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Lecture 1

Keyboard Shortcuts in Microsoft Word 2010.

Ctrl + N

Create a new document

Ctrl+ O

Open an existing document

Ctrl +S

Save changes to a document

Ctrl+P

Print a document

Alt + F4

Close document

Ctrl+Z

Undo a change

Ctrl+Y

Redo a change

Ctrl + A

Select the entire document

Ctrl + X

Cut a selection

Ctrl+ C

Copy a selection

Ctrl+V

Paste a selection

Ctrl+B

Make selected text bold

Ctrl + 1

Italicize selected text

Ctrl+U

Underline selected text

Ctrl + Shift + >

Increase the font size

Ctrl + Shift + <

Decrease the font size

Ctrl+ F

Find text in a document

Ctrl +H

Replace text in a document

F1

Open Help




Word 2010 is a word processor that allows the user to create various types of documents
such as letters, papers and flyers.
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The Ribbon

The Ribbon contains all of the commands the user will need in order to perform common

tasks. It contains multiple tabs, each with several groups of commands.

Incert Page

Aal
LA

==
_‘j 4 Calibri(Body) =~ 11 =~ A" A"  Aa~

<
Pa:tej B 7 U ~abe x, x| A%+ A\

= A
FENIT 1 ambe

=- | By - 1 Asdfasdf

Font

Clipboard &

Some groups will have
an arrow that you can
click for more options.

Clickon a Each tab will | Click onatab

command to have one or to see more
do something. more groups. commands.

To minimize and maximize the Ribbon
1. Click the arrow in the upper-right corner of the Ribbon to minimize it.

@A Find -
\aBbC: AaBbcCc Aaﬁ % i
“ac
4eading 1 Heading 2 Title _ Change
o 2 T Styles~ | W Select~
tyles Editing

ize the Ribbon (Ctri+F1)

T 1
2. To maximize the Ribbon, click the arrow again.

Show only the tab names on the
Ribbon, |

To hide or view the Ruler:
1. Click the View Ruler icon over the scrollbar to hide the ruler.

2. To show the ruler, click the View Ruler icon again.

: %ﬂ
olling
Switch

‘osition  windows ~

6...A....7.




Lecture 2

Microsoft Word 2010

The operations on Text

4 Text insertion:

Move the mouse to the location where the user wants text to appear in the document. Click

the mouse.

The insertion point appears.

Tnsertin palnt

4 Text selection

Insertion point

Place the insertion point next to the text the user wants to select. Drag the mouse over the

text to select it.

Executive Summary

January 2010 has been a profitable month and the company has shown growth in many arenas.
Ad sales are up by 23% and capital expenditures have decreased since 4™ quarterin the Sales
Department. The sales team hired a new design specialist, the role of VP of sales was filled, anew sales
chief position was created, and the sales team accrued 14 new clients, including one national chain.
Additionally, online ad sales doubled since July of last year. Statistics indicate thatsales in most markets
increase with the use of online ads and our clients are readmg those statistics and responding to them.
Marketing trends indicate that this growth will continue.

%+ Text transfer

1. Select the text.

2. Click and drag the text to the location where the user wants it to appear.

3. Release the mouse button, and the text will appear.

Ax the papulacity of thee Tritearnsal canbinasas to grow,
affordable accass is bacoming a nacessity. wabban
Providus paoplae with thie ability to accwws tha
Internet 1N o social environment. Poople of all ages
sarred Bacchkiogr ouarrele aar s vwwadlooerim Les srtjeay Lhie cpair by,
upscale, and INNovative cnvireonmant that o
Weabhinmn providdas,. Coffme, motartainrment,
INntarnet togathar form an engaging social scana, !

el thes

% Indentation of the text

In many types of documents, the user may want to indent only the first line of each

paragraph. This process helps to visually separate paragraphs from one another.



Dear Mr. Powell:

Thank you for taking the time to meet with me last Thur:
position. I enjoyed meeting with you and touring the facility.I w|
of the showroom and with the competence of the staff at Quality|
chance to workin such a productive and supportive atmospherg

As wetalked about in our meeting, my fourteen years of]
commissioned floor sales and in the role of Sales Supervisor, wg
Furnishings. In that time, I have learned many techniques that w
customer satisfaction ratings at Quality Furnishings.

In addition, I wanted to let you know that I have recently
Superior Sales Training program at the National Business Instity
the program are sure to bolster sales. I look forward to having t}
Quality Furnishings.

Indent text using the Tab key:
A quick way to indent text is to use the Tab key.

1. Place the insertion point at the beginning of the paragraph the user wants to indent.

""'2"‘l‘"l"'l"'Z"‘l“‘3“‘l"'
T il‘ hank you for taking the time to meet with me last Thursday
enjoyed meeting with youand touring the facility.I was very|
showroom and with the competence of the staff at Quality Fy
workin such a productive and supportive atmosphere.

2. Pressthe Tab key. On the ruler, the user should see the first-line indent marker

move to the right by 1/2 inch.

