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CHAPTER 1: GETTING STARTED WITH WORD
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Word 2010 is aword processor that allows you to create various types of
documents such as letters, papers, flyers, and faxes. In this lesson, you will be
introduced to the Ribbon and the new Backstage view, and you'll learn how to
create new documents and open existing ones.

Word 2010 is a bit different from earlier versions, so even if you've used Word
before you should take some time to familiarize yourself with the interface. The
toolbars are similar to those in Word 2007, and they include the Ribbon and
the Quick  Access toolbar. Unlike Word 2007, commands such
as Open and Print are housed in Backstage view, which replaces the Microsoft
Office button.

The Ribbon

The new tabbed Ribbon system was introduced in Word 2007 to replace
traditional menus. The Ribbon contains all of the commands you'll need in order to
perform common tasks. It contains multiple tabs, each with several groups of
commands, and you can add your own tabs that contain your favorite commands.
Some groups have an arrow in the bottom-right corner that you can click to see even
more commands.

Home Insert Page Layout References Mailings Review View
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Clickon a Each tab will Click on a tab Some groups will have
command to have one or to see more an arrow that you can
do something. more groups. commands. click for more options.
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Certain programs, such as Adobe Acrobat Reader, may install additional
tabs to the Ribbon. These tabs are called add-ins.

To minimize and maximize the Ribbon:

The Ribbon is designed to be easy to use and responsive to your current task;
however, you can choose to minimize it if it's taking up too much screen space.

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

P .~
o

. 4 Find -
1aBbC AaBbce AAD | M

2ac Replace

Heading 1 Heading 2 Title — Change
7| styles + b Select -

tyles = Editing

Minimize the Ribbon (Cirl+F1)

Show only the tab names on the
Ribbon.

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

When the Ribbon is minimized, you can make it reappear by clicking on a tab.
However, the Ribbon will disappear again when you're not using it.

To customize the Ribbon:

You can customize the Ribbon by creating your own tabs with the commands
you want. Commands are always housed within a group, and you can create as
many groups as you want in order to keep your tab organized. If you want, you can
even add commands to any of the default tabs, as long as you create a custom
group in the tab.

1. Right-click the Ribbon and select Customize the Ribbon. A dialog box

will appear.
References Mailings Review View
Aav [ =~ | FEE AT aeebe
ar . A - Add Group to Quick Access Toolbar o

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbaon

Cu:ﬁmizethe Ribbon...
Minfkize the Ribbon

2. Click New Tab. A new tab will be created with a new group inside it.
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3. Make sure the new group is selected.

4. Select a command from the list on the left, then click Add. You can also 8
drag commands directly into a group.

5. When you are done adding commands, click OK

Custamize the Ribbon and keyboard shortcuts.
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All Comman ds =] Main Tabs /—@
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If you don't see the command you want, click the Choose commands
from: drop-down box, then select All Commands.

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from: (i Customize the Ribbon: G

All Tabs [~] Main Tabs [=]

Popular Commands

Commands Mot in the Ribban Main Tabs

All Commands [#] Home

Macros El [ Insert

File Tab Pages

All Tabs Tables

Main Tabs Tllustrations
@ L

Tool Tabs B Links
Header & Footer

Custom Tabs and Groups

CO O TR T Text

Backstage View

Backstage view gives you various options for saving, opening, printing, and
sharing your files. It's similar to the Microsoft Office button menu from Word 2007
and the File menu from earlier versions of Word. However, instead of just a menu
it's a full-page view, which makes it easier to work with.

To get to Backstage view:

1. Click the File tab.
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do in Backstage view.

The Quick Access Toolbar

The Quick Access toolbar, located above the Ribbon, lets you access
common commands no matter which tab you're on. By default, it shows
the Save, Undo, and Repeat commands. You can add other commands to make it

more convenient for you.

Permissions

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

Prepare for Sharing

Before sharing this file, be aware that it contains:
Document properties and author's name

Versions

%] There are no previous versions of this file.

To add commands to the Quick Access toolbar:

You can choose an option on the left side of the page.
To get back to your document, click any tab on the Ribbon.
buttons in the interactive below to learn about the different things you can

1. Click the drop-down arrow to the right of the Quick Access toolbar.

2. Select the command you want to add from the drop-down menu. It will

appear in the Quick Access toolbar.

