CHAPTER

Getting Fami
with Word

Are you ready to get started
in Word? In this first
chapter, you become
familiar with the Word
working environment and
you learn basic ways to

Y ) R navigate and to enter text.
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You can open Microsoft Word a number of
ways. This section demonstrates how to open
Word from the All Programs menu. Once Word
opens, a blank document, ready for you to type
text, appears.

[ open word |

@ Click Start.
@ Click All Programs.

@ All Programs changes to Back
once you click it.

© Click Microsoft Office.
@ Click Microsoft Word 2010.

@ A blank document appears in the L T ———— =
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= S A e L L LR TR i N

s rdbng

[




Explore the
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Word Window

The Word window contains tools you can use to work quickly and efficiently while you create
documents.
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® Document Area

The area where you type.
The flashing vertical bar,

called the insertion point,
represents the location :
where text will appear -
when you type. :

® Scroll Bar

Enables you to reposition
the document window .
vertically. Drag the scroll
box within the scroll bar
or click the scroll bar
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Declaration of Independence

[hen in the Course of buman events, i becomes necessary for onz people o dissohes the political bands
wwhich have connected them with enother, and to assuene amaong the powers of the earth, the seperate and
equal stafian to which the Laws of Nature and.of Mahure's God entitle them, a decent respectto the
opiniors of mankind requres that they should declare the causes which impel them to separaton.

We hold these truths to be salf-evident, that all men ece created equal, that they are endowed by thesr
Creator with certain Unalienable Rights, that among these are 5fe, Liberty and the pursiit of Happiness
Thettn sezwre thess pabits, govemments are mstitured among Mer, derving their ust powers Tom the
conaers of the govemed,

That wheaever agy form of Government hecomes destructire of these ends, i is the right of the People to
alter of to ghobish it and to matitute & new Covernset, laying ite fondaton on such prineiples and
argamizing ils power mosuch foree, s w theen shall searm enost Brely o affect their Safety and Happiness
Prudence, mdeed, will dctate that Governments long estahblished shondd not he chanaed for light and
transient canges; and accordingly all szpenence has showmy that mankind is mere disposed to suffer,
which evilz are sufferable, than to right theeneelves by abalisking the farme to wéhich they are accustomed i
Bt when a long train of abuses and nsuspalions, pursuing invariably the sarme Object evinces a desian to |
reduce them uader absobate Drespatism, tis thew rght, £ 13 theer duty, to theow o such Government, and |
o pronisde newr Guards for thedr frmre securdty. ‘

Zuch hes been the patent sufferance of these colorses; and euch iz now the necessiy which constrains

theen to alter their former Systemns of Govermment. Tae hustory of the present Eing of Great Beitain 12 3 o
arrows (E and ﬁ). bistory of repeated frqursas amd usorpatioms, all having n direct object the establishement of an abzolute ;
Tyranny ower these States. Toprove this, Ist Facts be submitted to 2 candid warld. £
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© Dialog Box Launcher Status Bar @ Ribbon

Appears in the lower-right corner of
many groups on the Ribbon. Clicking
this button opens a dialog box or
task pane that provides more
options.

® Quick Access Toolbar (QAT)

Contains buttons that perform
common actions: saving a
document, undoing your last action,
or repeating your last action. To
customize the QAT, see Chapter 11.

Displays document information as

well as the insertion point location.

From left to right, this bar contains
the number of the page on which
the insertion point currently
appears, the total number of pages
and words in the document, the
proofing errors button (), the
macro recording status button, the
View buttons, and the Zoom Slider.
To customize the Status Bar, see
Chapter 11.

Contains commands organized in
three components: tabs, groups,
and commands. Tabs represent
common actions you take in Word.
They appear across the top of the
Ribbon and contain groups of
related commands. Groups
organize related commands with
each group name appearing below
the group on the Ribbon.
Commands appear within each
group. To customize the Ribbon, see
Chapter 11.
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Work with

Backstage View

Clicking the File tab opens Backstage view, which
resembles a menu. In Backstage view, you find a
list of actions — commands — you can use to
manage files and program options. For example,
from Backstage view you can open, save, print,
remove sensitive information, and distribute
documents as well as set Word program behavior
options.

