GETTING

STARTED WITH

WoRD 2010

Microsoft Office Word is a word-processing
application—perhaps the most widely used
word-processing application in existence.
You can use Word to write letters, memos,
reports, and essays. Because it is so perva-
sive and allows you to save in a variety of file
formats, there's an excellent chance you can
create a version of a given Word document
that can be opened by almost any recipient.

In this introductory chapter, you'll learn
about the Word interface, working in dif-
ferent views, and entering and editing text.
For information on launching and quitting
Word, as well as performing basic document-
related tasks, such as creating, opening, sav-
ing, and closing documents, see Chapter 2.

v Tip

B Every Word document—whether new
or opened from disk—opens in its own
window. Clicking a document’s close
box (X) closes only that document. To
close all documents and quit Word, you
must individually close every open docu-
ment or click the File tab and click Exit in
the Backstage.
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Chapter 4

The Word Interface

Figure 4.1 (below) shows the interface ele-
ments you'll use when creating and editing
Word documents. Many, such as the Ribbon,
File tab, and Quick Access Toolbar, can also
be found in Excel, PowerPoint, and Outlook.

File tab. Click this tab to perform file-related
activities in Office Backstage (Figure 4.2),
such as creating, opening, saving, and print-
ing. Click Options to set Word preferences. To
open a document on which youve recently
worked, click its name in the Recent list. The
Exit command can also be found here.

Quick Access Toolbar. Icons for common
commands (such as Save, Undo, and Redo)
can be found on this customizable toolbar.
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Figure 4.2 When printing the current document in the
Backstage, Page Setup options and a print preview
are automatically displayed.
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Figure 4.1 Elements of the Word 2010 interface.

View controls
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Figure 4.3 Click text links in Word Help to view help
topics. Click the close box (X) or exit Word to dismiss
Word Help.

Help. Click this icon or press to open the
Word Help window (Figure 4.3).

Ribbon. The Ribbon is Office’s replacement
for the program menus found in Word 2003
and prior versions. Similar commands and
procedures are listed together on a tab, such
as Insert or View. Within each tab, procedures
are further divided into groups, based on
similarity of function. To perform a command,
you switch to the appropriate tab by clicking
its name and then click the command’s icon
or control.

Rulers. Click the View Ruler icon to hide

or show the horizontal and vertical rulers.
Use the controls on the horizontal ruler to
set or change tab stops and indents for the
currently selected paragraph(s). The vertical
ruler is visible only on the document page
that contains the text insertion mark.

Styles pane. To make it easier to apply a Word
character or paragraph style to selected text,
you can display the Styles pane by clicking the
launcher icon at the bottom of the Styles group
on the Home tab. Click a style name to apply
it to currently selected text.

Office Clipboard. The Office Clipboard is
shared among Office applications and allows
you to copy and paste multiple items within a
document, between documents, and even
between applications. To show the Office
Clipboard pane, click the launcher icon at the
bottom of the Clipboard group on the Home
tab. Click the pane’s close box (X) to dismiss
the pane.

Document. Most of Word's window is
reserved for the current word-processing
document. You can close the Office Clipboard
and other panes to increase the display area
for the document.

Scroll bar and scroll box. You can click in
the scroll bar or drag the scroll box to navi-
gate through a document’s pages.
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Page indicator. This indicator displays the
current page number, as well as the total
number of pages in the document. Click the
indicator to open the Find and Replace dialog
box to the Go To tab (Figure 4.4).

Words indicator. This indicator shows the
word count for the document. If text is selected,
it shows the number of words in the selection.
Click the indicator to open the Word Count
dialog box (Figure 4.5).

Proofing indicator. This indicator shows

if there are proofing errors that need to be
addressed, such as misspellings, repeated
words, or extra spaces between words. Click
the indicator to move from one suspected
error to the next.

View controls. Click an icon to switch views
(Figure 4.6). You can also switch views by
clicking the View tab and then clicking an icon
in the Document Views group. The purpose
of each view is explained in the next section.

Zoom controls. Change the current magnifi-
cation by dragging the slider, clicking the

+ (increase) or - (decrease) button, or clicking
the zoom percentage icon.

Close. Click the close box (X) to close an
open document or to quit Word. (When the
current document is the only one that’s open,
clicking the close box quits Word.) You can
also close the active document by clicking
Close in the Backstage (see Figure 4.2).

v Tip

B Any Word pane, such as Styles or the
Navigation Pane, can be displayed as a
docked pane or a floating palette. To make
a docked pane float, drag it by its title bar
to a new location. To dock a floating pane,
slowly drag it off either side of the docu-
ment window until it snaps into place.
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Figure 4.4 On the Go To tab, you can go to a specific
page by entering a page number and clicking Go To.

Statistics:
Pages 1
Words 49
Characters {no spaces) 255
Characters (with spaces) 306
Faragraphs i
Lines 3

Indude textboxes, footnotes and endnotes

Figure 4.5 For detailed word count information, open
the Word Count dialog box.

