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Office Word 2010 
Lab 1 

Creating and Editing a 
Document 

Presenter
Presentation Notes
Office Word 2007 is a word processing software application that helps to create written communicationWord processors are one of the most widely used application programsMakes errors nearly nonexistent Can easily manipulate and correct data 
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Objectives 
1. Develop a document as well as 

enter and edit text  
2. Insert and delete text and blank 

lines 
3. Use spelling and grammar 

checking 
4. Use Autocorrect 
5. Cut and copy text 
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Objectives 

6. Change fonts and type sizes 
7. Bold and color text 
8. Change alignment 
9. Insert and size pictures 
10.Print a document 
11.Use a template 
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Concept Preview 

• Grammar Checker 
• Spelling Checker 
• AutoCorrect 
• Word Wrap 

 
 

• Alignment 
• Graphics 
• Templates 

Presenter
Presentation Notes
Grammar Checker – A feature that  advises you of incorrect grammar and proposes possible corrections.AutoText and Autocomplete  - These two features make entering text easier by providing shortcuts for entering commonly used textSpelling Checker -  A feature that advises you of misspelled words and proposes possible corrections.AutoCorrect - A feature that includes entries, such as commonly used phrases, that can be quickly inserted into a document. Word Wrap – A feature that automatically decides where to end a line and wrap text to the next line based on the margin settings.Font - A set of characters with a specific design. Font Size – Typeface has one or more font sizesAlignment- How text is positioned on a line between the margins or indents - left, center, right, and justified Graphics - A non-text element or object, such as a drawing or picture that can be added to a document.
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Outline 

• Creating New Documents 
– Developing a Document  
– Exploring the Word 2010 Window 
– Changing the Document View 
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Outline 
• Entering Text 

– Typing Text 
– Revealing Formatting Marks 

• Identifying and Correcting Errors 
Automatically 
– Checking Grammar 
– Checking Spelling 
– Using AutoCorrect 
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Outline 

• Using Word Wrap 
• Editing Documents 

– Inserting and Replacing Text 
– Deleting Text 
– Undoing Editing Changes 
– Changing Case  



McGraw-Hill Copyright © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.  

1-8 

Outline 

• Copying and Moving 
Selections 
– Using Copy and Paste 
– Using Cut and Paste 
– Using Drag and Drop  
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Outline 

• Formatting a Document 
– Changing Fonts and Font Sizes 
– Applying Character Effects 
– Setting Paragraph Alignment 
– Clearing Formats  
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Outline 

• Working with Graphics 
– Inserting a Picture from Files 
– Inserting a Picture from Clip Art 
– Deleting a Graphic  
– Sizing a Graphic  
– Adding a Watermark  
– Modifying Document Properties 
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Outline 

• Printing a Document 
– Previewing a Document 

• Working with Templates 
– Replacing Placeholders 
– Entering Body Text 
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Outline 

• Exiting Word 
• Key Terms 
• FAQs 
• Discussion Questions 
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Creating New Documents 

• Word processing program 
• Can create …  

– Professional letters & reports 
– Attractive flyers & newsletters 

Presenter
Presentation Notes
Review the advantages of using a word processing program.Ask students to name other word processing programs that they may have usedWord PerfectNotepadWordPadAlthough not a pre-requisite, it is helpful to know keyboarding (how to type) before using a word processor
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Developing a Document 
• Developing a Document  

– Plan 
– Enter 
– Edit 
– Format 
– Preview and Print 

• Retrace editing and formatting as 
needed  
 

Presenter
Presentation Notes
Plan - The first step in the development of a document is to understand the purpose of the document and to plan what your document should say.Enter - After planning the document, you enter the content of the document by typing the text using the keyboard. Text can also be entered using the handwriting and speech recognition features.Edit - Making changes to your document is called editing. While typing, you are bound to make typing and spelling errors that need to be corrected. This is one type of editing. Another is to revise the content of what you have entered to make it clearer, or to add or delete information. Format - Enhancing the appearance of the document to make it more readable or attractive is called formatting. This step is usually performed when the document is near completion. It includes many features such as boldfaced text, italics, and bulleted lists.Preview and Print - The last step is to preview and print the document. Previewing displays the document onscreen as it will appear when printed, allowing you to check the document’s overall appearance and make any final changes before printing.
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Exploring the Word 2010 
Window 

