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1 - The Desktop

The Desktop is the main Windows 7 screen (see image below). It is the work area where dialog boxes, windows, icons,
and menus appear. Like an office desk, the Windows 7 desktop contains items you can use to do your job. For

instance, from your desktop, you can perform file-management tasks and run software applications. You can

customize the appearance of the desktop to suit your preferences.

Desktop Icons
The Desktop is where you’ll find icons (small pictures) for many of your most frequently used programs. You’ll most
likely see icons for Computer, Documents, Recycle Bin,and Internet Explorer.

e Computer — Allows you to see what drives are attached to your computer (for example, your local hard disk
drive, your CD/DVD drives, any networked shared drives, and external drives, such as a USB flash drive). You
can also view the files that are located on these drives.

e Documents — Supplies a ‘catch-all’ place for your personal files. Within here you can see your files, any shared
files from other computer users and any music or pictures you may have stored. The Documents folder will
sometimes be identified by your name instead of the word “Documents.”

e Recycle Bin— Stores any files you delete until you empty it.

e Internet Explorer — Contains Windows’ built in web browser that integrates with other Windows components

(such as your folders and Documents).
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On the other hand, you can also create and edit icons for your own use.

e Creating lcons — To create an icon, right-click anywhere on the Desktop and choose New Shortcut. Browse
for the file or program you want to create the icon for, click Next, name your icon, then click Finish.

e Deleting Icons — To delete an icon, either right-click on the icon and select Delete, or click once on the icon
and press the Delete key on your keyboard.

e Renaming Icons — To rename an icon, right-click on the icon and choose Rename. You can then type in the
new name. Also, try clicking once on the icon, wait half a second, then click it a second time. The text area will
be visible and you can type a new name.

e Arranging Icons — Toarrange the icons on your desktop, right-clickin an open area of the Desktop, click Sort
By, and choose the appropriate option from the list below.

o Name — Sort the icons alphabetically from top to bottom, left to right.

o Size —Sort the icons by file size (the amount of space the file takes up on your local computer).

o Type—Sorts the icons by the type of file that it is, such as Word Documents, programs, etc.

o Date Modified — Arranges the icons with the most recent items in the top left hand corner.

o Moving & Dragging — To move (drag) an icon, click on it once, holding down the click, and drag it to
another location. You can also arrange the items wherever you would like. Simply right-click in the

open area of the Desktop, click View, and choose Align to Grid.

Interior Decorating Windows 7: Changing Desktop Properties

So you’re bored with that plain background or that rolling green hill? Don’t like the flashing stars screen saver that
plagues your screen? The Personalization (Display Properties) window is your answer. From here you can change your
wallpaper, screen saver, and even your desktop theme. Toaccess the window, right-click anywhere on an open space

of your desktop and click Personalize. Here’s a rundown of what each area is.

e Change desktop icons — Allows you to select which items will appear on your desktop.

e Change mouse pointers — Allows you to pick a different mouse pointer. You can also change how the mouse
pointer looks during such activities as clicking and selecting.

e Desktop — Allows you to set the Desktop background picture.

e Display — Allows you to set your screen resolution and other advanced monitor and video settings.

e Screen Saver — Allows you to set a screen saver and its time interval. A screen saver is a picture or animation
that covers your screen and appears when your computer is idle for a set period of time.

e Sounds — Changes which sounds are heard when you do everything from receiving e-mail to emptying your

Recycle Bin.
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e Window Themes — Allows you to set a theme for Windows which includes changing visual or auditory
elements associated with menus, icons, backgrounds, screen savers, mouse pointers and some computer

sounds. Users can set some aspects of Windows 7 to visually look like Windows XP.

Taskbar & Toolbars

” spo/010

The bottom of your screen contains various toolbars and icons that allow you to see what programs are running and
what programs you can access easily by clicking its icon. From the left to right, the areas are: the Start button (which
was discussed previously), the Taskbar and the Notification Area (sometimes called the system tray). Sometimes other

toolbars can show up, such as an address bar.

o Display Desktop — Thisfeature will hide all open windows allowing the user to view their full Desktop. This
feature is activated by clicking the tall rectangular object to the right of the system date and time. Click the
object again to restore all of the hidden windows.

o Notification Area — Displays any programs you have running in the background (such as a virus scanning
program) and displays the time and date.

e Taskbar— Shows any programs or files you currently have open. You can click the toolbar buttons to go back

and forth between open items.

The new Windows 7 Taskbar is considerably different from previous incarnations of Windows. It now combines the
functions of the traditional Taskbar, which was a place to show which programs were open and allow a user to switch
between programs, and the Quick Launch toolbar, which was a small area that contained shortcuts to frequently used

programs.

Users can now “pin” programs to the Taskbar, which will place a shortcut to that program directly on the Taskbar. You
can do this by right-clicking on any icon in your Start Menu and choosing Pin to Taskbar. Clicking that icon will open
the program and put a highlight around that icon, showing that a window is now open. You can pin as many icons to
your Taskbar as you like, up to the length of the Taskbar. See the Quick View section to see how you can further utilize

the icons on the Taskbar.
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Quick View (Peek)

. MSN.com - Windows Internet (7 Wright State University - Dayton... M Microsoft Corporation - Windo... @ Apple - Windows Intemet Explo...

iPad is here.

Quick view, also called Peek, allows you to quickly view glance at all open windows of any application currently open.
In this example, Peek has allowed the user to quick view four websites currently opened in Internet Explorer. The user
can simply click the window they want to access and Windows will bring the website to the foreground. To access

Peek, simply place your mouse pointer over any open application.

Start Menu Basics

The Start Menu is, appropriately enough, your starting point in Windows 7. All of your programs, settings, etc. can be
accessed here. To begin using it, click the Windows Icon button in the bottom left corner or press the Windows key on

your keyboard. Here are some common items you’ll use on the Start Menu.

e Account Name — The account name for our test computer is
Guest. The user will find access to all of their personal filesand [ S supsing Tool

information stored in a single location. 3; Getting Started GUEE

Documents

e Computer — Formerly known as “My Computer” this start menu ! Connect to a Projector
- - . - Pictt
item provides access to all storage drives (hard drives, flash Calculator e
. . . Music
drives, network drives, CDs, etc) currently accessible through Sticky Notes
= Computer
your computer. &) Paint
. . « Control Panel
e Documents — Many users will remember this item as “My [l < xpsviewer
Devices and Printers

Documents”. From this menu item, users can access all of their § < windows Faand scan

Default Programs

files stored in the location. [5 Microsoft Office PowerPoint 2007
Help and Support

e Pictures — From here, users can find all of their pictures stored &5 Remote Desktop Connection

in this location. > AllPrograms

e Music—Userswill find their music files stored in this location. [Isearch programs and fites |WT

e AllPrograms Menu — Stores most of your options, such as the
programs you have installed on your computer including Microsoft Office.

e Search programs and files— Allows you to quickly search for files, folder and programs on your entire system.
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Recently Used Programs — Provides quick access to programs that you use frequently by placing them just
above the Start button.

Help and Support — Takes you to the Windows 7 Help Center.

Devices and Printers — Allows you to view printers and devices currently installed on your system.

Control Panel —Allows you quick access to programs that do everything from removing your programs to
adjusting your mouse settings and setting up a firewall.

Shut Down — Powers down the system. You can access more power options by clicking the arrow to the right.
Run Command — The Run command gives you quick access to programs, websites, etc. Just type in the name
of the file or website and click OK. You can access the Runcommand by typing “Run” (without quotations) into
the Search programs and files box. The search field can also be used as the old Run dialog box. Simply type

in the program name and hit the Enter key on your keyboard.

Computer Screen

The computer screen (formerly known as My Computer) has changed slightly in Windows 7. Along with showing all of

the vari

ous drives attached to your computer, you also have an “Explorer” type view on the left side that will allow you

easy access to the contents of those drives. Read more about the options available on this screen on the next page.

% ) Computer » v | 43 Ml Search Computer pel
Organize v System properties Uninstall or change a program Map network drive ~ » gz v [ @
¢ Favorites 1 4 Hard Disk Drives (3)
Bl Desktop Local Disk (C:) Local Disk (T:)
& Downloads _ ) — —
3] Recent Places . 185 GB free of 23
Local Disk (X:)
e L LT e—
4 Libraries S 202 MB free of 449 MB
5| Documents i ]
J K 4 Devices with Removable Storage (2)
@' Music
&= Pictures g a
= DVD RW Drive (D:) =~ Removable Disk (E:)
B videos d & -
- 4 Network Location (3
1% Computer @ i
&, Local Disk (C:) _, Home(H;) )
p= 0 7 e
= Removable Disk | 3/ 4.99 GB free of 5.00 GB ;./ 19.7 GB free of 39.9 GB
== Home (Kf) _ Shared (k)
&2 Apps (1) ="
3 Shared (K:) &2 290 GB free of 299 GB
a Local Disk (T:)
w Local Disk (X:)
| € Network < I
P L P-000FFEA25CES  Domain: wright.edu Memory: 4.00 GB
s Processor: Intel(R) Core(TM)2 Duo ... I
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e Hard Disk Drives — This area lists all of the physical hard drives you have installed in your computer. This does
not include any external hard drives or flash drives.

e Devices with Removable Storage — This area lists any external hard drives, flash drives, or CD/DVD drives.

e Network Locations — This area lists any network drives you may be connected to. On-campus computers will
have access to the Home (H:\) drive, which is your personal network space, the Shared (K:\) drive, which is

shared among users in your department, and the Apps (I:\) drive, which stores applications that CaTS provides

Quick Search

Have you ever opened a window, such as the Control Panel, and have trouble finding what you are looking for?
Windows 7 allows users to search individual windows through Quick Search. In our example, the user was able to find
Windows Update by typing the word “update” (without quotations) in the search filed located in the top right corner

of the window. The Quick Search field is available most windows.