>

1-"0---é---'“l-'<1---|-~-2---|»--3---a---

T T T T T T T

II‘hank you for taking the time to meet with me last T}
position. I enjoyed meeting with youand touring the facility.
ofthe showroom and with the competence of the staff at Qua
chance to work in such a productive and supportive atmospH

File Tab

The File tab provides options for basic administrative tasks involving the document, such as

saving, printing, and opening a new document.

To create a new blank document:

1. Click the File tab. Select New. Select Blank document.

2. Click Create. A new blank document appears in the Word window.



- Home Insert New Tab Fage Layout Fetorences Makkngs Fermm View

o sam
B save s
& Open
ol Gose

info

Recent

L

New
Print
Save & Send
Help

) Optioes
3 &t

Available Templates
3 Home
Blank 8log post
document
Office.com Templates
=) ]"'il
Agendas Award
certificates

Diagrams Enveiopes

l/u

y
o

fecent
tempiates

l

Hrochures

Expense
reports

. &

Sampie My templates  New from
templates exishng
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Burigets Busness Calerdars Contracts

} e

TS
| | =

Gift
certificates

Blank document

Create

To open an existing document:

1. Click the File tab. Select Open. The Open dialog box appears.

M

New folder

e © )= computer 2021 » Second course ¥ lec word

Name

% Yoo+ Ldoox

& Computes
& Local Disk (C)
w» Local Disk (D)
o Local Disk(E) (=
» Local Disk {F)
& DVD RW Dve (
@& Network
W Control Panet
L Recycie Bin
| Al Examples - [EE
) Ansam - .

"] we-2.000x

Fle name: lec-2.docx

v .y H' search lmc wont
I |
Date modifed
SN
23201 11T A,
Type: Micowaft Word Document
/J

Size; 420 KB
Date modified, 5/23/2021 1151 AN

"

1 716AM  Migosof

P

2. Inthe Look in list, click the drive or folder that contains the file you want to open.

Save documents

3. Select the document name, and then click Open.

It's useful when the user creates a document for the first time or if the user wants to save a

copy of the document with a different name while keeping the original copy.
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1. Click the File tab, select Save As.

Home Insert Page|
[l save
Infort
k C:\Users'
[ Open
[ Close

2. The Save As dialog box will appear. Select the location where the user wants to save
the document.

Enter a name for the document in File name field, then click Save.

« Favuraes

| rype a Niw name ' o
-3
W Camputer * - .

Documents library b

CAUserx’

(W Seve As Yl
6: J® 4 s Ubmnec 8 Documerts » < |49 || Sewren Gac ' o
Crprnae = [y P . Y

Choose 3 locatton

i Pictures | B Prires

Bodger

b Lettans

@y My Dmta Sources

L Weekh, Nossletter

l‘su. P ——

Save A% Type | Wokd Dot et

Chick

- Hide Folden

Use Save command:

Click the Save command, the document will be saved in its current location with the same

file name.
.a’ Home In|
l =l Save ]
& save As
|7 Open
[ Close

Note: If the user saves the document for the first time using the Save command, the Save

As dialog box will appear.

Save when done

wgr Add e tey




Printing

Click the File tab, select Print. The Print pane appears, with the print settings on the left and

the Preview on the right.

et Page Layout Retuiwnens

ﬁ i e
el Sove
WL Gave As

J Open

Print
el

Print

Coples: |1

l Close

Info Printer

J HP Color Laseret 2800 Seri

Racent R ey

Eonter Prape
New

Save & Sencd

Settings

L Prnt All Poges
b pricaAhecantine doesment

Help [f ‘| Print One Sided
2]

Only print an ane side of th
L) Options

B3 Fxit

([ Collated
L Py 1,23

| \] Partrait Ovientation
l Letter
#.5" w11

Narmal Margins
Lefr ) Righv )

‘[‘ 1| | Page Per Sheet

Mallings

Rwview View

40% (=)L ) BN

Close a document

When you finish working on a document, you need to close it. This will help prevent

unintended changes to it, and also free up the computer's working memory [Random Access
Memory (RAM)] some space. Click the File tab, and then select Close. This process closes
the active document without actually quitting the entire Word window. Simply, you can click
the Close Window (X) button to the extreme right of the Menu bar. The active document

will be closed.

Exit Word

Exit is a command on the File menu used for quitting the Microsoft Word application when

you finish working in your document. When you exit Word, the open document is also

closed.



Lecture 3

Home Tab

The Home tab provides options to edit aspects of the basic formatting the document, such

as the font (type, size, color, etc.), text alignment, and creating bulleted or numbered lists.

[rm—
o=
Paste .
. J Format Painter
Clipboard

Button Name Function
=8 Copy Copy the selection

. Cut Cut the selection

" J Paste Paste the selection
Paste
. Apply text formatting and some
} Format Painter Format painter basic graphics formatting, such as
borders and fills.

Editing and formatting text

Select the text the user want to Editing and formatting.

