Using Microsoft Word 2010 Text Editing

@ Using Microsoft Word

Text Editing

A word processor is all about working with large amounts of text, so learning
the basics of text editing is essential to being able to make the most of the

already has a lot of text so you can practice without having to do a lot of
typing first (not that a good bit of typing practice ever hurts anyone).

Exercise 1. Opening a Word Document

Like saving a file, opening a file can be done using more than one method.
1) Use one of the following methods to display the Open File dialog box.
e Click on the File tab and then click on Open. = Open

e If you have customised your Quick Access Toolbar there may be an Open icon [ you can click on.

e Press [Ctrl] [O] on your keyboard.

2) When the Open dialog appears, use the Look in: list at the top to select the folder where the files
for these exercises are saved.

3) Browse for the location of the file called Word_2010.doc. Select it and click the Open button (or
double-click on the name of the file to open it).

@ Cpen &J
@I\._/"l < Word Tuterials » Exercise Files - |&, | | Search 2 |
‘ Organize ~ i Views - . MNew Folder
MName = Drateg
australia_info.html 26/0
, Templates = X L
: lﬂl]AustraI|an_States_and_Terrltorles.do( 26/0)
Fr DRI E lﬂ_]Character_Formatting_Exercise.do( 26/0
gl Recent Places B Copying_and_Moving_Practice.doc 26/0)
Bl Desktop lﬂ_]Cottage_Pie_Recipes.doc 15/0)
& Computer Iﬂl]Ir1tr0l:|uctlDn_to_Character_Formatl:lrwg.t:loc 26/0)
| Pictures lﬂ_]Paragraphs_Bcercise.doc 26/0
e B 5chool_Timetable.doc 26/0)
- R th Ch | lﬂ_]Tab_Leaders‘doc 26/0
—f LSRR B Tables_Practice.doc 26/0)
FB Searches lﬂ_]The_Man_Frnm_Snnwy_River.dnc 26/0;
. Public il \Word 2010.doc 26/0
Folders Lol i 3
File mame: Word_2010 doc ~ [l Word Documents " docx; ~ |
Tools - [ COpen |V] [ Cancel ]
L
Tip You'll notice in the file tab there is a Recent option. Clicking this will display a list of files

you have opened/saved recently so you can easily click to re-open them.
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Moving Around a Document

You can tell how long a document is by checking the status bar at the bottom of the window. For
example, when you opened the Word_2010 document, the bottom left section of the status bar will

show that you are on page one of a three page document. | F39%: 1 8f3 | Words:334 |

Tip In a large document with a lot of pages, you can double-click the page number indicator
Page: 1 of 3 gnd then enter a page number to quickly jump to that page.

There are many ways to move around a document. One method is to use the vertical Scrollbar on the
side of the screen.

Exercise 2. Scrolling Through a Document

<«—— Split screen marker — can be dragged or double-
clicked down to show different parts of the same
document in a split-screen view

Turn rulers on or off >
Turn on the panning hand too|7'
Click to move up one line at a time /
S(_:roll box —click and hc_)ld your mouse button on Click above the scroll box to move up
this and drag up to quickly move up or down

one screen at a time. Click below the
through the document. / scroll box to move down one screen at
atime.

P

Click to move down one lineatatime — 5

1) Click and hold your mouse on the scroll box as shown above. With the mouse button still held
down, drag the scroll box downward until it reaches the bottom of the scrollbar. You will now be
at the end of the document.

Note The Panning Hand tool may not be visible on some computers.

2) Click on the blank space above the scroll box to move up one screen. Repeat this until you reach
the beginning of the document.

3) Click the Panning Hand icon at the top of the scrollbar.

Your mouse will change to a hand shape. @
4) Click anywhere on the page and drag the page up or down.
5) Click on the icon again to turn it off.
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Exercise 3. Using the Mouse Wheel to Move Through a Document

Many computers these days have a mouse which includes a wheel between the
two main buttons. This mouse wheel feature was introduced by Microsoft for
the release of Office 97 which included Word 97. Word 97 included features to
take advantage of the mouse wheel and many other programs have since
begun to include the same features. If you are using a mouse with a wheel, do
the following exercise.

