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A New Look

In Word 2010, there have been some features that are new or have been re-added and some features
that have been removed from past versions of Word. The biggest visual change has been the
replacementofthe Office 2003 CommandLine (Eile Edit View Insert...)for The Ribbon. The Office

Button in Office 2007 has gone away and replaced by the File Tab. These features will be described in

the following pages.
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The W Button

This buttonwasremovedin Office 2007 and makesitsreturnin 2010. This buttonis convenientinthat
you canMinimize, Maximize or Close Word without having totraverse your mouse acrossthe entire

screentotherightcornerto performthese sameactions. With ourmonitors gettinglarger, thisisanice
feature.

(wl| = =
rt Page Layout References Mailings

Mawe

Size 1l v A A A | 8 =izt
= Mnimee - abe %, X -w-A-[E=E=
O Maximize

Font I

¥ Close Alt+F4

n¥iew Opkions »




The Minimize Ribbon Button

While reading overadocument, itmay be convenient attimes to minimize the Ribbon. Tominimize, just
clickonthe ‘uparrow’ symbol.
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To maximize the Ribbon, click on the ‘down arrow’ symbol.
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The FileTab

The File tabis basically the same look as the File command for Office 2003 users. You will still see the

same commandssuchas, Save, Save As, New, Print, etc. For Office 2007 users, the Office Button has

gone away and has been replaced by the File tab. Here, you will still find the basic file commands. The
screenbelowisthe defaultwith Info being highlightedinthe left columnandthe right side giving you
more information about your document like file size, number of words and pages.
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The Quick Access Toolbar

TheQuick AccessToolbarislocatedintheupperleftcornerandisintendedto storethe buttonsyouwill
use mostoften.
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By default, the Quick Access Toolbar shows the Save, Undo, and Redo buttons, however ifyou click on
the drop down arrow just to the right, you can customize itto fit your needs. Inthe example below, |
have addedthe Quick Printbutton. The Saveicon (which appears as afloppy diskette symbol) is
convenienttoclickonwhenwantingtosave yourworkinstead of clicking onthe SaveiconfromtheFile
tab.
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The Ribbon

The Ribbon is designed to replace the menus and toolbars of Office 2003. The goal of the Ribbon is to
keep commands visually up front so that they are easy to access as you work.
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The Ribbonis divided into what are called Groups (Clipboard, Font, Paragraph and Styles, etc.). Each
Grouphasatriangulariconinthelowerrighthand corner. Clicking thiswillbringup anadditionalmenu
window. For example, clicking the triangle in the Font group brings up the classic Font options window.
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The Help Button
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Thereis somuchthatWord candointhe latest version thatit’s hard to know everything. If you want
information on atopic, click onthe “?’ symbolin the upper righthand corner and the Help window will
appearlike below. Youwill see commontopicsto click onoryou cantype inaword or questioninthe
search field to find further information.
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Create aDocument

Getting started with a basic document in Microsoft Word 2010 is as easy as opening Word and
beginningtotype. Or, ifyouwantto create anadditional documentbesidesthe oneyoualready have
opened, click on the File tab, click on New in the left column, then double click on Blank document and

a new document window will appear.
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Youcanalsostartadocumentfromatemplate fromthe Newviewaswell. There are manytodownload
andchoosefromifyouare onthe Internetfrom Office.comlike Letters, Flyersand Forms. Ifthereisno
Internetconnection, you may choose fromthe Sample templates under Available Templates.



Spelling and Grammar Mistakes

Asyoutype, Wordwillwarnyouifmake spelling orgrammarmistakes byinsertingawavyred,green, or
blueunderline beneaththetextthatitthinksisanerror. Redunderline: Thisindicates eitherapossible
spellingerrororthatWorddoesn’trecognizeaword, suchasapropernameorplace. Greenunderline:
Wordthinksthatgrammarshould be revised. Blue underline: Awordis spelled correctly butdoes not
seemto be the correct word for the sentence. For example, you type “too,” butthe word should be

“to.”