Print Layout  Web Layout Draft

CELY

Full Screen Reading Outline

Figure 4.6 You can quickly change views
by clicking an icon at the bottom of the
document window.
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Reading Layout
Document Views

Figure 4.7 The Document Views group contains the
same five view icons as the ones in the status bar.

Misc. controls Page control View Options Exit
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NEW FEATURES IN OFFICE 2010

Figure 4.8 Full Screen Reading view is especially
useful for proofing documents, as well as reading
ones you download or receive as email attachments.
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Tl Track Changes
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Figure 4.9 View Options menu.

Working in Different Views

Depending on what you currently want to do
with a document, you can work in any of
Word’s views: Print Layout, Full Screen Reading,
Web Layout, Outline, and Draft. Each view
serves a particular purpose, as described below.
To switch views, you can click an icon in the
status bar (see Figures 4.1 and 4.6) or click an
icon in the Document Views group on the
View tab (Figure 4.7).

Print Layout view

Standard documents, such as letters, memos,
and reports, are often written and edited in
Print Layout view. One advantage of working
in this view is its adherence to WYSIWYG
(what you see is what you get). The margins,
headers, and footers correspond to the printed
output. Pages are shown as equivalent pieces
of paper with physical breaks between pages.

Full Screen Reading view

If want to read or review a document, Full
Screen Reading view (Figure 4.8) can help
simplify the task.

To control Full Screen Reading view:

1. Do any of the following:

A To show single pages or pairs of facing
pages, choose Show One Page or Show
Two Pages from the View Options menu
(Figure 4.9).

A To preview the pages as they’ll print,
choose Show Printed Page from the
View Options menu.

A To change the text magnification,
choose Increase Text Size or Decrease
Text Size from the View Options menu.

A To enable or disable editing, choose
Allow Typing from the View Options
menu.

continues on next page
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A To change pages, click an arrow but-
ton at the bottom of any page; click
the left or right arrow icon in the
Page controls; or press an arrow key,
(Page Down), or (Page Up).

A To go directly to a page, click the Page
control and choose a command from
its menu, such as Go to First Page, Go
to Last Page, or Go To (Figure 4.10).

A Ifyoure reviewing a document, you
can choose Track Changes commands
from the bottom of the View Options
menu (see Figure 4.9).

A Choose other commands from the
icons in the upper-left corner of the
screen (Figure 4.11).

2. To exit Full Screen Reading view, click the
close box (X) in the upper-right corner of
the screen or press (Esc).

Web Layout view

Use Web Layout view to create, view, and
edit pages as they’ll appear online when
opened in a browser. By choosing Save As in
the Backstage, you can save pages in several
Web-compatible formats.

Outline view

Use Outline view to create, view, and edit
outlines. (The initial table of contents for
this book was created in Outline view.) For
information about working in Outline view,
see Chapter 6.

Draft view

Work in Draft view when speed is of primary
importance. In Print Layout view, physical
pages and breaks are drawn. Draft view
displays a document as a continuous text
scroll; page breaks are denoted by dashed
lines. Because repagination occurs almost
instantly as you compose, this is an ideal
view if you have an older, slower computer.

IPageEnfE *I

Jump to a Page
@ GoBack |
Q} Go Forward |

o to Farthest Read Page

o to First Page
Goto Last Page
= GoTo..
@4 Find...
Jump to a Heading
Office (General) (Page 1]
Microsoft Word [Page 1)
Microsoft Cutlook (Page 1) Ib
Microsoft Excel (Page 2)

Microsoft PowerPoint [Page 2]

Mavigation Pane

Figure 4.10 Navigation commands can be
chosen from the Page control drop-down menu.

Save Highlighting Comments

| | |
EI] ﬁ 3% Tools - ﬁg[alg?|*l'hu] &
|

£
Print .

Google Gmail: |
L Stop Highlighting

Figure 4.11 Click an icon to highlight selected text,
add a comment, save changes, or print.
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1 Hamilton Animal Shelter

2 Mew Features §Oﬁice201o [Compatibility Mode]:1

3 Mew Features 1ff Office 2010 [Compatibility Mode]:2

Figure 4.13 You can make any open document active

by choosing its name from the Switch Windows menu.

Figure 4.14 Arrange All enables you to see and work
with multiple open documents.

Managing Windows

When you create a new Word document or
open an existing document, each one opens
in a separate window. Because it's common
to work with several documents at once, Word
provides window-management commands
in the Window group of the View tab (Figure
4.12, below).

To manage open document windows:

& Do any of the following:
A To create another instance of the cur-

rent document, click the New Window
icon. Edits made in any instance of a
window affect the document.
Each new instance has the same
name as the original, followed by a
colon and a number. For example, a
new instance of memo.docx would be
named memo.docx: 2.

A To bring a document to the front and
make it the active document, choose its
name from the Switch Windows menu
(Figure 4.13).

Because every open Word document
is represented by a taskbar button, you
can also switch documents by clicking
the appropriate taskbar button.

