cross Icon will appear at the top-
left corner and a small Resize Icon will appear at the bottom-right corner of the table as
shown below.
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Resize lcon

Step 2 — Bring the mouse pointer over the Resize Icon till it changes to a diagonal
doublesided arrow and this is the time when you need to press the left mouse button and
keep holding the button while resizing the table. Drag the table up to make it shorter or
down to make it larger. You can drag the table diagonally to simultaneously change both
the width and the height of the table.
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5. Merging Cells in Word 2010

In this chapter, we will discuss how to merge table cells in Word 2010. Microsoft Word
allows the merging of two or more cells to create one large cell. You will frequently need
to merge columns of the top row to create the title of the table. You can merge cells either
row-wise or column-wise, rather you cannot merge cells diagonally. This chapter will
teach you how to merge multiple rows or columns.

e Merging Cells

The following steps will help you merge table cells in a Word document.

Step 1 — Bring your mouse pointer position inside the first cell that you want to merge.
Now press the Shift key and click the cells around the cell which you want to merge into
the first cell. This will highlight the cells which you click and they will be ready to be
merged.
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Step 2 — Now click the Layout tab and then click the Merge Cells button which will
merge all the selected cells.
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After merging the cells, all the content of the cells will be scrambled which you can fix
later as you like. For example, you can convert the merged cells text into title or some
other description. For example, let us have center-aligned and bigger font text as follows

on top of the table.
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6. Split a Table in Word 2010

In this chapter, let us discuss how to split a table in Word 2010. Microsoft Word allows
splitting a table into multiple tables but a single operation will always divide a table into
two tables. This chapter will teach you how to split a table into two smaller tables.

e Splita Table

Following are the simple steps to split a table into two tables in a Word document.

Step 1 — Bring your mouse pointer position anywhere in the row that should appear as the

first row of the new table.
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Step 2 — Now click the Layout tab and then click the Split Table button which will split
the table into two tables and the selected row will become the first row of the lower table.
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After splitting the table into two tables, you can further divide it into two parts and you
can continue dividing the Word tables as long as a table has more than one row.
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7. Split Cells in Word 2010

In this chapter, we will discuss how to split table cells in Word 2010. Microsoft Word
allows splitting a cell into multiple cells. We will understand how to split a cell into
multiple smaller sub-cells.

e SplitaCell

The following steps will help you split a cell into two sub-cells of a table available in
word document.

Step 1 — Bring your mouse pointer position inside the cell that has to be divided into
multiple cells.
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Step 2 — Now click the Layout tab and then click the Split Cells button; this will display
a dialog box asking for the number of rows and columns to be created from the selected
cell.
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Step 3 — Select the desired number of rows and columns that have to go into the resultant
cell and finally click the OK button to apply the result.
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You can divide a cell into multiple cells either row-wise or column-wise or both.

8. Add Formula in Word 2010

In this chapter, we will discuss how to add formula to a table in Word 2010. Microsoft
Word allows you to use mathematical formula in table cells which can be used to add
numbers, to find the average of numbers, or find the largest or the smallest number in
table cells you specify. There is a list of formulae, you can choose from the many based
on the requirement. This chapter will teach you how to use formula in word tables.

e Add aFormula

Following are the simple steps to add formula in a table cell available in Word document.

Step 1 — Consider the following table with the total number of rows. Click in a cell that
should contain the sum of the rows.
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Step 2— Now click the Layout tab and then click the Formula button; this will
display a Formula Dialog Box which will suggest a default formula, which is
=SUM(LEFT) in our case. You can select a number format using Number Format List
Box to display the result or you can change the formula using the Formula List Box.

Selected Formula
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Formula List Box
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Number Format List Box
Step 3 — Now click OK to apply the formula and you will see that the left cells have been
added and the sum has been put in the total cell where we wanted to have it. You can
repeat the procedure to have the sum of other two rows as well.
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e Cell Formulae

The Formula dialog box provides the following important functions to be used as formula
in a cell.

0 Formula & Description

AVERAGE() The average of a list of cells
COUNT() The number of items in a list of cells

MAX() The largest value in a list of cells

MIN() The smallest value in a list of cells

PRODUCT() The multiplication of a list of cells

o g A Wl N | =

SUM() The sum of a list of cells

We assume you are familiar with how to create a spreadsheet program; you can construct
your word cell formula. Word formulae uses a reference system to refer to an individual
table cells. Each column is identified by a letter, starting with A for the first column, B for
the second column, and so on. After the letter comes the row number. Thus, the first cell
in the first row is Al, the third cell in the fourth row is C4, and so on.
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Following are useful points to help you in constructing a word cell formula.

S.No Cell References and Description

1 A single cell reference, such as B3 or F7

2 A range of cells, such as A4:A9 or C5:C13

3 A series of individual cells, such as A3, B4, C5

4 ABOVE, referring to all cells in the column above the current cell.

5 BELOW, referring to all cells in the column below the current cell.

6 LEFT, referring to all cells in the row to the left of the current cell

7 RIGHT, referring to all cells in the row to the right of the current cell

You can also construct simple Math expressions, such as B3+B5*10 by using simple
mathematical operators +, -, /, *, %.

9. Borders & Shades in Word 2010

In this chapter, we will discuss how to apply table borders and shades in Word 2010.
Microsoft Word allows you to place a border on any or all of the four sides of a table very
similar to text, paragraphs, and pages. You can also add shades to table rows and
columns. This chapter will teach you how to add borders (left, right, top or bottom)
around a table and how to add different shades to various rows and columns of the table.

e Add Borders to Table

The following steps will help you add borders in a table cell available in Word document.

Step 1 — Select the table to which you want to add border. To select a table, click over the
table anywhere which will make the Cross icon visible at the top-left corner of the table.
Click this cross icon to select the table.

Step 2 — Click the Border button to display a list of options to put a border around the
selected table. You can select any of the option available by simply clicking over it.
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Step 3— Try to add and remove different borders like left,

selecting different options from the border options.

right, top or bottom by
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Step 4 — You can apply border to any of the selected row or column

yourself.

. You can try it

Step 5— To delete the existing border, simply select the No Border option from the

border options.

e Using Border Options

You can add borders of your choice to word table by following the simple steps given

below.

Step 1— Click the Border button to display a list of options to put a border. Select
the Border and Shading option available at the bottom of the list of options as shown in
the above screenshot. This will display a Border and Shading dialog box. This dialog
box can be used to set borders and shading around a selected table.
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Step 2 — Click the Border tab; this will display a list of border settings, styles and options

whether this border should be applied to the table or text or paragraph.

Step 3 — You can use the Preview section to disable or enable left, right, top or bottom
borders of the selected table or row or column. Follow the given instructions in the

preview section itself to design the border you like.

Step 4 — You can customize your border by setting its color, width by using different

width thickness available under the style section.
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e Add Shades To Table

The following steps will help you add shades on a selected table or its rows or columns.

