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Microsoft Word 2010 - Level 1

GETTING TO KNOW MICROSOFT WORD

: : INFocus

Microsoft Word is a word processing application that is
usually part of a suite of Microsoft applications, known as
Microsoft Office.

You can use Word to create all sorts of documents,
including letters, reports, faxes, forms, emails, web pages,
invitations and certificates.

Before you leap into creating anything, it is worth taking
some time to become familiar with the Word window and
its features.

In this booklet you will:

v' learn how to start Microsoft Office Word 2010

v/ gain an understanding of the Word 2010 screen

v/ gain an understanding of how Microsoft Word
2010 works

v' learn how to use the Ribbon

v' learn how to use the keytip badges on the ribbon

v'learn how to minimise the ribbon

v/ gain an understanding of Backstage View in
Microsoft Word

v' learn how to access the Backstage View

v' learn how to use shortcut menus

v/ gain an understanding of how dialog boxes work

v' learn how to launch a dialog box

v/ gain an understanding of the Quick Access
Toolbar

v" learn how to add commands to the Quick Access
Toolbar

v' gain an understanding of the status bar

v' learn how to exit correctly and safely from
Microsoft Word 2010
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STARTING WORD

To create a new document, or edit an determined by Windows. For example, it can
existing one, the first thing that you need be started from the Windows Start menu,
to do is to start Microsoft Word. As a from a shortcut, or even by opening a
standard software application, how document that was created in Word.

Microsoft Word is started is largely

Try This Yourself:
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Before you begin, ensure T oeting s Lisac
that your computer is ‘

Q ! Connectto a Projector MR

®  switched on and that the ! s

2 Windows desktop is Stcky Notes

g Music

displayed on your screen... Q) cuictTime poer

1 Click on the Windows 6% Sipping Toct CompUEE!
Start button at the bottom ' Control Panel
left-hand corner of the G i e
screen to display the menu < PSViewer

. ’ Default Programs

It’s a round button with &Y Windows Faxand Scan

Help and Support

the Windows logo...
2 Click on All Programs

% Remote Desktop Connection

> AllPrograms

3 Click on Microsoft Office T
4 Click on Microsoft Office
Word 2010
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b/ank document WI” ) Arccessoties
appear in Word 2010 ki Adobe LisaC
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[N] Microsaft Onelote 2010 (Beta)
Q'I Microsoft Qutlook 2010 (Beta)
\E Microsoft PowerPoint 2010 (Beta)
\E Microsoft Publisher 2010 (Beta)
\E Microsoft SharePaoint Wiorkspace 207 Help and Support
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. Microsoft Office 2010 Toals

4 Back
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Dewices and Printers
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For Your Reference... Handy to Know...
To start Microsoft Word.: You can also start Word by:

2. Click on All Programs
3. Click on Microsoft Office
4. Click on Microsoft Office Word 2010

e Double-clicking on a document file icon
in a file listing

e Choosing a document from the Recent
Items list on the Start menu.

© Learning and Development Service Page 3 Getting to know Microsoft Word



Microsoft Word 2010 - Level 1

THE WORD SCREEN

The Microsoft Word 2010 screen is made Backstage, are common to all other Office
up of several key components which are 2010 applications so once you know how
described on this page. Some of these they work you won’t have to relearn them
components, such as the Ribbon and when you use other applications.
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The Ribbon is the tabbed band that appears across the top of the window. It is the
control centre of Word 2010. Instead of menus, you use the tabs on the Ribbon to
access the commands that have been categorised into groups. The commands
include galleries of formatting options that you can select from, such as the Styles
gallery shown here.

The File tab is used to access the Backstage view which contains file management
functions, such as saving, opening, closing, printing, sharing, and so on. Word Options
are also available so that you can set your working preferences and options for Word
2010.

The Navigation pane lets you view all of your document’s headings and pages; locate
and restructure the content by dragging headings; and find all instances of specific
words, phrases or items such as figures and tables - without having to scroll through
the search results.

The Insertion point shows where the text will appear if you start typing.