A Toview all open documents at the
same time, click Arrange All. The
documents are displayed in a stack
(Figure 4.14) or side by side. To work
in one of the windows, click in the
document to make it active.

continues on next page
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Figure 4.12 The Window group (View tab).
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A To work with a pair of open docu-
ments, click View Side by Side. If more
than two documents are open, the
Compare Side by Side dialog box
appears (Figure 4.15). Select the
second document and click OK.

A When working in View Side by Side
mode, you can make the two docu-
ments scroll together by clicking the
Synchronous Scrolling icon. This
feature is useful for comparing two
versions of the same document.

A To close the active Word document,
click its close box (X), press or
(Ctrl)W), or click the File tab and then
click Close in the Backstage.

A To close a Word document (regardless
of whether it’s the active document),
you can right-click its taskbar button
or right-click any blank spot in its title
bar and choose Close from the context
menu that appears (Figure 4.16).

v Tip

B Ifyoure running Windows 7, taskbar
buttons are different from earlier versions
of the operating system (OS). If you have
multiple Word documents open, they are
grouped together within a single Word
taskbar button. To close one of the open
documents, rest the cursor over the Word
taskbar button, move up to highlight the
document you want to close, and click its
close box (X) (Figure 4.17). As in earlier
versions of the OS, you can still right-click
the document name and choose Close
from the pop-up menu that appears.

 Compare Side by Si

Compare Side by Side with:

iNew Features in Office 2010 fCompatibility Mode]:2
TOC [Compatibility Mode]

[ ok ][ cancl

Figure 4.15 After clicking the View Side by Side icon
in the first document window, you’ll be asked to
select the comparison document (if more than two
documents are open).

g | Restore
Mowve
Size

= Minimize

o Maximize

x Close Alt+F4

[ Mew Features in Offi...

Figure 4.16 You can close any document or
application in the taskbar by right-clicking its
button and choosing Close from the pop-up menu.

Close the document

m Hamilton Animal Shelter.dacy - Microsoft Word IS

{1 Werking with Gmail Contact Groups-doc [Compatibility Made] - Microsoft Word

Word taskbar icon

Figure 4.17 In Windows 7, documents of the same
type are grouped within an application taskbar
button.
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Figure 4.20 Use the Navigation Pane to quickly
move to a desired spot in a document.

Setting Display Options

In addition to using the zoom controls to
change the magnification (see “Setting the
Magnification” in Chapter 2), you can show
or hide the following elements in the document
window by clicking check boxes in the Show
group on the View tab (Figure 4.18):

¢ Ruler. Use the ruler to position objects,
set paragraph indents, and set tab stops.

¢ Gridlines. When enabled, each page is
overlaid with a visible grid (Figure 4.19).
Placed objects automatically snap to the
nearest grid intersection.

¢ Navigation Pane. In Word 2010, the
Navigation Pane (Figure 4.20) replaces
the Document Map. Use the Navigation
Pane to move directly to a specific docu-
ment page, heading, or search result. For
instructions, see “Using the Navigation
Pane, later in this chapter.

To show/hide rulers:

& Do either of the following:
A Onthe View tab in the Show group,
click the Ruler check box.
A Click the View Ruler icon at the top of
the vertical scroll bar (see Figure 4.1).

To show/hide gridlines:

¢ Onthe View tab in the Show group, click
the Gridlines check box.

To show/hide the Navigation Pane:

¢ Onthe View tab in the Show group, click

the Navigation Pane check box. To switch
among viewing document headings, page
thumbnails, and search results, click a tab
at the top of the Navigation Pane. To close
the pane, click its close box (X) or remove
its check mark from the Show group
(Figure 4.18).
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Entering Text

If youve previously used a word-processing
program, youre already familiar with the
basics of entering text. On the other hand, if
you'e new to word processing, you'll need to
know the following information.

To enter text:

1.

Create a new document or open an exist-
ing document.

. Do one of the following:

A New document. The text insertion
mark is automatically positioned at
the top of the first document page
(Figure 4.21).

A Existing document. The text inser-
tion mark is set at the beginning of the
document. Scroll to the page where
you want to begin entering new text,
such as the end of the last page. Click
to set the text insertion mark.

. Type your text.

Entered text appears at the text insertion
mark. In a new document, the text is
formatted with the default font and the
paragraphs are left-aligned.

. Asyou type, text automatically wraps as

needed to fit within the current paragraph's
margins. When you want to begin a new

paragraph, press (Enter).

v Tips

For information on changing character or
paragraph formatting (such as applying a
different font or centering title text), see
Chapter 5.

You can add text copied from other docu-
ments to a Word document by clicking
the Paste icon in the Clipboard group of
the Home tab (Figure 4.22) or by pressing

(Ctri)V).

| ————— Text insertion mark

Figure 4.21 In a new or opened
document, the text insertion
mark is set at the beginning of
the document.