Clipboard

‘Customize Quick Access Toolbar
MNew
Open

Save

E-mail

Quick Print
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The Ruler
10

The Ruler is located at the top and to the left of your document. It makes it
easier to adjust your document with precision. If you want, you can hide the Ruler to
free up more screen space.

N IR SRR RS SRR ERT TR ERET RN ERT TR NERRT-SRRY. vk AERN
= T T T T T T T T T T T T

=]

—_

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.

= m

Switch Macros
Windows = ~

Macros

RN, WA AR

Creating and Opening Documents

Word files are called documents. When you start a new project in Word,
you'll need to create a new document, which can either be blank or from a
template. You'll also need to know how to open an existing document.

To create a new blank document:

1. Click the File tab. This takes you to Backstage view.

2. Select New.

3. Select Blank document under Available Templates. It will be highlighted
by default.
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4. Click Create. A new blank document appears in the Word window.

To save time, you can create your document from a template, which you can
select from the New Document pane. We'll talk about templates in a later lesson.

To open an existing document:

1. Click the File tab. This takes you to Backstage view.
2. Select Open. The Open dialog box appears.

’@ Open - _L g‘

& ()= Liraries » Documents » ~ [ [ Search Documents )
Organize New folder = B @
. D., 3
> 57 Favorites Arrange by:  Folder
4[5 Libraries Name
> [+ Documents . Downloads F
4 J‘r Music . Misc
1> =] Pictures 3 My Data Sources =
- B Videos ] Cityville High Newsletter Select a file to preview.
] Community Center Supplies
b e@ Homegroup @ Cover Letter
@l_] Fundra&er 2010
48 Computer @,j Resum

ype: Microsoft Word Document
Type: M ft Word D
> & Local Disk (C3) B Sales Tel 5z 351 kB

b G stephenon'psf _ Date modified: 7/2/2010 1:53 PM

File name: ~ | All Word Documents -
|

3. Select your document, then click Open.

If you've opened a file recently, you can also access it from the Recent
Documents list. Just click on the File tab and select Recent.
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Compatibility Mode

Sometimes you may need to work with documents that were created in earlier
versions of Microsoft Word, such as Word 2007 or Word 2003. When you open
these types of documents, they will appear in Compatibility mode.

Compatibility mode disables certain features, so you'll only be able to access
commands found in the program that was used to create the document. For
example, if you open a document created in Word 2007, you can only use tabs and
commands found in Word 2007.

In the image below, you can see how Compatibility mode can affect which
commands are available. Because the document on the left is in Compatibility mode,
it only shows commands that were available in Word 2007.

FiyeflCompatibility Mode] E Microsoft Word 1o T hyer = Microsoft Word

Layout References Mailings Review View Format sut References Mailings Review View Format
L Shape Fill » | i sl G S Shape Fill » & A Y llﬁ Text Direction ~ )
I « [ shape Outiine ~ L% 0, PP | - Zshapeoutine - &~  [EwaiignTent - —"
Shadow 0 3-D n Quick Position
v _}) Change Shape *  Effects ~ 3 Effects ~ 4 ¥ o Shape Effects ~ Styles = /AL~ &2 Create Link .
Styles . Shadow Effects 3.D Effects tyles % | WordArt Styles Text

Word 2007 Word 2010
commands commands

To exit Compatibility mode, you'll need to convert the document to the current
version type. However, if you're collaborating with others who only have access to an
earlier version of Word, it's best to leave the document in Compatibility mode so the
format will not change.
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To convert a document:

If you want access to all Word 2010 features, you can convert the document
to the 2010 file format.

Note that converting a file may cause some changes to the original layout of
the document.

1. Click the File tab to access Backstage view.
2. Locate and select the Convert command.

(w]l' = I= flyer [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View
H Save .
Information about flyer
Save As
Ch\Users\Desktop\flyer.docx
Lj COpen
[ Close

Compatibility Mode

@ ,:: Some new features are disabled to prevent
problems when working with previeus versions of

o Office. Converting this file will enable these

Recent k features, but may result in layout changes.
Mew
. Permissions
Print ﬁiﬂj Ar?)rone can open, copy, and change any part of
this document.
Save & Send Protect

Document =

3. A dialog box will appear. Click OK to confirm the file upgrade.

-
Microsoft Weard I. ? ﬁ,l

This action will convert the document to the newest file format. The layout of the document may change.