T], Windows Update
“@l Check for updates
Turn automatic updating on or off

g Device Manager
> '@' Update device drivers
*'-j Programs and Features
View installed updates
Uninstall a program
How to install a program
Change or remove a program
Run programs made for previous versions of Windows

w Action Center
View recent messages about your computer

Review your computer's status and resolve issues

View reliability history

Fiz problems with your computer

View recommended actions te keep Windows running smoothly
Check security status

Choose how to check for solutions

View message archive

./ Devices and Printers
Change device installation settings

@Sear(h Windows Help and Support for "Update”
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2 - Disk Management

To keep your system humming along, it's a good idea to always keep a check on how your system is running and

where your files are located. Below are some things you should keep tabs on to help your system run better.

e Recycle Bin—1t’s a good idea to empty your Recycle Binoccasionally. Files can build up in here and take up
valuable space. To do so, right-click on the Recycle Bin’sicon and select Empty Recycle Bin.

e Disk Cleanup — Allows you to clean up temporary files, etc. that are collecting dust on your system. To use it,
click on Start-> All Programs-> Accessories-> System Tools-> Disk Cleanup. You’ll see a checklist of items
that you can mark and remove.

o Disk Defragmenter — Sometimes, Windows will throw bits and pieces of your files across your hard drive, thus
making the computer slower when trying to access these files. To remedy this, you need to run Disk
Defragmenter. Touse it, click on Start-> All Programs-> Accessories-> System Tools-> Disk Defragmenter

and follow the directions.

Tip: Run your virus and spyware scanners at least once a week and set them up to run automatic updates. You can
download free spyware and virus scanning software for your computer from the ConnectWright website, located at
https://www.wright.edu.cats/cw/. Users will be asked to authenticate with their username and password to access

the website.

Burning Data to a CD

Burning a CD or DVD is great for backing up data, transferring it to another computer, mailing it to someone, or

archiving older files to free up hard drive space. To burn a CD follow the steps below:

1. Insert a blank disc into your PC.

2. The Autoplay dialog box appears, asking whether you intend for this CD or DVD to hold computer files or
music.

3. Click the “Burn files to disc” link.

4. Typethe name for the disc, but before clicking next, review the following options:

a. Like a USB Flash Drive: Live File System isa new format that allows you to drag filesand folders onto it
in real time. You can think of it as a thumb drive.

5. With a CD/DVD player: Mastered format is the most widely used and allows you to drag the files/folders into

its window. The PC duplicates the items, parking it in an invisible, temporary holding area until you’re ready to

burn. You burn all files and folders at once.
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Choose one of the options, then click “Next.”
Add files and folders into the disc’s window with one of the following options:
a. Dragthe items into the open CD/DVD window or onto the disc burner’s icon in the Computer window.
b. Highlight the files you want burned onto the CD.Choose Organize -> Copy. Clickin the CD/DVD
window, and then choose Organize -> Paste to copy the material there.
c. Exploreyour hard drive and whenever you find a file/folder you’d like backed up, right-click it.
Click the “Burn to disc” button near the top of the window.

Followthe prompts to finish burning your disc.
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3 - Internet Security

The Internet can let hackers access your computer, unleash their viruses, set up remote hacking tools, feed us spyware
and try to trick us into giving them our credit card numbers. Windows 7 does include added security behind the

scenes, but we will focus on the following security measures that you can see and change.

e Security Center — Shows you at a glance where you’re safe and where you’re not. Click the buttons or arrows
on the right side of the screen to get more details about your security in any category. But if you want to
change those settings, click Control Panel -> Security -> Security Center.

e Windows Firewall — Acts as a gatekeeper between you and the Internet. It examines all traffic, and lets
through only communications that it knows are safe; all other traffic is turned away at the door. Protects both
inbound and outbound traffic.

e Windows Defender — Protects you against spyware in two ways. First, it’sa kind of silent sentinel that sits in
the background, watching your system. When it detects a piece of spyware trying to install itself, Defender
zaps it. Second, it scans your hard drive for infections every day, and removes what it finds. Access it by going
to Control Panel -> Security -> Windows Defender.

e Phishing Filter — A phishing attack involves receiving an email that appears to be legitimate from a bank,
eBay, PayPal, or some other financial Web site. The message tells you that the site needs to confirm account
information, or warns that your account has been hacked, and needs you to help keep it safe. Access it by
going to Internet Explorer -> Tools -> Phishing Filter.

e Privacy and Cookies — Deposits preference files on your hard drive. Some cookies can be helpful, such as
ones that let your PC log into a site automatically or let you customize what the site looks like and how to use
it. On the other hand, some cookies can record which pages you visit on a site, how long you spend on a site,
what kind of information you like to find out, and so on. To check cookie settings, open Internet Explorer and
go to Tools -> Internet Options -> Privacy tab. Twotypes of cookies are described below:

o First-party cookie: created by the site your currently visiting and generally aren’t privacy invaders.
o Third-party cookies: deposited by sites other than the one you’re on, normally via advertisements.

e Erasing Your Tracks — Internet Explorer logs every web site you visit, storing cookies and possibly your
passwords. In addition it can store graphic/text filesto speed up the page when you visit those sites again. To
delete cookies and browsing history go to Tools -> Internet Options -> General.

e Pop-up blocker — Pop-ups are more than annoying; they’re potentially dangerous. They’re tricks hackers use

to deposit spyware on your PC.

10



Page |11
4 — Free Software

Windows includes a wide array of simple programs that makes it easier to finish your day to day tasks. Below you’ll
find information on these. To access them, click on Start->All Programs->Accessories-> and then the appropriate

icon.

e Calculator — Contains both a simple and scientific calculator.

e Command Prompt — Gives you access to the old DOS style command window.

e Notepad — Thisisa simple text editor, mainly used to type a few notes.

e Paint—Asimple image editing and creation program.

e WordPad — Aword processing program with more options than Notepad, but not as advanced as Microsoft
Word.

e Windows Sidebar —see chapter 5.

Windows also includes some other programs that make your life easier. These programs include Internet Explorer,

Windows Contacts, Windows DVD Maker and Windows Defender. To access go to Start->All Programs.

e Internet Explorer — Provides you with a way to view websites on the Internet. Thisis a full featured program
and has many advanced options and security to make your web browsing safe and fun.

e Windows Contacts — Provides a central directory for phone numbers, email addresses and mailing addresses.

e Windows DVD Maker — Debuts with Windows 7 and only with the Premium or Ultimate Editions. It allows
you to turn your digital photos or camcorder movies into DVD’s that work on any DVD player, complete with
menus, slideshow controls, and other navigation features.

e Windows Defender — As discussed in Part 3: Internet Security.

Tip: Windows DVD maker requires Windows Movie Maker. You can download Windows Movie Maker, free of charge,

from Microsoft by navigating to http://download.live.com/moviemaker in your favorite web browser.

11
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5 —Windows Live Essentials

Windows Live Essentials can be downloaded, free of charge, through Windows Update. The programs provided

additional software designed to increase user productivity and enjoyment.

e Messenger — Instant Messaging program similar to iChat or AOL Instant Messenger (AIM).

e Windows Mail — Outlook Express has been replaced by Windows Mail, an improved e-mail program with
enhancements such as junk e-mail filtering and protection against phishing messages. Tocheck these settings
go to Tools -> Junk E-mail Options. It allows you to create multiple accounts to check, create filters,and add
signatures to your e-mail.

e Windows Photo Gallery — Digital photo management that allows you to import photos, organize, tag, rate,
edit and share pictures.

e Windows Movie Maker — Allows you to edit your video from a camcorder or digital camera, trimming out the
boring parts, and dress it up with credits, music, and so on.

e Windows Toolbar — Allows Windows Live and Hotmail users to quick access their email, calendar, photos and
more.

e Writer —Allows users to create professional looking blogs. Even allows users to publish directly to more blog
services.

e Family Safety —Provides additional parental controls to limituser accessibility to websites.

e Microsoft Outlook Connector —Allows users to access their Windows Live & Hotmail accounts via Outlook.

e Microsoft Office Live Add-in — Allows Windows Live and Hotmail users to save and open documents from
their SkyDrive.

o Silverlight — Enhances the user experience when they access websites that utilize Silverlight.