Step 1 — Select a row or column where you want to apply a shade of your choice.
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Home tab Selected Row Border Button
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Step 2 — Click the Border button to display a list of options to put a border. Select
the Border and Shading option available at the bottom of the list of options. This will
display a Border and Shading dialog box. This dialog box can be used to set borders and
shading around selected row(s) or column(s).

Home tab Shading tab Border Button
Preview Section
_V!J k Documentl - Microgoft Word =S !g‘
e | Insent  Pagelmpput  Reterences  Mallinfys  Review Adddns  Design ot o @
= ;; Calibri Body) 1l o SelEeNz | TR Py
- B 7 U-adex o % E’i.. i=- & % E“ 2
te W Apa AN e &N 4N s\x),uc rked
board if Borders and Shading 1§ - - [RER5C )
",,i Lo Gorders | Page Border ?-d:: ! W w ‘v
4 even v =
4 &
I Em|, ssners || Total
Hemll | e [ Gewr | 42,000
Joh - =l
\ Aru
\ N i 8
U |
Aoply o . :
Cel -
- o
[ | .
4 »
Page: 1 ot = Cocd ) | lm a16%. (= 4
- 1
Shade Fill Color, Style Shade Application Options
Step 2-— Click the Shadingtab which will display options to select fill,

color and style and whether this border should be applied to cell or table or selected
portion of text.

Step 3 — You can use the Preview section to have an idea about the expected result. Once
you are done, click the OK button to apply the result.
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1. Quick Styles in Word 2010

In this chapter, we will discuss how to apply quick styles in Word 2010. Microsoft Word
provides a gallery of Quick Styles that you can apply to headings, titles, text, and lists.
Quick styles come with canned formatting choices, such as font, boldface, and color
which we will understand in this chapter.

e Apply Quick Styles

The following steps will help you understand how to apply quick styles to a selected
portion of text.

Step 1 — Select a portion of text to which you want to apply some style. Using style, you
can change the selected portion of text as a heading or subheading or title of the
document. You can try using different styles on your text based on your requirement.

Step 2 — Click the Home tab and then move your mouse pointer over the available styles
in the Style Gallery. You will see that the selected portion of text will change its style
based on the selected style. You can display more available styles by clicking the More
Style button.

Home tab style Gallery Moresltyle Button
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Applied Style Text

Change Styles Button

Step 3 — Finally, to apply a selected style, click over the style and you will find that it is
has been applied on the selected portion of text.
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Home tab Applied Style Text Style Gallery
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On the Insert tab, the galleries
include items that are designed «

coordinate with the overall look of your document. You can use these galleries to insert
tables, headers, footers, lists, cover pages, and other document building blocks. When you
create pictures, charts, or diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choosing a

Il look for the selected text from the Quick Styles gallery on the Home tab. You can also format

text directly by using the other controls on the Home tab. Most controls offer a choice of

‘ using the look from the current theme or using a format that you specify directly.

i To change the overall look of vour document. choose new Theme elements on the Page
‘

Pogelofl | Worek18S | o5 Eoghsh UKy | Inses | MOD I8 ues (-

»
¥

You can bring a text to its normal appearance by selecting the Normal style available in
the Style Gallery.

e Change Styles

The Change Style function allows you to change the default font, color, paragraph
spacing and style set for a document. The following steps will help you change the default

style.

Step 1 — Open the document the style of which needs to be changed. Click the Home
tab and then click the Change Styles button; this will show you all the options that can be
changed. You can change the Style, the Font, the Color and the Spacing of the paragraph.

Home tab Change Styles Button
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directly.

To change the overall look of your document, choose new Theme elements on the Page Layout tab. To change
‘ the looks available in the Quick Style gallery, use the Change Current Quick Styie Set command Both the

Themes gallery and the Quack Styles gallery prowde reset commands so that you can always restore the look of
\ your document 1o the onginal contained in your current lemplate
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+

Step 2 — If the style set needs to be changed, click the Style Set option; this will display a
submenu to select any of the available style set. When you move your mouse over the
different style sets, you will get real time text preview to give an idea about the final

result.
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Step 3 - To apply a selected style set, click over the style set and you will find

that it is has been applied on your document.

Home tab Applied Styles Set Text Change styles Button
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| You can easlly change the formatting of selected text in the document text by choosing
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Similarly, you can try applying Font, Color and Paragraph Spacing. You can try these

options yourself.

-121 -



Microsoft Office Word 2010 Jamal Ali Hammad

2, Use Templates in Word 2010

In this chapter, we will discuss how to use templates in Word 2010. Microsoft Word
template is a collection of styles which defines paragraph styles for regular text
paragraphs, a title, and different levels of headings. You can use any of the already
existing templates for your Word document or you can design a template which can be
used for all your company documents.

e Using Existing Template

We will now understand how to use an already existing template for your newly created
word document. A template is selected at the time when you create a new blank
document.

Step 1 — To start a new document, click the File tab and then click the New option; this
will display the Available Templates.

File tab Available Templ. S le T

|
|

o

NewOption Office.com Templates

Step 2— Microsoft Word provides a list of templates arranged under Sample
Templates or you can download hundreds of templates from office.com which are
arranged in different categories. We will use Sample Templates for our document. For
this, we need to click over Sample Templates; this will display a gallery of templates.
You can try using the office.com option to select a template based on your requirement.
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File tab ilable Templ le Templates Gallery Template Preview

Ld P L

Available Templates

& @ Home *

Equity Merge Fax

Equity Report

|

Equity Report Document Option

Step 3 — You can browse a list of available templates and finally select one of them for
your document by double-clicking over the template. We will select Equity
Report template for our report requirement. While selecting a template for your
document, you should select the Document Option available in the third column. This
opens your document with predefined setting with which you can modify document title,
author name, heading, etc. based on your document requirement.

File tab Document Title Template Based Document
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e Create New Template

You can create a fresh new template based on your requirement or you can modify an
existing template and save it for later use as a template. A Microsoft Word template file
has an extension of .dotx. The following steps will help you create a new template.

Step 1 — To create a new template using an existing template, click the File tab and then
click the New option; this will display the Available Templates to be selected. Select any
of the available template and open it with the Template Option turned on.

-123-



Microsoft Office Word 2010 Jamal Ali Hammad

File tab Template Gallery
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Step 2 — You can now modify an open template as per your requirements and once you

are done, you can save this template with a .dotx extension which is a standard extension
for Microsoft Word Templates.

File tab TemplaITitle with .dotx extension
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Modified Title and Subtitie

You can create a template from a new document as well. Click the File button, and
click New option to open a new document. Under Available Templates, double
click Blank Document to create a new document template. Save the template with a
unique name and .dotx extension.

You can save the created template anywhere you click and whenever you like to use this
template, just double-click over the template file and it will open a new template based
document for you.