-

Converting allows you to use all the new features of Word. This document will be replaced by the
converted version.

[T Do not ask me again about converting documents

Tell Me More. .. [ OK |, [ Cancel
Ly

4. The document will be converted to the newest file type.
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CHAPTER 2: TEXT BASICS

T——
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Copy the selection and put
H the Clipboard.

It's important to know how to perform basic tasks with text when working in
a word processing application. In this lesson, you'll learn the basics of working with
text, including how to insert, delete, select, copy, cut, paste, and drag and drop
text.

Working with Text

If you're new to Microsoft Word, you'll need to learn the basics of working
with text so you can type, reorganize, and edit text. You'll need to know how
to insert, delete, and move text, as well as how to find and replace specific words
or phrases.

To insert text:
1. Move your mouse to the location where you want text to appear in the

document.
2. Click the mouse. The insertion point appears.

|l
\[“SEHOH po "'TJ

3. Type the text you want to appear.
To delete text:

1. Place the insertion point next to the text you want to delete.
2. Press the Backspace key on your keyboard to delete text to the left of the
insertion point.
3. Press the Delete key on your keyboard to delete text to the right of the
insertion point.
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To select text:

=

Place the insertion point next to the text you want to select.

2. Click the mouse. While holding it down, drag your mouse over the text to
select it.

3. Release the mouse button. You have selected the text. A highlighted

box will appear over the selected text.

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 salesteam 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 readssg those statistics and responding to them.
Marketing trends indicate thatthis growth will continue.

When you select text or images in Word, a hover toolbar with formatting
options appears. This makes formatting commands easily accessible, which can
save you time. If the toolbar does not appear at first, try moving the mouse over the
selection.
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To copy and paste text:

1. Select the text you want to copy.
2. Click the Copy command on the Home tab. You can also right-click your
document and select Copy.

W d 9 - G |3 ——

Home Insert Page Layout

- —

_J] & Calibri (Body) =+ 11 + A~ A7
Paste ? B 7 U ~abe x, X°

Clipboard & Font
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H the Clipboard.
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3. Place your insertion point where you want the text to appear.
4. Click the Paste command on the Home tab. The text will appear. 16

To cut and paste text:

1. Select the text you want to copy.
2. Click the Cut command on the Home tab. You can also right-click the
document and select Cut.

(]l - O [ —

Home Insert Page Layout

=

B Calibri (Body] ~ 11 ~ A" A~

Paste B 7 U -~ abe x, x*
- =

Clipboard Font

Cut (Ctrl+X)

Cut the selection and put it on the

H Clipboard.
o T

3. Place your insertion point where you want the text to appear.
4. Click the Paste command on the Home tab. The text will appear.

You can also cut, copy, and paste by right-clicking the document and
choosing the desired action from the drop-down menu. When you use this method to
paste, you can choose from three options that determine how text will be
formatted: Keep Source Formatting, Merge Formatting, and Keep Text Only. You
can hover the mouse over each icon to see what it will look like before clicking it.

*

4 Construction/Remodel: 520,000
% Computers: 525,000
Communication: 3200

2= immant: 512,000

.
bW

Paste Options:

To drag and drop text:

1. Select the text you want to copy.
2. Click and drag the text to the location where you want it to appear. The
cursor will have a rectangle under it to indicate that you are moving text.
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As the popularity of the Internet continues to grow,
affordable access is becoming a necessity. WebDen
provides people with the ability to access the
Internet in a social environment. People of all ages
and backgrounds are welcome to enjoy the quirky,
upscale, and innovative environment that only
WebDen provides. Coffee, entertainment, and the
Internet together form an engaging social scene. §

i,

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

If text does not appear in the exact location you want, you can click
the Enter key on your keyboard to move the text to a new line.
Finding and replacing text

When you're working with longer documents, it can be difficult and time
consuming to locate a specific word or phrase. Word can automatically search your
document using the Find feature, and it even allows you to change words or phrases
using Replace.

To find text:

1. From the Home tab, click the Find command. The navigation pane will
appear on the left side of the screen.

> @

-

# Fi
AaBbC AaBbCcl AaBbCcD | _ % a J&

THeadingl T Heading? THeading3 — | Change
7| styles~ | ki Select =

Styles ] Editing

lace

.?.:-:-:-?-:'H\""Find{{:trHFJ

Find text or other content in the
document.