Home Insert

Page Layout

Times New Rom ~ 14

# Farmat Painter

References

A A

B 7 U ~abe x, X

Mailings

iboard iy Fant
Button Name Function
Font Changes the font of the text.
Calibri (Body) -~
Font Size Changes the size of the text.
1T |




Grow Font Increases the text size.
A
Shrink Font Decreases the text size.
R
1.Sentance case
2.lower case
Change Case 3.UPPER CASE
4.Capitalize Each Word
Aa~ 5.tOGGLE cASE
Button Name Function
Clears all formatting for the selected text,
Aal Clear Formatting leaving only the plain
S text.
Bold Makes the selected text bold.
B
Italic Italicizes the selected text.
L
u - Draws a line under the selected text.
Underline Click the dropdown arrow to select
the type of underline.
Strikethrough Draws a line through the middle of
abe selected text.
Subscript Creates subscript characters.
X,
Superscript Creates superscript characters.
x2
Apply a visual effect to selected text,
Text Effects such as shadow, glow,
% or reflection.
Text Highlight Color Makes text look like it was marked with a
highlighter pen.
al_v] =
& Font Color Change the text color
=-E-E EE b 4T
=E=== = -, Gl A
Paragraph
Button Name Function
Using to organize lists in Word. To remove
. — Bullets and Numbering

“h -

§ —

numbers or bullets from a list, select the list,
then click the Bullets or Numbering command.

10




Create multilevel list

1; v multilevel list To remove numbers or bullets from a list, select
i - the list, then click the multilevel list command
' ' Indent all lines in a paragraph; the user can use
- e e
Q"- - Increase and Decrease Indent the Indent commands to increase the indent or
:?— :;- to decrease the indent.
= e Align text Alig|‘1 Text Left, Center, Align Text Right and
R Justify
. Seeing nonprinting characters such as the
Show/Hide ] command .
T / L spacebar, paragraph (1), and Tab key markings
The direction of text from Left-to-Right text
Direction (the direction of text to be displayed
— Text Direction from left to right) or Right-to-Left text Direction
% B K (the direction of text to be displayed from right
to left).
| Q l Sort Sort the text in various manners
, . Chang the spacing between line of text (Single,
— Line spacing . .
= 1.5 lines, Double , At least, Exactly and Multiple)
a ) changes the background color of the given
A Shading selection
e Select the picture, table, or text that the user
R Bottom border
e wants to apply a border to.
AaBbCcDc | AaBbCcDe AaBbC: AaBbCc AaBbCi %
T Normal No Spacing Headingl Heading2 Heading3 — Change
Styles =
Button Name Function
pr— A
. an f I
AaBoCeD: | ABbCcx AaBbC: AaBbie d A A style is a set of formatting characteristics, such
) - PR Styles as font name, size, color, paragraph alignment
WM | THOe0. ResnQl neadngs e and spacing.

11




B Find *

34 Find

2, Replace

i3 Select~
Editing

Find

To find text

3, Replace

Replace |To replace text.
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Find and gl &
Frd | Regee | GaTe
Fofsfat e 3
‘ —
|| reoczwt: e | I+
I - . - : Y
|| [0 | | e | | Aot | | Fodtet ||| o | ||
!

W Select ~

Select

To select text or object
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Lecture 4

The Insert tab provides options to put visual enhancements in the document. It contains

Insert Tab
all the commands for inserting items into the document, such as pictures, tables, and
charts. The Insert Tab has its controls arranged in seven groups from left to right.

& Signature Line
Eguabon

-- Tables -- lllustrations -- Links -- Header & Footer --Text -- Pages

Symbols
The Pages Group
8 05
Cover Blank Page
Page ~ Page Break
Pages
Button Name Function
: Insert a fully formatted cover page. The user
! fills in the titles, author name, date and other
Ffa’-“’e’ information.
| .
v Cover page To remove cover page, Select Cover Page in the
document and then select the Remove Current
Cover Page option from the DropDown.
Inserts a new blank page. It inserts a blank page
- by inserting two page breaks, one above the
j Blank page current insertion point and one below it.
Blank
Page
=
I Page Break Start the next page at the current Position.
Page
Break

14
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The Tables Group

There are several methods used to create a table in Word 2010:

1. Onthe Insert tab, in the Tables group, click Table, and then click Insert Table.

 Insert Tabie T |

Table dze —
Nurber of oy 3

N

“RULSTT B
9 Fied ooluiren pidth;  Mto
Autodit W contents

AUt 1o wingdow

Rememoss drensions 1 new ables

The Insert Table displays the "Insert Table" dialog box. The user determines the

table size.

(+3 | Cane=

2. Onthe Insert tab, in the Tables group, click Table, and then click Draw Table.

The Draw Table lets you create a table by inserting horizontal and vertical lines

using the mouse.

3. Onthe Insert tab, in the Tables group, click Table, Convert Text to Table.
O Insert separator characters — such as tabs — to indicate where you want to

divide the text into columns. For example, in a list with two words on a line,
insert a tab after the first word to create a two-column table.
O Select the text that you want to convert.

O On the Insert tab, in the Tables group, click Table, and then click Convert Text

to Table.