1) Roll the wheel on the mouse toward you. The page will scroll downwards.
(The mouse setting in Windows will determine how far it scrolls each time you roll the wheel)

2) Roll the wheel on the mouse away from you to scroll the page upward.

3) Press and hold the wheel. While the wheel is pressed down, move the mouse down gradually to
scroll down the page. The faster you move the mouse the faster you will scroll.

Note Using the mouse wheel and the scroll bar will change what part of the document is
appearing on the screen but these methods won’t change the position of the insertion
point. If you begin typing, the view will immediately change to show where the insertion
point is.

Exercise 4. Split Document View

When you are working with a long document, you can use a split view to see different parts of a
document at the same time.

1) Move your mouse over the small horizontal line at the top of the scrollbar. Your mouse will turn
in to a double arrow shape as shown below.

b
3 @ﬁ"ﬁ'

>

2) Drag your mouse downward to create a horizontal bar (or double-click to split the document in to
two evenly sized views). Your document will show both above and below this line. You can
scroll the document separately in the top and bottom section.

Access yourinformation from more places

Your ideas, deadlines, projects, and work emergencies don’t always occur conveniently
when vou are at vour desk. Fortunately. yvou now have the power to get things done when
and where you need to, from the Web or even from your smartphone. *

e
D1 15A1 6 |17 118 ==
VUL Call LA 4UVALLABT VL LU-AULLIVLILE toauies tuuuga WSy y iy

needis a free Windows Live ID to simultaneously edit documents with others. An

€. AL yUu

instant messenger account (such as the free Windows Live Messenger) is required
to view presence of authors and start an instant messaging conversation.

Access yourinformation from more places

Your ideas, deadlines, projects. and work emergencies don't always occur conveniently
when vou are at vour desk. Fortunatelv. vou now have the power to get things done when

3) To return the document to single document view, drag the dividing line back to the top of the
document (or double-click on it).
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Exercise 5. Zooming in a Document

1) Locate the zooming tools in the bottom right of the window. 199 (=) U (+)
2) Click the + button to zoom in on the document.
3) Click the - button to zoom out of the document.

The space in between the + and - buttons works the same way as a scrollbar. You can drag the
marker in the middle to change the zoom amount, or you can click in the space either side of it to
zoom by large amounts.

To the left of the zoom buttons is an indicator showing the current zoom level. 1003
4) Click on this indicator to open the Zoom to options.

[ Zoom T |

() Page width (7 Many pages:

() Text width

(7 Whole page -

Percent: | 100% =
Preview
AaBbCcDdEeXxYvZz
AaBbCcDdEeXxYvZz
AaBbCcDdEeXxYvZz
- — AaBbCcDdEeXxYvZz
Ok ] [ Cancel

5) Select one of the options and click OK.

6) Hold down [Ctrl] and roll the middle wheel on your mouse. This is a quick way to zoom in and
out on a document

Tip The control + mouse wheel method works in many programs apart from Word, such as
some image editing programs.

7) Use any of the above methods to return the zoom level to 100%
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Exercise 6. Moving Using the Keyboard

Using the keyboard to move around in Word may not be the easiest method to learn, as it requires
remembering key combinations, but for many people it is the quickest method, since you spend most
of your time in Word with your hands already on the keyboard. Don’t worry if you don’t remember
all of these. A list of these shortcuts can be found at the end of this section and you will begin to
remember them with regular use. Note that all of the keyboard methods also move the insertion
point.

1) Press the [End] key to move to the end of the current line.

2) Press the [Home] key to move to the beginning of the current line.

3) Hold down the [Ctr] key and press the [End] key. This will take you to the end of the document.
4) Press [Ctrl] [Home] to move to the beginning of the document.