12
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6 - Gadgets ——

‘Obama and Calderon...

Gadgets are easy to use mini-programs that give you information at a glance and

Wal-Mart pulls toxic ...

provide easy access to frequently used tools. To access Gadgets, right-click anywhere “Octomon’ paid $5K .

on an open space of your desktop, and click Gadgets. s 58 v

( 5 559
As you use your computer to access information, perform tasks, and interact with | - g
software, you may at times feel like you're facing information overload. You have to

open a web browser justto check the weather, open an application to view your
calendar, and open a calculator program just to add up a few numbers. Now, with

Windows Gadgets the specific information you need isat your fingertips.

7 - Who Needs a Mouse?

You can get to almost anything, and do almost anything, in Windows with a few clicks of your mouse.
However, sometimes those few clicks can end up being more than a few, and it begins to get tedious. One
way to break up the monotony and make your computing life easier is to use Windows’ keyboard shortcuts.

An extensive list of these shortcuts has been provided on a separate sheet within this packet.

8 - Need Help?

It’s always fun to check out Microsoft’s website to see what’s new and what’s coming up, but Microsoft
also has an extensive Help section that you can use to find information on almost any problem you are
having, whether it’s an error message, or just a general question. Toopen the Help system, choose Start-
>Help and Support, or press F1. By using the search option you are instructing Windows to rifle through
its 10,000 help pages to search for the phrase you typed. If you want to specify online help, clickthe Offline
Help link at the bottom of the screen and choose Get Online Help. In addition, you can head over to
http://support.microsoft.com and do a search for almost anything. And as always, you can contact us at
the Help Desk.

13
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Microsoft Word 2010

Microsoft Word 2010 is a word-processing program, designed to help you
create professional-quality documents. With the finest document-formatting
tools, Word helps you organize and write your documents more efficiently. Word
also includes powerful editing and revising tools so that you can collaborate with
others easily.
Microsoft Office Interface

Microsoft Office 2010 improves the ribbon interface that was introduced in
Microsoft Office 2007. The Microsoft Office Ribbon is a set of tools that are grouped
together in a related set of tabs.

Quick Access Toolbar Ribbon Tabs Hide the Ribbon

Tools shown here are Click any tab on the ribbon Click this icon to minimize
always visible. You can add to display the tools that are the ribbon and provide
your favoriti tools to this rﬂated to that task. more work space\

Page Layout References Mailings Review

3 Find ~
35 Replace
It “ac

Heading1 | Heading 2 T Normal | T No Spaci... <
i

Pule y|B 2 U dexx|\eP-A-|EEEE|I=| OB
| Clipboard . E % Bttt 5

U J AaBbCi AaBb( Aasbcedc AaBbCcDe ; %

Dialog Box Launchers Ribbon Groups

Dialog box launcher icons next to any Each ribbon tab contains groups, and each group
ribbon group label can be clicked to open contains a set of related tools. I-_Iere, the Paragraph
a dialog box with more options for that group on the Home tab contains tools for how text
group. should be aligned within the document.

Tools on each ribbon tab are further organized into logical groups called ribbon
groups. In the example below, Page Layout is the active tab of the Ribbon and all
functions that can be used to adjust the paragraphs of the Word document can be
found in the Paragraph group of the Page Layout tab.

TR —— L Documen? TV icosort od L

Home Insert Page Layout References Mailings Review Vi

| |4 Orientation ~ ¥= Breaks ~ 2] Watermark -+ J| Indent i =3 \Hw 4 Bring Forward ~ |2 Align ~
= 13 Size ~ £ 9 Line Numbers ~ | %] Page Color » || E5 L4 Send Backward ~ [g] Group ~

i Position Wrap
ES Columns ~  b¥ Hyphenation » | [ Page Borders | 30" ; ~ Text- iySelectionPane | Rotste -

Margins
v
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File Ribbon Tab

The Microsoft Office Button (P'-" that was introduced in Microsoft Office 2007 and
was found in the upper-left corner of Microsoft Word 2007 has been replaced with
the File tab on the ribbon in Microsoft Office 2010. Clicking on File will open a full
screen menu that allows Word documents to be created, saved, deleted, moved,
and printed.

Selecting the File tab
when a saved document
(Word file) is open will
default to the Info view
{13}. This view displays
the properties of the file,
such as the file size and
the creation,
modification, and
printing dates of the file.
When the File tab is
selected upon opening
Word, it will default to
the Recent view{2}. The
view displays recently
opened documents

{3} along with recently
used file locations
{43}.Selecting Options
{5} opens the Word
Options menu where the
settings of  Microsoft
Word 2010 can be
configured. Settings
include  configurations
with the proofing
options, ribbon
customization, and the
Quick Access toolbar.
Microsoft Office Quick Access Toolbar

The Microsoft Office Quick Access Toolbar allows for a customizable toolbar
displaying a set of commands independent of the tab on the Ribbon that is currently
displayed.

Recent Places

> My Documents

5 Peccrer Unseved Documants

Pagelayout  References  Mailings  Review  View

AaBbC:. AaBb( AaaBbCcDc AaBbCcDC : %

Heading1l | Heading2 = T Normal | 1 No Spaci.. - | Change
— "l Styles~ |

To customize the Quick Access Toolbar, click the down arrow to the right of the
commands. A popup menu will appear with available commands. Click on the
command to add it to the Quick Access Toolbar. If you don’t see the command you

15
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want in the popup menu, select More Commands from the menu.
This will open a new window that will allow you to select from all available Office

commands. You will also find the option to display the Quick Access Toolbar below
the ribbon.

Appearance of Microsoft Word

After opening Microsoft Word, you will be taken to a blank document and see the
following screen.

AaBbCcDc | AaBbCcDc. AaBbCi
T Normal | T No Spaci Heading 1

The default view in Microsoft Word 2010 is Print Layout, displaying the
document as it would be printed. The document view can be changed by
selecting the View tab
on the ribbon and
selecting one of the other
Layout options from the
Document Views

logical group.

You can also change the Document View by clicking the view icons along the
bottom of Microsoft Word.

Home Insert References

Ruler
|| Gridlines

Page Layout

Mailings
5 _lOne Page

Q =29 (1] Two Pages

Zoom 100%

| Page:1of1  Words:i0 ¢
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To change the zoom of the document, click the = or + icons or drag the slider
along the bottom of Microsoft Word.

Creating a New Document

To begin a new document, click on File and then click New.
The New Document window will appear, giving you various
options to create a new document.

..........

You can start from a
document by selecting Blank
Document (this is selected by
default) and then clicking Create.
You can also create a new
document from a pre-existing
template in one of the categories
under the Office.com Templates section.

Opening a Document

To open an existing document, click
the File tab and then click Open.
The Open window will appear. |
Select the location where you saved ' - ' i

9| | « Documents » MyDocuments » Tutorials » Office 2010 » Word »

New feider - 1 ®

*  Documents library

i Libraries Images

the file, then click the file name o | ieminomaes s
from the list and click the Open )

el Pictures

button. You can also double click on 8 v
the file from the list to open the ® ceops

= Local Disk (C)
document
File pame:  Microsoft Office Word 2010.docx - [RiWord Documents C.docx'a <]

Took v [ Open v [ cancel |
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Saving a Document
To save a document, click the File tab and then click Save. If this is a new document
that you are saving for the first time, the Save As dialog box will open up. Select the

location where you would like the file to be saved, enter a File name and then click
the Save button.

The default file format OEdS
B m [ |« MyDocuments » Tutorials » Office2010 » Word »
is the Word Document - — —
(*.docx) file format. 1 fian *
This file format e 4 mages 24
D Music &1 Microsoft Office Word 2010.docx 6/21/2010 4:35 PM Microsoft Word D

ensures that all S
document formatting W videcn
is saved and will be & Computer

R R Local Disk (C:)
available the next time wiiioin
the file is open. Note e
that .docx files are B marbeMesfill___

File name: [Rae =
unable to be opened Seiebityre (e >
within Word 2003 and Authors: Craig Unterborn Tags: Add atag Title: Add a title
earlier. If the Sale T
workbook needs to be . Hide Folders Tools v sve | [ Cancel
shared with a

computer with Word
2003 or earlier, change
the ‘Save as type’ to
Word 97-2003
Document (*.doc).
Note that the .doc file
type removes certain
types of formatting
(such as certain color
options).