O The Convert Text to Table displays the "Convert Text to Table" dialog box.
Click OK. The text will convert to a table.

Tab

First Name
Al

% Sam

Last name

[ Abmed
| Ali

15



4. Onthe Insert tab, in the Tables group, click Table, and then click Excel
Spreadsheet. The Excel Spreadsheet command inserts an Excel worksheet into

the document.

>
o
L)
o
™
-
[
,

|

R R Y B S R

-

&
-

b ey 2 ‘ .

5. Onthe Insert tab, in the Tables group, click Table, point to Quick Tables, The
Quick Tables lets you insert tables that have been stored as building blocks (built

in tables).

6. Onthe Insert tab, in the Tables group, click Table, move mouse on the grid to

determine the number of rows and columns in the table.

Insert | Page Layout Reterences  Mallings

M| el BE P ™= ol sl

Table | Picture Clip  Shapes SmartArt Chart Screenshot

T s *
Oooooos
O [
o [ [
e
o o o

Insert Table...
Lraw lable

Fxcel Spreadsheet

2|
o
oy | Canyert Text to Table
]
e |

Quick Tables

When a user select a table in Word 2010, Design  andLayout 5 appear under Table
Tools on the

Ribbon.

Desiogn Tab

In Design Tab: A user must select a table.

Fome Insert New Tab Page Layout References Malirgs Favew view Gnger Writer SN Layout

7l MeaderRow WA FestCoberm _ _ _ __ . ___ It —_—T — —_— -—- 2 Shading * . =-1 —
Dlvaison [luscoun | 25553 SECEE |[Hesse | SRS 22222 =222 2=== [l wp— - 4 =
. SaSaE CECCE el S s as mtstaars Sateerses Draw  Eracer
V] canded Rows [] Banded Columny  ~ S=—mem | e x Pra Lo S
Tabile Style Optiv Tabile Style Diew Borde
Tables Styles Group
= | === —_— 2 Shadng ~
B R S e I oaee: ISR "‘ . | LI Bordersi -




== Trzis To apply a visual style for the
SRS S Table Styles table.

annan

. Color the background of table
A Shading
¥ Shading ~
|
| — ,,qm,efff,'x Border To add borders to a table
Draw Borders Group
% pt b = _Jr
Draw Eraser
a2, Pen Color ~ Table
Draw Borders [
Y -Line Style -Select the style of the line used to draw borders.
¥ pt - -Line Weight -Select the width of the line used to draw borders.
&2 Pen Color ~ -Pen Color -Change the pen color.
A
= Draw Table To draw the borders of a table.
Table
E—JT Eraser To delete the borders of a table
raser
Layout Tab
In Layout Tab: A user must select a table.
Hume san Faew Tab Page Layout Refarnces Maings Spaww View SINgsr Wirae Jeson Layownt
kel \l\i :'I "‘_' '3' r'—‘i == ——', T t1l vimght 036 $  #f cisrbune Row: e = E )l i IR e
28 Vaw Gridines ¢ — s =S — d % Comvert 1o Tux!
- e Wl haert et st et Nierge on on wiolf e —* wheth - " i e Cothuty " ol yorn
= Frogerte SR o siic  Tabie -~ M = = renos Mg fo Tarmuia
Rows & Column Group
X o B B
Delete Insert Insert [Insert [Insert
Above EBelow Left Right
Rows & Columns .
. | I ) _| ]
5] Height: 0.73 em .d 3 3] Height 016" & 4% pistribute Rows IS into one.
N Tit  osplit ) _ | S gbnofiltheseleitsed cells. -Set
= ; ) als Table o< Width: ¥ [ Distribute Columns d I
i5< Width: 563cm 2 ) e sedeeted cells.
ge Cell Size




=

Delete

Delete

Delete cells, rows, columns and table.

T‘T-e |73 = - _‘:v
# 5 & N
Insert Insert Insert Insert
Above Below Left Right

Insert Rows and Columns

Add rows and columns to the table.

47 pistribute Rows Dist

’__'_u_' Distribute Columns

ribute Rows / Columns

Makes all rows or columns the same size

Alignment Grou
=EE A= J
Text Cell

=l = = pirection Margins

Alignment

=T S _=_J
= = Align Cell Text The user can control exactly where the text is located within the
- selected cells.
= = &
Az
;’ Text Direction Change Text Direction within the selected cells.
Direction
Cell Cell Margins Customize cell margins and the spacing between cells
Margins
Data Group
Al <7 Repeat Header Rows
2 == Convert to Text
Sort
Je Formula
Data
8l
- Sort Sort selected data.

san

¥# Repeat Header Rows

Repeat Header Rows Repeat the header rows on every page.

== Convert to Text

Convert to text Convert the table to text.

J< Formula

Formula Add a formula to a cell.
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NOTE

Many of the commands described above can be
obtained by right-clicking on the selected table.

-

Times NewRomr » 12~ A" A7 iE

[

cut

&

B | Copy Last name

@ Paste Options: Ahmed
1

Insert 4
Delete Table

Merge Cells

Distribute Rows Evenly

Distribute Columns Evenly

Draw Table

DR Bt E HE &=

Borders and Shading...