2 W ——Cut
| .
= E Figure 4.22 To paste copied text
Pt e from the Clipboard, click the
- Paste icon. To reveal other Paste
: 10 options, click the arrow beneath
| lipboard | the Paste icon.
Paste Copy

Using Click-and-Type

If youre more comfortable working with a
typewriter than with a word-processing
program, you can use Word's click-and-
type feature to approximate a typewriter.

Instead of typing from the text insertion
mark at the top of a new document or the
bottom of an opened document, you can
double-click any blank spot below either
of these points. Word sets the text inser-
tion mark at the double-clicked spot and
automatically adds sufficient paragraph
returns to fill in the gap above.
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the truth is thart

Figure 4.23 Set the text insertion
mark to the right or left of the text
you want to delete.

Selected text
[

[
e Find an updated driver [or the card. (There
were none.)

Figure 4.24 Selected text is highlighted like this.

Editing options

Typing replaces selected text

|:| When selecting, automatically select entire word

Figure 4.25 To simplify text selection, remove the
check mark from the second check box in the Editing
options section.

Selecting Partial Words

If you find that youre frequently (and
automatically) selecting entire words when
trying to select partial words, the reason is
that a Word Options setting is getting in
your way.

To change this setting, click the File tab. In
the Backstage, click Options. In the Word
Options dialog box, select the Advanced
category and remove the check mark from
When selecting, automatically select entire
word (Figure 4.25, above). Click OK to save
the new setting.

Basic Text Editing

You can use any of the following techniques
to correct errors in a document and make
other desired changes, such as adding text.
The techniques vary, depending on whether
you are changing selected or unselected text.

To delete unselected text:

1. Position the text insertion mark imme-
diately to the right or left of the text you
want to correct or remove (Figure 4.23).

2. Do one of the following:
A To delete the previous character (the
one to the left), press (Backspace).
A To delete the next character (the one
to the right), press or (Delete).

To delete additional characters, continue

pressing (Backspace), (Del ], or [Delete).

3. Ifnecessary, replace the deleted text by
typing new characters.

To delete or replace selected text:

1. To select text (Figure 4.24) to be deleted
or replaced, do one of the following:

A Set the text insertion mark at one end
of the text to be selected, and then
drag to or (Shift--click the opposite end.

A Setthe text insertion mark at one end
of the text to be selected, and then—
while holding down (Shif)—press arrow
keys to move to the end of the text.

A Double-click to select a word or triple-
click to select a paragraph.

2. Do one of the following:
A To delete the selected text, press (Del),
(Backspace), or (Delete).

A Toreplace the selected text, type the
replacement text. When you begin
typing, the selected text is deleted.
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To insert new text:

1.

Position the text insertion mark where
you want to add the new text.

You can insert new text anywhere in a
document.

. Do either of the following:

A Typethe new text.

A Daste the new text by clicking the Paste
icon in the Clipboard group of the Home

tab or by pressing (Ctrl](V).

v Tips

You can also delete text by cutting it. Unlike
anormal deletion, cut text is stored in

the Clipboard (and the Office Clipboard),
where it’s available for pasting. To cut
selected text, click the Cuticonin the
Clipboard group of the Home tab (see

Figure 4.22) or press (Ctrl]X].

You can use drag-and-drop to move selected
text from one location to another—either
within a document or between Word
documents. This is equivalent to perform-
ing a cut-and-paste.

If you want a drag-and-drop to leave the
original text intact (working as a copy-
and-paste rather than as a cut-and-paste),
drag the selected text using the right mouse
button. From the context menu that
appears at the destination (Figure 4.26),
choose Copy Here.

To undo the most recent edit, immediately
click the Undo icon in the Quick Access
Toolbar (Figure 4.27) or press (Ctrl)Z).
(Note that you can undo multiple actions
by clicking the Undo icon’s down arrow.)

{3 Move Here
53 Copy Here L\@
Link Here
Create Shortcut Here Figure 4.26 When right-
% Create Hyperlink Here dragging text, you can
— | elect to perform a copy
Cancel
rather than a move.
| Undo
W EH9- 0l

F Undo Spelling Add (Ctrl+Z) Flgure 4.27 You can
=]
=

. often reverse your
Times Mew Rom ~ 10 .
2a most recent action.

Paste Options icon

=% (Ctrl) =
Paste Options:

Keep Source Formatting (K]

Figure 4.28 Choose a formatting
method from the Paste Options
drop-down menu.

Controlling Paste Formatting

When you paste text into a Word docu-
ment, its formatting is determined by
settings in the Advanced section of the
Word Options dialog box. Depending on
the text’s source and whether the styles
conflict, either the original formatting is
retained or the text is reformatted to match
the surrounding text at the destination.
However, you can override the default
Paste formatting.

When pasting, the Paste Options icon
appears at the end of or beneath the pasted
text (Figure 4.28, above). Click the icon to
choose a formatting option.
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Research - x Using the Proofing Tools
Search for: —

1 Search for text box . ..
lbrowser | | B—— Perform the lookup Worq includes a dictionary, thesaurus, and
| Encarta Dictonary: Engish [+ Reference list spelling/grammar checker that you can use

to help with writing and editing. Spelling and
grammar can be checked on the fly (as you

|@8ack |~ | (@]~

4 Encarta Dictionary: - e ~
English (North i type) or run as a traditional full-document or
America) selected-text check.