-124 -



Microsoft Office Word 2010 Jamal Ali Hammad

3. Use Graphics in Word 2010

In this chapter, we will discuss how to use graphics in Word 2010. You can add beauty to
your Microsoft Word documents by inserting a variety of graphics. This chapter will teach
you two ways of adding graphics.

e Adding Picture in Document

The following steps will help you add an existing picture in your word document. It is
assumed that you already have a picture available on your machine before you add this
picture in your Word document.

Step 1 — Click on your document where you want to add a picture.

Step 2 — Click the Insert tab and then click the Picture option available in illustrations
group, which will display the Insert Picture dialog box.

Picture Option Insert Picture Dialog Box
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Location to Insert the Picture

Insert Picture Button

Step 3 — You can select a required picture using the Insert Picture dialog box. When you
will click the Insert button, selected picture will be inserted in your document. You can
play with your inserted picture in different ways, like you can apply quick styles to your
picture, you can resize it, or you can change its color too. To try it, just -lick your inserted
image and Word will give you numerous options available under the Format tab to
format your inserted graphics.
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Inserted Picture

You can try yourself to insert other available graphics like Clipart, Different Shapes,
Charts and SmartArt or Screenshots.

e Adding WordArt in Document

WordArt provides a way to add fancy words in your Word document. You can document
your text in a variety of ways. The following steps will help you add WordArt in your
document.

Step 1 — Click in your document where you want to add WordArt.

Step 2 — Click the Insert tab and then click the WordArt option available in the Text
group; this will display a gallery of WordAurt.
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Step 3 — You can select any of the WordArt style from the displayed gallery by clicking
on it. Now you can modify the inserted text as per your requirement and you can make it
further beautiful by using different options available. To try it, just double-click your
inserted WordArt and Word will give you numerous options available from
the Formattab to format your image. Most frequently used options are Shape
Styles and WordArt Styles.

Shape Styles Options WordArt Styles Options Format tab
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cover pages, and other document building blocks. When you create pictures, charts, or =
diagrams, they also coordinate with your current document look.

'Your text here.

iYou c#feasily change the formatting of selected tekt in the document text by choosing a

Took fof the selected text from the Quick Styles gallery on the Home tab. You can also format
text dinectly by using the other controls on the Home tab. Most controls offer a choice of /-
using the look from the current theme or using a format that you specify directly.

] »
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Inserted WordArt Text

You can try yourself to apply different options on the inserted WordArt by changing its
shape styles, colors, WordArt Styles, etc.

4. Auto Correction in Word 2010

In this chapter, we will discuss auto correction in Word 2010. The AutoCorrect feature
automatically corrects common typographical errors when you make them. Let us learn
how to use the auto correction option available in Microsoft Word 2010 to correct the
spelling automatically as you type the words in your documents.

e Setting AutoCorrect

The following steps will help to enable the AutoCorrect feature in Microsoft Word.

Step 1 — Click the File tab, click Options, and then click the Proofing option available in
the left most column, it will display the Word Options dialog box.

_127_



Microsoft Office Word 2010 Jamal Ali Hammad

Filetab AutoCorrect Options
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Step 2— Click the AutoCorrect  Options button ~ which ~ will  display
the AutoCorrect dialog box and then click the AutoCorrect tab. Now you have to make
sure all the options are enabled, especially the Replace Text as you type option. It is also
recommended to be careful when you turn off an option.
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Step 3 — Select from among the following options, depending on your preferences.

S.No Option and Description

1 Show AutoCorrect Options Buttons

This option will be used to display a small blue button or bar beneath text that
was automatically corrected. Click this button to see a menu, where you can
undo the correction or set AutoCorrect options.

Correct TWo INitial CApitals
This option changes the second letter in a pair of capital letters to lowercase.

Capitalize first letter of sentences
This option capitalizes the first letter following the end of a sentence.

Capitalize first letter of table cells
This option will be used to capitalize the first letter of a word in a table cell.

Capitalize names of days
This option will be used to capitalize the names of the days of the week.

Correct accidental usage of cAPS LOCK key

This option will be used to correct capitalization errors that occur when you
type with the CAPS LOCK key depressed and turns off this key.

Replace text as you type

This option replaces typographical errors with the correct words as shown in
the list beneath it.

Automatically use suggestions from the spelling checker

This option tells Word to replace spelling errors with words from the dictionary
as you type.

Although Word comes preconfigured with hundreds of AutoCorrect entries, you can also
manually add entries using the following dialog box and use the Replace and With text
boxes to add more entries. | added an entry for Markiting which should be replaced
with Marketing. You can use the Add button to add multiple entries.

Step 4 — Click OK to close the AutoCorrect Options dialog box and again click OK to
close the Word Options dialog box. Now try to type Markiting and as soon as you type
this word, Microsoft Word autocorrects it with the correct word Marketing word.
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5. Formatting in Word 2010

In this chapter, we will discuss auto formatting in Word 2010. The AutoFormat feature
automatically formats a document as you type it by applying the associated styles to text.
Let us learn how to use the auto format option available in Microsoft Word 2010 to
format the typed content. For example, if you type three dashes --- and press enter, Word
will automatically create a line for you. Similarly, Word will automatically format two

dashes - into an em dash (—).

e Setting AutoFormat

The following steps will help you set the AutoFormat feature in your Microsoft Word.

Step 1 — Click the File tab, click Options, and then click the Proofing option available in
the left most column, it will display the Word Options dialog box.
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[w] = Documentl - Microsoft Word lre |- (= e S
Home Insert Page Layout References Mailings Review View Add-Ins a Q
alibri (Body) - iz i=S AR Y
’ £ \
/s
nge ' Editin
t

Paste

4 »

Page:10of1 | Words: 0 & English (U.S] | Insert 100 3 110% (- + |

Step 2 — Click the AutoCrrect Options button; this will display the AutoCorrect dialog
box and then click the AutoFormat As You Type tab to determine what items Word will

automatically format for you as you type.
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Filetab AutoFormat tab AutoCorrect Dialog Box
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lWJ s Docurpent] - Microsoft Word = |-(E &
''''' sge Layo Refprence Mailings  Revie View Add-lr > Q@
= Calibri (Body) St HAvi=~'iz | d; % Y
- B Z U-dex,x' & HE3BE- =
Paste - s e A uick Change Editing
- & W AA AN Iue D < Al fhies- Stvies- -
sd Wt Opturs. -
- —— =1
| . AutoCorrect A=) 1 %
AN ormat Actons ‘ | =
AutaCorrect Math AutoCorrect AutoFormat As You Type |
Replace a3 you type
7 “Straght quates” wih “smart quotes” | Orangls (1s2) wih perscrot
¥ Fractors (1/2) with facton character (Vi) V) Myphens (-) wh dash () |
Boid™ and _jtabc_ with real formattng
o Internet and retwork Dathe st hypericks
Acoly 85 you type
7 Automat buleted vt v Atomatx rurbered nts
¢ Border ires ¥ Tables
| Bt Headng styes
|
Automadcally 38 you type |
| 7 Format beginning of st item ke the one before it
V! Setleft- and frstndent with tabs and badkspaces |
' et syis based o you frmatig
] |
-
| [ b= -
[ ‘ =
Page:1otl | Wordsio | & E — e - J +) M

Step 3 — Select from among the following options, depending on your preferences.