\ Work with Backstage View

@ Click the File tab. QB e
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@ Click Info. et S L
@ The title of the open document m == " s
appears here. L . PO
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@ Information about the currently . o -
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@ Click an option in the left column;
this example shows the results of
clicking Save & Send, which
contains commands that help you
share Word documents.

@ As you click a button in the Save
& Send column, the information
shown to the right changes.

@ Repeat Step 3 until you find the
command you want to use; this
example shows the results of
clicking Recent, which displays up
to the last 20 documents opened,
plus folders you have recently
opened. You can select a
document or a folder to open it;
see Chapter 2.
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Is there a way to return to
working in Word without making
any selections in Backstage view?
Yes. You can click the File button or
press the Esc key on the keyboard.
Although you might be tempted to
click Exit, resist the temptation,
because clicking Exit closes Word
completely.
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Select Commands with

the Keyboard

To keep your hands on the keyboard and
work efficiently, you can use your keyboard
to select commands from the Ribbon or the
Quick Access Toolbar.

\ Select Commands with the Keyboard

@ If appropriate for the command
you intend to use, place the
insertion point in the proper word
or paragraph.

@ Press (1) on the keyboard.
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® Shortcut letters and numbers
appear on the Ribbon.

Note: The numbers control commands on the
Quick Access Toolbar.

@ Press a letter to select a tab on the
Ribbon.

This example uses ().
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@ Word displays the appropriate tab
and letters for each command on
that tab.

@ Press a letter or letters to select a
command.

@ Word displays options for the
command you selected.

@ Press a letter or use the arrow
keys on the keyboard to select an
option.

Word performs the command you
selected, applying the option you
chose.

\
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Is there a way to
toggle between the
document and the
Ribbon using the
keyboard?
Yes. Each time you press
, Word changes focus
of the program, switching
between the document,

the Status bar, and the Ribbon.

What should I do if I
accidentally press the
wrong key?
You can press (=29 to back
up to your preceding action.
For example, if you complete
Steps 1 to 3 and, in Step 3,
you press (-] when you
meant to press (], press

to redisplay the letters associated with
tabs and then press

o



Select Commands

with the Mouse

You can use the mouse to navigate the Ribbon
or select a command from the Quick Access
Toolbar (QAT) at the top of the window. The
Ribbon organizes tasks using tabs. On any
particular tab, you find groups of commands
related to that task.

The QAT appears on the left side of the title bar, immediately
above the File and Home tabs and contains three commonly used
commands: Save, Undo, and Redo. Click a button to perform that
command. To customize the QAT, see Chapter 11.

\ Select Commands with the Mouse

@ Click the tab containing the
command you want to use.
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@ Click in the text or paragraph you
want to modify.

o]

@ Point to the command you want
to use.

® Word displays a ScreenTip
describing the function of the :
button at which the mouse points. -
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Work with the

Mini Toolbar

You can use the Mini toolbar to format text without
switching to the Home tab. The Mini toolbar contains a
combination of commands available primarily in the Font
group and the Paragraph group on the Home tab.

@ Select text.

@ The Mini toolbar appears
transparently in the background.

@ Position the mouse pointer close
to or over the Mini toolbar.

@ The Mini toolbar appears solidly.
© Click any command or button.

Word performs the actions
associated with the command or
button.
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Work with

Context Menus

You can use context menus to format text

without switching to the Home tab. The context

menu contains the Mini toolbar and a

combination of commands available primarily in
the Font group and the Paragraph group on the

Home tab.

\ Work with Context Menus

@ Select text.

@ The Mini toolbar appears in the
background.

@ Right-click the selected text.

@ The context menu appears along
with the Mini toolbar.

Note: You can right-click anywhere, not just on
selected text, fo display the Mini Toolbar and the
confext menu.

© Click any command or button.

Word performs the actions
associated with the command or
button.
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Launch a

Dialog Box

Although the Ribbon contains most of the commands
you use on a regular basis, you still need dialog boxes
occasionally to select a command or refine a choice.

[ Launch a pialog Box |

Getting Familiar with Word chapterl

Hi, Bill,

Can 1you pick up Kelly

@ Position the mouse pointer over a
Dialog Box launcher button ([=]).

® Word displays a ScreenTip that
describes what will happen when
you click.

This example uses the Paragraph
dialog box.

@ Click 3.