If you have previously saved the document, clicking Save under the Microsoft Office
Button will save changes to the existing file. If you prefer to have your changes saved
to a different file, click the Microsoft Office Button and then click Save As. In addition
to saving as a .doc and .docx, Word 2010 has the ability to save directly to a PDF file.
To save a Word document as a PDF, click the File tab, and then click Save & Send.
Click on Create PDF/XPS Document and then click Create PDF/XPS. Select the
location where you would like the file to be saved, enter a File name, ensure ‘Save as
type’ is set to PDF (*.pdf) and then click the Publish button. Note: You should also save
the document as a Word file as you won’t be able to edit the PDF document that you
create from within Microsoft Word.
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Home Tab
This is the most used tab; it incorporates all text formatting features such as font
and paragraph changes.

Pagelajout  References

=1 ¥ |n St “ladi| s e = =
L 23 [ @oay -Ju -] a0 | Aar | % e AaBbC( AaBb( aabccDc AaBbCeDe | s

B I U -abe x, X | Sy A = | < Heading1 | Heading2 | 1 Normal | 1 No Spaci... - gth;:?f s

Font_ & aragra Styles. i| FEditing |

-- Font -- Style -- Editing
Group names are at the bottom of the Ribbon and groups are separated by a thin line.
Most but not all groups have a dialog launcher button

The Clipboard Group

i

Paste S
- <J Format Painter
Clipboard

The clipboard group is on the far left of the Home Tab. Paste (with options) Ctrl +V:
The Paste button is actually a drop-down menu of paste choices which is similar to the
paste options you see after you paste if you use the Ctrl + V shortcut.

Paste Options:
(Chrl) =
Paste Options: ' e,
N — Paste Options: = > A
F YA EIr _
4 Paste Special...
Paste Special...
Set Default Paste... | Keep Source Formatting (K) Set Default Paste...

v" The first choice (brush) is to keep source formatting.

v" The arrow button is to merge formatting and the A is to paste the content into the
destination document's formatting.

v' Paste Special... brings up a dialog box .

v Set Default Paste... let's you decide what happens when you simply press Ctrl+ V to

paste.
Cut, copy. and paste
Pasting within the same document: Keep Source Formatting (Défault] EI
Pasting between documents: Keep Source Formatting (Default) E[
Pasting between documents when style definitions conflict: | Use Destination Styles (Default) E'
Pasting from other programs: Keep Source Formatting (Default) El
Insert/paste pictures as: In line with text EI

m Keep bullets and numbers when pasting text with Keep Text Only option
[] Use the Insert key for paste
[¥] Show Paste Options button when content is pasted

Q] Use smart cut and paste ¢
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Cut Button is the mouse equivalent of Ctrl + X. It deletes content from the current
location and puts it in the Clipboard.

Copy Button also puts selected text or graphics into the Clipboard. It remains where
it is, though. The keyboard equivalent for this is Ctrl + C.

The Format Painter (Brush) (Ctrl+ Shift + C to copy formatting, Ctrl + Shift +V to
paste formatting)

The Font Group
Cambria (Headii ~ 11~ A" a7 | Aa~ | &)

B 7 U ~ahe x, xX° - A

Font

Aa -
Sentence case.
lowercase
. UPPERCASE
| Capitalize Each Word ‘

tOGGLE cASE

Change Case: - Note that Small Caps is not one of the

options.
HOME
Garamond ~|12 ~-| A A  Aa~- A
B I U -akx, X MAF3IF4A -
Highlighting: Font %!~ Highlighting is not

considered formatting in Word Highlighting cannot be part of a Style definition
(unlike shading) and is not reversed by the Clear Formatting button.

Clear Formatting, which will strip the effects of the other buttons in the font group

from selected text.
HOME
Garamond ~-|12 ~| A A Aa'D

B I U ~ake X, X .f'E'E.'a-/'i'

Clear Formatting Font &

This says it clears all formatting. This is not accurate. It clears all direct
formatting, the same as using Ctrl + Spacebar.

20


http://www.addbalance.com/word/ribbonsHome.htm#ClearFormatting

Page |21

Font Dropdown and Font Size Dropdown
HOME

Garamond 112 ~|]A A Aa- A

B I U ~abeXx, X A-3¥-A-

Font [F]
In the size window you can type a size that is not on the dropdown list. In the Font
window you can start typing the name of a font and it will fill in the first font name
that fits as you type.
Increase Font Size - Grow Font

Decrease Font Size - Shrink Font

HOME
Garamond 12 -] A A |aa- A
B I U ~abe x; X2 /A ~3- A ~
Font =
Bold (Ctrl +B)
Italic (Ctrl +I)
HOME
Garamond ~-|12 =~ A A Aa~- &

2

B I U ~abe x; ¢ /[M& -3 - A -

Font [F]

Underline (with options) (Ctrl +U)

Garamond ~|12 ~| A A Aa-
B I [il=ase x, 3| A~ A
MNone

More Underlines...

Ay i ’
=a Underline Color 4

Clicking on the Underline button will underscore your text. Clicking the little triangle
21
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on the right will give you options for the type of underline you want. You can only apply
one type of underlining to a character. If text is already underlined and you click on
the Underline button, the underlining will be removed.

Strikethrough
HOME INSERT DESIGN PAGE LAYOUT REFERE"

Garamond ~|{12 ~|A A Aa- A

I U ~fabshp, % A-Z-A-

' Format Painter

<l

yboard [ Font
The Strikethrough button gives you a single line through selected text. A double line is
possible through the Font Formatting dialog box (below).If it is clicked on text that
already has single-line strikethrough, that is removed.

Subscript Ctrl + +
Superscript Ctrl + ++Shift

HOME INSERT DESIGN PAGE LAYOUT REFERE?

Garamond ~|{12 ~|A A Aa- A

- o A-a¥. A -
' Format Painter B I U-abepx. X} A~5~- 4,

yboard [ Font [

These decrease the font size proportionally and lower or raise the baseline

Text Effects

A A Aa- A&
& - - A -
A A A Al
TN f
A A A
A A A ~n F
5~ A
A outline [
& Shadow bk
& Reflection 1
& Glow 3
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Text Effects lets you apply WordArt type appearance to text in the body of your
document. Unlike WordArt, Text Effects can be
applied using Styles. The Text Effects button only works as a drop-down. Unlike the
Underline, Highlighting, and Color buttons which also allow choices, it will not apply an
effect upon being clicked. You need to pick something.

Font Color

Wy - -~
./ A
- Automatic

i Theme Colors

Standard Colors

HE EEEEN
%¥ More Colors... |
D Gradient [}

If you simply click on the font color button, it will give you the color shown. That color
will be the last one applied to text in your Word session. More Colors gives you access
to the full palette Gradient allows setting multiple colors fading - this is much more
effective with larger text.

Font Dialog Launcher (Ctrl + D)

HOME INSERT

= - -l A A = =izt &= 3= A
Saramond 12 A A Aa- e i=-i=-fE- #=355 0 2L (T | AaBbCCD AoBbCeDd  AaBbCcDd  AaBbCc
B I U -abe X; X° == 1=- O Body Text Citation T No Spac... Heading 1
Font paragraph =
L Font ? <
i
Font | Advanced
Font: Font style: Size:
Garamond Regular 1z
Freestyle Script ~ g 8 ~
French Script MT Italic 9
Gabriola Bold 10
Gadugi Bold talic 11
hd hd
Font color: Underline style: Underline calor:
Automatic e (none) ~ Automatic
Effects
[ strikethrough [ small caps
[] pouble strikethrough [ &l caps
[ superscript [ Hidden
[ subscript
Preview
Garamond
This is @ TrueType font. This font will be used on both printer and screen.
Set As Default Text Effects... Cancel

23


http://www.addbalance.com/usersguide/styles.htm
http://www.addbalance.com/word/ribbonsHome.htm#Underline
http://www.addbalance.com/word/ribbonsHome.htm#Highlighting
http://www.addbalance.com/word/ribbonsHome.htm#FontColor

Page |24

An alternative for reaching this dialog box is the keyboard shortcut Ctrl+ D. This opens
a dialog box that gives control over multiple options and gives more options than do
the buttons on the Ribbon. Two not available on the Ribbon buttons are Double
strikethrough, and SMALL CAPS. In addition, the Underline style gives access to
many different kinds of underscores. The Preview box at the bottom previews what
you are setting. Under that are buttons that let you set these settings as the default
for new documents (based on this template),for text effects, and OK/Cancel. Even
more options are available on the Advanced tab of the font dialog box:

Fant [adivanced |
Character Spacing
Scale: 1009

spacing: racrmal - By

R

Position : raarmal -~ Bt
Faints and above

[l Eerning for fonts: =
Cpen Type Features

Ligatures: rone

rMumber spacing: Default

rumMber forms: Default

Stylistic sets: Default

[ use contextual Alterna tes
Preview

Cararmorcl

This is @ TrueType fant, This fTont will be used an Both printer and screen.,

Set as Deraun Taxt Effacts.. cancal

The Paragraph Group

=-i=-w- == 2N

= = = = =~ A

Paragraph [
Bullets and Numbering is the top-right section of the paragraph group.
The first button is for bullets. Clicking on the bullet button will give you a bullet, the
type of bullet will be the last type used by you. Following paragraphs will have the
same bullet type. When you press the Enter key to create a new paragraph in an empty
line, Word will discontinue use of bullets. When you click on the button, Word changes
the indents to add a "hanging indent" that indents both the bullet and the associated
text.
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Lorem ipzum dolor sitamst, conzactstmer adipiscing elit Mascena: porttitor congus massa
Pusce posuere, magna sed pulvinar ultricies, purns lectu: malesuada libero, sitamet
commeodo magna eros quis 1wna.