S.No

Option and Description

""Straight quotes' with “smart quotes”

This option will be used to replace the plain quotation characters with
curly quotation characters.

Fractions (1/2) with fraction character (%2)

This option will be used to replace the fractions typed with numbers
and slashes with fraction characters.

*Bold* and _italic_ with real formatting

This option will be used to format text enclosed within asterisks (*) as
bold and text enclosed within underscores ( _) as italic.

Internet and network paths with hyperlinks

This option will be used to format e-mail addresses and URLs as
clickable hyperlink fields.

Ordinals (1st) with superscript

This option will be used to format ordinal numbers with a superscript
like 1st becomes 1+.
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Hyphens (--) with dash (—)

6 This option will be used to replace a single hyphen with an en dash (.)
and two hyphens with an em dash (—).
Automatic bulleted lists

7

This option will be used to apply bulleted list formatting to paragraphs
beginning with *, o, or - followed by a space or tab character.

Automatic numbered lists

8 This option will be used to apply numbered list formatting to
paragraphs beginning with a number or letter followed by a space or a
tab character.

Border lines

This option will be used to apply paragraph border styles when you
type three or more hyphens, underscores, or equal signs (=).

Tables

10 This option will be used to create a table when you type a series of
hyphens with plus signs to indicate the column edges. Try with +-----+-
----- +) and then press Enter.

Built-in heading styles

11
This option will be used to apply heading styles to heading text.
Format beginning of list item like the one before it

12 This option will be used to replace plain quotation characters with curly
quotation characters.
Set left- and first-indent with tabs and backspaces

13 This option sets left indentation on the tab ruler based on the tabs and
backspaces you type.
Define styles based on your formatting

14

This option automatically creates or modifies styles based on manual
formatting that you apply to your document.

Step 4 — Finally click OK to close the AutoCorrect Options dialog box and again
click OK to close the Word Options dialog box.
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6. Table of Contents in Word 2010

In this chapter, we will discuss how to create table of contents in Word 2010. A table of
contents (or TOC) is a list of headings in the order in which they appear in the document.
You can set a list of headings which should be a part of the table of contents. Let us learn
how to create a Table of Contents. A table of content helps in navigating through a Word
document by providing associated page numbers and direct links to various headings

available on those pages.

e Create Table of Contents

The following will help you to create Table of Contents in your Microsoft Word using

various levels of headings.

Step 1 — Consider a document having different levels of headings.

‘4 -W e A-Aar A A el B N

This is document title

Thisis firstheading
This is part of the first heading.

This is second heading
This is part of the second heading.

<

Page:1of1 | Words: 26 \} English (UK} | Insert BRR s & E 1% (-

o

-~

“ O w4

>
+

&

r T — Y
Wd9-0is Documentl - Microsoft Word = | B -
Home Insen Page Layout References Mailings Review View Add-Ins & 0
| 2 % CombriafHeadingsy -14 - T - T -%Z- IEEE § » |

= B 7 U-adex, x* & EF .- = ‘& A
Paste o Quick Change Editing
v o Styles » Styles ~ -

Step 2 — You can insert a table of content anywhere in the document, but the best place is
always at the beginning of the document. So bring your insertion point at the beginning of

the document

and

then click the References tab followed by the Table of

Content button; this will display a list of Table of Contents options.
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Table of Contents  Built-in Options Referencestab

|
PEE T Documedyt - Microsoft Word » [P

Home Insert Page Layout References Mailings Review View Add.Ins [ 0

| j-j (A Add Text = AB 2 D ) Manage Sources —_j 2 ] A :_20 3
51 uposte Tavie g = (3 Style: APAFift b B o
|| Tabie of Insert Insert : Insent Mark Mark
Contents * footnote Crtation = & Bibliography = Caption ) | Entry Citation
Boittin pgraphy Captions Index Tabie of Aut

Automatic Table 1

Contents

(! Hoadng 1 Y s i
Hending 2 9
Meadey ) 1

Automatic Table 2

I Table of Contents

Weadng 1 — 1

| Weadeg 2 1
neaseg 1 '

Manual Table

Table of Contents
‘ Type chapter tite (evet 1).. a
&) Type chagees titte flevet 2) 2
L Type chagter tithe fewel 3 ]

4 Insent Tadle of Contents
X Bemafe Tadle of Contents

o
InsertTable of Contents

Step 3 — Select any of the displayed options by simply clicking on it. A table of content
will be inserted at the selected location.

Inserted Table of Contents Referencestab

Wd9-0= ’Aﬁio«uw&'%WW'— [P=ET

Home Irgert Page Layout Reterences Mailings Review View Add.dns (~ 0
I m— ~ . . = I
¢ Add Text « 5 ) Manage Sources 4
ﬁ e A.Bl 1 j 3 ‘;] A i a 3* = ‘
X update Ta — N Pl i

| le AY - — 3 styte: APAFi ~ ] 3
Tabie of Insent Insert Q Ingert Mark Mark
Contents = Footnote l  Citation= & Bidliography = Caption 28 Entry Citation
Table of Contents Footnotes . Citations & Bibliography Captions Index Table of Aut
' &
f v a
Table of Contents -
| . . &
This is first heading ... ; : o
This is second heading z e 1

This is document title

“ 0= 4

< [
! tm— - -
| Pagelofl | Words39 | (D et Styles D@ 3 & 110% (-}

Step 4 — You can select number of levels of headings in your table of content. If you click
on the Insert Table of Content option available in the option menu, then it will show you
a dialog box where you can select the number of levels you want to have in your table of
content. You can turn ON or turn OFF the Show Page Numbers option. Once done, click
the OK button to apply the options.
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Table of Contents Referencestab
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Number of Levels inTable of Contents

Now if you press the Ctrl key and then click over the any link available in the table of
content, it will take you directly to the associated page.

e Update Table of Contents

When you work on a Word document, then number of pages and their content keep
varying and accordingly you need to update your Table of Contents. Following are the
simple steps to update an existing Table of Contents in your Microsoft Word.

Step 1-— Consider you already have a table of content as shown above. Click
the References tab followed by the Update Table button; this will display the Update
Table of Contents dialog box with two options.

