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1. Ask stupid questions
2. Cheat
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Presenter
Presentation Notes
Ask stupid questions - if you're thinking it, someone else probably is too
Cheat - learn from your neighbor
Make mistakes - we learn a lot from them
Source:  Techsoup.org.  This work is licensed under a Creative Commons Attribution-NonCommercial-NoDerivs 3.0 Unported License.


http://creativecommons.org/licenses/by-nc-nd/3.0/

Do you already know how to...

Use a Windows operating system (XP, Vista,
Windows 7).

Format text (make text bold, italic,
underlined).

Change font face and size.
Use Undo and Redo.
Select text (highlighting).
Save documents.



What you will learn

 Working with a document:
— Creating a new doc.
— Opening an existing file.
— Options for viewing a document.
— Selecting a style for a document.

e Work with text:
— Enter, select and delete text.
— Change line spacing.
— Align text using tabs and indents.
— Format bulleted and numbered lists.
— Create headers and footers.
— Check spelling and grammar.

e What else?



The Ribbon menu contains the set of
commands for working in a document.
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The Backstage view (File tab) is the place
where you do things to a document.

e Manage documents and information about the
documents.

 Create, save, and send documents.
e Add or see hidden or personal information.

e Set options such as turning on or off AutoComplete
suggestions.

|

The File tab replaces the Microsoft Office Button . . and
the File menu used in earlier releases of Microsoft Office.



Page Layout

Gettysburg Address.docx - Microsoft Word

References Mailings Review View

Lj Close

Fecent

Mew
Print
Save & Send

Help

2] Options

[ Exit

Information about Gettysburg Address

Fi\Gettysburg Address.docx

e
Protect
Document =

e
|}

Check for

Issues

Manage
Yerzions *

Michael Henry Starks

Permissions
Anyone can open, copy, and change any part of this document.

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties and author's name
Characters formatted as hidden text
Content that people with disabilities might find difficult to read

Versions

"lﬂ There are no previous versions of this file,

This one is important if you already
have documents that were created

in earlier versions of Microsoft
Word.

michael.starksO@gmail.com

Properties =

Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People

Author

Last Modified By

Related Documents

Backstage, behind the File tab

L Rl W= N

me

34.2KB

3

1031

21 Minutes

Today, 9:51 PM

Today, 9:51 PM

Michael Henry Starks

Michael Henry Starks

“a* Open File Location

Show All Properties

o [ OER



Behind the Home tab
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Behind the Insert tab
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Behind the Page Layout tab
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Behind the References tab
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Behind the Mailings tab

3 £ o :
|E| = - v 1 @ |5 Gettysburg Address.docx - Microsoft Word
Hame Insert Page Layout References Mailings Review View

Envelopes Labels | Start Mail Select
Merge ~ Recipients = Recipient List Bliot Line 2ld
Create I Start Mail Merge | Write & Insert Fields

Michael Henry Starks michael.starksO@gmail.com

Preview Results

Finish |

13



Behind the Review tab
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Behind the View tab
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Working with a document

Creating a new doc.
Opening an existing file.

Options for viewing a document.

Selecting a style for a document.



Working with text

Enter, select and delete text.
Change line spacing.

Align text using tabs and indents.
Format bulleted and numbered lists.
Create headers and footers.
Check spelling and grammar.



When you reduce your window size, you see
fewer details but don’t lose important buttons.
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Quick Access Toolbar: Put into one place
the commands you use most often.
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Presenter
Presentation Notes
The Quick Access Toolbar is a small toolbar that appears directly above the File and Home tabs on the Ribbon. 
To add other commonly used commands to this toolbar, do the following:
To open the Customize Quick Access Toolbar menu, click the arrow next to the toolbar.
Choose one of the commands on the menu. If you don’t see the command you want, click More Commands. 
In the Choose commands from box, click Commands Not in the Ribbon or one of the other options.
Click a command you want from the list.
Click Add.
To save your customizations, click OK.
- or -
On the Ribbon, click the tab containing the command that you want to add to the Quick Access Toolbar. 
Right-click the command, and then click Add to Quick Access Toolbar. 



Instructions for customizing the Quick
Access Toolbar

The Quick Access Toolbar is a small toolbar that appears directly above the File and

Home tabs on the Ribbon.

To add other commonly used commands to this toolbar, do the following:

 To open the Customize Quick Access Toolbar menu, click the arrow next to the
toolbar.

* Choose one of the commands on the menu. If you don’t see the command you
want, click More Commands.

 |n the Choose commands from box, click Commands Not in the Ribbon or one of
the other options.

 Click a command you want from the list.

e Click Add.

* To save your customizations, click OK.

_or-

* Onthe Ribbon, click the tab containing the command that you want to add to the
Quick Access Toolbar.

e Right-click the command, and then click Add to Quick Access Toolbar.



Sources and help

Office. Microsoft website (use Internet Explorer browser). http://office.microsoft.com/en-us/.
Last accessed 3/30/11.

Basic Tasks in Word 2010. Microsoft website (use Internet Explorer browser).
http://office.microsoft.com/en-us/word-help/basic-tasks-in-word-2010-HA101830016.aspx. Last
accessed 3/30/11.

Microsoft Office 2010 Basics. WebJunction. http://www.webjunction.org/office2010. Last
accessed 3/28/11.

Word 2010: The Essentials v9. IU IT Training & Education. http://iuware.iu.edu/title.aspx?id=1328.
Last accessed 3/28/11.

Word 2010: Collaborative Tools v5. IU IT Training & Education.
http://iuware.iu.edu/title.aspx?id=1474. Last accessed 3/28/11.

Basic tasks in Word 2010: Find and apply a template. Microsoft. http://office.microsoft.com/en-
us/word-help/basic-tasks-in-word-2010-HA101830016.aspx# Toc254775441.

Basic tasks in Word 2010: Track changes and insert comments. Microsoft.
http://office.microsoft.com/en-us/word-help/basic-tasks-in-word-2010-
HA101830016.aspx# Toc254775446.

Basic tasks in Word 2010: Print your document. Microsoft. http://office.microsoft.com/en-
us/word-help/basic-tasks-in-word-2010-HA101830016.aspx# Toc254775447.

Marmel, Elaine. Teach yourself visually Word 2010. Evergreen catalog:
https://evergreen.lib.in.us/opac/en-
US/skin/default/xml/rdetail.xml|?r=17759387&0l=4&t=microsoft%20word&tp=title&|=4&d=0&hc=1
38&rt=title
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Self-paced learning at
www.webjunction.org

Word 2010: Getting Started. WebJunction. $S40.
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/courses/details/111101612? OCLC COURSES redirectName=Search& OCLC COURSES redir

ect=/technology-
training?p p id=3&p p lifecycle=0&p p state=maximized&p p mode=view& 3 struts acti

on=/search/search& 3 keywords="word+2010"&tabs1=Courses&keywords="word+2010“
e Word 2010: Creating and Formatting Tables. WebJunction. S40.
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e Word 2010: Formatting and Working with Text. WebJunction. $40.
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