The Mouse Pointer is used, amongst other things, to move the insertion point to
different locations in the document. It may appear as a pointer or an I-bar, as in this
example, or any nhumber of other forms, depending upon its function at that position
on the screen.

The Status Bar appears across the bottom of the window and displays the current
location of the insertion point, including page number, section humber, column, and so
on. It can also be used to access navigation commands such as Go To.

The View buttons and the Zoom Slider are used to change the view or to
increase/decrease the zoom ratio for your document.
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How MICROSOFT WORD 2010 WORKS

For a new user the Word 2010 screen may
seem tricky — particularly the commands
area at the top of the screen. The screen
comprises three key areas. The data you
type is placed on a page. The data can be

manipulated using commands on the
Ribbon. The page is part of a larger entity
known as a document or file, and everything
you do to the file is controlled in Backstage
view.

The Page

Mary Barilett

If you create a new blank document, it
will appear as a blank page in the
document window with a blinking
insertion point. When you start typing,
the text will appear at this location. You

3 Main Street Box Hill IC 3128

1
03 9890 0000
margbartet@gmai.com

can also create a new document from a e
template, such as this resume shown to
the right, where specific information will 2 e

appear by default in the page, and you
can edit it and add your own data as
desired.

O Edifing
O Ewensive experience with PCs
O Working with peaple

The Ribbon

When you need to do something with the data on a page, such as format it, colour it,
move it, copy it, and much more, you'll find all of the relevant commands on the
Ribbon. The Ribbon has the commands organised thematically using a series of tabs
across the top.

Insert Page layout References Mailings

=% i - mT . - 4 Find ~
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Clipboard Font [F] Faragraph [F] Styles [P Editing
Backstage View @ i Documents - Micrasaft Word (o] = e
When you Want tO dO Somethlng m Home Insert Page Layout References Mailings Review iews
with the data in your document, e Brint
such as save it so that you can EZA B e
. . . - = Open
access it again later, print it, . Pt
. . R [ Close
share it with a colleague, send it e or. ‘ S
to your bossl prOteCt It from = n /HP Color LaserJet CP4005 P... -
prying eyes, or whatever, you will o SO
e Printer Properties

need to access the Microsoft

- - Settings
Office Backstage view of s
. - rin ages
Microsoft Word. Backstage view Share L1 print he entiredacument
is accessed using the File tab on el ——
the Ribbon. Rather than offering 5 [ oo S eartn ™
) ] Options hly print an one side af th..
you commands on a Ribbon, 5 e i oo .
123 123 123

Backstage occupies the entire
screen and has a series of options P i Y
down the left side. In our sample SR
to the right, the Print option is

active, and that is why you can
see a preview of the document
and a series of print-related

Custom Margins -

J 1Page Per Sheet -

Page Setup 1 ofl 1% (59— =&

options on the right side of the
Backstage view.
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USING THE RIBBON

The Ribbon is the command centre for
Word. It provides a series of commands
organised into groups that are placed on
relevant tabs. Tabs are activated by
clicking on their name to display the

Microsoft Word 2010 - Level 1

command groups. Commands are activated
by clicking on a button, tool or gallery
option. Everything you could possibly want
to do in Word will be found somewhere on
this Ribbon.

References Mailings Rewiew Wiewy
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o document open...

e w Page Layout . References Mailings R;ew- i
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Common/y Used search Document = CIRARERE -

commands,... Lines

2  Click on the Insert tab =58 £ ;;s,':pllm LLUNG G

The commands on this tab s document does ot %gg %ggg
are used to Create pagesl To create navigation tabs, @ _\[]{}D [ j { } )
tables, illustrations, links, create headings n your Blodk Arows
headers and footers, text Headling Sytes. 'fg g{} Mgg‘% .@.gg % é

g q WF dn (2824
objects and equations... DHA

: : Flowchart

3 Click on S':hapes in the Cos 0005 ooay
Illustrations group to CUCRNRB I HAVED
display the Shapes gallery QEOmo
Callouts
This includes a huge range =)
of shapes as well as the -
. . Stars and Banners

menu option New Drawing 223 4 vy B ) 6 6 % T 5
Canvas at the bottom of the i m[aS[oA

list...