4 brows-er (noun)

To look up a word’s definition:

braws-er [ brawzar]

(brows-ers) & Do either of the following:
1. software fi L.
searchingrew:; Definitions A Ifthe word is in the current document,
a piece of computer select it, right-click it, and choose
:::t:;?r;:‘ sed to Look Up > Encarta Dictionary from
information on the | the context menu that appears.
World Wide Web 3
2. somebody who A Switch to the Review tab, and click the
browses Research icon in the Proofing group.
somebady who Inthe R h Fi
locks at something n the Research pane (Figure 4.29),
such e Z'bmfl;or type or paste the word into the Search
MeErcnandise Tor ..
sale, in a leisurely for box, select Encarta Dictionary
or superficial from the drop-down list, and click the
manner
4 Can't find it? green arrow button.
Try one of these L The word’s definition is displayed in the
alternatives or see Help
for hints on refining your task pane.
search. .
Other places to search To find a synonym for a word:
% Getservices on Office & Do either of the following:
Marketplace .
[ e Figure 4.29 The A Ifthe word is in the current document,
Research task pane. select it, right-click it, and open the
Synonyms submenu in the context
menu that appears. To replace the
2 Thesaurus: English (US) = word, choose a synonym from the list.
= Improved (adi.) I A Switch to the Review tab, and click the
Improved Thesaurus icon in the Proofing group.
Greater In the Research pane (Figure 4.29),
e aste the word into the Search
|Heightened = Click to show typeorp wordt g

the menu for box and then click the green arrow
button. (If the word is preselected in
the document, it will automatically
appear in the Search for box.)

Boos| % Insert
Highe B3 Copy
Supe
Enricf

m

To use alisted synonym in your docu-
Figure 4.30 To use a synonym in the ment, click the down arrow beside
current document, click its down the word, and choose Insert or Copy
arrow and choose an option. (Figure 4.30).
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To check spelling/grammar as you type:

1.

When the Check spelling as you type pref-
erence is enabled (see the Tip at the end
of this section), each suspected spelling or
grammatical error is marked with a wavy,
colored underline.

. Spelling. To correct or dismiss a marked

spelling error, right-click the underlined

text and choose one of these options from

the context menu (Figure 4.31):

A To accept a suggested correction (if
any are listed), choose a replacement
spelling from the words listed at the
top of the context menu.

A Choose Ignore to skip this instance of
the word, leaving it unchanged.

A Choose Ignore All to ignore all instances
of the flagged spelling in the document.

A Ifthe spellingis correct, choose Add
to Dictionary to ensure that the word
is never flagged again—in this or any
other document.

. Grammar. To correct or dismiss a marked

grammar error, right-click the underlined

text. Choose one of the following options

from the context menu (Figure 4.32):

A Choose the suggested fix to let Word
make the correction.

A Choose Ignore if you believe the
grammar is correct or if you want to
manually make the correction.

Possible error Mini toolbar

Times Ne = 10~ A5 A7 = 3t
BJU=E¥¥-A-F

Like most cument] email chients, Gmail now

currently

current

currents

Ignore

Ignore All

Add to Dictionary

AutaCorrect 3

Language 4
'? Spelling...

Look Up 3
4 | Cut
Bz | Copy

{8 Paste Options:

Figure 4.31 Right-click a marked spelling error and
choose an option from the context menu.

Times Ne » 10~ A° A7 = £
B JUEW-A- ¢
totg a particular set of
Delete Repeated Word
Ignore
"'3’ Spelling...
Look Up 3
& | Cut
Bz | Cop

Figure 4.32 Grammatical errors can be handled
by accepting a proposed correction or by
choosing Ignore.
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| Spelling and Grammar: English (U.5) ==
Mot in Dictionary;
Click Most Contactedto dispay|the pesons with whom | 1gnore Dnce
youregulady comespond or chat. |:
.| | Add to Dictionary
Sugaestions:
— | (e
=
'
Chek grammar
Options... Undo Q Cancel
ﬁmg and Grammar: English (U5 |"9'|ﬂ
Passible Word Choice Crror;.
Their are{lwo ways (o create 2 group ,| Ignare Unce
| ==
Sugaestions:
r_T
Chek grammar

Figure 4.33 Suspected spelling errors (top) are
marked in red and grammatical errors (bottom) are
shown in green. Both are displayed in context in the
top section of the dialog box.

Correcting Letter Case Errors

Has this happened to you? You acci-
dentally press instead of
and now your newly typed text reads
SUSAN JONES. Or while entering mailing
addresses, your assistant decides not to
bother with capitalization. You can fix
many such errors by choosing a correction
from the Change Case icon’s menu in the
Font group on the Home tab.