2. Type the text you want to find in the field at the top of the navigation pane.

3. If the text is found in the document, it will be highlighted in yellow, and a
preview will appear in the navigation pane.

4. If the text appears more than once, you can click the arrows on the
navigation pane to step through the results. You can also click the result
previews on the navigation pane to jump to the location of a result in your
document.
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Navigation > x|[]
financing| i ===
4 matches

=N
business loan in the amount | -
of 550,000, This financing is - -

required to continue work on
the business

Type what you

y year oberatin;
want to find here

,000 SBA loan

.

aaq. first-time bu

. from ownel

Click to step through rorm two ir
the results

incorporat

cover first year operating m . . .

expenses, Additional . The financing will allow we
financing has already been - The initial capital will allow
secured in the form of: - cafe. Successful operation i

will allow it to grow and be
The financing will allow Web
Den to open and maintain
operations through the first
year. The

ion

a high-speed connection to .

the Internet. Financing will -

also be budgNed for the *_—

purchase of ~
[Page 2] .

Click aresult

- 3 opularity of the Int
to jump to it P v

. Web Den provide
ent. Coffee, enter
) scene. People of all ages ar
- innovative environment thz

5. When you close the navigation pane, the highlighting will disappear.
To replace text:

1. From the Hometab, click the Replace command. The Find and
Replace dialog box will appear.

N |
#4 Find ~

i',l;c Replace

AaBbC AaBbcCcl AaBbCcD

THeadingl THeading2 T7Heading3 = Change
| Styles~ | b SR T

Styles P Editing

o5 -t -6 - - - At - 3 Replace (Ctri+H)

Replace text in the document.

2. Type the text you want to find in the Find what field.

3. Type the text you want to replace it with in the Replace with field.

4. Click Find Next and then Replaceto replace text. You can also
click Replace All to replace all instances within the document.

r ™
Find and Replace m

| Find | Repace | GoTo |

Find what: |June 14 |ZI

Replace with: |June 6 T |EI

[ Replace ] [ Replace Al l l Find Mext I L Cancel ]
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CHAPTER 3: FORMATTING TEXT

Home Insert Page Layout
] A
Verdana 10 v A A
E]
7 Bbf U - ahe x, x°
] Font
' ‘| Bold (Ctrl+B)

Make the selected text bold.

As the popularity of the 1
necessity. WebDen provi

To create and design effective documents, you need to know how to format
text. In addition to making your document more appealing, formatted text can draw
the reader's attention to specific parts of the document and help communicate your
message.

In this lesson, vyou'll Ilearn to format the font size, style,
and color; highlight the text; and use the bold, italic, underline, and change
case commands.

Formatted text can emphasize important information and help organize your
document. In Word, you have several options for adjusting the font of your text,
including size, color, and inserting special symbols. You can also adjust
the alignment of the text to change how it is displayed on the page.

To change the font size:

1. Select the text you want to modify.

2. Click the drop-down arrow next to the Font Size box on the Home tab. A
drop-down menu appears.

3. Select the desired font size from the menu. Alternatively, you can type the
value you want and then press Enter on your keyboard.

Home Insert Page Layout References Mailings Review
N
s

J & Verdana -l@m 7] A A A |
=] 8 b +

- = an? - - === 3

paste g B 7 U - f b - A EEE|]z
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You can also use the Grow Font and Shrink Font commands to change the size.
20

Home Insert Page Layout References

Calibri (Body) = 11 ~| A" A" | Aa- | &

E|

g B I U -abex.x | WA

= Font =

To change the font:

1. Select the text you want to modify.
2. Click the drop-down arrow next to the Font box on the Home tab.

The Font drop-down menu appears.
3. Move the mouse pointer over the various fonts. A live preview of the font

will appear in the document.

Home Insert Page Layout References Mailings Review View

T 8 mmm [ A x A (B == EENT |,
P_ : Ee = T OGO H — — e

'€ ¥ |0 FELIX TITLING ===l 8w |
Clipboard = | | {} FOOT]ighT MT nght Paragraph ]
0 rorte N

{} Franklin Gathic Book
{} Franklin Gothic Demi
. {} Franklin Gothic Demi Cond
| ¢} Franklin Gothic HIS“

{ Franklin Gothic Medium 'e n B usi n e

{} Frankiin Gothic Medium Cond

4. Select the font you want to use. The font will change in the document.

To change the font color:

1. Select the text you want to modify.
2. Click the Font Color drop-down arrow on the Home tab. The Font

Color menu appears.
3. Move the mouse pointer over the various font colors. A live preview of the

color will appear in the document.
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Home Insert Page Layout References Mailings Review View
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4. Select the font color you want to use. The font color will change in the
document.