You right click an underlined word to see the suggested revisions. Click a revision to replace the word in
the document and get rid of the underlines.
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straightforward most of the time. Butgrammar and correctword usage take some judgment.

Ifyouthink thatyouareright,and Word iswrong, thenyou canright-click the wordandignore the
suggested revisions and get rid of the underlines.
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Paragraph and TextFormatting

Word 2010 assumes some defaults when you startanewdocument. Forinstance, thereisno
indentation on paragraphs and the line or sentence spacing is set by the default Style called Normal.
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Line Spacing (the space
betweeneachsentence)can
betightenedupbychoosing
the No Spacing option on the
Styles group.

If Indentation is needed, click
the triangle on the Paragraph
group. Under Indentation,

/ Special, choose First Line.

Paragraphs can have Bullets
or Numbering added. Hover
the cursor over any button
produces a description.
Clicking the button will
execute the feature.
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Textalignmentisalso available onthe Paragraph group. The defaultis Align Text Leftwhichis
highlighted. The other options are Center, Align Text Right and Justify which is a clean look with text

aligned on bothmargins. \ / /
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withyour cursor, click on the Text Highlight Color button and it changes to the default of yellow. To
change the highlight color, click on the down arrow for the color palette and choose your color.
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Open an Existing File

Toopenanexistingfile you’'ve created, clickontheFiletab, clickthe OpenbuttonandthefamiliarOpen
dialog box appears as seen in the next screen shot below.
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Click on the file you want, then click Open at the bottom right.
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Saving Files Part|

While editing an existingfile, it's agood habitto often save your work. There are two differentways to
save files. Click the File tab, then just click the Save button. The faster option as described earlier, is to
click the Save button in the Quick Access Toolbar.

/
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Saving Files Part I

When editing an existing document, you maywantto save the file underadifferentname. Clickonthe
File tab, clickthe Save As button and the Save As dialog box opens as seen below. Inthe File name field,
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File Tab with Recent Option

The Recentoptiononthe File taballows youto quickly gotoyour otherdocumentsand openthem. If
youaccidentlydeletedadocumentorclosedWord by mistake, youcanrecoveryourdocumentsby

clicking onthe Recover Unsaved Documents button at the bottom of the page.
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The File Tab with Print Option

The Printoptionwill be one of the mostcommon choices onthe Filetab. The example belowshows
some nicefeatures. Here you canchoose Orientationfor Potraitor Landscapejobs, Double sided
printing, Paper Size, etc. When choosing Print with previous Word versions, the Print dialog box would
openandyouneedtoclickonPropertiestofindthese needs. Withthis default Printwindow, allthese
choicesarelistedplusothers! Ifyouwantto printaparticular page, ensure youare onthatpage, click
ontheFiletab, thenclickon Print AllPagesforthe drop down menuand selectPrint CurrentPage. If
you have morethanone printer, click onthe button under Printer forthe drop down menu, and select
your printer.

If there are no special requirements, you just click on the square Print box in the upper left corner.
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File Tab Save & Send Option

There is anice email feature on the Save & Send option under the File tab. You can choose to send your
documentas an email attachment. Clicking the Send as Attachment button causes a new Outlook email
boxto openwithyourWordfile attached! You can also choose to senditas a PDFfile by clicking the
Send as PDF button. You may also choose to save your document as a PDF file by clicking the Create
PDF/XPS Documentbutton.
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H Change File Type . Attach a PDF copy of this document to an e-mail
‘g Document looks the same on most computers
Help = Preserves fonts, formatting, and images
Q Create PDF/XPS Document Sendas Content cannot be easily changed
|] Options PDF
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Attach a XPS copy of this document to an e-mail
@ég Document looks the same on most computers
Preserves fonts, formatting, and images
Send as XPS Content cannot be easily changed

B Send as Internet Fax
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File Tab Help Option

Youmayalsofind HelpwithWord 2010 underthe File tab. Clicking the Getting Started button offers
nicevideosonbasicsforallthe Office suite programsfrom Microsoft.com. The Microsoft Office Help
button offersthe same useful helpinformationasthe questionmark symbolinthe upperrightcorner.