To check spelling/grammar for
selected text or the entire document:

1. Optional: To restrict the check to a spe-
cific portion of the document, select the
text to be checked.

2. Do one of the following:

A Onthe Review tab, click the Spelling &
Grammar icon in the Proofing group.

A Press(F7].

If suspected errors are identified, the
Spelling and Grammar dialog box appears
(Figure 4.33).

3. Spelling. To handle a suspected spelling
error, do one of the following:

A To accept a suggested correction (if
any are listed), select it in the list and
click Change.

A To accept a suggested correction and
apply it throughout the document,
select it in the list and click Change All.

A Edit the misspelled word in the Not in
Dictionary box and click Change.

A To accept the flagged word as spelled
correctly, click Ignore Once to ignore
this instance of the word or click Ignore
All to ignore all instances of this word
found in the document.

A To accept the flagged word as spelled
correctly and add it to the Office user
dictionary (so it isn't flagged in later
checks), click Add to Dictionary.

A Ifthe flagged word is one that you
routinely misspell this way, select the
correct spelling in the Suggestions list
and click AutoCorrect. The misspelling
is added to the AutoCorrect list and
will automatically be corrected as you
type in future writing sessions.

continues on next page
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4. Grammar. To handle a suspected gram-
matical error, do one of the following:

A Click the button labeled with the cor-
rection, such as Delete or Change, if
one is presented.

A Ifyou believe the grammar is correct
or you intend to rewrite the text, click
Ignore Once to ignore the flagged error.

A Rewrite the text in the top half of the
dialog box and click Change.

v Tips

B To set spelling/grammar checking prefer-
ences, click the File tab and then click
Options. In the Word Options dialog box,
select the Proofing category (Figure 4.34),
make any desired changes, and click OK.

B You can go directly to the Proofing section
of the Word Options dialog box by clicking
the Options button in the Spelling and
Grammar dialog box.

B Word 2010 can consider the context of
words when performing spelling/grammar
checks (Figure 4.35), allowing it to flag
words that are spelled properly but are
incorrect (distinguishing among ¢o, too,
and two, for example).

B Ifyou choose Ignore or Ignore All for a
suspected spelling or grammar error, the
error will not reappear in subsequent
spelling/grammar checks. To reconsider
such errors, click the Recheck Document
button in the Proofing section of the
Word Options dialog box (Figure 4.34).

B The AutoCorrect feature automatically
corrects common typos and misspellings
as you type. To view or edit the current
AutoCorrect word list (Figure 4.36), click
the AutoCorrect Options button in the
Proofing section of the Word Options
dialog box (Figure 4.34).

| ehunge how e corredes and Rormats your text.

o Ak iy

e o
F—

taceptions o ] ome Capmews [=]

e pasing arisn m tnm sncamart ey
P i £ 13 P St

| cmn

Figure 4.34 Set preferences for the proofing tools in
the Proofing section of the Word Options dialog box.

Are their to manv words in this sentence?

Figure 4.35 Although their and to are proper words,
Word can flag them as incorrect if you’ve enabled
Use contextual spelling in the Proofing section of the
Word Options dialog box.

| AuloCurrect: English (U.S) B =

AutoCorrect | Math AutoCorrect | AutoFormat As You Type

[¥] Show AutoCorrect Options buttons

Correct 1We Intal Capitals

‘apitalize first letter of sentences
capitalize first letter of tahle gells
Capitalize pames of days

[#] correct accidental usage of cAPS LOCK key

[#] Replace Lexl as you bype
Replove: With: @ PFlain text Frrmatted text
aot [atot

[atomst akmost o

]y s e

Alrasdy Arpary

alreayd | akeady

alreday | aready |
Alwary Ahways -

[¥] Automatically uze suggestions from the epelling chedker

Lo J[ conm ]

Figure 4.36 Add words that you commonly misspell
to the AutoCorrect list.
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Find tab Search string

M‘Em B
find | Reglace | GoTa

Frdwhati Wi Vista =

I

!I Mo 2> | Readngrgpioht =] [ Fyain - | [[Bratent | | ot |

Show additional options

Figure 4.37 To perform a simple search, enter a search
string in the Find what box and click Find Next.

[Find and Replace B
Fod | Regle | goT. | !
Fieed whati [Winkrers Vista =

[ssies ] & <) [mun - | [ Eodnent | | coma |
Search Dolions
searcty (W [2]
[F] Match cane ] Match prefiy
Find whelr words only (] magrh e
7] wse wdcards
[ Sonrs e (Englet)
[ Find 2l word forms (Enghsh)

[ Tormree purctustion charscteny
] tgreee white spare characters

]

e ) (s

Figure 4.38 You can expand the dialog box to set
additional Find options.

Finding and Replacing Text

Using the Find and Replace dialog box, you
can search for any text string and option-
ally replace it with another. In addition to
performing standard text searches, you can
search for and replace special items, such as
paragraph characters (1), graphics, or text
formatted in a specific font. Note that simple
text searches are best performed in the
Navigation Pane, described at the end of this
chapter.