Presenter
Presentation Notes
Talk about the following features:Ribbon – area below the toolbarsDocument window – area where you begin keying in your text Insertion point – blinking vertical bar that marks your location in the document Cursor – insertion point Ruler – may be displayed along the both edges of the document windowMouse pointer – may appear as an I-beam Used to move the insertion pointMay appear as an arrow when it is used to select 
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More on the Word 2010 
Window  

Presenter
Presentation Notes
Status bar – shows page number, the number of pages, and the number of words in the documentView buttons – can choose one of five views Zoom feature – allows you to adjust the view percentage of the document window 
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Changing the Document View  

Presenter
Presentation Notes
Word includes several different views for viewing documentsLook at the View button to see what view is being displayed Review the purpose of each of the views 
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Document Zoom Feature  
• Zoom in to get a closer view 
• Zoom out to see more of the 

document 
• Default of 100% shows size of 

characters when printed 
• Can increase up to 500 percent 
• Can reduce to 10 percent 

Presenter
Presentation Notes
Zoom gives you a close up or a reduced view of your document.Can increase as high as 500% or as low as 10%100% view shows the characters the same size they will be when printed.
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Default Document Settings 

• 8.5 by 11 inches paper size 
• 1-inch top and bottom margins 
• 1-inch left and right margins 
 

Presenter
Presentation Notes
Stress to students that whenever they create a new document in Word, they are using the Normal template.  Templates can be used as a pattern to create many common types of documents, thereby, saving time.When Word is first opened, a new, blank document window is displayed. This is where all of your work will be performedEvery word document is based on a document template.The Normal.dotm template is the default used when we create a new document.1-inch top and bottom margins1-inch left and right margins8.5 by 11 paper setting
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Entering Text 

• Text is entered using 
the keyboard  

• Word 2010 features 
– Spell check 
– Grammar check 
– Auto corrections 
– Word wrap  

Presenter
Presentation Notes
Text can be entered using the keyboard.Ask students to list other ways of entering text in a Word document.Word has a number of features that make entering text easier:Checking for spelling and grammar errorsAuto correctionWord wrapTo end a line and begin another, press [ENTER]. Usually done to begin a new paragraphPressing [ENTER] at the beginning  of a line will insert a new blank line in the document
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Typing Text 

Presenter
Presentation Notes
To enter text in a new document, simply begin typing textNotice that, as you type, the insertion point moves to the right and thecharacter appears to the left of the insertion pointThe location of the insertion point shows where the next character will appear as you typeAlso, the status bar tell you the number of words in the document 
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Revealing Formatting Marks  

• Control 
document 
appearance 

• Not displayed 
automatically  

• Helpful to view 
underlying 
formatting marks  
 
 

Presenter
Presentation Notes
Ask the students how to show the formatting marks in WordOpen the Home tabClick Show/Hide in the Paragraph group Formatting Marks ¶ shows when ENTER was pressed.A dot shows when the spacebar was pressedThese marks are especially useful when you can’t determine if you have enough space between words or lines of text
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Identifying and Correcting 
Errors Automatically  

• Word constantly checks the 
document for spelling and grammar 
errors 

• An animated pencil icon is 
displayed in the status bar while 
typing  

• Word checks for errors while you 
type 

Presenter
Presentation Notes
As you enter text, Word is constantly checking the document for spelling and grammar errorsThe Spelling and Grammar Status icon in the status bar displays an animated pencil icon while you are typing,	indicating Word is checking for errors as you typeWhen you stop typing, it displays either a blue checkmark, indicating the program does not	detect any errors, or a red X, indicating the document contains an error
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Checking Grammar  