5) Hold down [Ctrl] and press the down arrow key [V]. This will move down one paragraph at a time.
6) Press [Ctrl] [N to move up one paragraph at a time.

7) Press [Ctrl] [] to move right one word at a time.

8) Press [Ctrl] [«] to move left one word at a time.

9) Press [Page Down] to move down one screen at a time.

10) Press [Page Up] to move up one screen at a time.

11) Press [Ctrl] [Page Down] to move to the top of the next page.

12) Press [Ctrl] [Page Up] to move to the top of the previous page.

13) Return to the beginning of the document when you have tried each of these keyboard shortcuts.

Tip If you have more than one document open in Word, you can use the [Ctrl] [F6] shortcut to
switch between them.
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Exercise 7. Inserting and Deleting Text

Usually when you type text in Word, any existing text will move over to make way for the text you
type.
1) Make sure your insertion point is at the beginning of the document (before the text Word 2010).

Type the word Microsoft followed by a space. The rest of the text will move across so that the
whole line reads Microsoft Word 2010.

Caution Sometimes Word may be set to Overtype mode so that what you type replaces existing text
instead of being inserted in front of existing text. You can turn overtype off or on by
pressing the [Ins] (Insert) key. You can also right-click on the status bar at the bottom to
display an Overtype/Insert indicator which can be clicked to switch between the two.

Removing text can be done by either the [Delete] key or the [Backspace] key. The difference is that
pressing the [Delete] key will remove text to the right of the insertion point, while pressing the
[Backspace] key will move text to the left of the insertion point.

You can also delete entire words by holding down the [Ctrl] key while you press [Delete] or
[Backspace].

2) Move the insertion point to the second heading just before the word documents.

3) Press [Ctrl] [Backspace] to delete the word compelling to the left of the insertion point. Type the
word stunning, adding a space after the word if needed. The heading should now read Create
visually stunning documents more easily than ever.

4) Edit the text in the first paragraph so that it appears as follows.

Word 2010 offers the best of all worlds: it includes enhanced features to create professional-quality
documents, easier ways to work together with people, and almost-anywhere access to your files.
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Selecting Text

When you are editing a document it is often necessary to select a section of the document. Some of
the things that require you to select text first include, copying text, moving text and formatting text.
Since we are going to learn about copying and moving text, we will first look at some different
methods for selecting text.

Exercise 8. Selecting Text Using the Mouse

1) Make sure the Word_2010 document is still open.

2) Move your mouse pointer to the beginning of the paragraph that begins + Sddimpressive format
with the words, “Add impressive formatting effects ”. When your mouse is ffects to text and shap
over text, the mouse pointer changes to a letter “/” shape. | SmartArt graphics.

3) Hold down the mouse button and with the button still held down, move it [\ Addimpressive format
to to the end of the paragraph until the whole paragraph is selected. When directly to the textin y
the text is selected, the white space around the text becomes shaded to effects to text and shap)

SmartArt graphics.

indicate what part of the text is selected.

4) To de-select the text, click anywhere on the page. If you want to select a large amount of text
(especially more than one screen’s worth) then it can be difficult to select by dragging.

5) Click at the beginning of the same paragraph.

6) Scroll down to the second page and move your mouse (without clicking yet) to the end of the
paragraph that finishes with the words, “customize built-in tabs .

7) Hold down the [Shift] key while you click. Everything in between will be selected. If you want to
adjust the point where the selection ends, simply hold down [Shift] and click again on the new end
point.

8) Move your mouse to the left of the, “Work together more successfully ” 4 Worktogethermore s
heading. When your mouse is to the left or a row of text, the pointer will If you work with others on dd
turn in to a right pointing arrow.

9) Click to the left of the row to select the entire row. When your mouse is to the left of the text, you
can also click and drag up or down to select several rows.

10) Move your mouse over any word in the document. Double-click to select the entire word. Word
will select everything between two spaces. If you keep your mouse held down on the second
click and drag left or right, you will select a word at a time.