Your color choices aren't limited to the drop-down menu that appears.
Select More Colors at the bottom of the list to access the Colors dialog box. Choose
the color you want, then click OK.

To highlight text:

1. From the Home tab, click the Text Highlight Color drop-down arrow.
The Highlight Color menu appears.

Home Insert Page Layout References Mailings Review View
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Clipboard Font
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2. Select the desired highlight color.
3. Select the text you want to modify. It will then be highlighted.
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4. To switch back to the normal cursor, click the Text Highlight
Color command.

To use the bold, italic, and underline commands:
1. Select the text you want to modify.

2. Click the Bold, Italic, or Underline command in the Font group on the
Home tab.

Home Insert Page Layout References Mailings

iz

j & Verdana =10 v A AT
aste \; B 7 U ~ae x, x°
Clipboard = Font

“ ' * | Bold (Ctrl+B) e N

Make the selected text bold.

As the popularity of the Internet continues to gro
necessity. WebDen provides people with the abilit
environment. Coffee, entertainment, and the Inte

To change text case:

1. Select the text you want to modify.

2. Click the Change Case command in the Font group on the Home tab.
3. Select the desired case option from the list.

Home Insert Page Layout References Mailings Review

Tl o# . - m ST E
Verdana - 10 - Aa-|| =2 . 3 i 5
B Koy ETEE R
Paste B 7 U -abe x, x° Sentence case. : o=
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Clipboard T Font lowercase boh
| e i P e — UPPERCASE —
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T;W ;alatalize Each Waord
. - . tOGGLE cASE
_ Organization

The business is owned by me, Jane Doe.

The owner will have full authority over all decisions made .
and train a manager and assistant manager that will be re
manager will report directly to the owner, and the assistan

To change text alignment:

1. Select the text you want to modify.

2. Select one of the four alignment options from the Paragraph group on
the Home tab.

o Align Text Left: Aligns all selected text to the left margin
o Center: Aligns text an equal distance from the left and right margins
o Align Text Right: Aligns all selected text to the right margin

ThePhilippine National Policeloes not endorse any product, brand or service.
This tutorial is for training pugses only and not for sale.

Reference:
http://www.gcflearnfree.org/word2010/gettingstarted-with-word/1/

22



THE PNP BASIC COMPUTER ESSENTIAL-Bearning (MS Word 2010)

o Justify: Aligns text equally on both sides and lines up equally to the

right and left margins; used by many newspapers and magazines 23
References Mailings Review View
Aav |8y = . i= .. iEEE (4] 9
-A-IIE=E==|1= - -
B
| rara raph 'l
% Align Text Left (Ctrl+L) 1
Align text to the left.

You can use Word's convenient Set as Default feature to save all of
the formatting changes you've made and automatically apply them to new
documents. To learn how to do this, read our article on Changing Your Default
Settings in Word.

Changing Your Default Settings in Word

There may be certain settings in Word that get on your nerves, like default
settings that you find yourself changing over and overd the paragraph spacing, the
font sized each time you start a new document.

Maybe you prefer a different font style instead of the default Calibri. Maybe
you like all of your documents to have narrower margins so you can fit more
information on the page. Maybe you even work for a company that has very specific
document standardsd regarding the color scheme or layoutd and you're tired of
changing these settings every time.

Luckily, you can customize many of the default settings in Word. You just
have to know where to look.

Using Set as Default

You can't change the default settings for everything in Word, but there are
certain tools and features that give you this option. Popular examples include:

1 Font

T Paragraph spacing
T Line spacing

T Margins

1 Page orientation

To find out if you can customize the default settings for a certain element, look
for an arrow in the bottom-right corner of the group. This will open a dialog box
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where you can access all of the basic settings, plus some more advanced ones that
you won't find on the Ribbon. 24

ERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
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Font Fa Paragraph P
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Next, look for a button near the bottom of the dialog box that says Set as
Default. All you have to do is click this button, and Word will assign your current
settingsd like the font or font size you've chosend as the new default for this
particular element.