Cell Alignment »
AutoFit »
& Insert Caption...
BF Table Properties...
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Lecture 5

Insert Tab The Illustrations Group

BEE [ 3 i ]
a go ¥ 2 il &
Picture Clip Shapes SmartArt Chart Screenshot

Art = -
llustrations
Button Name Function
= Insert Picture from Eile Insert a picture from a file. Click on the picture
Picture to open the Format tab.
’jml
| Clip Art Insert clip Art including drawings, movies,
clip sounds, photos etc.
Art
E’ ‘ To insert ready-made shape, such as rectangles
Shapes ; .
Shapes and circles, arrows, lines, etc.
) —i . To insert a SmartArt Graphic.
— SmartArt Graphics 0 Insert a SmartArt Graphic
SmartArt
w Chart Insert a chart to illustrate and compare data.
Chart
Screenshot Insert a picture of part of a screen into the file.
Screenshot

The Header and Footer Group

ERE
Header Footer Page

Number ~

Header & Footer

Button Name Function

- » Insert Header & Footer. The content of the header will appear at the top of
j Q Header & Footer each page while the content in the footer will appear at the bottom. When a
T user finishes from editing header and footer, click close Header and Footer in

2 3 the Design tab.

3]
Page
Number ~

Page number Insert page numbers into the document.

20



The Text Group

A = A= & Signature Line ~
—] Q 4 —— [8 Date & Time
Text Quick WordArt Drop
Box >~ Parts - ¥ Cap ~ M Object ~
Button Name Function
Ag]
= Text Box Draw Text Box.
Box~
A':l WordArt Creating decorative text.
WordArt
K= Create a large capital letters at the beginning of the
— Drop Cap paragraph. First you must select the first letter or word at
CD;gp_ the beginning of the paragraph.
3 Date & Time Insert the current date or time into the current document.
155 Date & Time
The Symbols Group
T
Equation Symbol
Button Name Function
TC To insert a common mathereqtiaiabn or build
i Equation up your own equation
Q) Svmbol Insert synsbol  or special charactes that are not on
o y your keyboard
Symbo

Page Layout Tab

The Page Layout tab provides options for more advanced formatting of the pages of

document, such as margins, page orientation (i.e. portrait/landscape), size, etc.

B [ oots -

A M

T I
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The Page Setup Group
—l —5 [j J ¥= Breaks ~

#3 Line Numbers ~
Margins Orientation Size Columns

b¢~ Hyphenation ~

Page Setup

Button Name Function

‘_J Mardins To format page margins. Normal is selected by default. Page margins are the blank space

Margins g around the edges of the page.
Bs To change page orientation. Click either Portrait or Landscape to change the page

= orientation orientation. Landscape format means the page is oriented horizontally, while
Srientiston portrait format means it is oriented vertically.

4| columns Split text into two or more columns
Columns

Page Setup Dialog Box
To show the page setup dialog box, click on = in the bottom right corner of the

Font page setup for more formatting options.

Page Setuo [ | . ==
Margra Puge Lopuut Muges | Papar Layowe
Marpns Sectan
o0 209" T 049"
1op g - homom 0.49 Settion ag thaw 2a0¢ -
ot 2 9 Right 0.y
3 B . Sattien dveghon Laft-to-esght -
yumer: e S Lymer poston Left v
Qrmreatios

Maaders and focters

v - Dfferem pad and even
!AJ ﬁ] Defferert fire page

Header 0.39"

From edge
Foober: 0.5%

Mustiple pages Normal - Fage

Yencal slignment Top -

Frevew

Apply e WK Socumant v \ - Lt b Derders.

360 AS Refadt | o Cardal Sat A Default o Cangs

The Page BackgrouBdoup

A @ 0

Watermark Page Page
¥ Color ~ Borders

Page Background

Button Name Function
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l Watermark Adding a Watermark (a ghosted text behind the content on the
Viatermark page). Watermarks are useful for identifying certain documents.
4] .
Page Color | Adding a color to a page background.
Page
Color ~
j Page
borders Add or change the borders around the entire page.
Page
Borders
The Paragraph Group
Indent Spacing
IS |eft; 0" 4 | }= Before: O pt &
£% Right: 0" $ Y= after; Opt &
Paragraph
Button Name Function
Indent
= s = A The user can change indentation—the distance between the
= left: O $ Indent .. . .
- = paragraph and the end of margin in the left or the right side.
£ Right: :
- Change th bet hs by addi b
- ange the space between paragraphs by adding space above or
4 p -
y= BejOIE: opt *  |PageColor |t the selected paragraph.
y= After; Opt s

References Tab

References tab offers a quick way to enter the document sources, citations and

choose a style. On the references tab the user will find things like table of contents,

footnotes, citations & bibliography, table of figures, captions, indexes and table of

authorities.

sen
e ograpt Aot v | re

rt Table of figures A Insen Inde

Iyhe: APA Filth -
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The Table of Contents Group

(B¢ Add Text -

¥ Update Table

Mme tab before the

Table of
Contents ~
| Table of Contents
Button Name Function
= Add a table of cottettie document First the user must
= Table of . .
select heading styles for titles from the Ho
Table of C ontents . .
Contents ~ insertion ofTable & ontents
L Add Text Add the curremtaragraph as an entry in the Table|of
Contents.
B Update Table Update Tdble Update Table of Contents so that all the entries|refer to the
correct page number.