®*  IMNume viverra imperdiet enim. Puses ezt Viramus 2 tellus.
Pellentszaque habitant morbi tristigue
pharemrz nonummy pede. hizuris

otz et netns ot malesuada fames ac frpis egesta:. Proin

Clicking on the down-pointing triangle will give you choices.

EElR = - =

2 ([M] | sapncer |

Recently Used Bullets

-
Bullet Library
| None | - O - Ty 3.
= v

Document Bullets
— -

Define MNew Bullet...

List Numbering
The second bullet is for simple numbered lists. Clicking on the button will give you a

single-level numbered list of the type last used. Shown below is such a number inserted
with the ruler showing.

Included with the numbering is a first-line indent and a hanging indent. Your
numbered list will be set in from the margin and following lines in the paragraph will
be set in more.

B O R R L R RS R TS L TR

-l
=|m

1. Lorkm ipsim dolor sit amet, consectetner adipiseing elit Mascenas porttitor congue mazsa.
Puzce posuers, magna sed pulvinar ultricies, purne lectu: malesuwada libere, sitamet
commods magna eros quus wna.

2. Nume viverra imperdietenim Pusce est Vivamus 2 tellus.

Pellentesque habitant morbi tristique senechn: et netus et malesuada fames ac turpis egestas. Proin

vharetra nonuwnmv pede. Maurs et orei.

25



Page |26

As with bullets, you can apply this to existing paragraphs.
As with bullets, the down-facing triangle will give you more choices.

e - - 2
= 3
= Numbering Library

1 13

Mone 2 2y

3 3>

1 A a)

1 B. ()]

i = (<]

Fusce aliquet peds non peds. Suspendisss dapibus lorsm
a i
b i
c i

Document Number Formats

<Z= Change List Level -
Define Mew Mumber Farmat...

+2Z  Set Mumbering ¥alue...

The screenshot above shows the gallery of choices. As with the bullets gallery, the list
number gallery lets you preview your choice for selected text. In this show, the current
choice is with the full stop following the number; the previewed choice is with a right
parenthesis. As with bullets, you can define a new format. In addition, you can reset
or restart your numbering.

Paragraph Dialog Launcher

The little arrow in the bottom right corner of the Paragraph group launches the
Paragraph Formatting dialog. Again, such formatting is best done using Styles rather
than directly.

Paragraph Dialeg Launcher I

Tabs et Az peraur cancer
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Show/Hide Formatting Marks

The Show/Hide command allows you to see every time you hit the space bar, hit
enter or tab. This feature can be quite useful when creating documents to
understand where everything is placed within your document and see if any errors
have been made.

=.%=» == 4| |q| Onthe Home tab, in the Paragraph group, click
; S Show/Hide.

11
“4

Paragraph

On the Home tab, in the Paragraph group, click
Line Spacing. Do one of the following:
Click the number of line spaces that you want.

aaBbcede | For example, click 1.0 to single-space with the spacing that is
mormsl |1 ysed in earlier versions of Word. Click 2.0 to double-space

10 the selected paragraph. Click 1.15 to single-space with the
V] tas spacing that is used in Word 2010.

= Click Remove Space Before Paragraph to remove any

2 additional lines added after each paragraph as a default

Line Spacing Options...

Remove Space Before Paragraph

< =

Add Space After Paragraph

Sort a list alphabetically

Let Word sort a text list for you, either from Ato Z or Z to A.

1. Select the text in a one-level bulleted or numbered list.

2. On the Home tab, click Sort. (In Outlook: On the Format Text tab, click

Sort.)
i e e = -
moim T T == T | aaBbcene
=S=== = H-HE. T Normal
Paragraph F]

In the Sort Text box, set Sort by to Paragraphs and Text.
Click either Ascending (A to Z) or Descending (Z to A).
Click OK.

uhw
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Create or adjust a first-line indent or hanging indent:
1. Place the insertion point anywhere in the paragraph you want to indent, or select
one or more paragraphs.
2. To adjust the first-line indent, drag the first-line indent marker on the ruler.
3. To adjust the hanging indent, drag the hanging indent marker.
4. To move both markers at the same time, drag the left indent marker. This will
indent all lines in the paragraph.

teadn ~ 11+~ A" A7 | Aa-~ L a N a1
O - abe x, x° ~ ap> EFirsl Line Indent marker |- B

e . _
"" L Hanging Indent marker F
E Left Indent marker l

If you want to indent all lines in a paragraph, you can use the Indent commands
on the Home tab.

1. Select the text you want to indent.

2. Make sure you are on the Home tab.

3. Click the Increase Indent command to increase the indent by increments of 1/2

inch.
References
| [zl
Aa~ | 55 1. AaBbC/ | AaBbC
. ab® . -
B - A T Asdfasdf | T Norr
[ Paragraph [F]
R - 1 ! 2 .
a Increase Indent
Increase the indent level of the
paragraph.

4. Click the Decrease Indent command to decrease the indent by increments of 1/2
inch.

The Styles Group

Home

AaBbCc AaBbCcl AaBbCc AaBbCc 4aBsC:I AaBbCc AaBbCeDdE AaBbCeDE AaBbCel A
ArrestDate T Body Text.. clientName Department.. Emphasis THeading 1 THeading 2 T Heading3 THeading4 |- Chelmge
Styles ~

Styles
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The Editing Group

HOME
i Find -
2. Replace
L} Select -
Editing
The Editing Group actually appears on the far right end of the Home Tab. The Editing
Group has three choices, two of which are drop-down.
Find
i Find -
#t Find
# Advanced Find..
2 GoTo.

Find (Ctrl + F) opens the navigation pane with the insertion point in a search box.
Advanced Find (Ctrl +H) opens the Find dialog box (Replace)

Go To... (Ctrl + G) opens a dialog that lets you go to a point in your document.
Replace (Ctrl + H) opens the Replace dialog box shown below.

Find and Replace ? <

Find Replace Go To
Find what: make =
Format:
Replace with: |create| =
Format: Font: Bold

<< Less Replace Replace All Find Next Cancel

Search Options

Search; All ~

] Match case [ Mateh prefix

[] Find whole words only [ mateh suffix

[J use wildcards

[] seunds like English) [J ignere punctuation characters.

[ Find all word forms (English) [ ignore white-space characters
Replace

Format ~ Special ~ Mo Formatting
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Insert Tab - Inserting Objects

Pagelayout  References  Mailings  Review  View

..... = | Elal [T 3¢ | Hyperlink = 4 = A= signature Line -
= EERE=T P EERE EE
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart Screenshot Header Footer Page Text Quick WordAt Drop Equation Symbol
Page~ Page Break r Art ' g 4] Cross-reference v ~  Numberv | Boxv Partst v  Cap- '$Object~ - -
Pages Tables Tustrations Links Header & Footer Text ‘Symbols
Page Tables Illustrations Links Header &Footer Text Symbols

Group names are at the bottom of the Ribbon and groups are separated by a thin line.
Most but not all groups have a dialog launcher button .This tab can be used to insert
various types of objects, including pages, tables, illustrations, links, headers & footers,
text, and symbols.

Pages

80 =

Cover Blank Page
Page ~ Page Break

Pages

Cover Page - Drop-Down: The drop-down contains the commands: Built-in,
Remove Current Cover Page and Save Selection to Cover Page Gallery. The list of
built-in cover pages is Alphabet, Annual, Austere, Conservative, Contrast,
Cubicles, Exposure, Mod, Motion, Pinstripes, Puzzle, Sideline, Stacks, Tiles and
Transcend.
Blank Page: Inserts a blank page by inserting two page breaks, one above the
current insertion point and one below it.
Page Break - (Ctrl + Enter): inserts a page break instead of displaying the
Breaks dialog box. You can access all the other types of breaks using the Breaks
drop-down on the Page Layout tab, Page Setup group. (Insert > Break).

Tables

To create a table, click the Table icon from the Tables | 4 1+~
group and then select the number of cells you want. e e
The example at the right has a table that is 7 cells
wide by 4 cells high.

If you need a table that is
larger than 10 cells wide by
8 cells high, click Insert
Table.

o) BY P X

Ficture Cip  Shapes Sma
M

x4 Table

Insert Table
Table size:
Number of columns: 5

el - B @
pe oy

) ) ¥ humber of rows: 2
The Insert Table window will v
AutoFit behavior
open up. From here, the @ Fied coumn ik ek
number of columns and rows Autofit to contents
can be specified. In addition, AukoFit to window

the AutoFit behavior can be

set to specify the width of
columns. (o )] comel |

["] Remember dimensions for new tables
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The Draw Table lets you create a table by inserting horizontal and vertical lines using
the mouse.