You can also see which version of Word is loaded on this view.

WEH9-0 & Document23 - Microsoft Word o @
Home Insert Page Layout References Mailings Review View
H Save
Support

Save As =l ra
= Microsoft Office Help CiQ. I Ce
|7 Open 0

Get help using Microsoft Office.

[ Close
. . Getting Started Product Activated
Info Lo‘ See what's new and find resources to help Microsoft Office Professional Plus 2010
you learn the basics quickly. This product contains Microsoft Access, Microsoft Excel, Microsoft SharePoint
Recent Workspace, Microsoft OneNote, Microsoft Outlook, Microsoft PowerPoint, Microsoft
Contact Us Publisher, Microsoft Word, Microsoft InfoPath.
New Let us know if you need help or how we
can make Office better, Change Product Key
Print Tools for Working With Office About Microsoft Word /
e e ond v Options [ Version: 14.0.6112.5000 (32-bit)
B Customize language, display, and other Additional Version and Copyright Information

program settings. Part of Microsoft Office Professional Plus 2010
© 2010 Microsoft Corporation. All rights reserved.

. heck f
|] Options 4 E EEkiov L-)pdates 2 Microsoft Customer Services and Support
£l Get the latest updates available for
& bt Microsoft Office. Product ID: 02260-556-0052232-48582
i

Microsoft Software License Terms
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File Tab Options Option

You can customize many tools and features in Word by clicking on the Options button. For example, you
canchangethe colorscheme underthe Generalbutton onthe dialogboxthatopensinthe screenshot
seen below. Changes canalso be made for Display, Proofing and howfiles can be saved.

90 &ls Document23 - Microsoft Word o B R
Home Insert Page Layout References Mailings Review View @ 0
= save . e =
Information about Document23 ER—

B save as ‘

5 open Permissions

£ Close :%E Anyone can open, copy, and change any part of this document.

|
Protect - |

Info Document
Properties ~

Recent Size

A Prepare for Sharing Pages 1
Hlew 3 Before sharing this file, be aware that it contains: Words 1
= Document properties, author's name and related dates Total Editing Time 68 Minutes
Print Check for Title
Issues ~

Tags

Save & Send Comments

Help = Versions Related Dates

(g 3 There are no previous versions of this file. Last Modified Today, 9:28 AM
Manage Created Yesterday, 3:08 PM

B et Versions ~ Last Printed Today, 9:28 AM
Related People
Author Mark McClaskey
Last Modified By
Show All Properties

Word Options

General — . . .
E& General options for working with Word.
Display
Proofing User Interface options
Save Show Mini Toolbar on selection (i)
Enable Live Preview i
Language

Always use ClearType

Advanced Color scheme:

Customize Ribbon ScreenTip style: |Showfeature descriptions in ScreenTips L

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: |Mark McClaskey

Trust Center Initials:

Start up options

|:| Open e-mail attachments in Full Screen Reading view (i)

[ OK ] [ Cancel
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The Insert Tab

The Insert Tab offers many tools that can add nice features to a document.

W =9~ &= Document21 - Microsoft Word o B R
Home Page Layout References Mailings Review View [A) @

[

2 Quick Parts » @~ TU Equation ~

|£) Cover Page ~ j El@ F y T2 smartArt 8, Hyperlink =] Header ~ A
| B 1 AF]

|] Blank Page il Chart A& Bookmark 5| Footer - WordArt j?) €2 Symbol ~
Table Picture Clip Shapesy.., Text
v Art v /last Screenshot = | [ Cross-reference | |#] Page Number v pgox~ red ~ ‘

‘ Pages Tables IsStrations Links /Hea:!ev & Footer Text Symbols

Pictures or drawings can be added by clicking onthe Picture button. A The Insert Picture box will open
prompting youto browse to the picture onyour PC. Click the picture youwant then click Insert. It will
appear on yourdocument.

