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1 Explore Office 2010

In this chapter, you will learn how to

v Work in the program environment.
v Change program settings.

v/ Customize the ribbon.

v

Customize the Quick Access Toolbar.

Microsoft Office 2010 programs have a common user interface—the way the program
looks and the way you interact with it—which means that skills and techniques you learn
in one program are also useful in the others.

Certain information that you provide in one Office 2010 program is made available to
other Office 2010 programs so that you don't have to provide it individually in each pro-
gram. Other settings are specific to the program you're working in. The basic Office 2010
user interface includes a standard method of giving commands by using tools gathered
on a dynamic toolbar, called the ribbon. Commands are represented by buttons, by lists
or galleries from which you choose settings, or by fields in task panes and dialog boxes
in which you specify settings. You can customize some of the content that is available
from the ribbon by hiding sets of commands (tabs) or by creating custom tabs. You can
also collect frequently used buttons, lists, and galleries on a separate toolbar, the Quick
Access Toolbar, so that they are available to you from anywhere in the program.

Each program has standard settings based on the way that most people work with the
program. However, you can customize the settings to meet your specific needs and to
fit the way that you work.

In this chapter, you'll first familiarize yourself with the standard Office 2010 program
working environment. Then you'll customize the working environment, ribbon, and
Quick Access Toolbar in Microsoft Word 2010, using techniques that are common to
working in any Office 2010 program.

Practice Files You don't need any practice files to complete the exercises in this chapter.
For more information about practice file requirements, see “Using the Practice Files” at
the beginning of this book.
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Working in the Program Environment

The most common way to start any Office 2010 program is from the Start menu, dis-
played when you click the Start button at the left end of the Windows Taskbar. On the
Start menu, click All Programs, click the Microsoft Office folder, and then click the pro-

gram you want to start.

When you start Microsoft Word, Excel, or PowerPoint without opening a specific file, the
program window appears, displaying a new blank document, workbook, or presentation.
When you start Microsoft OneNote without opening a specific notebook, the program

window displays the noteboo

k you opened most recently.

Quick Access Toolbar Title bar Ribbon
| . |
| H@9-4|= Documentl - Microsoft Sford = B =R
' Horme Insert Page Layout Referenices Mailings Revieur Wiew & e
[“3" % Calibri (Body) w11 | IZ = -z | EEEE % a4
—j 5 B I U-aex x| B = = t=, 43BhCeDe | 4aBhCeDe AaBbCo |
S U . = E = "
— ; . 4 Editi
Pavste 7 A T-Ah (A D YR Thormal | Mo Spaci., Headingl gtr;ral:sgve ting
Clipboard & Font (] Paragraph & Styles )
i)
7
v
] z
o
¥
4 [ i | b
Page; 1of 1 | words:0 | [Elg == wm
1
Status bar

The Word 2010 program window.

See Also Windows 7 introduced many efficient new window-management techniques. For
information about ways to work with a program window on a Windows 7 computer, refer to
Windows 7 Step by Step by Joan Lambert Preppernau and Joyce Cox (Microsoft Press, 2009).
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A typical Office 2010 program window contains the following elements:

® The title bar displays the name of the active document. At the left end of the title
bar is the program icon, which you click to display commands to move, size, and
close the program window. Three buttons at the right end of the title bar serve the
same functions in all Windows programs: You can temporarily hide the program
window by clicking the Minimize button, adjust the size of the window by clicking
the Restore Down/Maximize button, and close the active document or exit the pro-
gram by clicking the Close button.

Maximize

Minimize = & x Close

The default buttons on the Quick Access Toolbar in the Excel program window.

® By default, the Quick Access Toolbar appears to the right of the program icon at
the left end of the title bar. Each program has a default set of Quick Access Toolbar
buttons; most commonly, the default Quick Access Toolbar displays the Save, Undo,
and Redo buttons. You can change the location of the Quick Access Toolbar and
customize it to include any command to which you want to have easy access.

[@lnﬂ -3

The default buttons on the Quick Access Toolbar in the Excel program window.

® Below the title bar is the ribbon. All the commands for working with file content
are available from this central location so that you can work efficiently with the

program.
I— Dialog box launcher Tabs Groups
O |= Presentationl - Microsoft PowerPoint J S =T
ame Insert Design Transitions Animations Slide Show Reewi e Wienr &) 0
= =- . e @ d =D R g (s
I Calibri (Headings = 44 - A A" | = e L ‘ r
p_% o N_—I &2 § abe AV A - Sh_y A - Q{ £ - Felitib
aste [T B 7 U ~ Aav - z apes Arrange Quick il
- F|| side- B = ST A4 b ol I i R

aragraph F Drawing

Clipboard & Slides Fant

The ribbon in the PowerPoint program window.

See Also The appearance of buttons and groups on the ribbon changes depending
on the width of the program window. For information about changing the appearance
of the ribbon to match our images, see “Modifying the Display of the Ribbon" at the
beginning of this book.
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® Across the top of the ribbon is a set of tabs. Clicking a tab displays an associated
set of commands.
Tip You might find it efficient to add all the commands you use frequently to the
Quick Access Toolbar and display it below the ribbon, directly above the workspace.
For information, see “Customizing the Quick Access Toolbar” later in this chapter.