The Convert Text to Table displays the "Convert Text to Table" dialog box.

The Excel Spreadsheet command inserts an Excel worksheet into the document. The
Quick Tables lets you insert tables that have been stored as building blocks. (Table
and Borders toolbar).

Illustrations

HE () T H !

= g e
SRR =N ™
Picture Clip Shapes Smartart Chart Screenshot

Art - -

INustrations

Pictures: Place your cursor where the picture is to be inserted and then select
Picture from the Illustrations group. Navigate to the directory where the picture
is located, click the file name and then click the Insert button. See the _Picture
Tools Format Tab section below for information on working with pictures within a
Word document.

Clip Art - Toggles the display of the Clip Art task pane to let you insert drawings,
movies, sounds, photos etc. (Insert > Picture > ClipArt)

Shapes - Drop-Down. The drop-down contains the commands: Recently Used
Shapes, Lines, Rectangles, Basic Shapes, Block Arrows, Flowchart, Calluses and
Stars and Banners. This is a consolidation from the earlier Drawing toolbar. This
list is slightly different in Excel.

SmartArt - Displays the "Choose a SmartArt Graphic" dialog box which lets you
choose from the following different types of smartart: list, process, cycle,
hierarchy, relationship, matrix and pyramid.

Chart - Displays the "Insert Chart" dialog box. There is no more MS Graph and
datasheet. Chart data is now opened up in an Excel spreadsheet. (Insert > Picture
> Chart).

Insert

Clustered Column 3
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Screenshot - (Added in 2010). Drop-Down. The drop-down contains the
commands: Available Screenshot and Screen Clipping.

Links

Q 2

Hyperlink Bookmark Cross-reference

Links

Hyperlink - (Ctrl + K): Displays the "Insert Hyperlink" dialog box.

To include a link to a website, select Hyperlink from the Links group. Enter the
text that should be displayed in the document in the Text to display: text box and
the web site address in the Address: text box and then click OK.

, P
Insert Hyperlink J LM
lkto:  Texttodisplay:
ic) Lookin: Office 2010 @ (]
Existing File or E] =
Web Page IconPack Bookmark...
‘;‘é’lg‘ @0 Microsoft Office Excel 2010.docx
% = Microsoft Office Excel 2010.pdf
Place in This ] Microsoft Office Outlook 2010.docx
Document Browsed |®] Microsoft Office PowerPoint 2010.d
Pages |7 Microsoft Office PowerPoint 20104pdf
% @ Microsoft Office Word 2010,86Tx
Create New Recent
Document Files
X
g] Address: El
E-mail Address |

Bookmark - This displays the familiar Bookmark dialog box. (Insert > Bookmark).
Cross-Reference - Displays the "Cross Reference" dialog box. This lets you cross re
figure numbers and section headings. (Insert > Reference > Cross Reference).

Headers and Footers

To have a consistent header or footer on each page of a document, click on Header
or Footer from the Header and Footer group and then select the header or footer
style that you desire. Once you add a header or footer, you will see a Header & Footer
Tools Design tab on the ribbon.

Header & Footer Tool |
e ——— =

File Home  Insert  Pagelayout  References  Mailings  Review  View Design

j j ﬂ< j 1| Elal j 7 Previous ["] Different First Page 3+ Header fromTop: | =]

K A = u e ) Next || Different Odd & Even Pages | =} Footer from Bottom: 0.5" = -
Header Footer Page Date Quick Piture Clip | Goto Goto . : a2 L ! Close Header
- v Number~ | &Time Parts~ Art Header Footer &3 Link to Previous | [V Show Document Text ] Insert Alignment Tab and Footer

Header & Footer Insert Navigation Options. Position Close

The Header & Footer Tools Design tab contains the options related to working with
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the header and footer sections of a document.
The Insert group provides the capability to insert the date & time, pictures, and clip
art.
The Options group allows you to specify if you want a different header or footer on
the first page and a different header and footer between odd and even pages.

The Position group allows you to specify the distance the header is from the top of
the page and the distance the footer is from the bottom of the page.

When you have finished working with the header and footer, click the Close Header
and Footer icon under the Close group.

Page Numbers

Click Page Number from the Header and Footer group, select the position of the page
numbers (top of page, bottom of page, page margins, or current position), and then
select the style of the page numbers. To set formatting options for page numbers, click
Page Number and then Format Page Numbers.

Symbols & Equations
Symbols that aren’t found on a normal keyboard can be added to Microsoft Word

documents by selecting Symbol from the Symbols group. A list of commonly
uSType equation here.ed symbols will display. Click on one of the symbols in the list or click
More Symbols to pick from a larger list.

-~ TT Equation -
2 Symbol ~
! 3 = =] oL
1 - == = =
[T = '
wooFE 02 e =

€2 More Symbols...

Equations can be added to a Microsoft Word document by selecting Equation from the
Symbols group and then selecting from the list of pre-defined equations or clicking
Insert New Equation and entering your own equation.
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E£quation Symbot

| Bustin

|
!
i

Area of Circte

A= mrs

Biromiat Theorem

v~ => (T)xa~—=
=

Expanson of  Swm

l(,*,,-:,+%‘+"<";—y“+

Founer Seres

S e

Pythagorean Theorem

a*+ 5> =c=

_ —5>+ 5T —3ac
= 2a
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[7T sneert reem £cuation

You will notice a Equation Tools Design tab will appear, from structures Group, You can
select new equation from a given extended list. From Symbols group you can choose
different symbols to use with equations.

Foge taprs

Reterences

Mg

- X o f'
=
Ly e L.
* Piaction Songt Bases Ieged  Lirge  Beaciet Puncien Actest Lime and Openstor Mates

o den sowt tascl g e chen Ao mt 1 Opentie b

O w0 ¢ Jm A [if]

L' 12 Align -
D I8 Group +

Position W Bring  Send  Selection
Text~ Forward - Backward~  Pane

S Rotate ~

This tab can be used to set layout options for a Word document.

Themes

n Calars ~
Fonts =

Themes

+ [©] Effects ~

Themes

Themes - Drop-Down. The drop-down contains the commands: Built-in, More Themes on Microsoft Office
Online, and Browse for Themes and Save Current Theme.
Colors - Drop-Down. Displays a list of all the available colors and lets you change the color component of

the active theme.

Fonts - Drop-Down. Displays a list of all the available fonts and lets you change the font component of

the active theme.

Effects - Drop-Down. Displays a list of all the available effects and lets you change the effect component

of the active theme.
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Page Setup

The Page Setup group contains the options to specify
the layout of a page, such as margins, orientation,
and page size. To set the margin for your document,
click on Margins and then select from the list of pre-
defined margins or click Custom Margins to enter
your own margins. To change the page orientation of
your document, click on Orientation and then select
Portrait or Landscape. To change the paper size, click
on Size and then select from the list of pre-defined
paper sizes or click More Paper Sizes to enter a
customized size. To create columns within your
document, click on Columns and then select from the
list of pre-defined column types or click More
Columns to enter a customized column style.

Page Background
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Page Layout References Mailings 1
B3 ]j »= Breaks ~

Margins Orientation Size Columns

£ Line Numbers ~
&~ Hyphenation ~
Page Setup )

To include a watermark on the page, such as ‘Confidential’ or ‘Draft’, select
Watermark from the Page Background group and then select one of the pre-defined

watermarks or Custom Watermark to
specify the text you would like to see
appear as a watermark on the page.To

Preview
Click on diagram below or use
buttons to apply borders
Color:
Automatic [~
Width: I ED
vapt
i B Apply to:

Art: Whole document E|

o

o)

set a page color, click Page Color and | Zeerendsiedng
select a color from the list of Theme [orcerg
Colors or click More Colors to pick a o
color not available from the list. To add 7~ o
a border to the page, click Page Borders “:| Box
to bring up the Borders and Shading

window. From here, you can specify how Bl
you want your border to appear, @ 55
including style, color, width, and ——
pictures. ‘i—ﬂ i
Paragraph

These are options taken from the (Format Paragraph)(Indents and Spacing tab) fo

quick access.

Indent Spacing

'§§ Left:  Ocm . Ii Before: 0 pt .

£% Right 0¢m T EZ after 10pt :
Paragraph
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Indent Left - TextBox. This automatically updates to indicate how much
indentation has been applied to the paragraph of the current selection. This can
be used to change the left indentation for the current selection.

Indent Right - TextBox. This automatically updates to indicate how much
indentation has been applied to the paragraph of the current selection. This can
be used to change the right indentation for the current selection.

Spacing Before - TextBox. This automatically updates to indicate how much
spacing is defined before the paragraph of the current selection. This can be used
to change the spacing for the current selection.