The Captions Group

ﬂ i) Insert Table of Figures

Insert
Caption 3 Cross-reference

Captions
Button Name Function
Inﬂ Insert Caption Add caption to a picture. Caption is a line of
Caption

below the object to describe it

Insert Table of Figures

Insert table of figures Insera

table of figures into the document

text that appears

Review Tab

The Review tab provides options for editing the document’s content, such as a Spelling and

Grammar check, a translator, and inserting comments in specific areas.
: q ARt o *3 p 3 2 [she W preou -
,“f_: a4 [ il "fﬁa. '_J A & . | QJ
The Proofing Group
ABC o4 = ABC
v 4 J:l LL,I 123

Spelling & Research Thesaurus Word

Grammar Count

Proofing
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Button

Name

Function

Y

Spelling &
Grammar

Spelling & Grammar

Checking spelling and grammar of text in the document.

ABC
123

Word
Count

Word Count

Find out the number of words, characters, paragraph and lines

The Comments Group

i T R

New Delete Previous Next

Comment v

Comments

Next

Button Name Function
_;' Add a Comment about the selection.
" New comment |
NEW 5
Comment
oF | Delete Delete comment
Delete
U ) Go to the previous comment in the
Previous document.
Previous
2 -
Next Go to the next comment in the document.
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Lecture 6

Microsoft Word 2010

Page Layout Tab

The Page Layout tab provides options for more advanced formatting of the document, such as margins, page orientation

(i.e. portrait or landscape), and size.

First Class

P

[

Size

*;'. Breaks v

Columns

-

[ '.\,
Margins Orientation

- be~ Hyphenation ~

v

Page Setup

£ Line Numbers ~

Button Name Function
H | . To format page margin. Normal is selected by default. Page
: Margins .
Margins margins are the blank space around the edges of the page.
To change page orientation.
Na Click either Portrait or Landscape to change the page
I ] ) orientation.
H=] orientation Landscape format means the page is oriented horizontally,
Orientation while portrait format means it is oriented vertically.
—} columns Add columns to a document
Columns
a @ LJ
Watermark Page Page
v Color >~ Borders
F'age Eéj:kgr»:-und
j Watermark Adding a Watermark. Watermarks are useful for identifying
Watermark certain documents.
- (
, Page Color Adding a color to a page
Page
Color~
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Microsoft Word 2010

First Class

:TI Adding a border to a page
Page border
Page
Borders
Indent Spacing
§§ Left: 0cm = :i Before: 0 pt <
£3 Right: 0 ¢m S Y= after opt 2

The user can change indentation—the distance of the paragraph from either the left or the right margin—and

spacing in the document. And within the margins, the user can increase or decrease the indentation of one paragraph or a
group of paragraphs.
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Lecture 7

Microsoft Word 2010 First Class

Reference Tab

Reference tab offers 4 qusck way 10 enter the document sources, citatsons and choose a style. On the seferences
tab the aser wall find thangs ke wble of contents. tshle of figuses and Captions.

Table of comtents Add a table of contenl 10 o document

A‘ 2) inzert Tadie of Figures

=
Ingert
Caption =) Crossefecere

S3ptons

Add caption 10 a pecture. Caption is 2
Insert Caption T of text that sppears below ihe an
obgect 10 describe

Insert table of figures wo the

Insen table of figures s

o tnaent Tadie of Figares

Review Tab
The Review b provides optsons for edating the document’s content, such as a Spelling and Gramumar cheek. » trans utor,
and wmserting comments i speciix arcas

vV @ @
Fpeting & Reteach Thetdweus Word

Grammar Count
Mooting

Al

m Waord Coumt Pt oo the ol i
— characters, pasagraph and lnes
Count
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Lecture 8
POWER POINT 2010

PowerPoint 2010 is the presentation software that allows the user to create
dynamic slide presentations that can include animation, texts, images, and videos.
PowerPoint uses slides to build a presentation.

Customize Quick Accesstoolbar Ribbon Slide

A

€—— Slides/Outline Pane

Click to add title

Click to add notes

Sase )l 911 | O Inene | Enghin 145 t D25 10 2o +) 3

I Note Ipane T

Status bar View bar

Slides/Outline Pane
Slides Tab

Slides tab displays the slides of your presentation as small images. This view

allows easy navigation through slides. Slides pane contains the current slide in your
presentation. If you add more slides to the presentation a vertical scroll bar will appear
to view the other slides in your presentation.

;l§lides || Outline ; X

1

Computers

Power Point 2010
PowerPoint 2010 is the presentation
software that allows the user to create
dynamic slide presentations that can
include animation, texts, images, and
videos. PowerPoint uses slides to build
a presentation.