Click on each of the tabs
and examine the commands
Some of these open dialog
boxes...

On the View tab, click on
Zoom in the Zoom group to
open the Zoom dialog box

Click on [Cancel] then click
on the Home tab

@ New Drawing Canwvas

For Your Reference...

To use the Ribbon:
1. Click on a tab to display the commands
2. Click on a button to activate a
command, display a gallery or display
a dialog box

Handy to Know...

Additional tabs known as Contextual
tabs appear in specific circumstances.
For example, if you insert a picture, the
Picture Tools: Format tab will
appear. This provides quick access to
all of the tools you may need to modify
and work with the picture.
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USING RIBBON KEYTIPS

The Ribbon is normally accessed with a
mouse. However, you can also use the
keyboard to access Ribbon commands.
When you press |ait], the letters known as
key tips or access keys, will appear next

Microsoft Word 2010 - Level 1

to commands on the ribbon. Pressing a key
on the keyboard will activate the
corresponding command on the Ribbon just
as if you'd clicked the command with the
mouse.

OEr
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— —
Page LayOUt Commands e Home Insert Page Layout References Mailings Review W ey
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Margins . : & Iy m e
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commands on the Page Mirrored
Layout tab m Top: 2.54cm  Bottom: 2,54 cm
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Custom Margins..
text entry mode _[a) :
Y I
e w Page Layout References Mailings Review Wiewy
= s O E S L
' i:! “3 % %I's‘l Line Mumbers * a L
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Thermes | Page Setup [P | Page Background

For Your Reference...

Handy to Know...

To use KeyTips to access commands: e You can still use the shortcut keys for
1. Press to display the KeyTips menu commands that were available in
2. Press the letter key of the command or previous versions of Office. For
tab that you want to select example, + [8 ] applies bold to
3. Press to return to text entry mode selected text.
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MINIMISING THE RIBBON

The Ribbon at the top of the screen,
valuable as it is, does tend to occupy a
reasonable amount of space. You can
minimise the Ribbon so that only the tabs
appear visible. You can minimise the

Microsoft Word 2010 - Level 1

Ribbon as a once-off operation, or have it
remain constantly minimised and display full
commands only briefly while a tab has been
clicked.

. Home Inzert Page Layout References Mailings Review Wie
o | = EH | | BEE = ﬁ &+
] Before Starting this Cower Blank  Page Table | Picture Clip  Shapes SmarkAr Chart Screenshot | Hyperli
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© open... o Home Insert Page Layout References Mailings Reviews i e
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to display the Insert Search Document o -
commands = Tm ..
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Insert tab to minimise This document does not
the ribbon contain headings,
While the tabs stay
ViSib/e, the rest Of the Haome Insert Page Layout References Mailings Review Wi
commands are hidden... B colors - E by TR W= Breaks ¥ |:
. Fonts ~ ID % R Line Numbers - G
3 C“Ck on the Page Themes @Ef-f & Margins Orientation  Size  Columns A — Watermark  Pac
. - BCcts ™ - - - - enation -
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. R . Thermes | Page Setup [F} | Page Backg
the ribbon, this time
with the Page Layout This document does not I
contain headings.
commands
4 Click back in the 0 - _ .
Haome Inzert Page Layout References Mailings Review Wiewy
document
. . . Mavigation - X
The ribbon will hide
. . Search Document 2 -
again - it only becomes
visible when you need = &
it. You can redisplay it .
permanently though... T s ot
5 Double-click on the
Ref_erences ta? tO e Hame Insert Page Layout References Mailings Feview e
redlsplay ttI?e Ribbon % S Add Text - [y Insert Endnote % [ Manage Sources
el il B update Table AE Mext Footnote ~ B styie: [aps. -
6 Click on the Home tab cLars:Ieenﬁsfv Folgf:;r;te =l show Notes Ciigiieor:i' i Bibliography ~ cIa
Table of Contents Foothotes P Citations & Eibliography
MNavigation - X
Search Document 02 - l

For Your Reference...