11) Make sure no text is selected and move your mouse over any sentence in the document. Hold
down [Ctr] and click to select a whole sentence. Word will select everything between two full
stops but this will only work when there is nothing already selected.

12) Move your mouse over any paragraph in the document. Triple-click to select the entire
paragraph. Word will select everything between points where the [Enter] key has been pressed.

Tip If you already have text selected then holding down the [Ctrl] key will allow you to select
additional text, even if there is a gap between the areas you are selecting. This allows you
to select more than one area at the same time.
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Exercise 9. Selecting Text Using the Keyboard

For selecting text using the keyboard, the important key to remember is the [Shift]
key. Earlier we looked at ways to move around a document using keyboard
shortcuts. If you hold the [Shift] key while using any of the other keyboard
shortcuts, Word will select all of the text you move over.

1) Move up to the beginning of the document.
2) Click at the beginning of the, “Designed to give you” paragraph.

3) Hold down the [Shift] key and press the right arrow key [2]. If
you keep pressing the [] key while holding [Shift] you will increase
the amount of text selected.

4) Hold down [Ctrl] and [Shift] at the same time as pressing the [>] key. This will select one word at a
time.

5) Press any arrow key without holding down [Shift]. Moving without holding down the [Shift] key
will deselect any text you have selected.

6) Click in the middle of a sentence in the document.

7) Hold down [Shift] and press [Home]. Word will select everything from your current position to the
beginning of the line.

8) Hold down [Shift] and press [Ctrl] [Home]. Word will select everything from your current position
to the beginning of the document.

9) Repeat steps 6 to 8 using the [End] key instead of the [Home] key.

10) Hold down the [Shift] key and then press [Ctrl] [¥] twice. Word will select whole paragraphs.
11) Hold down [Ctrl] and press [A] to select the entire document.

12) Deselect the text by clicking anywhere on the document or pressing any of the arrow keys.
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Copying and Moving Text

As part of editing text, it is often necessary to rearrange text in a document using copy
and move techniques. The two methods for moving and copying that will be explained in
the following exercises are Copy & Paste and Drag & Drop.

The Copy & Paste method uses the Windows Clipboard. The clipboard is a temporary
storage tool in Windows that can be used to copy or move information around in a
program or even from one program to another. It works by placing information, such as
selected text, in the clipboard and then pasting the information where you want it to go.

The Drag & Drop method uses the mouse to drag text from one location and drop it in another
location.

Exercise 10. Moving Text Using Cut & Paste

To use Cut & Paste you need to use the following steps.

a. Select the text you want to move.

b Use the Cut command to place the selected text in the clipboard.

C. Move the insertion point to the position you want the cut text to go.

d Use the Paste command to place the information from the clipboard in the destination.

1) Make sure you are on the first page of the Word_2010 document and locate the paragraph that
begins with, “Add impressive formatting effects ”.

2) Select the sentence at the end of that paragraph which says, “You can now apply.” (Remember
you can hold down [Ctrl] and click to select a whole sentence).

3) Use one of the following methods to select the Cut command.

a. Click your right mouse button on the selected text (some keyboards have a key next to the
space bar which looks something like E. This can be pressed to activate the right-click menu)

% cut
N

53 Copy

Tip whenever you see an underlined letter in a menu, such as the t in Cut, it means you can
press that letter on the keyboard to select that option rather than click on it.

b. Click the Cut icon & cut on Home ribbon tab (it is near the left edge of the ribbon).
C. Use the [Ctrl] [X] keyboard shortcut.

When you cut the text, it will be removed from the document as it is placed in the clipboard ready for
pasting elsewhere.
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4) Move to the beginning of the paragraph and use one of the following methods to select the paste
command.

a. Click your right mouse button on the selected text and select one of the first paste options

(more on those options in a moment).
[, Paste Options:

L [%] (A

b. Click the Paste icon on Home ribbon tab (clicking the arrow under it shows additional paste
options but leave them for now).