Update Table Table of Content f estab
“ Horhe Insert Page Layout References Mailings Review View Addns [~ e
[ = odere- Y | R - :
x Jd -j 3 Manage Sources - 18] = | 2
Bl z — =z
< [ update Table A8 AE =V 3 style: APA ittt + —] X j* b 2 '\
Il Tabie of infect Insert Insent Mark Mark
Contents ~ Fodnote Citation = &) Bibliography = Caption ) | Entry Citation
Tabje of Contents Foptnote Citations & Bibliography Captions index | Table of Aut
f i)
v = . (&)
Table of Contents Update Table of Contents M L
is first headi g (]
This - Word is updating the table of contents. Select one of
Thisis second heading......{| the folowing options: [ |
©){Update page numbers only; E
Update gntire table i
)
| A Lo J[ conee |
This is document title '
]
= — o
l 3
|« — — — = >
|| Page:1otl | Words:39 | 5 English UK} | Insedd | B2 m u%(-) 0 (+)

Update Table of Content:
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Step 2 — If you want to update just the page numbers then select the first option Update
page numbers only available in the dialog box but if you want to update page numbers as
well, then select the second option Update entire table and you will find your table of
content updated with all the latest changes.

e Delete Table of Contents

The following steps will help you delete an existing Table of Contents from Microsoft
Word.

Step 1-— Consider you already have a table of content as shown above. Click
the References tab and next Table of Contents button which will display a list of Table
of Contents options along with Remove Table of Contents option available at the
bottom.

Table of Contents Referencestab

(w] -0l Documz&l - Microsoft Word o= ‘d&
- :

Page Layout Retetence Mailings Review View Addns o Q

5 Ag v 3 Style: APAFifth ~ ! I
Table of Insert Inset Insent Mark Mark
Contents ~ Footnote Citation = & Bidliography * Caption 22 | Entry

H
| N [DeAddText 1 Y ) Manage Sources A y B — 2
4 AR W ape Sources 3 \ e &

Inv

Buiit-in

Automatic Table 2

' Table of Contonts
Headeg 1
Hoding 2
ooy |

1
Manual Table e 2
]
o
]

Table of Contonts
Type Chapter tithe Gewed 1) 1
U tve chopeer vt pevet 2 1| 4 |

| Pay Type chagaes titse (eved %) ' BUR@3 s 10% (- +

=
0 Insert Tadle o

k  Remove Tadle

Remove Table of Contents

Step 2 — Click over the Remove Table of Contents option to delete the existing table of
contents.
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7. Preview Documents in Word 2010

In this chapter, we will discuss the preview of documents in Word 2010. When you are
ready for printing your Word document, it is always recommended to preview the
document before you send the document for final printing. During preview of the
document you might discover that the set margin is not appropriate or many items may
not look good after printing so better to fix them after having a preview of the document.
You can also have the option to specify which pages to print, select a printer, specify the
paper size on which you want to print, and set the other printing options.

e Preview Documents

The following steps will help you preview your Microsoft Word Document.

Step 1 — Open the document the preview of which you want to see.

Wd9-0i= Documentl - Microsoft Vord
m Home Insert Page Layout References Mailings Review
| B2 4 CambriaiHeadings) -4 - S-S -4T- REE
g B|Z U-aex, x & EFEAS =
Paste » e . A Quick Change Editin
% 4 WA A AN M B B T siytes e Styles

This is document title B

Thisis firstheading
This is part of the first heading.

This is second heading -
This is part of the second heading. A |

< >
Page:1ofl | Wordsi26 | 5  English (UK} | Insert BNE 3 5 10% (- +

Step 2 — Click the File tab followed by the Print option; this will display a preview of the
document in the right column. You can scroll up or scroll down your document to walk
through the document using the given Scrollbar. In the next chapter, we will learn how to
print the previewed document and how to set different printing options.

FileTab Printing Options Document Preview

Document tl - Microsoft Word
Page Lafout  References Mailings  Reviev

Settings
m { Print All Pages = et ST

Save & Send

Help Print One $

23 Adddns - :
i1 Collated
2) Options bR Colate: -
14 »
L

I g |
Print Option Printer Properties Scrollbar

Step 3 — Once you are done with your preview, you can click the Home tab to go to the
actual content of the document.

_137_



Microsoft Office Word 2010 Jamal Ali Hammad

8. Printing Documents in Word 2010

In this chapter, we will discuss how to print documents in Word 2010. Consider you are
done with previewing and proofing your document and ready for the final printing. This
chapter will teach you how to print a part or a complete Microsoft Word document.

e Printing Documents

The following steps will help you print your Microsoft Word document.

Step 1— Open the document for which you want to see the preview. Next click
the File tab followed by the Print option which will display a preview of the document in
the right column. You can scroll up or scroll down your document to walk through the
document using given Scrollbar. The middle column gives various options to be set
before you send your document to the printer.

FileTab Printing Options Document Preview

Printer

Recent -

nd To OneNote 2010 _

Netw ter ',I';
Settings

m \ Print All Pages = o O e T

Save & Send

Pages:

Help Print One Sided

z Add-ns -
Y llatec
2] Options J ch i Y
14 »
& 4

Print Option Printer Properties Scrollbar

Step 2 — You can set various other printing options available. Select from among the
following options, depending on your preferences.
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FileTab Print Copies

Documentl { Microsoft Word —
Referentes Mailings R W 3310

Printing Options

i save
B saveas ¢ L

ZJ Open

4 Close

Info

Recent

New

Save & Send

Help
2y Add-dns -

-] Options M

B i Notmal Margins
S.No Option and Description

Copies

1 Set the number of copies to be printed; by default, you will have one copy
of the document.
Print Custom Range

5 This option will be used to print a particular page of the document. Type
the number in Pages option, if you want to print all the pages from 7 till
10 then you would have to specify this option as 7-10 and Word will print
only 7, 8" 9" and 10™ pages.
Print One Sided

3 By default, you print one side of the page. There is one more option
where you will turn up your page manually in case you want to print your
page on both sides of the page.
Collated

4 By default, multiple copies will print Collated; if you are printing
multiple copies and you want the copies uncollated, select
the Uncollated option.
Orientation

5 By default, page orientation is set to Portrait; if you are printing your
document in landscape mode then select the Landscape mode.
A4

6 By default, the page size is A4, but you can select other page sizes
available in the dropdown list.

7 Custom Margin
Click the Custom Margins dropdown list to choose the document
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margins you want to use. For instance, if you want to print fewer pages,
you can create narrower margins; to print with more white space, create
wider margins.

1 Page Per Sheet

8 By default, the number of pages per sheet is 1 but you can print multiple
pages on a single sheet. Select any option you like from the given
dropdown list by clicking over the 1 Page Per Sheet option.

Step 3 — Once you are done with your setting, click on the Print button which will send
your document to the printer for final printing.

FileTab Print Button
= N
Documentl - Microsoft Word 5 e
poelayout  References  Mallings Review View Adddns (2]
I Seve : £
Print -
L A fi
Sl Save As )
X = Copies: 1
2 Open Print
4 Close
-
Info
Settings ey
Recent o
_}]:_) ?r::l(:‘.:lelm f&:rﬁ;c‘ < === -
New
Pages: 7-10
Pt Print One Sided S
Save & Send
] Collated -
sl 3
Help =
53 Addins - Portrait Orientation -
2] Options ‘ A
Ed e =
Normal Margins S|
-
1 Page Per Sheet v - 1 of2 » 0% (= O |
L
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9. Document Security in Word 2010

Microsoft Word provides a high level of security for your word generated documents.
You can set a password for a document to stop unauthorized reading and editing of the
document or if you want someone just to read the document then you can set editing
restriction on your word document. This chapter will teach you how to make your
document password protected and restricted from editing and formatting.

e Set Document Password

Once you set a password for a document then you will be able to open the document only
if you know the password. If you forget your password, then there is no way to recover it
and to open the document. So you need to be careful while setting a password for your
important document.