Hm é

5_-', Page Break

Clipart are pictures or illustrations that can be added through the Internet from Office.com. Simply click
the Clipartbuttonand adialog boxwillappear. Typeinthe subjectinthe ‘Search for:’ field, click the box
for‘Include Office.com content’ andthen click the Go button. Click the picture youwantfromtheresults
that appeared and it will be inserted into your document.

Shapeslikelines, arrows, basicgeometric shapes, equation shapes, flowchartshapes, stars,andbanners
canbeadded. Clickingthe Shapes button will cause alarge dropdown of multiple shapestoappear.
Clickyourchoice,andthenclickyourcursoronthedocumentwhereyouwant,andthe shapewill
appeatr.

Chartscanalsobeaddedtoadocument. Therearemanytochoosefromsuchascolumncharts, line
graphs, piecharts, barcharts,areagraphs, andstock charts. Clickonthe Chartbuttonandthe Insert
Chartboxwillappear. Selectthetype of chartontheleft, selectthe chartontheright, click OKandthe
chart will appear and it then can be manipulated.

Headers, Footers and Page Numbers can also be added to a document from the Header & Footer group
onthelnsert Ribbon. Foramulti-page document, the content of the Header will be seen atthe top of
eachprinted page andthe Footer will be seenatthe bottom aswellas the page numberwhenadded.

Thesearejustafewcommonexamplesonthelnserttab. Thesize ofyourobjectcanalsobe changed.

Afteryouaddthe object,aboxappearsarounditwithcirclesineachcorner. Hoveryourcursoroverthe
bottom right circle until the arrow appears, hold the left mouse button and just move your mouse!
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Page LayoutTab

The Page Layout Tab lets you control the look and feel of a document in Microsoft Word 2010. You can
apply aglobaldesigntoyourdocumentby using one of the available themes and color schemes.

Feou :
M EJd9- 0 &= Document21 - Microsoft Word o B R
Home Insert References Mailings Review View (A @
j n' f [y Orientation ~ ¥= Breaks v \A) Watermark ~  Indent Spacing < 1) = Align ~
= @A~ 413 size - #3 Line Numbers ~ | 3 Page Color~ | £E 0 | =iopt s ) : I Gre
Themes Margins __ = i || = = 1 7
v r v =S Columns ~ b&™ Hyphenation ~ J Page Border =€11° - s=0pt # "»{3 Selection Pane 5
Themes Page Setuy ¥ | Page Back gr:um\ Paragraph u Arrange

The margins can be controlled on your document giving you smaller or greater size in which to work.
Just click on Margins, and just click on the desired choice of options.

Click on Orientation for Portrait or Landscape layout.
Page Color and Page Borders can be added from the Page Background group.

Asyoumaynotice,the Page Layouttabhassomeofthe samecommandsthatyouwillfindontheHome
tab like Indentation, Spacing and Line Numbering.

ThePage Setup group has the triangle button atthe bottomrightinwhichto clickand seethe more

advanced Page Setup options. The Paragraph group also hasthe triangle button for the advanced box
like it does on the Home tab.
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ReferencesTab

TheReferences TabonMicrosoftWord2010'sribbon offersaquickwaytoenteryourdocument
sources, citations etc. On the References tab you will find groups like Table of Contents, Footnotes,
Citations & Bibliography, and Captions.

