This handout covers the latest Microsoft Word 2010. This handout

Microsoft Word 2

includes instructions for the tasks we will be covering in class.

w

\ffssjsgahi
(s} Snete)

@ Basic Tasks Review
& Start a New Blank

& Click on the File
& Select New

¢
¢

Click on the Cre

& Open an Existing Document

% Click on the File

Note: After clicking on File, Word will display a list of recent documents.
If the document appears on the list, simply select it to open it. If it's not

Click on Blank Document
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Home Insert Page Layout

Reference

Document =
| save

ﬂ Save As

ﬁ Open

ate button B3 Close

Info

Recent

on the list, please follow directions below.

Select Open
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Click on Open

Fonts

& Customize the font type, size,

color, and more

Important: To format existing text, first |

highlight the text to

Browse to the document
Click on the file name to select it

Available Templates

fat Home

P

Blank
document

Office.com Templates

making the desired changes.
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@l Viewing the Page / Using Zoom

Print Layout

Full Screen Reading

Drag to zoom or click on the
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@l Office Online Templates

Microsoft Office Templates offer a wide variety Home  Inser

of pre-formatted documents.

Templates save time by having most of the

design work done for you. They can be easily

customized to suit your needs.

& Search & Download a Template

% Click on the Office button

-/+ buttons

Page Layout References

Mailings

E Save

Available Templates
Save As
= Open ¢ % {3t Home
ﬁ Close

Info

B

Blank
document

Recent Blog post

Print

Office.com Templates

Recent
templates

& Select New cave & Send
. Access A;endas Books
& Browse and select a template; click on Help databases
a template to preview it 2] Options , S
) . B et pezzzz (L] i
% Click on the template to preview it = _
Calendars Cards Certificates
% Click on Create to download it
@l Page Layout
[ ]
Page Setup ome Insert Fage Layout References
Margins — adjust width & height 2 Orientation ~ += Breaks -

t
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% Columns — add columns
& Page Background

& Add a Watermark

& Change the Page Color
& Add a Page Border

Orientation — portrait or landscape
Size — dimensions of printed page

lﬂ Watermark =

@ Page Color =
|Q| Page Borders
Page Background

IE Size - £3 Line Mumbers -
Margins __
- EE Columns = bi~ Hyphenation -
Page Setup P
Mailings R




© Paragraph

Add space before/after paragraphs Increase or decrease indents

AR | Hint: Click on the lower
right arrow to view more
Sy - - options.

& Arrange Objects

Arrange is used with objects L I:*b} @ @ E-[g |2 atign -

; E Group ~
such as Images, tables and Position Wrap Ering Send Selection -
text boxes. It does not apply *  Text~ Forward~ Backward~ Pane .k Rotate ~
to normal text or paragraphs. Arrange

% Position — sets the object’s justification (right, left, center) and text wrapping
% Bring to Front — overlaps above text or other objects

& Send to Back — sets object behind text or other objects

® Wrap Text — wraps text around an object, in line or in front of text, etc.

% Align — aligns an object (right, left, middle, top, bottom, etc.)

& Group — groups selected objects together, or ungroups a group

@l Clip art and Images

[ 7 CI|Ck on the Insert tab Insert Page Layout References Mailings
El Bl @ = ﬁ

&€ Select Clip Art = g G -
2 Table Picture Clip |Shapes SmartAart Chart
Bk v Art -

‘. On the C||p Art taSk pane: | Tables | Hustrations

& Type a search term into the search box, then click on Go

Note: Click on Selected media file types to modify what formats to search;
for example, if you are looking only for photographs.

® To insert an image, simply click once on the desired image



fal Headers and Footers

Click on the Insert tab

Select Header or Footer

Select one of the built-in designs
Type in the desired text

Click the Escape (Esc) key to finish

eeeee

@l Page Numbering
& Click on the Insert tab
& Select Page Numbering

& Select the desired location (i.e., top of
page) to show the page number

Note: Format Page Numbers provides
additional options to format the numbering
style, add chapter numbers and more
@l Tables
& |Insert a new table:
% Click on the Insert tab

& Select Table

© Move the mouse cursor over the grid
to the size of the desired table

& Left-click once to insert
€ Find and apply a table style:

& Move the mouse cursor over the table

-

Header & Footer
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Text Quick Word£
Box~ Parts~ =

Top of Page 4
Eottom of Page L4
Page Margins 4

Current Position 4

Format Page Mumbers...

Eemove Page Numbers
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4x3 Table
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Insert Table...
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& Left-click the top-right icon /

& On will bring up the Table Tools ribbon

% Click on the Design tab, then click on the desired design to apply it



Al Text Boxes

& Click on the Insert tab A A= [ signature Line ~
A (53 Date & Time Tc Q
Ten‘lv Quickv WOrvdArt Dropv ’IﬁObjed: . EquEtion Syrllbol
& Select Text Box == e —
& Choose and click on one of =
the built-in text box designs = 1
& To resize the text box:
& Click on an edge or corner simple Text Box Alphabet Quote Alphabet Sidebar
of the text box and hold down
the mouse button down =
& While holding the mouse ==
button down, move the mouse L
to size the text box
Annual Quote Annual Sidebar Austere Quote

& Release the mouse button to finish

&l Saving a File

© For the first time: T save As x|
%v P Desktop ~ - I Search Desktop @
% Click on File -
Organize =  New folder v @
S [ =]
& Select Save As 5 % Favorites = .
” u-& System Folde
£ |n the Save As window, & Downloads J -
X o= DDy
select the location to save Il Recent Places ]& System Folder
the file (i.e., Desktop) 5 (g tibraries )
| c te
| ® 3 Doare Ay o,
¢ Name the file o Music |
(& Pictures H £ =l
& Select the file type Henane:IWord_Z_Zolohandouﬂ]RAFl' |
(If necessary) Save as type: IWord Document j
'.\f.- Hide Folders Tools - Save I Cancel |
% Click on Save 4

& Saving changes to an existing file:

& Click on File, then click on Save
H9-4|-

Home

& OR Click on the disk icon (top left)




@l Printing a Document

€ ClICk on the Flle tab Home Insert Page Layout References Mailings
. . Q Save .
& Click on Print Print
Save As @
. . Copies: 1 -
€ In the Print window, look over the [ Open —
preview of the print job £ Close
P Modifv th ti if ired Info Printer
0 Ify € setlings (I require ) L] Library Reference RICOH MPCS0..
Recent -, Ready
Note: Here you can specify the S —
number of copies to print, paper New _
. . Settings
orientation, etc. The features
available will depend on the uﬁ prnt Al Pages -
capabilities of the printer installed. Save & Send fint the enfie decument
Pages:
€ Click the Print button Help @ Print on Both Sides -
i) oot Flip pages on long edge
H ptions
Collated
£ Exit 1,2,3 123 123 M