[=CT

Pa;&

-

C. Use the [Ctr] [V] shortcut.
The text will now be placed at the beginning of the paragraph.

After you have pasted the text, a paste icon will appear at the end of the text you just pasted.
lics | Add impr
tion [ (cir) - |

13) Click on the arrow next to this paste icon to see the paste options.

cs| Add impressive
ion @A (cyy) -V tothe textin

Paste Options:
ing% % A
o Set Default Paste.. 1

These provide you with different ways of handling the formatting (more on formatting in later
exercises). For example, if you have copied green, large text and pasted it in to a document that
contains small black text, the paste options allow you to choose whether you will keep the green look
of the text or make it match the existing text in the document.
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Exercise 11. Copying Text Using Copy & Paste

The only difference between the Copy command and the Cut command is that the Copy command
will leave a copy of the selected text at the original location while the Cut command will remove it
from the original location.

1) Locate the paragraph that begins with, “Recover draft versions”. In that paragraph you will see
“T™M> after, “Microsoft Office Backstage”. We will copy this so that it also appears in other
paragraphs.

2) Select the trademark symbol “™”,
3) Select the Copy command using one of the following methods.

a. Cgluick your right mouse button on the selected text and select Copy from the right-click list.
=3 Copy
[78, Paste Options:

b. Click the Copy icon =2 Copy on the Home ribbon tab.

C. Use the [Ctr] [C] shortcut.

4) Look further down the page for the words “SharePoint Foundation 2010 inside the paragraph
that begins with “If you work for a company”.

5) Click right after “SharePoint Foundation 2010”.
6) Paste the copied text.

Once you have cut or copied some text to the clipboard, you can paste it as many times as you want
to make multiple copies. In fact, recent versions of Word allow you to have more than one bit of text
in the clipboard at any given time.

7) Click the small arrow under the copy and paste options on the Ribbon.

- o T OTTITOT T OTTTeeT

Clipboard

l/\@ 2 of 24 - Clipboard * X
[ Paste Al | 5K Clear Al |

Click an item to paste:

)

hlasvinatinmn

This will display the clipboard task pane. The clipboard task pane displays
a list of everything which is currently in the clipboard. You can use this list
to re-paste what you have previously copied.

8) Click the x in the top right corner of the clipboard to close it.

IEIJ » You can now apply many
of the same effects to text

Tip Experienced users of Word often find that the quickest way to use Cut, Copy & Paste is to
use the keyboard shortcuts. Because the X, C, and V key are all next to the left [Ctrl] key, it
is very easy to use those shortcuts with your left hand, leaving your right hand to select
with your mouse.
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Exercise 12. Drag & Drop Editing

Text Editing

Another simple way to move and copy text is to use the drag & drop method. This is especially
useful when you want to quickly move or copy text over short distances in your document.

1) Locate the paragraph that begins with, “Make a statement with”.

2) Select the last sentence in the paragraph, from, “SmartArt graphics”, to “couple of clicks away”
(remember you can hold down [Ctrl] while clicking to select the entire sentence).

3) Move your mouse over the selected text and your mouse pointer will be
arrow shaped.

4) Hold your mouse down on the selected text and drag to the beginning of

the paragraph. Release the mouse when your mouse pointer is before “Make a Make a statem

statement with”.

t. SmartAxg graphics
leme, so gréat-lookil

I""1 'i I""L'-"E ba [l b s

7 lavouts fio

5) Add a space between the sentences if needed (sometimes Word will do that for you depending on

what you had selected to start with).
6) Save changes to the document and close the file.

Tip If you hold down [Ctrl] while you are dragging selected text, you will be copying instead of

moving.

7) Open the file called Copying and Moving Practice and follow the instructions in that document

to practice copying & moving.
8) Save the changes to that document when done.
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Exercise 13. Using the Reading Layout View

Word documents are generally intended for being read after they have been printed. Sometimes you
may want to read a document without printing it but the screen layout often makes this difficult. You
can view your document in different ways in Word and one of these ways is the Reading Layout View.
The reading Layout view is intended to arrange text in a document so that it is easier to read on the
screen. This doesn’t change the way it looks when it prints.