Outline Tab

The outline tab conveniently displays the text content of each slide. The user can
edit the text directly from the outline view.
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Slges 8 Outline § ~

1 Computers
Power Puinl 2010
PowerPoint 2010 ks the presentation
sllwana thal allows e vser Lo creale
dynamic slide presentations that can
mclude animation, texts, images, ad
videos. PowerPoint uses slides to build
a presentation

Comparison between Word 2010 and PowerPoint 2010

Word 2010

PowerPoint 2010

Word is a word processing program.

PowerPoint is presentation software.

Word Processor is used for creating and formatting text.

Power point is used for creating presentations.

The file is called Document.

The file is called Presentation.

The document consists of pages

The presentation consists of slides

It can be written directly on the page

It can only be written through an object

Users generally use Microsoft Word when they need to
create letters, forms, mailings and reports.

Users use PowerPoint when they need to create
presentations for business meetings, seminars,
workshops or trainings.

hapes Arrange

Home Tab

The Slides Group
_J =| Layout ~

";] Reset
New
Slide ~ = Section ~
Slides
Button Name Function
To insert a new slide. Click this button to insert a new slide into the
presentation. The slide will be inserted after the current slide with the same
= New Slide format as the current slide. Clicking the arrow will display a gallery of different
S’l‘l’;e“ slide layouts.
Customize slide layout. Change the layout of the selected slide. When this
Layout button is clicked, a gallery of different slide layouts will appear.
&5 Layout * Click one of the layouts to apply it to the current slide.
Reset Reset the position, size and formatting of the selected slide placeholders to
£5 Reset their default settings.
= section -~ |Section Organize the slides into sections.
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Note: the other groups in Home and Insert tabs are the same as those in Microsoft word
and were explained previously.

Some Operations on the Slides

Duplicate a Slide
To duplicate a slide, select the slide you want to duplicate. Click drop-down menu of
the New Slide command. Choose Duplicate Selected Slides. Another way is to Right
click on the slide the user wants to duplicate and selecting Duplicate Slide.

n R — - . il Shictes Outline X

:l

Hi
i

Delete a slide

* Select the slide you want to delete. Press the Delete or Backspace key on the
keyboard.

* Or Right click on the slide you want to delete and select Delete Slide.

»
a (op

2 Paste Qptions:
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Move a slide
1. Select the slide the user wants to move.

2. Click, hold, and drag the mouse to a new location. A horizontal insertion line
will mark the new location.

3. Release the mouse button. The slide will appear in the new location.
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Lecture 9

Design Tab

This tab is used to apply a design to a PowerPoint presentation. It is also possible to
make changes to the slide orientation, page setup, themes, slide background, and other
design attributes.

Setup O

rnisto

! | 3 L'-H:' LR S TN
g [Aa ||Aa ||Aa W Ac . ] (s
Shide | wawws ||| w——— [y ¢ | Yy swwns ;"- | - LN "-f e+ ke Background Graphe

Aa

ENER™ | [

nColors v
-A-a‘_“- : Fonts '
1]} . o Fial - Ef'fects A

Themes

The Themes Group

Button Name Function

Change the overall design for the slides. Right click on any theme for
more ways to apply it. Use themes to simplify the process of creating

designer-looking professional
0 s | ™ presentations.
Themes R, vy
—_— _—— Lpply te Zelostec Slides
Aa Aa . { Set .'-u;.,n“'roma ‘
0 ST KRR e
I colors - Colors Change the color for the current theme.
Fonts Fonts Change the font for the current theme.
Change the effects for the current theme. They include line and fill
, Effects
[©]Effects ~ effects.

The Background Group
) Background Styles ~

[ Hide Background Graphics

Background

Button Name Function

Background

Changes the background style for the current theme
styles

) Background Styles ~
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Slide show Tab

This tab provides options for presenting the Slide Show to the audience. For example,
decisions can be made as to where to start the presentation.

Tips for presenting a slide show:

% Press the F5 key on the keyboard to start the slide show from the beginning.

+
- Press the ESC key on the keyboard to exit out of full screen mode

On the keyboard use the Enter key, Space Bar, or Arrow key to advance through the

slide show.

(@1 Resolution: Use Current Resolut... ~

]

= V| Play Narrations

B ¥ B3 & = BE 5 o 2w
|¥1] Use Timings

[«

From From Broadcast  Custom Set Up Hide ' Rehearse Record ) =
Beginning Current Slide Slide Show Slide Show ~ | Slide Show Slide  Timings Slide Show ~ ¥ Show Media Controls [] use Presenter View
Start Slide Show Set Up Monitors

The Start Slide Show Group

P =

P Y B &

b3

I

From From Broadcast Custom
Beginning Current Slide Slide Show Slide Show ~

Start Slide Show
Button Name Function
=t
—» L. To start the slide show from the first slide of the
e From Beginning ,
From presentation.
Beginning
?r‘]‘ From Current Slide
o To start the slide show from the current slide.
Current Slide
;;. Custom Slide Show | Displays only selected slides. This option makes it possible
e to have several slide shows within the same presentation.
Custom
Slide Show ~

Transitions Tab
Transitions determine how the slides in the presentation will move from slide to slide.