@ The Paragraph dialog box
appears.
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Work with

Commands

You can use the galleries Word often

provides to view the choices for a particular

command.

In many cases, Word 2010 previews the effects of a

command choice before you select it. Think of this behavior

as an opportunity to try before you buy.

[ work with Commands

Work with Galleries

@ In galleries containing the More
button (EI ), click = and = to
scroll through command choices.

@) Click H to open the gallery and
view additional choices.

® Word hides = to display the
gallery.

@ Scroll over choices to see a live
preview.

@ Click a choice from the gallery to
apply it.

To close the gallery without
choosing a command, click
anywhere outside the gallery.
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Watch a Live Preview

@ Click in the word or paragraph
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you want to modify.

@) Click the tab containing the
command you are considering
performing.
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@ Position the mouse pointer above e _—
the choice you are considering R A e g -

applying.

IER S Al

@ Word displays the effects of the [
choice without performing the :
command. 1

In this example, the paragraph
containing the insertion point
appears in the Heading 1 style.

You can click to select your :
choice. :
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When 5 il Decomnes necessary forone
peaple ds which have d theu
with another, and by dasluu( among the powers of the earth, the
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Nature's God entitfle them, a decent vespectto the opinions of
kind requires that they should declare t which impel

them Lo separation.
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m Fane | et Fagelgaut  Refenaos m Fame | dmet  Fegelwout  Refersnoe
buttons mean? (] (el - & (e e e %
When you see a small list box arrow (Iz]) on a button, N v il LA AL (0 s P o B A

there are several choices available for the button. If you
click the button directly, Word applies a default choice.
However, if you click =i, Word displays additional
options as either lists or galleries. As you move the
mouse pointer over the two parts of the button, Word
highlights one or the other to alert you that you have
more choices.
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Word makes typing easy: you do not need to
press Enter to start a new line. Word calculates
when a new line should begin and automatically
starts it for you.

To add more than one space between words, use the Tab key
instead of the spacebar. See Chapter 6 for details on setting tabs.

| Enter Text |

N\ Hi Bill,
The company golf tournament is on Marchl\()‘
nd the fundraiser for the City Wildlife

ese il 26. We still have a few
company roster for the
"thon Event on April 23. Hope to

TYPe Text W ‘!'Im - R —— - nr:‘-fm:‘;rmmm-n a abaag
s Ju - § Frin -
@ Type the text that you want to - e f* e
appear in your document. e . — - e
@ The text appears to the left of the :
insertion point as you type. :
- Septemiars, 200F
@ As the insertion point reaches the ;
end of the line, Word : L
automatically starts a new one. - i 2 500 < (1]
e Liiear B Sl l;
Press (1152 only to start a new 7 oo <
paragraph. ; o]
A b LT '
Separate Information I — . R e
AT A bl ekl | Al iy Aalbi AaLCe y B |
@ Type a word or phrase. e s cmn AA LT e AaBbo, aasuce *’\ o
@ Press (2. = - e

To align text properly, you press :
(21 to include more than one -
space between words.

Several spaces appear between
the last letter you typed and the
insertion point.

@ Type another word or phrase.
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Enter Text Automatically si@a-on b e - M ot

Betew lew

e ieiE( Ayl |,

@ Begin typing a common word,

E=z== F &

phrase, or date.

The AutoComplete feature ;

suggests common words and L

phrases based on what you type. e

@ Word suggests the rest of the s
word, phrase, or month. : Pt 20
i Ltiear B St l;

procdads, spen ally g osol Lo A0 s Bl G

o s e i s will Pehiab] w s

" = ass; eptember .=v.mrm=§m|n-..-'.<_.
'1:;.'..-:1“ vz | o4 | 20 |EMR = w ux o L :
@ You can press (211 to let Word R R Sl

finish typing the word, phrase, or FUE® L Lamcn amoo pabbe sssece B BT
month for you. s — =

e B B e S B e T e &
You can keep typing to ignore H {

Word’s suggestion.
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Why should I use () instead of ((:""""1] to include more than
one space between words?

Typically, when you include more than one space between words or
phrases, you do so to align text in a columnar fashion. Most fonts are
proportional, meaning each character of a font takes up a different amount
of space on a line. Therefore, you cannot calculate the number of spaces
needed to align words beneath each other. Tabs, however, are set at
specific locations on a line, such as 3 inches. When you press (Tab } you
know exactly where words or phrases appear on a line. Word sets default
tabs every .5 inches. To avoid pressing multiple times to separate text,
change the tab settings. See Chapter 6 for details.