To perform a Find:

1. Onthe Home tab, click the Replace icon
in the Editing group ((Ctrl]H)).
The Find and Replace dialog box appears,
open to the Replace tab.

2. Click the Find tab.

3. Enter asearch string in the Find what box
(Figure 4.37).

4. Optional: To set additional options and
criteria, click the More >> button. The
dialog box expands (Figure 4.38):

A To perform a more precise search, set
options in the Search Options area.
For instance, you can ensure that
found text exactly matches the letter
case of the search string (Match case)
or specify the search direction (Search
drop-down menu).

A Tosearch for a special character such
as a tab, insert it into the Find what
box by choosing the character from
the Special button’s menu.

A To find only text with certain formatting
(such as a particular font), choose an
option from the Format button menu.

continues on next page
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5. To begin the search, do one of the following:

A Click Find Next.

A Choose an option from the Find in
button's menu to restrict the search to
a particular document component.

Word highlights the first match, if any.

Otherwise, a dialog box informs you that

the search text wasn't found (Figure 4.39).

6. Do either of the following:
A To search for the next match, click Find
Next. Repeat as necessary.
A When youre finished, click Cancel or
click the close box (X).

To perform a Find/Replace:

1. Onthe Home tab, click the Replace icon in
the Editing group ((Ctrl)H)).

The Find and Replace dialog box appears,
open to the Replace tab.

2. Enter asearch string in the Find what box
and a replacement string in the Replace
with box (Figure 4.40).

3. Optional: To set additional options and
criteria, click the More >> button. The dia-
log box expands (Figure 4.41).

4. Do either of the following:

A To simultaneously replace every match-
ing instance, click Replace All.

A To selectively replace text after examin-
ing each possible match, click Find
Next. Word highlights the first match,
if one is found. Click Replace if you want
to make the replacement, or click Find
Next to skip this instance and go to the
next match. Continue as necessary.

5. When youre finished, click Cancel or click
the close box (X).

@ Word has finished searching the document. The search item was not found.

(ox ) ((noo ]

Figure 4.39 If the search string isn’t found, this dialog
box appears. A similar dialog box is presented after
all matches have been found and viewed.

[ peptace | [mepiscegt | [ graten | [ concel |

Show additional options

Figure 4.40 Enter Find what and Replace with strings.

[T v Repoce =
[Cmng | regoer [goto

Frdwhat:  |Ace amusements [=]

Feplace with: | Ace Novelbes [=]

Search Optiores
sewch; w1 [7]
[ Matcty came ] Mistch prefig
Find whele words only ] agrh e
1712z webdcards
[ Sonrs e (Englett)
] Farnd il ol s (Bl

] Tgrmore puarchustion charscterg.
] Igrmre wite-space characters

Replace

Figure 4.41 You can expand the dialog box to enter
more specific criteria.
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Search Options
Searchy |All -
D Match|Down

| e o

Figure 4.42 You can
control the search
direction and scope.

v Tips

Regardless of the command you use to
open the Find and Replace dialog box, you
can switch between Finds and Replaces
by clicking the appropriate tab.

To restrict a Find or Replace to only part
of a document, select the text before you
execute the Find or Replace.

The initial direction and scope of a search
are determined by the text insertion mark
and your choice in the Search drop-down
menu (Figure 4.42) in the bottom half of
the Find and Replace dialog box. A search
starts from the text insertion mark and
proceeds in the direction specified in the
Search drop-down menu as follows:

A IfDown or Up is chosen, the search
proceeds to the bottom or top of the
document or selection. When the
bottom or top is reached, a dialog box
asks if youd like to search the rest of
the document.

A If Allis chosen from the Search menu,
the search starts from the text inser-
tion mark, continues downward until
the end is reached, and then wraps
around to the beginning in order to
complete the search.

When you replace text without checking
Match case (see Figure 4.41), capitaliza-
tion of the replacement text (Replace
with) will match that of the replaced text
(Find what).

It's sometimes important to check Find
whole words only (see Figure 4.41) when
performing a Replace. For example, when
attempting to replace every instance of
John with Mike, checking Find whole
words only will prevent Johnson from
being changed to Mikeson.
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Entering Symbols and
Special Characters

Some characters—especially symbols, such
as copyright (©)—can be extremely difficult
to type. Using the Symbol drop-down gallery
or the Symbol dialog box, you can easily insert
asymbol or other character from any font that's
installed on your computer.

To insert a symbol or other character:

1. Set the text insertion mark at the spot in
your text where you want to insert the
symbol or other character.

2. Inthe Symbols group on the Insert tab,
click the Symbolicon.

3. Do either of the following:

A Choose the character from the Symbol
drop-down gallery (Figure 4.43). The
character is inserted into the text.

A Choose More Symbols to open the
Symbol dialog box (Figure 4.44). To
insert a character, double-click it or
select it and click Insert. Click the Close
button or the close box (X) to dismiss
the dialog box.

v Tips

B When inserting a character, Word uses
the font at the text insertion mark. To use
a different font (Webdings, for example,
contains unusual characters not found in
other fonts), choose it from the Font drop-
down menu in the Symbol dialog box.