When the transition is selected, it is applied to the current slide. Use the Transitions tab
to add transitions to a slide and to customize transition effects.
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) — = — 3 == [N Sound] Adance Shde
. — _% B 24 * . i‘ e 0030 & N OnMouse Cick
e e Gt ade i Vipe fald qeve Randon Sar Al ==
The Preview Group
©)
Preview
Preview
Button Name Function
ro : . .y
| Preview To preview a selected transition.
Preview
N E O @ & W =
None Cut Fade Push Wipe Split Reveal Random Bars < Ef&d
Options ~
Transition to This Slide
The Transition to This Slide Group
Button Name Function
2 =] r 1] To appdy transition that will be
' ‘ e . applied during the transitign
Transition . .
between the previous slide and the
current slide.
ﬁ Effect Change the propertig¢sanfsition
OEIT:“;;Z- Optian effect such as direction or cplor

To remove a transition Select the slide you want to modify. Choose None from the
gallery in the Transition to This Slide group.
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Timing Group

{y Sound: [No Sound]

v Advance Slide

9 Duration: 00.10 4 | [¥] on Mouse Click
31 Apply To All [ After: 00:0000 3
Timing
Button Name Function
und: [No Sound]  ~ Sound To add sound  to play during  the transition between the
previous slide and the current slide.
ration: 0100 Duration | To adjustthe length of a transitionperiod
30 Apply To All Apply the selected transition to all sliddshen the
transition is first selected, it is only applied to the selected
Apply to All . . .
slide. This button must be selected to ajpply the transition
to all the slides in theegentation.
vance Slide This option is used to determine how the transition is take
| On Mouse Click place from one slide to the nefdn Mouse Cliolgtion
| After: 100:00.00 2 Advance §lide means waiting until a mouse click to mope to the next
slide. After option means moving to next slide after a
specific number of seconds.
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Lecture 10

Animations Tab

Use the Animations tab to add animation to the objects in a slide and to manage the
animation order. First you must select the object in the slide to activate many options
in this tab.

X

Noce

Ackd

Amimabon

ob Anevation Pane ' * - Reorder Anematicn
A -

Appear Fade Hy In Hoat In it

Applying an animation to an object:
1. Select an object. Click the Animations tab. Select an animation from Animation

e — . - - e — - e
~eme Inien Cretign Tranidinng Animation Cuse o Peoew View Enmeal
% "
‘ % Anmath
k | & r & X i
None Appear Fage Fyin Float In - _ hod
Arutnabscn ©

X

T mosis ) IS4 — “ more
= r
Choase an prumation 10 apply 10
chpecti 1N e thale

2. The object will now have a small number next to it to show that it has an animation.

Paae)

At the bottom of the menu, the user can access even more effects.

Exit )
. = gy

= |

‘ ¢ ) G
Disappear Fade Fly Out Float Out Split

[ 2 oy |

e - * - % |

! & iy |

Wipe Shape Wheel Random Bars Shrink & Turn |w ||

More Entrance Effects... !

More Emphasis Effects...
= More Exit Effects...

More Motion Paths...

[ e e R
s o %

M RATAR VEThe
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To preview animations:
1. Click the slide you want to preview.
2. From the Animations tab, click the Preview command in Preview group.

c{i 30 Animation Pane

7 Trigger ~
Add o .
Animation - ¥, Animation Painter

Advanced Animation

The Advanced Animation Group
Add Animation command allows you to add multiple animations to an object. If you
select a new animation from the menu in the Animation group, it will replace the
object's current animation. However, you'll sometimes want to place more than one
animation on an object, such as with an entrance and exit effect. To do this, you'll
need to use the Add Animation command, which will allow you to keep your current
animations while adding new ones.

Animation pane
The Animation pane allows you to view and manage all of the effects that are on the
current slide. You can modify and reorder effects directly from the Animation pane,
which is especially useful when you have several effects.

1. From the Animations tab, click the Animation Pane command.
r.% b= Amgnon Pane
Trigger ~
Add

Animation = *J, Animation Painter

Advanced Animation

2. The Animation pane will open on the right side of the window. It will show all
of the effects for the current slide in the order they will appear.

Arimatson Pare - -
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"he  Timing Group

b Start: On Click

v Reorder Animation

Y Duration: 00.50 e
9 Delay: 0000 3 ¥ Move Later
Timing
Button Name Function
Determines when an animation stiariplay. Drop dowp
Start menu contains thred optiomsClicky ith Previous and
o suvlonoe Animatioh A fter Previous)
Timing) : ;.l_l.ly{.m = |‘.
3 Du, Yt e
9 Duration: 0050 3 Amma'mon To specify the length of an animation.
Duration
® Delay: 0000 3 Adds a delay before the effect skagsts. P animation
Delay after a certain numbes.of second
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