The following steps will help you set a password for a Word document.
Step 1 — Open a Word document for which you want to set a password.

Step 2— Click the File taband then click the Info option and finally the Protect
Document button which will display a list of options to be selected.

Filetab  InfoOption Protect Document Button
ﬂjl, Test.docx - Microsoft Word =) %
Honle Insert Pagq Layout References Mailings Review View Add.Ins 0
-

. e Infofmation about Test
B Save As

‘ C:\Usershzara\Desktop\ Test.docx

e save }
\
|
|

7 Open

- close ;, Permissions Properties =

__('_j ’ & A password is required to ¢ 1 ‘
’ open this document Page

Protect g |

Recent Document ~ e - ‘

Prepare for Sharing
Before sharing this file, be aware
that it contains:
Document properties and
author’s name

Related Dates

Encrypt with Password option

Step 3 — Select the Encrypt with Password option simply by clicking over it. This will
display an Encrypt Document dialog box asking for a password to encrypt the document.
The same dialog box will appear twice to enter the same password. After entering
password each time, click the OK button.
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Filetab  InfoOption Encrypt Document Dialog Box
rL@¢,j Test.doox - Microsoft Word W= g
“ Honle Insert Pagq Layout References Mailings Review View Add.Ins 0
i Save 3 =
Information about Test
Bl save As
Ci\Userspzara\Desktop\ Test.docx
7 Open y
R 2 A
o close |, Encrypt Document x_lﬂ W
Encrypt the contents of this file 1
Password:

Recent

New

Print

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding

(Remember that passwords are case-sensitive.)

document names in a safe place.

(o J[ conel |

Save & Send

Helo
1

author's name

Refated Dates

Last Modit

v

»

Step 4 — Save the changes, and finally you will have your document password protected.
Next time when someone tries to open this document, it will ask for the password before
displaying the document content, which confirms that now your document is password
protected and you need password to open the document.

Filetab

Password Dialog Box

Home Insert

Micfosoft Word

Page Layout Refefences Mailings Review View

L= B

Editing

insert |

Password

Enter password to open file
C:\Users\zara\Desktop\Test.docx

|@NEB 2 W 1

Remove Document Password

You can remove a document password only after opening it successfully. The following
steps will help you remove password protection from your Word document.

Step 1 — Open a Word document the password of which needs to be removed. You will
need the correct password to open the document.

Step 2 - Click the File tab followed by the Info option and finally the Protect
Document button which will display a list of options to be selected.
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Filetab  InfoOption Protect Document Button

r

{E&A‘ S : Test.docx - Microsoft Word = | @ M

Honje Insert Pagq Layout References Mailings Review View Add-Ins 0

e save . =
B sove Infofmation about Test
5 ave As

C:\Users}zara\Desktop\Test.docx
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i Close \ £
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" open this document.
Protect e
| Recent Document ~ Sy ¥
Total Editing Time
\s Mark as Final sy

“]7 Let readers know the document is final
and make it resd-only

Prepare for Sharing
(7] Encrypt with Password

[84] | Reauiredasswora to open this B;lcre sharing this file, be aware
documery that it contains: Related Dates
. Restrict thiting Document properties and
y < Last Moditied
%) Control sfhat types of changes peeple author’s name
can makqto this document -
I [5  Restrict Hermission by People »
@ Grant pepple access while removing -

thewr abilfty to edit, copy, or print

% Add a Digital Signature
Ensure the integrty of the document
by addin an invisible digtal signature.

Encrypt with Password option

Step 3 — Select the Encrypt with Password option simply by clicking over it. This will
display an Encrypt Document dialog box and password which will be in a dotted pattern.

You need to remove this dotted pattern from the box and make it clear to remove the
password from the document.

Filetab  InfoOption Encrypt Document Dialog Box
,
L@¢,.,’ -5 Test.doox - Microsoft Word =& g
“ Honje Insert Pagq Layout References Mailings Review View Add.Ins 0
i Save 3 =
— Inforation about Test
ave As
C:\Userspzara\Desktop\ Test.docx
7 Open v
2 C Encrypt Document m‘
J Close v Properties *
Encrypt the contents of this file 1
Password:
| Recent
Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
New their corresponding document names in a safe place. Is
(Remember that passwords are case-sensitive.) 9
Print o
E L Cancel Related Dates
Save & Send = | LastModitied
— author's name = ‘
Helo sl b

4
L

Now when you will open your document next time, Word will not ask you for any
password because you have removed the password protection from the document.

e Set Editing & Formatting Restrictions

The following steps will help you set editing restrictions in a Word document.
Step 1 — Open a Word document for which you want to set editing restrictions.

Step 2 — Click the File taband then click the Info option and finally the Protect
Document button which will display a list of options to be selected.
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Filetab  InfoOption Protect Document Button
e
@lo-] o B 1A Test.docx - Microsoft Word IBEEIT )
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-
i save )
a Information about Test
Save As
C:\Userspzara\Desktop\ Test.docx
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Restrict Editing Option

Step 3 — Select the Restrict Editing option simply by clicking over it. This will open the
actual document and it will also give you the option to set editing restrictions in
the Restrict Formatting and Editing area. Here you can set formatting as well as
editing restrictions on the document.

Restrict Formatting and Editing

Restrict Options
Filetab P Close Button

Copaged * 11 A& M- M IS R e M€ |aen] asbcoe AaBbG

On the insert tab, the galleries include items that are designed | oo o
look of your document. You can use these galleries to insert ta
¥ 8a Mo s Seat o) nd hoose weert w0 wre slowed 15 Sesly odt e

cover pages, and other document building blocks. When you ¢ Groipe:
diagrams, they slso coordinate with your current o Ereryore
You can easily change the formatting of selected text in the do Y-

look for the selected text from the Quick Styles gallery on the §
3. Staet esforcement
text ditectly by using the other controls on the Home tab. Mos Aee you ready 1 20cky Prese seitings? (ou cam tm e o6t lnter
using the look from the current theme or using a format that y Tes, Start Enfarcrg Protecson
I > ‘
To change the overall look of your document, choose new Ther* | A
.| Layouttab. To change the looks available in the Quick Stylegal, | =~ 1
i« s

| oeeiott | weseian | foganpis) | et FEEEE B i +

al
|

Yes, Start Enforcing Protection Button

Step 4— One you are done with your setting, click the Yes, Start Enforcing
Protection button which will display a Start Enforcing Protection dialog box asking for
password so that no one else can change the setting. You can enter the password or you
can leave it simply blank which means there is no password setting for this protection.
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Filetab
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Step 5 — Finally click the OK button and you will find that your document is editing (or
formatting if you applied) protected.

e Remove Editing & Fo

rmatting Restrictions

You can remove the editing restriction from your document using these simple steps.