• Green wavy 
line indicates 
a spelling or 
grammar error 

• Status icons 
appears in 
status bar  

Presenter
Presentation Notes
Notice that a green wavy underline appears under the word “four” This indicates an error has been detectedIn addition to the green wavy line under “four,” the Spelling and Grammar	Status icon appears as in the status bar
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Concept 1 
 

• Advises you of incorrect grammar 
• Proposes possible corrections 
• Grammar errors identified with a 

wavy green line 
• Use discretion when correcting 

errors 
 
 
 
 

Grammar Checker 

Presenter
Presentation Notes
As you create a document, Word’s Grammar Checking feature detects grammatical errors and identifies them with a wavy green line. In the above example, Word has highlighted an error in the document.Advises of you of incorrect grammar:as  you typegives suggestions	Types of errors detected:subject-verb agreementsverb formscapitalizationcommonly confused words
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Grammar Context Menu  

Why is this an error? 

Presenter
Presentation Notes
The Grammar shortcut menu first shows the suggested correction of the word in error and then includes three available commands that are relevant to the itemThe Word Mini toolbar and a context menu containing commands related to the grammar error are displayedThe first item on the menu is the suggested correction, “Four”The grammar checker indicates you should capitalize the first letter of the word because it appears to be the		beginning of a sentenceIt also includes four available commands that are relevant to the item
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Grammar Correction Options 

Presenter
Presentation Notes
Talk about the Ignore Once option Explain how the error in question will appear again if it is the document 



McGraw-Hill Copyright © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.  

1-28 

Grammar Checker 

Presenter
Presentation Notes
The Grammar dialog box identifies the type and location of the grammatical error in the upper text box and the suggested correction inthe Suggestions boxThe line in the document containing the error is also highlighted (selected) to make it easy for you to see the location of theerror
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Checking Spelling  

Presenter
Presentation Notes
As soon as you complete a word by entering a space or punctuation, the program checks the word for spelling accuracyMoving the insertion point using the keyboard or mouse deselects or removes the highlight from the text that is selected 
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Concept 2 
 

• Advises you of misspelled words 
• Proposes possible corrections 
• Compares each word to two 

dictionaries 
– Main dictionary 
– Custom dictionary 

• A red wavy line is displayed below 
the misspelled word 

Spelling Checker 

Presenter
Presentation Notes
Main dictionary – Common words supplied by the program; may not include proper names, technical terms, etc.Custom dictionary – Can be created by the user; does not contain the words in the main dictionaryWords not in either dictionary are identified as misspelled and are displayed with a red wavy line below the wordUser can decide to use suggested corrections or ignore
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Spelling Context Menu  

Presenter
Presentation Notes
You also can position the insertion point on the item you want to display a context menu for and pressSHIFT + F10 to open the menu A context menu containing suggested correct spellings is displayed The context menu includes several related menu options
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Spelling Correction Options  

Presenter
Presentation Notes
Sometimes there are no suggested replacements because Word cannot locate any words in its dictionary that are similar in spelling or the suggestions are not correct 
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Using AutoCorrect  

• As soon as you complete typing a 
word, the program checks the word  
– For grammar  
– For spelling  

• Many spelling and grammar 
corrections are automatically as 
you type  

Presenter
Presentation Notes
As soon as you complete a word by entering a space or punctuation, the program checks the word for grammar and spelling accuracyAlso, when you complete a sentence and start another, additional checks are madeMany spelling and grammar corrections are made automatically for you as you type
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Concept 3 
 

• Automatically corrects entries 
– Capitalization at the beginning of a sentence 
– Names of the days of the week 
– Changes to lowercase 
– Common typing and spelling errors  

• Automatically makes corrections 
– Looks for certain types of errors 
– Checks all entries against a built-in list of 

AutoCorrect entries  

AutoCorrect 

Presenter
Presentation Notes
Automatically corrects entriesInserts proper capitalizationCorrects many common typing & spelling errors automaticallyMakes corrections by …Looking for certain types of errorsChecking all entries against a built-in list of AutoCorrect entriesYou can also add words to the AutoCorrect list that you want to be automatically corrected.AutoCorrect Options button is available each time Word uses the AutoCorrect feature.
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Using AutoCorrect  