Font Adyanced

Font: Font style:
Times Mew Roman Regular

Times Mew Roman L

Total 30 Italic

Traditional Arabic Bold )
Trebuchet M5 Bold Italic
trees TFB v

Font color: Underline style: Underline color:

Automatic [none) :l Automatic

Effects
D Strikethrough D Small caps
DDouujestnkethmugh Dgl\ caps
D Superscript D Hidden
D Subscript

Preview

Test

This is a TrueType font, This font will be used on both printer and screen,

s et | | T .|

Finally, Word will ask whether you want to set this as the default for this
document only, or for all documents based on the Normal template (in other
words, all documents in the future). Choose the second option, and Word will use
these settings from now on.

Do you want to set the default font to +Body [Calibri), 11 pt for:
() This dacument only?
(@Al documents based on the Mormal template?;

oK | | Cancel
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If you don't have a lot of experience with Word, you may want to stick with the
original default settingsd any changes you make will be permanent, unless you 25
change them back manually. But for more experienced users, this can be a great
way to set up Word exactly the way you want.
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CHAPTER 4: SAVING

ey 0

Documents |E|_1C
Music |E_|1C
Pictures =

Videns ad < |

File name: | Sales Team Report2|

Save as type: ’Word Document

Authors: Add an author

[ Save Thumbnail

It's important to know how to save the documents you are working with.
Frequently saving your documents prevents you from losing your work, and
using Save As allows you to edit a document while leaving the original copy
unchanged.

There are several ways to share and receive documents, which will affect
how you need to save the file. Are you downloading the document? Saving it for the
first time? Saving it as another name? Sharing it with someone who doesn't have
Word 20107? All of these factors will affect how you save your Word documents. In
this lesson, you'll learn how to use the Save and Save As commands, how to save
as a Word 97-2003compatible document, and how to save as a PDF.

How to Save Documents

When you create a new document in Word, you'll need to know how to save it
in order to access and edit it later. Word allows you to save your documents in
several ways.

To use the Save As command:

Save As allows you to choose a name and location for your document. It's
useful if you've first created a document or if you want to save a different version of a
document while keeping the original.

1. Click the File tab.
2. Select Save As.

Home Insert Page

[ save

Inforr
k ChlUsersy,

,__? Open

,_j Close
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3. The Save As dialog box will appear. Select the location where you want to

save the document.
4. Enter a name for the document, then click Save.

@ Save As @
@n\:}v| 3 v Libraries » Documents » - | +y | | Search Documents el [
Organize « MNew folder B= - l@l

Documents library
- - Arrange by:  Folder ~
> 3 Favorites Includes: 3 locations s
al: S MName z Date modified T
E] Documents’% | m Choose a location. ' =
> @) Music y Ch\Userst i
g hctirs || Brochures 7/14/2010 2:59 PM
. /. Budget 7/14/2010 9:36 AM
Type a file name. o i
i Letters 7/14/2010 9:04 AM
> My Data Sources 6/23/2010 10:25 AM
. Weekly Mewsletter 7/15/201011:58 AM -~
418 Computer | m r
| File name:  Sales Team Report2| -
Save as type: lWord Document -
Authors: Add an auther Tags: Add atag

[] 5ave Thumbnail

© Hide Folders [Click Save when done. )—m

Save l ’ Cancel ]

If you're usingWindows 7, you'll usually want to save files to
your Documents library, while in other versions of Windows you'll save them to
the My Documents folder. For more information, check out our lessons

on Windows 7 and Windows XP.

To use the Save command:

1. Click the Save command on the Quick Access toolbar.

= *l

[j] ““ |Calibri (Body) -
Paste B 7 U ~a
N =

Clipboard =
2. The document will be saved in its current location with the same file name.

If you are saving for the first time and select Save, the Save As dialog box will
appear.
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AutoRecover
28
Word automatically saves your documents to a temporary folder while you're
working on them. If you forget to save your changes or if Word crashes, you can
recover the autosaved file.

1. Open a document that was previously closed without saving.

2. In Backstage view, click Info.

3. If there are autosaved versions of vyour file, they will appear
under Versions. Click on the file to open it.

4. To save changes, click Restore, then click OK.

By default, Word autosaves every 10 minutes. If you are editing a document
for less than 10 minutes, Word may not create an autosaved version.
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