To hide/display the Ribbon:
1. Double-click on the active tab to hide
the Ribbon
2. Click on a tab to see the Ribbon
temporarily
3. Double-click on a tab to redisplay the
Ribbon permanently

Handy to Know...

You can also minimise the Ribbon by
clicking on Minimise the Ribbon @
and then maximise it again by clicking
on Expand the Ribbon . These
buttons are located at the right end of
the Ribbon.
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UNDERSTANDING THE BACKSTAGE VIEW

The Ribbon lets you work on the content
in a document - you can add more
content, format it, insert pictures into it,
copy it, and much more. The Backstage
view, which is accessed using the File tab,

lets you do something with the content you
create. You can save it to use it later, print it
on paper, send it via email, and more, using
the options found in Backstage view.

The Backstage View
The File tab on the Ribbon is

( ) - = ocumentd - Microso or =[5 N

not a normal tab - as you can |@l&Y- o1 gL o Y BIRESS

. File Home Insert Page Layout References Mailings Review Wi o @
tell by the fact that it is a

. . - Save

coloured. Clicking on the File — Print =
tab launches a mini-program = oen = Copies: [1 =
within Microsoft Word known e ot

as Backstage View.
Backstage, as it's known for
short, occupies the entire
screen although the tabs
from the Ribbon still remain
visible across the top.

At the left of the Backstage
is a navigation pane which is
made up of Quick
commands, smallish buttons
which will perform an
operation immediately, and
largish tabs, which display
more options and information
to the right of the screen.

The whole underlying purpose

Info
Recent
Mew
Share
Help

(] options

B et

Mary Barmert

Printer

./ HP Color Laserlet CRA005 P
Offline

Printer Properties

Settings

} Print &Il Pages -
Print the entire document

Print One Sided -
Only print on one side of th..,

Collated .

123 123 123

B
Portrait Orientation -

Letter
2150 crnw 27,04 cm

E Custom Marqgins -
IDI 1Page Per Sheet -
-

Page Setup

a1 lof1

of the Backstage is to let
you protect your data, share
it with others, and provide
you with valuable information
both about your data and the
status of Microsoft Word.

Quick Commands

The Quick commands provide immediate
access to an operation.

[ save Saves the current
document

Allows you to save the
current document under a
different name or location

Sawe A5

5 open Opens a previously saved
document

O Close Closes the current
document

Provides access to options
that allow you to control
how Word looks and works

Allows you to close and
exit Microsoft Word

|:_:'] Qptians

B Exit

Backstage Tabs

The Backstage tabs provide more options for
working with a document

Provides status information
about the current document
and lets you manage
versions and permissions

Provides a list of recently
saved documents

Lets you create a new
document and provides
access to a huge gallery of
templates

Lets you print the current
document and also previews
it

Lets you share your
document with other people

Provides access to Microsoft'’s
help network and also
provides licensing
information about your
software

Info

Recent
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ACCESSING THE BACKSTAGE VIEW

The Backstage View provides options for
working on documents and key information
about the status of Microsoft Word 2010. It
is usually accessed by clicking on the File

tab to the left of the Ribbon, but it can also
appear when specific commands and options
in the Ribbon have been selected.

. acurnentl - Microsoft Wort F=ETX
Try Thls You rself: File Home  Insert  Pagelayout  References  Mailings  Review  View u
. . e Print
Before starting this . & .
§ @ exercise ensure you o coe -
&L have a blank o Printer
document open... g o R
. - . Printer Properties
1 Click on the File tab . setings
on the Ribbon to 4 e e
a are “ Print the entire document
display the Backstage ” e
view, then click on e E .
a2 an g 2 options Only print on ane side of th..
the Info tab if it is not & o et i
already selected o .
2 Spend a few moments L .
studying the -
properties, dates, and U Left 254cm Right: 2.54..,
related people J 1Page Per Sheet -
Page Setup 1 ofl 1% (O—0 @ E

information at the

right

3 Click on the Print tab W = ocamentl = Micrasoftwor =
(at the Ieft) tO see the Home Insert Page Layout References Mailings Revigw Wigw e
printing options P v—