MW EH9- 0 &= Document21 - Microsoft Word o B %
Home Insert Page Layout References Mailings Review View A} g
=} Add Text ~ [ Insert Endnote L Manage Sources z | Insert Table of Figures En = Ex
Bea AR = :"3 ﬂj Ei| :j_# E e =

= _]f Update Table A§ Next Footnote ~ —¥ LL_éj Style: APA Fiftl ~ ate Tab |
Table of Insert ; Insert .. Insert Mark Mark
Contents ~ Footnote = 5ho te Citation = &4 Bibliography ~ Caption Uf) Cross-reference Entry Citation
Table of Contents Footnotes ¥ Citations & Bibliography Captions Index Table of Authorities

Oneofthe nicestfeaturesonthe Referencestabisaddingthe Table of Contentsforadocument. One
thing you need to make sure is that you type your document using one of the heading styles for the
itemsthatneedtobeincludedinthe Tableof Contents. Clickthe Table of Contentsbuttonandthetable
belowappears. Automatic Table 2 isagood choice. Click this option and your table is created!

Built-In p
Automatic Table 1

Contents
Heading 1 — . 1
Heading 2., " " — w—— |
Heading 3 " - - M—, |

Automatic Table 2

Table of Contents

Heading 1 . . . . 1
Heading 2., 3 1
Heading 3 AN N NSRS, SIS |

Manual Table

Table of Contents
Type chapter title (level 1)

Type chapter title (lovel 2)

Type chapter title {level 2)

R

Z] Insert Table of Contents...

_’}\ Remove Table of Contents
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Mailings Tab

One of the most common features on the Mailings tab is the Envelopes and Labels for printing.

™ A

Home

&>

Insert

Page Layout

References

Document21 - Microsoft Word

Mailings

Review

View

o B R

%. ‘ ~ - -,w: e fac " . 4
= £ D 4% Match Field ] Find Recipient

Start Mail ~ Select Edit Highlight Address Greeting Insert Merge _*‘ Previe :—"
Merge ~ Recipients v Recipient List | Merge Fields Bloc ne Field 4] Update Labe Results %

Start Mail Merge Write & Insert Fields

Finish

Preview Results

Envelopes Labels
%Create

/

Clicking the Envelopes button produces the box below which allows you to enter in the Delivery address
and Return address. Clicking the Options button gives the choices for the envelope size. Onthe Labels
tab, the Options button is also available for the needed label size.

Envelopes and Labels

ir'if,lj‘v;éJEIJ'35:,5| Labels

E

Delivery address:

[] add electronic postage
&~ omt

”~ Previgw

Return address:

Feed

w

Wwhen prompted by the prinker, insert an envelope in your printer's manual Feeder,

[ Opkions.. . ] IE-pos;ageProperUes.“ ]

Cancel

Print ] [ gdd to Document ]
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Review and ViewTabs

The Proofing group is one of the most popular groups on the Review tab.

&= Document23 - Microsoft Word
Home Insert Page Layout References Mailings View
£ i\ Research ' " 5 2 | t =1 J Final: Show Markup v A Do \?} Previous =
W Beee oy @ g 2 B B 7 2
OS2 Thesaurus . | = (3 show Markup ~ o = 5?} Next
Spelling & ge Translate Language New Track Accept Reject Compare B Restrict
Grammar {23 Word Count v v Comment = MNext Changes ~ [B] Reviewing Pane ~ v v - Editing
Proofing Language Comments Tracking Changes Compare Protect

Once you have finished your document, you can perform one last spell check by choosing the Spelling &
Grammar button. This is an automated process going through the entire document.

The Research button will allow you to access different dictionary lookups of any word you have
highlighted.

The Thesaurus button will suggest other words with a similar meaning for the word you have
highlighted.

The Word Count button will give you statistics forthe number of pages, words, paragraphs, lines, etc.

View Tab

The View Tab is the last of the tabs on the Microsoft Word 2010 Ribbon.