Spacing After - TextBox. The automatically updates to indicate how much
spacing is defined after the paragraph of the current selection. This can be used
to change the spacing for the current selection.

Arrange
This group also appears on the Drawing Tools - Format contextual tab.

BRE B S

Position Wrap Bring Send Selection .ﬁ -
- Text~ Forward ~ Backward~ Pane b Rotate -

Arrange
Position - Drop-Down. Displays a list of picture positioning options. The drop-
down contains the commands: In Line With Text and Text Wrapping. You can
select More Layout Options to display the "Advanced Layout" dialog box.
Wrap Text - Drop-Down. The drop-down contains the commands: In Line with
Text, Square, Tight, Through, Top and Bottom, Behind Text, In Front of Text, Edit
Wrap Points and More Layout Options.
Bring Forward -. Button with Drop-Down. The button brings the selected object
forward one level. The drop-down provides a command to bring the selected
object in front of all the other objects.
Send Backward - Button with Drop-Down. The button brings the selected object
back one level. The drop-down provides a command to send the selected object
to the back of all the other objects.
Selection Pane - Displays the Selection Pane task pane.
Align - Drop-Down. The drop-down contains the commands: Align Left, Align
Center, Align Right, Align Top, Align Middle, Align Bottom, Distribute Horizontally,
Distribute Vertically, Align to Page, Align to Margin, Align Selected Objects, View
Gridlines and Grid Settings. The Grid Settings displays the "Drawing Grid" dialog
box. (Align drag off toolbar).
Group - Drop-Down. The drop-down contains the commands: Group, Regroup
and Ungroup. (Group drag off toolbar).
Rotate - Drop-Down. The drop-down contains the commands: Rotate Right 90,
Rotate Left 90, Flip Vertical, Flip Horizontal and More Rotation Options. (Rotate
drag off toolbar).
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References Tab

[ Add Text ~
! Update Table

iy Insert Endnote 3{ 1) Manage Sources j ) Insert Table of Figures j 1) Insert Index
AE Next Footnote ~ | — W2 Style: APA Fifth '\ 2N Update Table

:, s ﬁ]ﬂsll’t Table of Authorities
e Insert i
Footnote | Show Notes | citation + 4} Bibliography -

- I update Index 3 Update Table
Mark Mark

Table of
Contents ~

Table of Contents

Insert ar
Caption '+) Cross-reference Entry Gitation

Nnm‘ Captions \ Index \ Table of Authorities.

This tab can be used to add a table of contents, footnotes/endnotes, citations,
captions, an index, and a table of authorities.

Table of Contents

[Ep Add Text =
2 update Table

Table of
Contents -

Table of Contents

Table of Contents - Drop-Down. The drop-down contains the commands: Built-
in, Insert Table of Contents and Save Selection to Table of Contents Gallery.
(Insert > Reference > Index and Tables)(Table of Contents tab).

Add Text - Drop-Down. The drop-down contains the commands: Do Not Show
in Table of Contents. Level 1, Level 2 and Level 3.

Update Table - Updates the table of contents so that all the entries refer to the
correct page numbers.

Footnote

You can quickly display the "Footnote and Endnote" dialog box by clicking on the
dialog box launcher in the bottom right corner of this group. (Insert > Reference
> Footnote).

._.[';']Insert Endnote

A§ Mext Footnote ~
Insert

Footnote
Footnotes

Insert Footnote - (Alt + Ctrl + F). Inserts a footnote at the current position.
Footnotes are automatically renumbered as you move text around the document.
Insert Endnote - (Alt + Ctrl + D). Inserts an endnote at the end of the
document. End notes are always placed at the end of a document.

Next Footnote - Button with Drop-Down. The button moves to the next footnote. The

drop-down provides the commands Next Footnote, Previous Footnote, Next Endnote and
Previous Endnote.
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Show Notes - Shows where footnotes and endnotes are located.

Citations @bibliography

In 2003 the Mark Citation dialog box was found on the Table of Authorities dialog
box ?

ﬁ ‘_ﬁHanage Sources
— A, Style: | APAFifth =
Insert o
Citation = i Bibliography ~
Citations & Bibliography

Insert Citation - Drop-Down. The drop-down contains the commands: Add
New Source, Add New Placeholder and Search Libraries.
Manage Sources - Displays a list of all the sources cited in the active
document.
Style - Choose the style of citation to use in the document.
Bibliography - Drop-Down. The drop-down contains the commands: Insert
Bibliography and Save Selection to Bibliography Gallery.

Captions

= Insert Table of Figures
=¥ Update Table

Insert
Caption [ Cross-reference

Captions

Insert Caption - Insert a caption below a picture or graphic to provide a short
description. (Insert > Reference > Caption).

Insert Table of Figures - (Insert > Reference > Index and Table)(Table of
Figures tab).

Update Table - Updates the table.

Cross-reference - Displays the "Cross-reference" dialog box allowing you to
insert cross-referencing into your document, for example: turn to page 3 or please
refer to page 12. Cross references are inserted as hyperlinks. (Insert > Reference
> Cross Reference).

Index

ﬁ £ Insert Indlex

Mark

Entr‘,{}

Index

Mark Entry - (Alt + Shift + X). Marks the currently selected text so it will appear
in the index of the document. (Insert > Reference > Index and Table)(Index tab,
Mark Entry).

Insert Index - (Index > References > Index and Table)(Index tab).
Update Index - Updates the table.
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Table of Authorities

—_,:24}_‘ B Insert Table of Authorities

' 2ff Update Table
Mark
Citation

Table of Authorities

Mark Citation - (Alt + Shift + I). Adds the currently selected text so it
will appear in the table of authority. (Insert > Reference > Index and
Tables)(Table of Authorities tab, Mark Citation)
Insert Table of Authorities - Inserts a table of authorities for cases,
statutes and other authorities in the document. (Insert > Reference > Index
and Tables)

Review Tab

Home  Insert  Pagelayout  References  Mailings

¥ @3NS ¥ arnnan

Spelling & Research Thesaurus Word | Translate Language |  New  Delete Frevious Next
- - Comm -

N
Block  Restrict
Authors ~ Editing

Protect

;? 23 Final: Show Markup -
= -] Show Markup -

Track -

Changes ~ L[?] Reviewing Pane -

Tracking

A oA L]

Accept Reject Compare

Proofing Language Comments Changes Compare

This tab is used to review your document, including proofing the document, adding
comments, tracking changes, and comparing a document against a previous
version.

Proofing

4 = ABC
v 04 Ed o3
Spelling & Research Thesaurus Word

Grammar Count
Proofing

Spelling & Grammar - Displays the "Spelling and Grammar" dialog box. This
allows you to check the spelling and grammar in the active document.
Research - Toggles the display of the Research task pane. Same as Excel.
Thesaurus - Toggles the display of the Research task pane defaulting the research
service to the thesaurus. Same as Excel.
Word Count - This displays the "Word Count" dialog box displaying the document
statistics. This replaces the Word Count toolbar. This dialog box can also be
displayed by clicking on the word count indicator on the status bar. (Tools > Word
Count).

Language

B &

Translate Language

Language
Translate - Displays the Research task pane. This drop-down contains the
commands: Translate Document, Translate Selected Text, Mini Translator and
Choose Translation Language.
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Language - This drop-down contains the commands: Set Proofing Language and
Language Preferences.

Set Language??

Set Language - (Moved in 2007). This displays the "Language" dialog box. This
dialog box can also be displayed by clicking on the language indicator on the status
bar. (Tools > Language > Set Language).

Comments
The New Comment is actually the Insert Comment from the Reviewing toolbar.
This command does not change to Edit Comment when a comment is selected like
it does in Excel.

3 2 tava
Mew Delete Previous Mext

Comment -
Comments

New Comment - (Shift + F2). Inserts a comment at the active cell. -

Delete - Button with Drop-Down. Deletes the selected comment. The button
deletes the comment in the active selection. The drop-down contains the
commands: Delete All Comments Shown and Delete all comments in Document.
This is disabled when the document does not contain any comments.

Previous - goes to the previous comment in the active document. (Reviewing
toolbar). This is disabled when the document does not contain any comments.