Presenter
Presentation Notes
The first letter of the word “attend” was automatically capitalized because the program determined that it is the first word in aSentence It corrected the spelling of “presentation” and separated the words “about the” with a spaceThe AutoCorrect feature corrected the spelling of “presentation” because it was the onlysuggested correction for the word supplied by the Spelling CheckerThe word “lern” was not corrected because there are several suggested spellingcorrectionsWhen you rest the mouse pointer near text that has been corrected automatically or move the insertion point onto the word, a small blue boxappears under the first character of the word
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Using Word Wrap 

Word wrap continues text on the next line 
when the right margin boundary is reached. 

Presenter
Presentation Notes
This feature decides where to end a line and wrap text to the next lineWord wrap is common to all word processors
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Concept 4 
 

• Automatically decides where to end a line 
• Wraps text to the next line  
• No need to press ENTER at the end of  

a full line 
• Press ENTER only to … 

– Insert a new paragraph 
– Insert blank lines 
– Create a short line like a salutation 

Word Wrap 

Presenter
Presentation Notes
Explain to the students the use of the typewriter and hitting the carriage return at the end of a line; this would enter a new lineCompare this to the word wrap feature in Word and explain how Word saves time when entering text.  The only time you need to press [Enter] is to end a paragraph, to insert blank lines, or to create a short line such as the salutation.
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Editing Documents 

Presenter
Presentation Notes
Remind students that they must select characters or words before deleting.To select text, first move the insertion point to the beginning or end of the text to be selected, and then drag the mouse to the right or left to highlight the text you want selected. You can select as little as a single letter or as much as the entire document.
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Inserting and Replacing Text  
• Insert Mode 

– Allows new characters to 
be inserted into existing 
text 

– Moves existing text to 
the right to make space 
for new characters 

• Replacing Text 
– Select the text you want 

to change and then type 
the new text 

 
 

Presenter
Presentation Notes
Insert mode – allows new characters to be inserted into the existing text by moving the existing text to the right to make space for the new characters 



McGraw-Hill Copyright © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.  

1-40 

More Editing Functions 
• Delete text 
• Undo editing changes 

– Reverses last action or command  
– Includes a drop-down list of recent actions  

• Change case 
– Allows you to change the case of selected 

text 
– Use Change Case  

command 

Presenter
Presentation Notes
Undoing edit changes – Use Undo keyUndo returns your last deletion and restores it to its original location inthe text, regardless of the current insertion point locationReverses last action or commandCan choose from a list of most recent changes
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Copying and Moving 
Selections 

• Copy or move (cut) text to the system 
Clipboard, and then paste the text where you 
want it in your document 

• When pasting the contents of the Clipboard, 
Word provides the following options: 

 

Presenter
Presentation Notes
Character formatting consists of formatting features that affect the selected characters onlyThis includes changing the character style and size, applying effects such as bold and italics to characters, changing the character spacing, 		and adding animated text effectsParagraph formatting features affect an entire paragraph A paragraph consists of all text up to and including the paragraph mark Paragraph formatting features include how the paragraph is positioned or aligned between the margins, paragraph indentation,	spacing above and below a paragraph, and line spacing within a paragraph
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Using Copy and Paste 
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Using Drag and Drop 
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Formatting a Document 
• Character formatting affects: 

– the appearance of characters 
– character spacing 

• Paragraph formatting affects: 
– alignment 
– margins 
– indentation 
– spacing above and below paragraphs 
– line spacing 

 
 