Step 1 — Open a Word document for which you want to remove the editing restriction.

Step 2 — Click the File taband then click the Info option and finally the Protect
Document button; this will display a list of options to be selected.

Filetab  InfoOption Protect Document Button
r
L\E]L,J DR IE Test.docx - Microsoft Word L | B y
Honje Insert Pagq Layout References Mailings Review View Add.Ins 0
-
e save .
Information about Test
B saveas
C:\Userspzara\Desktop\ Test.docx
7 Open
j ¢ s
ose
o] ) 4 & Permissions Properties =
-"-‘I}l &7 A password is required to |
| . open this document,
Protect
/| Recent Document ~
e
Mark as final
" Ne \J% Let readers know the docume
and make &
719 Encrypt with Pas Prepare for Sharing I
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Step 3 — Select the Restrict Editing option simply by clicking over it. This will display
the Restrict Formatting and Editing area as follows.
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Step 4 — Now click the Stop Protection button. If you had set up a password at the time
of setting the editing or formatting restrictions, then you will need the same password to
remove the editing or formatting restrictions. Word will now ask for the same using
the Unprotect Document Dialog box , otherwise it will simply remove the restrictions.
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10. Set Watermark in Word 2010

In this chapter, we will discuss how to set watermark in a Word document. A watermark
Is a picture that shows up faintly behind the text on a Word document page. When you
draft a document, you can watermark the document with Draft Copy stamp, or you can
watermark a duplicate document with the Duplicate stamp. Microsoft Word allows you to
stamp with watermark using simple steps explained in this chapter.

e Set Standard Watermark

The following steps will help you set standard watermark in word document. A standard
watermark is the one which is already defined by words and cannot modify their font or
color etc.

Step 1 — Open a word document in which you want to add a watermark.

Step 2 — Click the Page Layout tab and then click the Watermark button to display a
list of standard watermark options.

Page Layout tab Watermark Button
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(W e 9~ v l’ Documpntl - Microsoft Word 5
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3 illeries to insert tables, headers, footers, lists,
© ocks. When you create pictures, charts, or
d rent document look. [
Y L :ted text in the document text by choosing a ‘
I¢ nctomens les gallery on the Home tab. You can also format
t 1e Home tab. Most controls offer a choice of »s
:
u ng a format that you specify directly.
|
4 |
| Pagel o | . — L MPRP3E uss (- +) |
e =~ - = L L B S LR —. S

List of standard watermarks

Step 3 — You can select any of the available standard watermarks by simply clicking over
it. This will be applied to all the pages of the word. Assume we select
the Confidential watermark.
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Page Layout tab Confidential watermarks
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To change the overall look of your document, choose new Theme elements on the Page -
Layout tab. To change the looks available in the Quick Style|gallery, use the Change Current

Quick Style Set command. Both the Themes gallery and the|Quick Styles gallery provide reset

commands so that you can always restore the look of your locument to the original

contained in your current template.

{i-
&) »

Page 1oty | Words 185 | OJ  Enghuh US) | dnsent WRE 3 W s (- o |

e Set Custom Watermark
The following steps will help you set custom watermark in word document. A custom
watermark is the one which can be modified text and its font, color and size etc.
Step 1 — Open a Word document in which you want to add a watermark.

Step 2 — Click the Page Layout tab and then click the Watermark button to display a
list of standard watermark options. At the bottom, you will find the Custom
Watermark option.
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Step 3— Click over the Custom Watermark option; this will display the Printed

Watermark dialog box.
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Step 4 — Now you can set a picture as watermark or you can set predefined text as
watermark; you can also type your text in the Textbox available atPrinted
Watermark dialog box. We will set text watermark as DUPLICATE and also set its font
color and font size. Once all the parameters are set, click the OK button to set the

parameters.
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e Remove Watermark

The following steps will help you remove an existing watermark from a Word document.

Step 1 — Open a Word document the watermark of which needs to be deleted.

Step 2 — Click the Page Layout tab followed by the Watermark button to display a list

of standard watermark options.
Watermark option.

Page LTyout tab Watermark Button
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At the bottom, you will

find the Remove
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Remove watermark Option

Step 3 — Click Remove Watermark option; this will delete the existing watermark from

the document.
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All of the Best Microsoft Word Keyboard Shortcuts

There are many general program shortcuts in Microsoft Word that make it easier for you to
do everything from save your document to undo a mistake.

« General Program Shortcuts

e Ctrl+N: Create a new document

e Ctrl+0O: Open an existing document

e Ctrl+S: Save a document

e F12: Open the Save As dialog box

e Ctrl+W: Close a document

e Ctrl+Z: Undo an action

e Ctrl+Y: Redo an action

e Alt+Ctrl+S: Split a window or remove the split view
e Ctrl+Alt+V: Print Layout View

e Ctrl+Alt+O: Outline View

e Ctrl+Alt+N: Draft View

e Ctrl+F2: Print Preview View

e F1: Open the Help pane

e Alt+Q: Go to the “Tell me what you want to do” box
o F9: Refresh the field codes in the current selection

e Ctrl+F: Search a document

e F7: Run aspelling and grammar check

o Shift+F7: Open the thesaurus. If you have a word selected, Shift+F7 looks up that word
in the thesaurus.
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« Moving Around in a Document

You can use keyboard shortcuts to easily navigate throughout your document. This can
save time if you have a long document and don’t want to scroll through the entire thing, or
simply want to easily move between words or sentences.

o Left/Right Arrow: Move the insertion point (cursor) one character to the left or right
o Ctri+Left/Right Arrow: Move one word to the left or right

e Up/Down Arrow: Move up or down one line

e Ctrl+Up/Down Arrow: Move up or down one paragraph

« End: Move to the end of the current line

o Ctrl+End: Move to the end of the document

e Home: Move to the beginning of the current line

e Ctrl+Home: Move to the beginning of the document

e Page Up/Page Down: Move up or down one screen

o Ctrl+Page Up/Page Down: Move to the previous or next browse object (after
performing a search)

e Alt+Ctrl+Page Up/Page Down: Move to the top or bottom of the current window

e F5: Open the Find dialog box with the “Go To” tab selected, so you can quickly move
to a specific page, section, bookmark, and so on.

o Shift+F5: Cycle through the last three locations where the insertion point was placed. If
you just opened a document, Shift+F5 moves you to the last point you were editing
before closing the document.
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o Selecting Text

You may have noticed from the previous section that the arrow keys are used for moving
your insertion point around, and the Ctrl key is used to modify that movement. Using the
Shift key to modify a lot of those key combos lets you select text in different ways.

o Shift+Left/Right Arrow: Extend your current selection by one character to the left or
right

o Ctrl+Shift+Left/Right Arrow: Extend your current selection by one word to the left or
right

e Shift+Up/Down Arrow: Extend selection up or down one line

e Ctrl+Shift+Up/Down Arrow: Extend selection to the beginning or end of the
paragraph

