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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 @
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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
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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
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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 document to the original !
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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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Status bar

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

below —
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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.
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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 —
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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 ||
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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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2| 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 !
.| 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
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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.
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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.

_1‘]_
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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
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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.
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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.
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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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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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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 desired location in the second document.

-14 -
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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
) 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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Cut Option
Pastg Button Copy Option
Cut Button Copy Button Paste Option
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cover pages, and other aocumentoynanfg oiockkawnen you create pictures, charts, or
-] diagrams, theyalso coordinat Ml inentlook.
; You can easily change the fort 42 Copy A the document text by choosinga
5 look forthe selectedtextfror b Paste Options: ynthe Home tab. You can also format
o textdirectly by using the othe A b. Most controls offera choice of
:. using the look fromthe Wher 4 gy is, or diagrams, they also coordinate
» with your current document | 5 paragraph... ga format that you specify directly. :
> = Bullets ’ )
b 1= Numbering (3 4
4 >
- Styles L m— — =
Page:1 o1 | Words: 160134 | <G En’A‘ DR 3= 100% (= 95 ()
2 Hypedink.. )
Look Up »
Synonyms 4

35 Tranglate

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.

Documentl - Microsoft Word

@'H")'U—':

Home

Insent Page Layout References Review View

Mailings

“3 &  Calibri (Body)
43 B I U - ae x, x'

L

Quick Change Editing

Paste

[ & [t

Addins & @

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.

: When you create pictures, charts, or diagrams, they also coordhml '\mh your current

- documentiook.
|4 | |

e J I A®-A-A A Styles = Styles -
Clipboard & Font A Paragraph Styles
[—L:J-I'A’("l':""!-l.J‘l““|'5‘1'6"l‘7-"'é‘l'.’:'~'10."l'.'.l'LI IA'lex.AwilSSf’—];;

[~}
-

I| Page1ot1 | Words: 15149 | S Engin s | Insent | ||B/ 3 3 B oo o) v
- 1

|
Copied Text
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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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Look Up
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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

¥
B

Paste
S 4

CIFCED

Cipboard 7

Insert Page Layout Ref

Calibri (Body) 11 -
B 7 U -~abe x, X
7 A. Aas | A A

Font

Documentl - Microsoft Word

erences Mailings Review View Ad

-
=-
/| & -

Paragraph

21| 9 styles~ stytes

Styles

[E=E)

d-Ins

A M (s

Quick Change Editing

o 2)

@L‘A-u 1+ 1211351 441500601
5 . T ! v v

p SCRTHCY ROOTRESS 0
v

(R0 TR VR ¥ KNS XA T
g ¥

&

4

Pagelofl | Words:15/119 | <5 English (US) |

ul

1@!‘.‘“3 2= 100% OO

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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| 33 Repl
On the Insert tab, the galleries include items that are designed to coordis ~* Plac | overall
{ lists,

1 Editing
tUres; crais; or

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.

< ]

o !
Page:1otl | Words: 185 |

+)| v

<

& EnglishUs) | Insent |

D)

w0 w4

|[@D@E 3 W 10% (=

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
Wi oi= T Documentt - Weed )
Mome nsent References Madingy evew View Asddns - Q@
= SN T
& G = i EEFIEE »
Boay
1 5 7 Esan A3BbCOC | AaBbCcO¢ AaBbC: | 6& R
e s B 7 U~ ®-A W & Rt Thamal |THoSpeo.. Meadngl ;a::‘u: ey
0. . . Facagon . Shyles
\ = EX Fx 2 TR R KU TN A I LB
document o
-
6 matches On the Insert tab, the gallerigs include items that are designed to coordinate with the overall
Jis s a v || look of your document. You chn use these galleries to insert tables, headecs, footers, lists,
10 conrdinate with the ovecsst > ||| cover pages, and other docuNent butlding blocks. When you create pictures, charts, o
fo0k of your 6oy You .| diagrams, they also coordinate with your current document look.
| cam use these gaiteries to |
et Lables |
-

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,

harts, or disgrams, they alse

coerdinate with your crrent
ument 4ok

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.

ange the termating of
eiected tent i the document
a2 by ehoouing & 100k foe
the selected

-

Poge 1 et | Weeds 1083 | D1 [BmEan umi

-0o='d

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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diagrams, they also cooedinate with your current document look|

You can easily change the formatting of selected text in the document text by choosid
look for the selected text from the Quick Styles gallery on the Home tab, You can alsc
text directly by using the other controls on the Home tab, Most controls offer a choic
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 Ps ||
Layout tab. To change the locks available in the Quick Style gallery, use the Change C
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provis
commands so that you can always restore the look of your document to the original |
contained Inyour current template.

“wo-d

BIQ 3 m 1o (- +)

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

\
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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 ~ s,
_| 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
commands so that you can always restore the look of your document to the original
contained inyour current template.

“ 0w 4

qe ; M
Pageslofl | Words:185 | o English(US) | Inzert | IIEBBDE 3 E 110% (-

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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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 |intet  Pagelayout  References Malings Review View  Adddns I 7]
- | a ) \/"\‘ A) > by
- { -
—J a b4 e ] é
g¢  New Tracking  Accept Compate Protect  Start
. ) > :

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
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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
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i 1 am going to the school. You can easily change the formatting of selected text inthe
5 document text by ch b gallery on the
.| Home tab. You canal he Home tab. ]
= Most controls offer 3 N a format that
. @ The spefling and grammar check is complete. hd o
- you specify directly.
r [ L (-
& To change the overal| E-:‘.(_.—J |on the Page
. Layout tab. To chang& e TooRs Svamaore T e Turck Styte-gamery, use 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.
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] i ] >
EM,: Additional Actions * {Enghsh (US) | Insert | ”@mg 3 m 10% C') ) @ -

-926 -



Microsoft Office Word 2010 Jamal Ali Hammad

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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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.

The following screenshot shows two buttons Zoom-out which

and Zoom-in which is the (+) button.

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

is the (-) button

Document Views Zoom
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On the Insert tab, the galleries include items that are designed to coc; f
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 ©
*

4

i »
Page:10f1 | Words:186 | <5 English(US) | Insert | |[B 3@ = = 140% (o) .

=) it)

Zoom-outbutton ~ Zoom-inbutton

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 *

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.
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Page:lofl | Words 185 |
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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
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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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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.
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Symbols
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{ Close
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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 =
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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
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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
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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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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.



