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Microsoft Office Word 2010 Concepts

Introduction

Microsoft office Word 2010 is document authoring program that help people to create and
share a great looking document by combining a comprehensive set of writing tools with an
easy-to-use interface. It is one of the important Application in the Microsoft Office Suite.
Word one of the most widely used word processing applications currently on the market.
Therefore, it's important to become familiar with the various facets of this software, since it
allows for compatibility across multiple computers as well as collaborative features .Word is a
fairly simple program to use for completing simple tasks .However, it may be more difficult to
learn how to explore the more advanced possibilities of Word.

Opening Microsoft Word application
1. From Start (in taskbar) go to

programs Microsoft Office Word 2010
b
@ Microsoft Access 2010 MELISSAP
Lz] Microsoft Excel 2010

Microsoft InfoPath Designer 2010 Documents
[E Microsoft InfoPath Filler 2010
(N] Microsoft OneNote 2010 Pictures
0] Microsoft Outlook 2010 g
[B] Microsoft PowerPoint 2010 L
[B] Microsoft Publisher 2010
jj Microsoft SharePoint Workspace 20] Games
[E Microsoft Word2010
1. Microsoft Offica 4010 Tools
I Microsoft Office Tools
1. Microsoft Office Live Add-in
1. Microsoft SQL Server 2008
.. Mozilla Firefox
I MozyPro Default Programs
, Startup -
1. Sunbelt Software Help and Support

1 Back

.. Maintenance
1. Microsoft Office

Computer

Control Panel

m

Devices and Printers
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' Search programs and files ) |
e . o

2. Or clicking the Word icon introduced on Desktop
3. Or writing the word “Word” in the search field
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4. Or simply click on any word file on desktop
Word window will appear as shown below:

wl

] -
990 81 9 | assoceoe| assbceoe AaBbC AaBbce AAB 4 A
tNormal |7 NoSpaci.. Headingl Heading2 Title Subtitle  Subtle E

A word file with a default name “Document 1” ready to be used

Working area:

4+ Word Application used for word processing

+ Default File name is called Document (you can change it to a meaningful name from
File tab).

+ file name consists of three parts: Name, dot (.), and file extension. Extension represent
type of file. In word extension of file is docx. For example file called Ali will be written
as Ali.docx.

4+ Each Document consists of one, two, or more pages.

Giving Word Commands
Word 2010 provides easy access to commands through the Ribbon, File tab, and Quick Access

Toolbar.

Ribbon

The Ribbon keeps commands visible while you work instead of hiding them under menus or
toolbars, and it is the primary way to —— P — — s
give commands in Words 2010. =} : = == = E ‘
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The Ribbon is made up of three basic components:
e Tabs
e Groups,
e Buttons.
Tabs: On the Ribbon Commands are organized
into Tabs. Each tab contains a different set of R—
tabs commands. There are three different types Toolbar
of tabs: I Contextual tab

e Command tabs: whenever you open the
Word 2010 Application. The Home, Insert,
Page Layout, References, Mailing,
Review, and View appears by default.

e Contextual tabs: they appear whenever
you perform a specific task, for example if
you select a picture the Format tab appears in the Ribbon under Picture Tools as shown
beside.

e Program tabs: if you switch to a different authoring mode or view, such as Outline
view, program tabs appear next to the default command tabs that appear on the Ribbon.

Groups: the commands found on each tab are organized of related commands. For example

the Font group contains commands used for formatting text.

Buttons: one way to issue a command is by clicking it. Buttons are the smallest element of

the Ribbon and change color when clicked. For example

You can hide the Ribbon so that only the tab names appear, giving you more room in the
program one way to do this click on the button “ on the top right corner to display the

Ribbon again, click on the _~_ placed 0N  Comumon :2-Table 1 troke Shortcursieys

the same position. <Ctl> + <O> _Opens a document
ShortCUtS <Ctrl> +<C> .Creates a new document
- <Ctrl> +~ <S> .Saves the current document
Command shortcut provide other ways = . T L
to give (_:omman_ds in Worql. _Shortcuts A A— e
can be time saving and efficient <Ctit> + <> “Toggles italic font formatting
alternative to the Ribbon. Use shortcuts <trl> + <CC> _Copies the selected text or object
for the most frequently used commands.  <Cui> +<x- Cuts the selected text or object
Keystroke shortcut <Ctrl> + <V> Pastes the selected text or object
<Ctrl= + <Home> Moves the insertion point to the
Keystroke shortcuts are one fastest Degrusing: of he docsamont _
. . <Ctrl> + <End> ion point to the end ofMoves the insert
ways to give one Commands in Word. G
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They are especially great for issuing common commands, such as saving a document. In
order to issue a command using keystroke shortcut, you simply press a combination of keys
on your keyboard For example to copy text you could press the <Ctrl>+<C> the table on the
right lists other common shortcuts.

Contextual menu

Cut

Contextual menu a lists of related display commands to a
specific object or area. To open a contextual menu click e
an object or area of the document then Right-click. 5
A contextual menu appears, displaying commands that are
relevant to the object or area that you clicked- right.

Select an option from the menu or click anywhere

outside the contextual menu to close it without selecting
anything.as shown on the right. B AN

Mini Toolbar Lookup | »

The Mini Toolbar appears whenever you select text and contains synonyms >

common text formatting commands. To view the Mini Toolbar 25 HEOE

e Select a block of text Calibri(E~ 11 - A" A iE
e The Mini Toolbar appears near the text you selected
e Click a button on the Mini Toolbar.

Tip: i?you don’t want the Mini Toolbar to appear every time you select a block of text Click
the File tab then Options tab and antic the option Show category then Ok.
Quick Access Toolbar

Copy

8§ x|

Eont...
Paragraph...
Bullets \ 4
Numbering : >

Styles 4

L TR

¥
1"

g

[

Y- A

Customize Quick
The Quick Access Toolbar appears on top of the File tab and wY S CORE
provide easy and quick and easy access to some commands like
the Save command, Undo typing , Repeat typing, and Customize @ d9-0|5
Quick Access Toolbar. However, you can I

customize this toolbar to meet your needs by |

adding or removing buttons. w ‘ T Business Proposal -
) “ Home Insen PageﬁL,a;,‘out References M?ﬂ}{}gi
Key Tips ' uubrl (Bou {.D' 1 - _‘5 i= - "_-J‘w i£
The Tip keys appear Whenever_you press the _ pai B I U-axx 4 EEZE 5
<Alt> key. You can use Key Tips to perform just c S RY A M AN DY
about any action in Word. Without ever having okoad cont Broh

to use the mouse. To issue a command using a

i
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Key Tip, first press the <Alt> key a tiny letters and numbers called badges appear on the
Quick Access Toolbar and all of the tabs on the Ribbon. Depending on the common issue,
press the letter or number key indicated on the badge. Repeat this step as necessary until the
desired command has been issued.
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