™ A &= Document23 - Microsoft Word
Home Insert Page Layout References Mailings Review
J ‘ J:J !’j = E‘ Ruler [ ’\I j_ _J_] One Page ‘EEI f‘ j 1} View Side by Side %j
- [ Gridlines =il [33 Two Pages —! 0 o
Print |Full Screen Web Outline Draft = : Zoom 100% _ New Arrange Split . Switch Macros
Layout | Reading Layout Il Navigation Pane =) Page Width | window  All et Windows v

Document Views Show Zoom Window Macros

o ; -

By the buttons available on the Document Views group, you can view your document in different ways.
YoucanseethePrintLayout, Full ScreenReading, Web Layout, Outline, and Draft views.

Onthe Showgroup, youcanmeasureandline up objectsby clickingthe Ruler buttonandtherulerwill
appear at the top and left margin of the document.

TheGridlinesbuttonalsoallowsyoutoline up objects by splashingagrid paperviewontopofthe
document.
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Creating a document to be used by previous versions of Word

Ifyou create adocumentto sendtopeople whoareworkinginearlier versions of Word and you know
that they have installed the Microsoft Office Compatibility Pack for Word, Excel, and PowerPoint 2007
File Formats, you can work in Microsoft Word 2010 mode.

Ifyou aren'tsure whether the people you send your documentto have installed the Microsoft Office
Compatibility Pack for Word, Excel and PowerPoint Open XML File Formats, you can work in
Compatibility Mode. Compatibility Mode makes surethatnoneworenhancedfeaturesinWord 2010
areavailable whileyouworkinadocument, sothatpeople whoare using previousversions of Word will
have full editingcapabilities.

Note: Ifyoualready created adocument, and you wantto find out what content won't be available for
editing in earlier versions, see Features that behave differently in earlier versions.

Turn on Compatibility Mode
Whenyoucreate anewdocumentthatwillbe usedinanearlierversion, youcanturnon Compatibility
Mode by saving the file in Word 97-2003 format.

1. Open a newdocument.

2. Click the Filetab.

3. Click Save As.

4. Inthe Save astype list, click Word 97-2003 Document. This changes the file formatto .doc.
5. Inthe File name box, type a name for the document.

6. Click Save.
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The CutePDF Writer Addition

Withthe deploymentofallnewstaff computers, there willbe aprogramloaded called CutePDFWriter.
The purpose of this programistoallowyouto create PDFfilesfromany Windows programthatisable
to print. If you needed to send a document to someone who doesn’t have Word or a compatible
version, thisis the answer for everyone has access to Adobe Reader. To create the PDF document from
Word, click on the Print button from the File tab. From the drop down menu under Printer, choose
CutePDF Writer, then click the Print button. The Save As box below appears. You can save the converted

@ A i | Office2010GetStart (Autosaved).docx - Microsoft Word b4
M Insert  Pagelayout  References  Mailings  Review  View (2]
Il save
ICE - 2
B save As “3'
. Copies: 1 2
5 Open
AR Print
[ Close The CutePDF Addition
Info Printer :
).\, CutePDF Writer .
Recent Ready
Printer Properties
New
Settings
Print .
- Print All Pages .
Print the entire document
Save & Send
Pages:
el J Print One Sided .
U==| Only print on one side of the ...
3 Options SAD
Collated
& et B, 55 105 123 T
j Portrait Orientation -
1 Letter .
85"x11
Normal Margins »
i— Left: 1" Right: 1
J 1 Page Per Sheet -
Page Setup
v
425 of25 ) 57% (= +) (&

Save jr: | (& Desktop

| e E2-

h:lMy Dacuments

:J My Cornpuker
WMy Mebwork Places
@DameWare
@Images
[CILightspesd:

<

[y MFolder
IC)RDP

[y Stinger Anti-Yirus app
=% Software installs on ‘Husd-storage' (|

>

File name: |testfile.pdf

Save

Save az type: |PDF Filez [, pdf)

j Cancel

Move up to CukePOF Pro and get advanced control over your PDF documents.
E asily merge & split PDFs, add security, digital signature, stamps, bookmarks or
header/footer, make booklets, n-Up, zave POF forms, scan to PDF and marel

Help http: A Avegwy, CutePDF. com
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