® Commands related to managing the program and files (rather than file content) are
gathered together in the Backstage view, which you display by clicking the colored
File tab located at the left end of the ribbon. Commands available in the Backstage
view are organized on named pages, which you display by clicking the page tabs
located in the left pane.

9= Bookl - Microsoft Excel o =B 2R
Home  Insert  Pagelayout  Formulas Data Review  Wiew o l@ o @ =

[l save i R B
- Information about Bookl rEe L e
Save As

5 open Permissions

[ Close @ Anyn_ne can open, copy, and change any part -
af this workbook, Lo m—

I Protect
nro 0 igs
o ‘Warkboaok Properties

Size Mok saved yet
et Title Add a title
Prepare for Sharing Tags Add atag
sy ;_ Befaore sharing this file, be aware that it Categories Add a category
contains:
Print CIhECk for Documment properties and authar's name Related Dates
3585 ™ e
Content that people with disabilities find Last Modified Today, Li4d P
difficult t d
Save & Send TS e Created Today, 1:37 P
Last Printed Mewer
Help -
Versions
b A 3 s Related P |
2] options @ ?\J There are no presious versions of this et
file, Authar loan Lambert
E9 Eat Manage Add an author

Wersions =
Last Modified By Joan Lambert

Show All Properties

Clicking the File tab displays the Backstage view, where you can manage files and customize
the program.

® Commands related to working with file content are represented as buttons on the
remaining tabs. The Home tab is active by default.
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Tip Don't be alarmed if your ribbon has tabs not shown in our screens. You might have
installed programs that add their own tabs to the ribbon.

On each tab, buttons are organized into named groups. Depending on your screen
resolution and the size of the program window, the commands in a group might be
displayed as labeled buttons, as unlabeled icons, or as one or more large buttons
that you click to display the commands within the group. You might want to experi-
ment with the screen resolution and width of the program window to understand
their effect on the appearance of tab content.

If a button label isn't visible, you can display the command, a description of its
function, and its keyboard shortcut (if it has one) in a ScreenTip by pointing to
the button.

2!

2.8 B
[ %l,\\..,
[ e Switch hacras
\findl:n\m'El Windows =

Wi d o Macras

Arrange All

Tile all open progranm windowes
side-by-side on the screen,

ScreenTips can include the command name, description, and keyboard shortcut.

Tip You can control the display of ScreenTips and of feature descriptions in ScreenTips.
Simply display the Backstage view, click Options to open the program’s Options dialog
box, and click the ScreenTip setting you want in the User Interface Options area of the
General page. For more information, see “Changing Program Settings” later in this
chapter.

Related but less common commands might be available in a dialog box or task
pane, which you display by clicking the dialog box launcher located in the lower-
right corner of the group.

Tip You might find that less commonly used commands from earlier versions of a program
are not available from the ribbon. However, these commands are still available. You can

make missing commands accessible by adding them to the Quick Access Toolbar. For
more information, see “Customizing the Quick Access Toolbar” later in this chapter.
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B

(s)[]

Some buttons include an integrated or separate arrow. To determine whether a
button and arrow are integrated, point to the button or arrow to display its border.
If a button and its arrow are integrated within one border, clicking the button will
display options for refining the action of the button. If the button and arrow have
separate borders, clicking the button will carry out the default action indicated by
the button'’s current icon. You can change the default action of the button by click-
ing the arrow and then clicking the action you want.

iy f;

83BbCeDc | saBbCcDc AaBbCi AaBbCc | % I_}_’] .
Trhaormal | TMoSpacd.. Headingl —Heading2 |— | Change Faste

B a a2 (= Sty[}' P

Shyles M| |Clipboard &

The arrow of the Change Styles button is integrated, and the arrow of the Paste button is
separate.

Above the right end of the ribbon is the Minimize The Ribbon button. Clicking this
button hides the commands but leaves the tab names visible. You can then click
any tab name to temporarily display its commands. Clicking anywhere other than
the ribbon hides the commands again. When the full ribbon is temporarily visible,
you can click the button at its right end, shaped like a pushpin, to make the display
permanent. When the full ribbon is hidden, you can click the Expand The Ribbon
button to redisplay it.

Keyboard Shortcut Press Ctrl+F1 to minimize or expand the ribbon.

Clicking the Help button at the right end of the ribbon displays the program-specific
Help window in which you can use standard techniques to find information.

Keyboard Shortcut Press F1 to display the Help window for the active program.

See Also For information about the Help system, see “Getting Help” at the beginning
of this book.