Move Around in

a Document

You can use many techniques to move to a
different location in a document; the
technique you select depends on the location
to which you want to move.

[ Move Around in 2 Document |

Move One Character

@ Note the location of the insertion
point.

@ Press .

® Word moves the insertion point
one character to the right.

You can press £, £, or (3 to
move the insertion point one
character left, up, or down.

Holding any arrow key moves the
insertion point repeatedly in the
direction of the arrow key.

You can press (=) +(J or
(570 +(3 to move the insertion
point one word at a time to the
right or left.
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Move One Screen

@ Note the last visible line
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@ Word moves the insertion point
down one screen.
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You can press D to move the

insertion point up one screen.

@® You can dick = to scroll up or
= to scroll down one line at a
time in a document.
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How do 1 quickly move the
insertion point to the
beginning or the end of a
document?

Press (& )+ (i) to move the
insertion point to the beginning
of a document or D+%:] to
move the insertion point to the
bottom of a document. You can press (1] + (=)
to move the insertion point to the last place you
changed in your document.

Is there a way to move the
insertion point to a specific
location?

Yes. You can use bookmarks to
mark a particular place and then
return to it. See Chapter 3 for
details on creating a bookmark
and returning to the bookmark's
location. See Chapter 4 for details on searching for
a specific word and, if necessary, replacing that

word with a different one.




HeLe Desk

You can search for help with the Word
tasks you perform. By default, Word
searches the Help file on your computer as
well as the Internet.
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The Word Help window appears.

@ Type a word or phrase related to
the help topic you want to view.

@ Click Search or press (Z173. e
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Getting Familiar with Word chapterl

@ Help topics related to the word or © Wi - ® =
phrase you typed appear in the g‘m 200 SX®S — [
task pane. o g

. . Searched for: "graphic“‘—.
@ Click the topic most closely related — I
: :
Loe Itll;e subject on which you want ° st e e (4]
. & Identify which program to use bo create an organization
chart
Help > Smartdet granhics

# Incert a picture or clip ark
Help = Fictures ard Cip &t

@ Keyboard shortcuts For Microsaft ffice Ward

@ adjust the spaces between lines or paragraphs
Helo = Formatting

@ compatibility changes between versions
@ Format Object {BIE text)

@ add or delete a table
Help = Tables

@ change the color, transparency, or recolor a picture
Hely > Fictures znd Jip At

w1k s ¥ fied B rnfb o

word Hela | | @ onine —
@ The help topic information © Word Help = @ 284—6
; XM BMe e B

appears in the Word Help — SORI
window. = -

e To close the HeIp window, Aqd alternative text to a shape, =

N picture, chart, table, SmartArt

click [F=. ] graphic, or other object
The Word window reappears. & Showal

fou ean creats altamative tex (20 te) Tor shages, picures, charts,
tables, Smartft graphics. or other objacls inyour Cfica documant
Aternative text nzlas peapla with screen readers undarstand tha
conlenl of giclures. Whan vou use a sereen reader 10 view your
docurnent, or save it a fils fomat such a3 HTML or DAISY (Digial
Accessible nformation System), alemative e appears when you
move the pointar aver & picture in most browsers.

Thiz arficls discusses sdding sternatve taxtto a shape, picturs
char, fable, Grnartsr graphic, or olber objectand shos you b
yau can make fhe Al Text command always available.

Vioed Hela @ ofiine
s) '

Can I leave the Word Help window I want to keep the Help
open while 1 work window open, but not in

in Word? front of the Word window.
Yes. Simply do not perform Step 5. By Is there a way to ma_ke it
default, the Word Help window remains drop down to the Windows

on top of the Word window. You can task bar?

move the Word Help window by dragging its title bar. Yes. Click the pushpin button ([#]). When
You can resize the window by positioning the mouse you subsequently click in the Word window,
pointer over any edge of the window; when the mouse Word Help drops down to the Windows task

pointer changes to a two-headed arrow, drag in to make | bar. You can redisplay Word Help by clicking

the window smaller and out to make the window larger. its task bar button.