Presenter
Presentation Notes
Character formatting consists of formatting features that affect the selected characters onlyThis includes changing the character style and size, applying effects such as bold and italics to characters, changing the character spacing, 		and adding animated text effectsParagraph formatting features affect an entire paragraph A paragraph consists of all text up to and including the paragraph mark Paragraph formatting features include how the paragraph is positioned or aligned between the margins, paragraph indentation,	spacing above and below a paragraph, and line spacing within a paragraph
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• A font is a set of characters with a 
specific design 
– Also called a typeface 
– Fonts can enhance the appearance  

of a document 
• Basic types 

– Serif fonts 
– Sans serif fonts 

Changing Fonts and Font 
Sizes 

Presenter
Presentation Notes
Font -  A set of characters with a specific designAlso called a typefaceAdds interest to your document Can help readers find information quickly by giving visual cuesThere are two basic types of fonts: Serif fonts have a flair at the base of each letter that visually leads the reader to the next letter.Roman and Times New Roman, serif font types are generally are used in paragraphs. Sans serif fonts do not have a flair at the base of each letter. Arial and Helvetica font types are often used for headings in documents as these fonts have a  clean look.Font size  - Height and width of the characterCan make document easier to readMeasured in pointsOne point equals 1/72 inchMost documents written in 10 pt or 12 pt	
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Common Fonts in Different Sizes 

Presenter
Presentation Notes
To change the font before typing the text, use the command and then typeAll text will appear in the specified setting until another font setting is selected 
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How do you change a font?  

• To change the font before typing 
the text, first use the command and 
then type  

• To change the font for existing text: 
– Select the text first  
– Use the command  

 

What is Live Preview?  

Presenter
Presentation Notes
To change a font setting for the existing text, select the text you want to change and then use the command Live Preview – as you point to the size options, the selected text in the document displays how it will appear if chosen 
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Applying Character Effects  
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Setting Paragraph Alignment  

Presenter
Presentation Notes
Alignment is the positioning of text on a line There are four types of alignment Ask the students to give examples of each type of alignment 
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Concept 5 
 

• The positioning of text on a line 
between margins or indents 

• Types of alignment 
– Left 
– Centered 
– Right 
– Justified 

• Affects entire paragraph 
 

Alignment 

Presenter
Presentation Notes
Alignment types – Defines how text is positioned on a line between the margins or indents; settings affect the entire paragraph.LeftAligns text against the left margin of the page, leaving the right margin ragged.Most commonly used paragraph alignment type.The default setting in all word processing software packages. CenterCenters each line of text between the left and right marginsUsed mostly for headings or centering graphics on a page Right Aligns text against the right margin, leaving the left margin ragged; Use right alignment when you want text to line up on the outside of a page.JustifiedAligns text against the right and left margins and evenly spaces out the words; Newspapers commonly use justified alignment so the columns of text are even. 
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Clearing Formats  

Presenter
Presentation Notes
Clear Formatting - quickly clears all formatting from the selection and then apply only those you wantExplain how this command differs from the Undo command 
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Working with Graphics 

Presenter
Presentation Notes
Why add graphics to your documents?Adds interestHelps reader to understand conceptsEnhances your document by making it attractive
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Concept 6 
 

• Graphic  
– Non-text element or object 
– Can be sized, moved, and manipulated  

• Types of graphics 
– Drawing object 
– Picture 

• Illustration 
• Scanned photograph 

 

Graphics 

Presenter
Presentation Notes
A Graphic is a non-text element or object such as a picture, clip art and scanned photograph.The Microsoft Office Clip Art and Media Gallery have many graphics that can be placed in a document.Drawing object – Shapes and lines created with the Drawing Toolbar
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Inserting a Picture from Files 

Presenter
Presentation Notes
Digital images created using a digital camera are one of the most common types of graphic files You also can create picture files using a scanner to convert any printed document, including photographs, to an	electronic formatMost images that are scanned and inserted into documents are stored as Windows bitmap files (.bmp)All types of pictures can be found on the Internet and are commonly stored as .jpg or .jpcx files 
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Inserting a Picture from  
Clip Art 

Presenter
Presentation Notes
Digital images created using a digital camera are one of the most common types of graphic files You also can create picture files using a scanner to convert any printed document, including photographs, to an	electronic formatMost images that are scanned and inserted into documents are stored as Windows bitmap files (.bmp)All types of pictures can be found on the Internet and are commonly stored as .jpg or .jpcx files 
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Clip Art Task Pane with Thumbnails   