1) Open the Word_2010 document.

2) You can switch to the Reading Layout view by selecting it from the View ribbon tab or by clicking
the icon in the bottom-right corner of the window.
|[E|RB = = 100% (=) ) (+)

o & FTools- 33 ¥- 3 #F Screeni-2of4 + P 4 view Options ~ X Close

» Make a statement with a wide selection of SmartArt graphics— including
many new layouts for organization charts and picture diagrams—to create
impressive graphics as easily as typing a bulleted list. SmartArt graphics
automatically coordinate with your chosen document theme. so great-locking
formatting for all vour document content is just a couple of clicks away.

Microsoft Word 2010

Word 2010 offers the best of all worlds: it includes enhanced features to create
professional-quality documents, easier ways to work together with people, and
almost-anywhere access to your files.

Save time and simplify your work
Designed to give you the finest document-formatting tools, Word 2010 also helps
you easily organize and write your documents more efficiently, and stay within
reach so vou can capture vour best ideas whenever and wherever they occur.

Word 2010 provides tools that save time and simplify your work.

s Find vour way with the improved Navigation Pane and Find tools. These
new enhancements make it easier than ever to browse, search, and even
reorganize document content right from a single, easy-to-use pane.

Create visually stunning documents more easily than ever

Word 2010 provides an array of new and improved tools that help vou lock like a

design pro and make vour important content stand out. s Recover draft versions of files that vou closed without saving. That's right.

s You can now apply many of the same effects to text and shapes that you
might already use for pictures, charts, and SmartArt graphics. Add
impressive formatting effects—such as gradient fills and reflections—
directly to the text in vour document.

+ Use new and improved picture editing tools—including versatile artistic
effects and advanced correction. color. and cropping tools—to fine-tune
every picture in your document to look its absolute best.

« Choose from more customizable Office themes to coordinate colors, fonts,
and graphic formatting effects thronghout vour documents. Customize
themes to use your own personal or business branding. The same Office
themes are available in Microsoft PowerPoint and Excel 2010, so it’s easy to
give all vour documents a consistent, professional look.

The version recovery feature is just one of many new features available from
the new Microsoft Office Backstage™ view. Backstage view replaces the
traditional File menu in all Office 2010 applications to provide a centralized.
organized space for all document management tasks.

s Easily customize the improved Ribbon to make the commands you need
most accessible. Create custom tabs or even customize built-in tabs.

Work together more successfully

If you work with others on documents and projects, Word 2010 has the tools vou
need.

s Using new co-authoring capabilities, vou can now edit the same document,
at the same time, as other team members in other locations. You can even
communicate instantly as vou work, directly from Word -2

While in the Reading Layout view, you will notice that the text appears a lot larger and the page is
re-sized to fit on the screen. You can use [Page up] & [Page Down] keys to move to different pages in
the documents or use the screen selection buttons at the top. = Sereeni-2ofd = @

3) Exit the Reading Layout view by clicking the ¥ Clase icon in the top right of the screen or by
pressing the [Esc] key.
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Shortcuts Covered in This Section

Text Editing

Ctrl Nor V¥ Move up or down one paragraph at a time
Ctrl € or> Move left or right one word at a time
Ctrl A Select all text in a document

Cirl Backspace

Delete a whole word to the left

Ctrl C Copy selected text

Ctrl Delete Delete a whole word to the right

Ctrl End Move to the end of a document

Ctrl Home Move to the beginning of a document
Ctrl O Open a file.

Ctrl PageDown

Move to the next page

Ctrl PageUp Move to the previous page

Ctrl V Paste text from the clipboard

Ctrl X Cut selected text

End Move to the end of a line

Home Move to the beginning of a line

PageDown Move down one screen

PageUp Move up one screen

Shift Combined with other shortcuts can be used to select text
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