. 5 open Micrasoft Office Help J_{&Oﬁlce
A preV[eW Of hOW the . 9 Get help using Microsoft Office.
. . . [ ¢lose
document will print will e . outing st Product Actvated
appear... e iy bt it el s S
. N Contact Us \pll/unhr‘i:;:::EMV‘VE\Lcﬂvsnnsfif\tmi:de‘l‘\'l\:‘t:;nlxjn\;tr?:fn;tpaotl:\t\nnk,M\cmsn&inerant,chmsnft

4 Click on the Help tab Hew B oy T
(On the Ieft) to See the Print Tools for Working With Office About Microsoft Word
help options and also Shre — Veson: 140 25141007 (32
product licensing and B e o
|nformat|0n B ot Chack for Updates @ 2009 M\EmsnftCnrpnr.almn.AHthts reserved,

Feen Lc;ﬂ Gt the lntest updltes available for Micrpsofe | Ledoft Customer Senices and Support
. Q Exit Office. Product 10; 82503-789-0000223-T0664

5 Cllck on the Home tab Micrasaft Saftware License Terms
of the Ribbon to close
Backstage view and
return to the
document

For Your Reference... Handy to Know...
To access the Backstage view: e You can also close the Backstage
1. Click on the File tab on the Ribbon view by pressing Escl.
2. S(I;lcwl'n(n?:grszeaie’:cﬁgelifttab or quick e If you have no documents open in
Word as you access the Backstage
View, the Recent tab will be selected
by default allowing you to quickly open
a document that you have worked on
recently.
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USING SHORTCUT MENUS

In addition to the Ribbon, Word also
features shortcut menus that appear
when you right-click in an area on the
screen or on an object. The content of the
menu will vary depending upon where you

Microsoft Word 2010 - Level 1

click. Shortcut menus provide an
alternative, usually a quick one, to trudging
through the Ribbon to find a specific
operation or command.

Try This Yourself:

Before starting this exercise
ensure you have a blank
document open...

Open
File

1 Move the mouse pointer to the
middle of the document and
click with the right mouse
button to display a shortcut or
contextual menu

Because you have clicked in the
body of the document the menu
includes Font and Paragraph
options. As no text is actually
selected the Cut, Copy and
Paste options are greyed out...

2 Click anywhere on the page with
the left mouse button to close
the shortcut menu

3 Move the mouse pointer over
any of the tabs on the ribbon

4 Right-click on a tab to display
a shortcut menu

Notice how it differs from the
previous menu and displays a
toolbar and ribbon options
instead of text. Word has made
an educated guess about what
you want to do based upon what
you have clicked...

5 Click anywhere on the page with
the left mouse button to close

the shortcut menu

Calibri[E - 11~ A° 47 5 £E
BIUE¥-A-J
Cut
& Copy
[{® Paste Options:
A Font..
S Paragraph..
iZ Bullets | »
i= Mumbering | »
A styles ,
& Huperlink...
lookUp | ¥
SYROYn S 3
E‘g Tranzlate
m Customize Quick &ccess Taalbar..,
1
= Show Quick Access Toolbar Below the Ribbon L
Print |Full Screen Customize the Ribbon.., 1
ETER Reading) L Minimize the Ribban
D o m Errewr T
Mawigatian - X
Search Document 2~
= 88 a v

For Your Reference...

To display a shortcut menu:

1. Point to the object or area of the
screen on which you want to perform
an operation

2. Right-click to display the shortcut
menu

Handy to Know...

e Once a shortcut menu appears, the
options in it are selected by clicking on
them with the left mouse button, or
pressing the letter underlined in the
menu option.
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UNDERSTANDING DIALOG BOXES

Dialog boxes contain a series of controls
that are used to adjust settings for a
particular aspect of a document. They
appear either when you click on a dialog

box launcher | at the bottom right

corner of a group, or when you click on a

command that displays a dialog box. Dialog
boxes are often used for adjusting some of
the more advanced aspects of a document.

Typical Dialog Box Controls

Dialog boxes have various tools to help you perform tasks. These tools are known as
controls and some typical ones are shown below.