Presenter
Presentation Notes
Pointing to a thumbnail displays a ScreenTip containing the keywords associated with the picture and information about the picture propertiesIt also displays a drop-down list bar that accesses the item’s context menu
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Deleting  and Sizing a Graphic 
• Simply click the graphic to select it 
• A selected picture is surrounded by: 

– A selection rectangle 
– Four circles and four squares 

called sizing handles 
• To delete the selected picture, press 

Delete 
• To size the selected picture, drag the 

sizing handles to increase or decrease 
the size of the picture 
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Adding a Watermark 
• Text or pictures that appear behind 

text 
• Add interest or identify document 

status 
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Printing a Document 
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Working with Templates 
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Concept 7 
 

• Template  
– A document file that stores predefined 

settings and other elements such as 
graphics for use as a pattern when  
creating documents  

– Can be sized, moved, and manipulated  
• Normal document template 

– Automatically opens whenever you start 
Word 2010 

 

Templates 

Presenter
Presentation Notes
A Graphic is a non-text element or object such as a picture, clip art and scanned photograph.The Microsoft Office Clip Art and Media Gallery have many graphics that can be placed in a document.Drawing object – Shapes and lines created with the Drawing Toolbar
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Replacing Placeholders 
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Entering Body Text 
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Exiting Word 

• Use the Exit command in the Office 
button (file) menu   

• Can click the Close button in the 
window title bar  

• Word displays a warning if you 
attempt to close the application 
without first saving  

  
  

Presenter
Presentation Notes
While exiting, Word displays a warning signal if you want to save your work.If you do not save your work and if you exit the application, any changes you made since last saving it are lost.



McGraw-Hill Copyright © 2011 by The McGraw-Hill Companies, Inc. All rights reserved.  

1-65 

Key Terms 
• alignment 
• AutoCorrect 
• character formatting 
• clip art 
• cursor 
• custom dictionary 
• default 
• document window 

• drawing object 
• edit 
• embedded object 
• end-of-file marker 
• Format 
• grammar checker 
• graphic 
• Insert mode 
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Key Terms cont. 

• insertion point 
• main dictionary  
• Normal document 

template 
• object 
• paragraph 

formatting 
• picture 

 

• placeholder 
• ruler 
• sans serif font 
• selection rectangle 
• serif font 
• sizing handles 
• soft space 
• source program 
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Key terms cont. 
• spelling checker 
• template 
• thumbnail 
• TrueType 
• watermark 
• word wrap 
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FAQs 
1. How can formatting marks help me in 

creating a document? 
2. What is the AutoCorrect feature and 

how does it work? 
3. How can I add a word to the 

dictionary? 
4. How can I tell how many words are in 

my document?  
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FAQs 

5. Help! I saved my file and now I can’t 
find it. What should I do? 

6. How can I easily navigate to the end of 
a document?  

7. I need to enhance my document. 
Where can I find clip art? 
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FAQs 
8. What are true type fonts? 
9. I need to center a heading for my 

document? How can I do this? 
10. Besides using the backspace and 

delete keys, is there an easier way to 
get rid of unwanted text? If so, how? 

11. How does the Clear Formatting 
command work?  
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Discussion Questions 

1. Some users rely heavily on the 
spelling and grammar checker. 
Discuss why this may not be the best 
thing to do. 

2. The word wrap feature allows you to 
enter text without having to press 
ENTER at the end of a line. Discuss 
when you need to use the ENTER key 
in Word 2010. 
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Discussion Questions 

3. Describe the difference between the 
Save and the Save As feature. 

4. Word 2010 provides many shortcuts to 
navigate through a document. 
Describe some of shortcuts that can 
help you if you are working on a long 
research paper. 
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Discussion Questions 

5. Your group has been assigned to 
create a newsletter. What features can 
you use in Word 2010 to enhance the 
appearance of your document? 
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