« Shift+End: Extend selection to the end of the line

o Shift+Home: Extend selection to the beginning of the line

e Ctrl+Shift+Home/End: Extend selection to the beginning or end of the document
o Shift+Page Down/Page Up: Extend selection down or up one screen

e Ctrl+A: Select the entire document

e F8: Enter selection mode. While in this mode, you can use the arrow keys to extend
your selection. You can also press F8 up to five times to extend the selection outward.
The first press enters selection mode, the second press selects the word next to the
insertion point, the third selects the whole sentence, the fourth all the characters in the
paragraph, and the fifth the whole document. Pressing Shift+F8 works that same cycle,
but backwards. And you can press Esc any time to leave selection mode. It takes a little
playing with to get the hang of it, but it’s pretty fun!

o Ctrl+Shift+F8: Selects a column. Once the column is selected, you can use the left and
right arrow keys to extend the selection to other columns.
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o Editing Text
Word also provides a number of keyboard shortcuts for editing text.

o Backspace: Delete one character to the left

o Ctrl+Backspace: Delete one word to the left

o Delete: Delete one character to the right

e Ctrl+Delete: Delete one word to the right

e CtrI+C: Copy or graphics to the Clipboard text

o Ctrl+X: Cut selected text or graphics to the Clipboard
e Ctrl+V: Paste the Clipboard contents

e Ctrl+F3: Cut selected text to the Spike. The Spike is an interesting variant on the
regular clipboard. You can keep cutting text to the Spike and Word remembers it all.
When you paste the Spikes contents, Word pastes everything you cut, but places each
item on its own line.

o Ctrl+Shift+F3: Paste the Spike contents

o Alt+Shift+R: Copy the header or footer used in the previous section of the document
« Applying Character Formatting

Word also has loads of keyboard combos for applying character formatting (and paragraph
formatting, but that’s covered in the next section. You can use the shortcuts to apply
formatting to selected text or to whatever you type next if no text is selected.

o Ctrl+B: Apple bold formatting

o Ctrl+l: Apply italic formatting

e Ctrl+U: Apply underline formatting

e Ctrl+Shift+W: Apply underline formatting to words, but not the spaces between words
e Ctrl+Shift+D: Apply double underline formatting

e Ctrl+D: Open the Font dialog box

o Ctrl+Shift+< or >: Decrease or increase font size one preset size at a time

o Ctrl+[ or ]: Decrease or increase font size one point at a time

e Ctrl+=: Apply subscript formatting

o Ctrl+Shift+Plus key: Apply superscript formatting

o Shift+F3: Cycle through case formats for your text. Available formats are sentence
case (capital first letter, everything else lower case), lowercase, uppercase, title case
(first letter in each word capitalized), and toggle case (which reverses whatever’s there).

o Ctrl+Shift+A: Formats all letters as uppercase
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e Ctrl+Shift+K: Formats all letters as lowercase
o Ctrl+Shift+C: Copies the character formatting of a selection
o Ctrl+Shift+V: Pastes formatting onto selected text

o Ctrl+Space: Removes all manual character formatting from a selection

o Applying Paragraph Formatting

And just like with character formatting, Word has a bunch of shortcuts particular to
formatting paragraphs.

e Ctrl+M: Increases a paragraph’s indent one level each time you press it
e Ctrl+Shift+M: Reduces a paragraph’s indent one level each time you press it
o Ctrl+T: Increases a hanging indent each time you press it

o Ctrl+Shift+T: Reduces a hanging indent each time you press it

e Ctrl+E: Center a paragraph

e Ctrl+L: Left-align a paragraph

« Ctrl+R: Right-align a paragraph

e Ctrl+J: Justify a paragraph

e Ctrl+1: Set single-spacing

e Ctrl+2: Set double-spacing

e Ctrl+5: Set 1.5 line Spacing

o Ctrl+0: Remove one line spacing preceding a paragraph

e Ctrl+Shift+S: Open a popup window for applying styles

e Ctrl+Shift+N: Apply the normal paragraph style

e Alt+Ctrl+1: Apply the Heading 1 style

o Alt+Ctrl+2: Apply the Heading 2 style

o Alt+Ctrl+3: Apply the Heading 3 style

e Ctrl+Shift+L: Apply the List style

e Ctrl+Q: Remove all paragraph formatting
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o Inserting Things

Whether you’re looking to insert a section break in your document, or you just don’t feel
like digging for a common symbol, Word’s keyboard combos have you covered.

o Shift+Enter: Insert a line break
e Ctrl+Enter: Insert a page break
e Ctrl+Shift+Enter: Insert a column break

o Ctrl+hyphen (-): Insert an optional hyphen or en dash. An optional hyphen tells Word
not to use a hyphen, unless the word breaks at the end of a line. If it does, Word will use
a hyphen where you placed it.

e Alt+Ctrl+hyphen (-): Insert an em dash

o Ctrl+Shift+hyphen (-): Insert a non-breaking hyphen. This tells Word not to break a
word at the end of a line, even if there’s a hyphen there. This would be useful, for
example, if you included something like a telephone number and wanted to make sure it
all appeared on one line.

o Ctrl+Shift+Spacebar: Insert a non-breaking space
e Alt+Ctrl+C: Insert a copyright symbol
e Alt+Ctrl+R: Insert a registered trademark symbol

e Alt+Ctrl+T: Insert a trademark symbol

« Working with Outlines

Hopefully, you outline before cracking into a long document. If you’re among those
organized, outlining souls, here are a few shortcuts to help you out.

o Alt+Shift+Left/Right Arrow: Promote (move to the left) or demote (move to the right)
a line

e Ctrl+Shift+N: Demote an outline level to regular body text

e Alt+Shift+Up/Down Arrow: Move the line with the insertion point up or down in the
outline

o Alt+Shift+Plus or Minus keys: Expand or collapse text under a heading
o Alt+Shift+A: Expand or collapse all text or headings in an outline

e Alt+Shift+L: Show the first line of body text or all body text

o Alt+Shift+1: Show all headings that have the Heading 1 style applied

o Alt+Shift+any other number key: Show all headings up to that level
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« Working with Tables

Moving around in tables doesn’t work quite like moving around in regular text. Instead of
clicking where you want to go, check out these combos:

o Tab: Move to the next cell in a row and select its contents, if there are any

o Shift+Tab: Move to the previous cell in a row and select its contents, if there are any
e Alt+Home/End: Move to the first or last cell in a row

o Alt+Page Up/Page Down: Move to the first or last cell in a column

e Up/Down Arrow: Move to the previous or next row

o Shift+Up/Down Arrow: Select the cell in the row above or below the insertion point or
selection. Keep pressing this combo to keep selecting more cells. If you have multiple
cells in a row selected, this combo selects those same cells in the row above or below.

o Alt+5 on keypad (with NumLock off): Select an entire table.
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