B To use a special character throughout a
document, insert it once, select the char-

acter, copy it ((Ctr1](C)), and then paste the
character ((Ctrl)(V]) wherever it's needed.

L2 symbol =

® 9 £ f ¥
™ l}

—ie o foa) I'I' o
P o 3 @

L1 More Symbols...

Figure 4.43 Common symbols can
be selected from this gallery.

Symbal &2~
Gymbols | Speanl Characters

font: |(nonmal text) [2]  subser:[Labn-1 supplement ]
ile | Elo|¥]8] 7|0« ’—®_°;
|23 nly R NEIEAESEARAE
AlA|A|AJA|E|C|E|E|E|E|T|I|I|I]|D
N|O[O|0]0|0] < |e|U|U|U|U[Y|p|B|a _
frcently used symboks:

ofefe[¥ B +[#[<[2[+]x|x|r[a[B

REGISTERED SIGH Character code: [00AE from: |Unicode (hex) 3

AutoCorect.., | | ShortautKey.. | Shortout key: Alt+0174

==

&

Figure 4.44 To insert a symbol that isn’t in the Symbol
gallery or one from a different font, use the Symbol
dialog box.
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— Heading 1
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Figure 4.45 You can jump directly
to important headings.

Mavigation v X
Search Document 02 -
= 88 i

-

Figure 4.46 You can also display
pages as graphic thumbnails.

Using the Navigation Pane

As mentioned, the Office 2010 Navigation
Pane replaces the Document Map from ear-
lier versions of Word. In addition to quickly
jumping to important document sections by
clicking a thumbnail or text heading, you can
do the following:

*

Execute Finds to locate text in the docu-
ment that marks the spot to which you
want to go

Rearrange document sections by dragging
their headings in the Navigation Pane

Search for other material, such as tables,
graphics, equations, footnotes/endnotes,
and reviewer comments

To open/close the Navigation Pane:

*

To open the Navigation Pane, switch to
the View tab and click the Navigation
Pane check box in the Show group (see
Figure 4.18), click the Find icon in the
Editing group on the Home tab, or press

(Ctr)E).

To close the pane, click its close box
(X) or remove the check mark from the
Navigation Pane check box in the Show

group.

To go to a particular page or heading:

L 2

To go to a heading, click the Headings tab
in the Navigation Pane. In the list that
appears (Figure 4.45), click the desired
heading.

Only paragraphs to which you've applied a
Heading style (such as Heading 1, Heading
2, and so on) are listed in the pane. To
learn about Word styles, see Chapter 5.

To go to a page, click the Pages tab in the
Navigation Pane. Click the thumbnail of
the desired page (Figure 4.46).
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To perform a text search:

1. Optional: To set specific search options
(such as Match case or Find whole words
only), click the down arrow to the right of
the search box and choose Options from
the drop-down menu.

The Find Options dialog box appears
(Figure 4.47). Set options and click OK.

2. Type search text in the box at the top of
the Navigation Pane. Word searches as
you type. Matches are highlighted in the
document. The contents of the Navigation
Pane depend on the tab that’s selected:

A Headings. Any heading that contains
amatch is highlighted in yellow.

A Pages. Any page that contains a match
is displayed; all others are hidden.

A Browse results. Matches are shown
in context in the Navigation Pane
(Figure 4.48).

3. To go to a match, do any of the following:

A Inthe Navigation Pane, click a heading,
thumbnail, or text result.

A Click the up (Previous) or down (Next)
icons in the Navigation Pane.

A Press to go to the next match.
v Tips

B Choose the Find, Replace, or Go To com-
mand from the upper section of the drop-
down menu to open the normal Find and
Replace dialog box (see Figure 4.40).

B To find non-text items in the current
document, choose a command from
the lower half of the drop-down menu:
Graphics, Tables, Equations, Footnotes/
Endnotes, or Comments. To navigate
among the found items, click the Previous
and Next icons (Figure 4.48).

B To end a search, click the close box (X) to
the right of the search box or press (Esc).

Find Options B
7] Match case ] Match prefix.

7] Find whele weeds orly 1 Mateh suffix

1] use widcards Tgnore punciuaton characters
7] Sourds e (Englsh) 7] Ignore white-space characters
] Find ol word forms (Enghsh)

[¥) vighight at

] incremental find

setpsgerout | ——|

Figure 4.47 You can set the same search options that
appear in the Find and Replace dialog box (see
Figure 4.41).

Search string Clear the search Menu

| |
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= EE & w——Next

Button (2007)'s shape changed =
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tab/Backstage (for file handling

tasks)

Customizable Ribbon tabs =

Paste Preview [click the down

arrow beneath the Paste icon in

the Clipboard Group of the Home
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Linked Motes in OneMote group

of Review tab

-

Figure 4.48 Matches are shown in a list.
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