Text
boxes are
used to
enter text
such as

font or size.

Check boxes
turn settings
either on or
off. When on
they display a
tick and
therefore
these controls
are also known
as tick boxes.

-

-
Font =
Fant Advanced

Font: Font style: Size:

Reqular 11

Requzr _JSINE -

Ttalic El

Bald 10 D
Adobe Caslan Pro Bald Bold Italic I i
Adobe Fangsong Std R - 12

Font calor: Underline style: Underline color:

| Aukomatic IZ| | (none) IZI | Aukomatic IZ|

Effects

Strikethrough Shadow Small caps

Double strikethrough Qutline All caps

[ Superscripk Emboss Hidden

Subscripk Engrave
Presvigw

+Body

This is the body theme font. The current document themne defines which Font will be used.

Set As Default ] | Text Effects, .. [ Ok ] ’ Cancel ]

Tabs are used
to provide more
settings on the
one dialog box.

Drop arrows provide
a list of options for the
text box when the
arrow js clicked. The
list “"drops down” from
the arrow.

Preview boxes
provide a preview
of what the selected
settings will look
like.

Command buttons provide a means of
saving the changed settings [OK], or
closing the dialog box without accepting

any changes made [Cancel].
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LAUNCHING DIALOG BOXES

Dialog boxes can be launched either as a ellipse) ... after a menu option indicates that
result of clicking on a dialog box the menu options, when selected, will open a
launcher [z or a command button, or by dialog box. Dialog boxes are generally used
selecting a command from a menu. In a for advanced features or detailed settings.

menu, the presence of three dots (an

o n Home | Insert  Fagelayout — References  Mailings  Review  Wiewr
A

Try This Yourself: THEE N L —
Pavste é B J U ~abe x, X W A = T Mormal | THo g
S o Before starting this exercise — = fe oo =
awigation - -+
8 E ensure you have a blank e B — i ot
© ™ document open... - .. L
1  Point to the dialog box o nangs —
launcher =] in the Font e headings nyour
group on the Home tab to e s P
display a tooltip that explains
what will happen
2 Click on the dialog box
Ie_:uncher i to open the Font a - )
dialog box
o o Aad o
This dialog box has a .
selection of controls to make . .
3 B ank skyle: Size:
formatting fonts easier... Regular 1
3  Click on the Advanced tab to = (T - | |8 4
Adobe Caslon Pra Bold 10
Se.e more ContrOIS Adobe Caslon Pro Bold Biald Italic L i
4 Click on [Cancel] to close Adobe Fangsong Std R Y
the dla|O bOX Font color: Underline style: Underline color:
. g | Automatic |Z| |(n0ne) IZ| | Automatic |Z|
5 Click on the Page Layout Efforte
tab, then CIICk on Page [ Strikethrough [F1] shadaw [ smal caps
Borders in the Page [[] Double strikethraugh [ outline [ all caps
Background group to Open [ Superscript [ Embass [ Hidden
the Borders and Shading [ sbserpe Herarave
dialog box Freview
6 Click on [Cancel] — +Body
This is the body theme fant. The current document theme defines which fonk will be used.
7 Click on Page Colour in the

Page Background group

and SeleCt Ei" Effects tO Set As Default ] |TextEFFects... [ [o]4 ] [ Cancel
open the Fill Effects dialog
box
8 Click on [Cancel]
For Your Reference... Handy to Know...
To launch a dialog box: e In some situations the dialog box
1. Click on a dialog box launcher [=] launcher actually opens a task pane.
relevant command button or menu For example, if you click on the dialog
option box launcher in the Clipboard group

on the Home tab, the Office
Clipboard task pane will appear.
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UNDERSTANDING THE QUICK ACCESS TOOLBAR

The Quick Access Toolbar, also known as such as Save, and includes by default the
the QAT, is a small toolbar that appears at Undo and Redo buttons. You can add
the top left corner of the Word window. It buttons to the Quick Access Toolbar to
is designed to provide access to the make finding your favourite commands
command tools you use most frequently, easier.

