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&3] customize the Ribbon and keyboard shorteuts.

Customize the Ribbon

The Office 2010 suite allows you to completely customize the " -
tabs, groups, and tools of the ribbon. Start by clicking the File s
tab to enter the Backstage view, select Options, and then R

Customize Ribbon. In the right-hand column, you can create a
new tab or a new group on an existing tab, remove or rearrange
items already on the Ribbon.
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Selecting the Commands not on the ribbon function in the
Choose commands from drop down menu makes commands
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from older versions of Word visible. These commands were [ 5 o
removed from the default Word 2010 ribbon due to lack of el T e
demand.

Change Default Paragraph Spacing LI A | o b

Microsoft increased the default line spacing in
Word 2007 and Word 2010 in an attempt to
improve readability. Users migrating from
Word 2003 may prefer to keep the original,
tighter line spacing.

There are two different ways to adjust
paragraph spacing.

Method 1 — Using Styles

From the Home tab, click the Change
Styles button, hover over Style Sets
and then select Word 2003 from the
paragraph presets. This will change the
entire style of the document in addition to the paragraph formatting.
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Method 2 — Changing the Default Paragraph Settings _——————————————
Many users prefer to update the default paragraph spacing for all 4"3"::”"‘;’;”"
documents. To change Word’s default spacing for all future i (e
documents, start by opening the Page Layout tab, launch the = e
Paragraph dialog box by clicking the icon in the lower right corner m_;.;mm —

of the Page Setup group and make the desired changes. The most e TREL
common changes include setting the After: and Line spacing: =

options. A live preview is visible at the bottom of the dialog box.

Once all desired changes have been made, click the Set As Default o | ) (o] o
button.




Picture Tools

There are several options available for improving the look of images in a Word document. The Picture Tools tab is
contextual so it is only visible when an image has been selected. There are several preset effects in addition to options
like picture corrections and artistic effects that can be applied to an image.
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The Picture Tools tab is
visible when an image has
been selected.

Click Options and then Quick Access Toolbar.
Select Commands Not in the Ribbon from the Choose
Select Speak (the commands are in alphabetical ord
Close the Customize the ?uick Access Toolbar by

mands from: drop down menu.
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Insert Screen Clippings in to Word out References Mailings Review View
Word 2010 now includes the option for inserting screen Elg i‘|) 1 ' g . =
captures into a document b s:Iectin Screenshgot from — @ “ B _:’JE
p y g Clip Art Shapes SmartArt Chart |Screenshot| Hyperlink Bookmark Cross-reference
the Insert tab. Pane v |

Hllustrations Available Screen Shots =

With the Screenshot button, you can insert a picture of an
entire window or use the Screen Clipping tool to select a — =
portion of a window. Note: The Screenshot/Screen
Clipping tool does not recognize application windows that
have been minimized.
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@3+ Screen Clipping

When you choose Screen Clipping, the target window will
appear opaque. Click and drag the portion of the target
window you want added to your Word document.



Using SmartArt
It is always best to visualize text whenever possible. Microsoft Word 2010 offers SmartArt as a means for displaying
information that often appears as a bulleted or numbered list.

SmartArt can be accessed at from the Insert tab within the Illustrations group.
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Word/PowerPoint 2010 SmartArt Templates: http://office.microsoft.com/en-us/templates/CT010163610.aspx

Format Painter
The format painter copies all formatting from one piece of text and applies it to any target text. This would include font
face, size, color and effects.

1. To use the format painter, select a source word by highlighting or clicking to set the cursor.

2. Next, select the Format Painter tool from the Home tab inside of the Clipboard group.

3. Highlight or click on the phrase or word you would like to apply formatting changes to.

Note: Single clicking the Format Painter icon makes a single application of the source formatting. Double clicking the
Format Painter icon keeps the tool active for multiple applications. Press the Esc key on your keyboard or click the
Format Painter again to deactivate the tool.
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Drag Document Sections in Word’s Navigation Pane
Word'’s navigation pane is a good tool for rearranging content in a
multi-page document like a classroom syllabus.

int |Full Screen Web  Outline  Draft Zoom 100% . )
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Document Views Show Zoom
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Search Document ool Open the Navigation Pane, which
allows you to navigate through the . . . .. . . .
AEE - e e The navigation tab is made visible from the View tab as an option in

Executive Summary/Introd...

the Show group.

| First Page Header Section 1-

4 Mission, Vision, Values, ...

e . The navigation pane displays the document headers in a condensed
okacs view and allows users to move or delete an entire section of the

Objectives _

4 Park Description and Stre..

document by dragging and dropping header titles or by right clicking
and selecting the appropriate option.
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http://office.microsoft.com/en-us/templates/CT010163610.aspx

Saving a Document as a PDF
Word 2010 allows you to create a PDF of any Word
file without installing any third party programs.

Click the File tab, select Save As and then use the
Save as type: drop down menu to select PDF.

Using the Office.com Templates
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Word 2010 is design to integrate with Microsoft’s
Office.com resources. This includes direct access
to online content like templates when creating a
new document.

With Word open, click the File tab and select
New. The templates are organized by category.
Online templates can also be searched from the
New document window by using the search
toolbar.
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Office Web Apps for

Students/Parents

Microsoft offers Office Web Apps as an
alternative for online sharing and access to
Office 2010 documents. Functionality is limited
but Web Apps does make it possible for users
that do not own Microsoft Office to edit and
view Office 2010 documents. Note: A Microsoft
Live ID is required for sharing or editing online
documents. Creating an account is limited to
users age 13 and older.
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Office Web Apps on SkyDrive

Work with Office files virtually anywhere

Microsoft Office Web Apps are free online companions to Microsoft
Word, Excel, PowerPoint, and OneNote. Use them to view, edt, and
share Office files from virtually anywhere—even if you don't have
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Get started

Get online with Windows Live
kyDrive, then upload your

Microsoft Office files and share

them with others. Create or edit

Office files onkine even if you

don't have Office on your PC.
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Work from vi{Work from virtuslly amywhere Jith other people
anywhere Easily share and edit Microsoft
With Office Web Apps, you can  Office files with your coworkers,
work on your Microsoft Office  classmates, and others—even if
files virtually anywhere there's an  they dont have Office installed on
Internet connection. Access your  their computers.

Office files in SkyDrive from

supported web browsers.

Microsoft Office Web Apps: http://explore.live.com/office-web-apps
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Do more with Office 2010

¥ you have Office 2010 installed
on your PC, you can quickly save
files to SkyDrive directly from
your Office programs and access
them anywhere using Office Web
Apps.



http://explore.live.com/office-web-apps

Microsoft Mathematics Add-In

The Mathematics Add-In simplifies working with mathematical functions including: 2D and 3D graphs, equations and
inequalities, algebraic and trigonometric functions, statistical functions and much more. This tool is not a part of the

standard Office suite and must be downloaded and installed from Microsoft.

Download the Mathematics Word/OneNote 2010 Add-in
http://www.microsoft.com/downloads/en/details.aspx?FamilylD=ca620c50-1a56-49d2-90bd-b2e505b3bf09

Text to Speech

A hidden and often unknown feature of Word is the Text to Speech tool. This tool can be added to the Quick Access
toolbar or to one of the Ribbon groups. Follow the steps below to add the Text to Speech tool to the Quick Access

toolbar.
1. Click the File tab.
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Click Options and then Quick Access Toolbar.
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Close the Customize the Quick Access Toolbar by clicking OK.
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Clipboard Font

Select Commands Not in the Ribbon from the Choose commands from: drop down menu.
Select Speak (the commands are in alphabetical order) and then click the Add button.
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