Next - goes to the next comment in the active document. (Reviewing toolbar). This -«

is disabled when the document does not contain any comments
-Compare To compare changes between two documents, click the Compare icon under

the Compare group and then Compare. Enter the Original document and Revised document

and click OK.
Compare Documents =
Qrignal document . Revised document -
——, =
Mo >> Cancel
Protect
=2 fj Final: Show Markup -

- 3 Show Markup ~
- Track o -
Changes ~ E Reviewing Pane

Tracking

40

{ Formatted Table

Formatted: Justified, Level 3, Line spacing: single,
Widow/Orphan control, Adjust space between Latin and
Asian text, Adjust space between Asian text and
numbers

{ Formatted: Font: Verdana

J

Formatted: Font: (Default) Calibri, Complex Script Font:
Calibri

|

{Formatted: Font: Bold, Complex Script Font: Bold

Formatted: Font: (Default) Verdana, 12 pt, Complex
Script Font: Times New Roman, 12 pt
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@ ; % Previous Formatted: Font: (Default) Verdana, 12 pt, Complex
2} Next Script Font: Times New Roman, 12 pt
Accept Reject _ _
Changes
2 B 2 itas ol tiomne. e o
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3

Compare
-

Compare

& B o tEer S ol FEOnE . Oovid

Block  Restrict N [ Formatted Table }
Authors - Editing
Protect

Protect Document - (Removed in 2010). In 2010 this was moved to the File tab
(Info > Protect Document). The drop-down contains the commands: Unrestricted

Access, Restricted Access, Manage Credentials.

| Formatted: Font: Verdana, 12 pt, Complex Script Font:
— - _ N 12 pt

i« Home Sen F‘agELamu References  Mailings - evv [ Formatted: Font: Verdana }
[ () /| Ruler 9. _llonePage él [ 11 View Side by Side
% E.,:Hm ‘Wg Outiine E\ [ simtes sz o Dworges | g, ;3 Ui smovocoussanting || R S Formatted: Font: Verdana, 12 pt, Complex Script Font:
| Layout All | 12 pt
[Formatted: Font: Verdana ]
This tab is used to set how you want your document to be viewed while you are { Formatted: Font: Verdana, 12 pt, Complex Script Font:
working on it., 12 pt

Formatted: Font: Verdana

ﬂ I:I ) _ | Formatted: Space After: 0 pt

Print Full Screen Web Outline Draft | _ . . . .
Layout Reading Layout Formatted: Justified, Line spacing: single, Tab stops:
Cocument Views

Document Vie e

[ ]
[Formatted: Font: Bold, Complex Script Font: Bold }
( ]

2.49 cm, Left
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Page |43 ’ [ Formatted

7777777777777777777777777777777777777777 </ [ Formatted
default view., [Formatted
Full Screen Reading - Maximizes the Word window on the screen and removals <. { Formatted
all toolbars etc, to allow easy reading. ) %Forma“ed
Web Layout - Displays the document as it would appear as a web page. \ “‘:{Forma"ed
LA\ [Formatted

\ [Formatted

using this view certain aspects of the document are not visible, for example any. ( Formatted

headers or footers.

Formatted
Show Formatted
El Ruler
[ Gridlines

[ Mavigation Pane

Show

Ruler - Toggles the display of the ruler(s).

Gridlines - Toggles the display of gridlines.

Navigation Pane - Toggles the display of the Navigation task pane. This is a

combination of the Find, Document Map and Thumbnails. o Formatted

Zoom

{ Formatted

_ Everything relating to adjusting the display percentage of the active document.

\| Formatted

There is also a new zoom slider in the bottom right corner next to the status bar. |
T — | Formatted

[ )] _i|j Cine Page \
A L Two Pages Formatted
Zoom  100% ; . _ -
=l Page Width || Formatted

Zoom

““‘[ Formatted

Zoom - Displays the "Zoom" dialog box. This was previously (View > Zoom) and {F"ma“ed

can also be accessed from the status bar by clicking on the view percentage. ) E[F°’ma“ed

100% - Adjusts the zoom to 100% of its normal size.

One Page - Adjust the zoom so an entire page fits in the application window.

. Two Pages - Adjust the zoom so two entire pages fit in the application window. _

Page Width - Adjust the zoom so the width of the page is the same as the width

of the application window.
Window

Every document you open in Word can be thought of as a window. It is possible

" to open multiple windows of the same document.

—Fil. E 1] view Side by Side %

_=1: Synchronaus Scrolling

Mew  Arrange Split Switch _
window Al 4 Reset Window Position  windows ~

Window

[ Formatted

[ Formatted

?“[ Formatted

e 1 1 e e 06 D 1 0 e e 16 16 10 e e D6 16 10 0 e e 16 6 00 e e 16 6 10 0 e D6 16 16 00 e e 16 16 00 1 e 16 16 1 6 e e 6 1k 1 ) )
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Window Formatted

- Lets you create a new window of the active document.
Formatted

rrange All - Tile all the open windows side by side on the screen., B | Formatted

. Split - Splits the current window into two parts. B | Formatted

View Side by Side - Displays two documents side by side so they can be easil

\ Formatted

compared. If you have more than two documents open the "Compare Side by Formatted

. Side" dialog box is displayed so you can choose which document to display next.

Formatted

to the active document. gllowing you to scroll multiple windows at the same time.
(Window > Compare Side by Side With)

Formatted

Synchronous Scrolling - Toggles the synchronize scrolling of the two documents Formatted

Formatted

documents side by side., Formatted

Reset Window Position - Resets the windows positions so they take up the

—_—— =

| Formatted

. same amount of space on the screen when two documents are displayed side by.

Formatted

side. This is only enabled when you are viewing two documents side by side.
Switch Windows - Drop-Down. Lets you switch between all the currently active <«

|| Formatted

. documents. This displays all the window/documents that are currently open in the_ <|||| || Formatted

particular session. Previously these were displayed on the Window menu. Formatted

Formatted

Formatted

[ Formatted

{ Formatted

Macros

-

{ Formatted

Macros Formatted

| Formatted

|

Macros - Button with Drop-Down. The button is the View Macros command+ ||
and displays the "Macros" dialog box. |

{
{ Formatted
[

| Formatted

- \‘ [ Formatted

Mailings Tab - Mail Merge

File Home  Insert  Page Layout References [VEULTTEN  Review

Lii] % ;1 @ E % % “% EE ‘T?:l :;e(sh'ﬁ!lds @j gjﬁ:d Leapler;t .

Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview
Merge * F

ient List | Merge Fields Block 2] Update Labels | Resuits

This tab is used for tasks related to mailings, including creating envelopes, labels,

and mail merges.

Envelopes & Labels

To create an envelope, click Envelopes | feiopes andlabels

from the Create group. The Envelopes Envelopes | Labels |

alalaialalalalalalalalalalala sl alalaaialaialalalalalalalalalalalalalalalalalEl

E

Delivery address: v

[ -

[ add electronic postage
\ Return address: @ v [ omi
-

| Preview Feed

i o

Verify that an envelope is loaded before printing.

Print ] [ Add to Document: ] { Options... ] [ E-postage Properties... ]

Cancel




and Labels window will appear. Type in
the delivery and return addresses and
click the Options button to change the
font or envelope size and then click OK.
Click the Print button to print your
envelope. Insert an envelope into the
printer using the Feed guide at the
bottom right to help align the envelope
properly.

Envelopes and Labels 2=

Envelopes | Labels

Address: W@~ Use return address
I
Print Label
@ Full page of the same label Microsoft, 1/2 Letter

Single label 1f2 Letter Postcard
R Column: [T D

Before printing, insert labels in your printer's manual feeder.
Print ] [ New Document ‘\ Options... ] | E-postage Properties... J

Cancel
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To create a label, click Labels from the
Create group. The Envelopes and Labels
window will appear. Type in the address,
select whether a full page of the same label
or a single label should be printed and click
the Options button to change the type of
labels and then click OK. Click the Print
button to print your envelope. Insert a label
sheet into the printer using the Feed guide
at the bottom right to help align the label
sheet properly.
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Mail Merge
I T L =S O O A 5 ol e P
@ 3 Match Fields 42 Find Recipient -
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge 3 Pre: £ Finish &
Merge ~ Recipients ~ Recipient List | Merge Fields Block  Line Field- (2] Updatelabels | Resyjts | < Auto Checkfor Errors | perge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Mail Merge can be used to create letter or envelope templates for mass mailings using
outlook contacts or data sources, such as Microsoft Excel.

First, select the type of Mail Merge you would like to perform by clicking Start Mail
Merge from the Start Mail Merge group and selecting the type of merge (letter, e-mail,
envelope, or label).Next, select the data source by clicking Select Recipients and then
selecting the data source you want to use (add a new list, use an existing list from
Excel, or use Outlook Contacts).

= o 5 =, — S = = P Rules ~ Ly | K 4 [ e
| N S NN NE e oy
J = "-\P &d 24 Match Fields 427 Find Recipient M
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview £ Finish &
Merge ~ Recipients * Recipient List | Merge Fields Block  Line Field~ (2] Update Labels | Resuits | - Auto Checkfar Erors | Merge =
Create Start Mail Merge ‘Write & Insert Fields Preview Results Finish

After selecting the recipient source file, additional icons on the ribbon will become
active. Click the Edit Recipient List icon to select which contacts you want to be
included in this mail merge. Mail merge fields can then be added to the document using
the following icons under the Write & Insert Fields group: Address Block, Greeting
Line, & Insert Merge Field. To see the letter with the data within the document, click
the Preview Results icon under the Preview Results group. After finalizing the merge,
click the Finish & Merge button from the Finish group and select Print Documents or
Send E-mail Messages
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