The Quick Access Toolbar

The Quick Access Toolbar is positioned at the top left corner of the Microsoft Word
2010 screen. In its default state, it includes the Save tool, the Undo tool and the Redo
tool.

Page Layout References R

= &

Calibri Bady) - 11+ A A7 | Aa- | B IS
EEY

Fast - : - A~

we o B I U e x X - A

Clipboard = | Faont P | Parz

ﬁ——
File I Home Insert Mailings

4
=

11— —
i— v a—
i— i=

Customising the Quick Access Toolbar

Appearing immediately to the right of the Quick Access Toolbar, the Customise
Quick Access Toolbar tool displays a list of commonly used commands that you can
add to the toolbar. You can select the items that you want to add. The ticks that appear
to the left of the menu options show you that an option is already displayed.

slnmize Quick Access Toolbar BFCES Mailings
& cali RE % R
EEY Qpen n
Pa-ste 7 B Save év E ==
Clipboard = | E-mail = | .
Mavigation Quick Print

Print Prewiew
Search Document

Spelling & Grammar
Undo
Redo

|
This document

contain headi Draw Table

) Open Recent File
To create nawvig

create heading More Commands...
document by a
Heading Styles Show Belows the Ribban
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ADDING COMMANDS TO THE QAT

The Quick Access Toolbar is a handy
location to place commands from the
Ribbon that you use most frequently.
Adding commands from the Ribbon

involves locating the command, right-
clicking on it and choosing the Add to Quick
Access Toolbar option from the short cut
menu that appears.

Try This Yourself: e Insert  Pagelayout  Ref Maili
y nie age Layou eTerences allings
BT Arial 20 v A A | Aa | &
. . B3 Copy

£ o Before starting this Paste s omatpantar |[B) 2 T - sbe 3, % | - W - A

Q. exercise ensure you have a Clipboard 5 . )

o blank document open...

1 PO'nt tO the fII‘St button on i Insert Page Layout References Mailings
the Quick Access % cut i T A K | Aae B
Toolbar to see the name ooy B Copy L

f the tool and its shortcut R A T — )
Y t € too an ITs shortcu Add to Quick Access Toolbar !
2 RIght-C|ICl(70n Format Mavigation Customize Quick Access Toolbar.., X
Painter ' 31 Wh|Ch appears < "D Showe Quick Access Toolbar Below the Ribbon
earcl ocy
in the Clipboard group on — Custamize the Ribban...
. Z | oo A .
the Home tab to display a et — g
shortcut menu [ Adding Commands To T] B - ;_____ o ::-.‘: :4

Select Add to Quick
Access Toolbar to add
the Format Painter tool
f:?l to the QAT

Insert

Page Layout References Mailings

%

b Cut

Arial 2 v A A | Aa-

E3 copy
4 Click on the Customise Paste 3 Fomat painter | LB £ U v sbe %, 3 | i~ W~ A
H Cliphoard [ Font 1
Quick Access Toolbar |
tool H to display a menu .
If you select
5 SeIeCt open to add the «fistomize Quick Access Toolbar /\_’IOI’e Commands,

Open tool @ to the QAT
It is just as easy to

Mew

the Customise

IE L Calibri [f o
By pen

Pte | B 7 save the Quick Access
remove tools you dont Clipboard. 5| £ il Toolbar category
want from the QAT... iR Quick Print in the Word

6 Right-click on the Format cearth Doument Pint Predew Option_s dialog
Painter tool | #| and select e peing s crmner box will open.
Remoye from Quick e From here you

can add any
Word command
Mare Commands.., tO the QAT by
Show Below the Ribhon selecting it and

1 clicking on [Add].

Access Toolbar

This document doe

contain headings, Draw Table

Cpen Recent File

Repeat step 6 to remove

the Open tool from the
QAT

To create navigatio
create headings in
document by appl
Heading Styles,

For Your Reference...

To customise the Quick Access Toolbar:
1. Right-click on the command you want
to add and select Add to Quick
Access Toolbar
Or

Handy to Know...

You can move the QAT under the
ribbon by clicking on the Customise
Quick Access Toolbar tool @ and
selecting Show Below the Ribbon.
This puts the tools that you use most

Click on the Customise Quick Access
Toolbar tool E and select a command

frequently closer to your document
making it quicker to access them.
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UNDERSTANDING THE STATUS BAR

The Status Bar is the bar across the words in the document, and lets you zoom in
bottom of the Word window. It is a useful and out of the page. It also includes tools
aid that tells you the current status of that can change the document view. You can
Word, displays information such as the customise the status bar to change the
current page number and the number of information shown.
=]
4 I | »
Page: 1of 1 | words: 56 | <5 | [EEEEEE e O

®© 0606

1 Page
Number

2 Word Count

3 Proofing
Indicator

4 View Tools
5 Zoom Level

6 Zoom Slider

7 Resize Icon

©® 6 060 0

The page number indicates the position of the insertion
point in the document. In this example, the insertion point
(where text will appear when you type) is on page 1. This
indicator also tells you how many pages there are in total
- in this case 1. If you click on the page number, the Go
To tab of the Find and Replace dialog box will open.

The word count tells you the total number of words in
the document. Be careful - it doesn’t count words in text
boxes - only those that appear directly on the page. You
can click on Word Count to open the Word Count dialog
box with complete details.

If a tick appears in the Proofing Indicator, you can rest
assured that your spelling and grammar are correct. If a
red cross appears | <¥ |, then proofing errors have been
detected. You can click on this indicator to correct the
errors.

The Document View tools allow you to change the view
of the document. You can select from Print Layout, Full
Screen Reading, Web Layout, Outline and Draft.

This button displays the current zoom percentage. If you
click on the button, the Zoom dialog box will appear so
that you can select a specific zoom percentage.

The Zoom Slider indicates the current zoom level, where
the centre mark indicates 100%. You can either drag the
marker [J to the left or right, or click on a specific point of
the slider to set a zoom percentage. You can also click on
the buttons at either end of the slider to zoom in & or
zoom out (3.

The Resize icon is visible in the Word window only if the

screen is not maximised. It allows you to change the size
of the window by dragging in or out.

What appears on the status bar can vary greatly. Don’t be
alarmed if the one on your screen doesn’t exactly match the
status bar example shown above - this is just a representative
example of what can appear on a status bar.
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EXITING SAFELY FROM WORD

When you are finished working with Word learn all about saving a little later on. If you
you’ll find there are several ways to exit don't wish to retain any changes you've
from it. If you have made changes to the made, you can decline Word’s offer to save
document, Word will ask if you wish to your work
save these changes before exiting. You'll

o rMicrosoftWord E\

Try This Yourself:

fl\_‘ Do wou want ko save changes vou made ko Documentl?

If wou choose "Don't Save", a draft of this file will be temporarily available.

Before starting this

c ) - Leatn mare

g.t exercise ensure you have a

(o) w [ Sawe ] [Dog‘t Sawe ] [ Cancel ]
blank document open...

1 C|.ICk on the Fll_e tap and | r——r— ——
click on the Exit quick
Command at the bOttom 4 ! 5 Do wou want to save changes wou made to Document1?

left of the screen

You will be prompted to
save your document if you
wish to retain your data.
The message you receive
will be one of the two
messages shown - don’t
worry about the difference
between them for now
(you’ll learn more about
them later).

We have no reason for
keeping this document so
we won't bother saving...

[ Save ] [Don‘tSave ] [ Cancel

2 Click on [Don’t Save] to
exit Word

For Your Reference... Handy to Know...
To safely exit Microsoft Word 2010: e Whenever you are in doubt about
1. Click on the File tab and click on the whether or not to save, you should err
Exit quick command on the side of caution and save the
2. If you want to keep your changes click document. You can delete unwanted
on [Save] then specify a document documents at a later date, but you can
name and location, otherwise click on seldom retrieve data that has not been
[Don’t Save] saved!
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CONCLUDING REMARKS

Congratulations!

You have now completed the Getting to know Microsoft Word booklet. This booklet was
designed to get you to the point where you can competently perform a variety of
operations as listed in the objectives on page 2.

We have tried to build up your skills and knowledge by having you work through specific
tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through
finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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