Across the bottom of the program window, the status bar displays information
about the current file and provides access to certain program functions. You can
control the contents of the status bar by right-clicking it to display the Customize
Status Bar menu, on which you can click any item to display or hide it.
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FENEEYEE

FENEEE

Customize Status Bar

Formatted Page Mumber
Section

Page Mumber

“Wertical Page Position
Line Mumber

Calumn

Word Count

Mumber of Authaors Editing
Spelling and Grammar Check
Language

signatures

Infarmation Management Policy
Permissions

Track Changes

Caps Lock

Dvertype

Selection Mode

Macro Recording

Upload Status

Document Updates &vailable
Wiewy Shortcuts

Zoom

Zoom Slider

6of 19
3.5"
11

45

6,351

Errors

Off
Off
Off
off

Off
Insert

Mot Recording

Mo

120%

You can specify which items you want to display on the status bar.

At the right end of the status bar in the Word, Excel, and PowerPoint program win-
dows are the View Shortcuts toolbar, the Zoom button, and the Zoom slider. These
tools provide you with convenient methods for adjusting the display of file content.

View Shortcuts toolbar

Zoom button

|
[EEEE

[
100% (=)

{J {i‘}i— Zoom slider

You can change the file content view by clicking buttons on the View Shortcuts toolbar and
change the magnification by clicking the Zoom button or adjusting the Zoom slider.

See Also For information about changing the file content view, see “Viewing Files in
Different Ways” in Chapter 2, “Work with Files.”
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The goal of all these features of the program environment is to make working in the pro-
gram as intuitive as possible. Commands for tasks you perform often are readily available,
and even those you might use infrequently are easy to find.

For example, when a formatting option has several choices available, they are often dis-
played in a gallery of thumbnails. These thumbnails display visual representations of each
choice. If you point to a thumbnail in a gallery, the Live Preview feature shows you what
that choice will look like if you apply it to the selected content.

W90l Rules Revised 2010-5-11 - Micrasoft Wor
Horme Ihsert Page Layout References Mailings Review R

Ty W 3
B |[rotewron-fe 8 x| B ERE-E FE N T g
Paste _; B 7 U-~abe x, . ap . A . | BulletLibrary 4

-
|
Clipboard & Fant I I Mone ® @] | ﬁ. 0:0

% Restatements of mles\i s
¥ Clartfications ofr'ulegg ’h /
» Rules that the Board| pocument Bullets

% Rules added to coveré |

| L]
n |
These niles and regulatio |
= |
| <2=  tChange List Lewvel b

1. Definitions | Diefime Mew Bullet...

Live Preview shows the effect on the selected content of clicking the option you are pointing to.

In this exercise, you'll start Word and explore the tabs and groups on the ribbon. Along
the way, you'll work with galleries and the Live Preview feature.

é SET UP You don't need any practice files to complete this exercise; just follow the steps.

1. On the Start meny, click All Programs, click Microsoft Office, and then click
Microsoft Word 2010.
Tip If this is the first time you've started an Office 2010 program, Office prompts you to
enter your full name and initials. Office 2010 programs use this information when track-
ing changes, responding to messages, and so on. Next, Office prompts you to select the
type of information you want to share over the Internet, and offers the option of signing
up for automatic program updates from the Microsoft Update service. None of these
options place you at risk, and all can be quite useful.
The Word program window opens in Print Layout view, displaying a blank document.
On the ribbon, the Home tab is active. Buttons related to working with document
content are organized on this tab in five groups: Clipboard, Font, Paragraph, Styles,
and Editing.

2. Point to each button on the Home tab.

Word displays information about the button in a ScreenTip.
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Wid9-ul-

Hame Ihsert Page Layout Refererc
ey J
_!] ® o Calibri Body) v 11 + AT AT | Aa-
B =2

\ - B - A
[ o=

Pasteﬁ]}[uva&xzf

Clipboard T Fart

Format Painter (Chrl+5hift+C)

Copy formatting fram one place
and apply it to another,

Double-click thiz button to apply
the same formatting to multiple
places in the document,

0 Press F1 for more help.

The ScreenTip for the Format Painter button displays the button’s name, keyboard shortcut,
and function.

Tip A button representing a command that cannot be performed on the selected file
content is inactive (gray), but pointing to it still displays its ScreenTip.

Click the Insert tab, and then explore its buttons.

Buttons related to all the items you can insert into the document are organized on
this tab in seven groups: Pages, Tables, lllustrations, Links, Header & Footer, Text,
and Symbols.

CRE Dacumentl - hMicrosaft Word s & =

Home | Insert | Pagelavout  References  Mailings  Review  View @
[B) cover Fage - D BEE @ B ii & Hyperlink 2 Header - [ Quick Parts ~ [t Signature Line - TT Equation =
aal = + =
[ Blank Page B Cig A Bookmark 3 Footer - Al wordart =[5} Date & Time £2 symbal =
i Table Picture Clip  Shapes Smartart Chart Screenshot Text =
= Page Break - At - B [ Cross-reference | [8] Page Number - | poge A5 Drop Cap - MgE Object -
Pages Tables Tlustrations Links Header & Footer Text Symbols

The Insert tab of the ribbon.

Click the Page Layout tab, and then explore its buttons.

Buttons related to the appearance of the document are organized on this tab in
five groups: Themes, Page Setup, Page Background, Paragraph, and Arrange.

9-0|- Documentl - Microsoft Word o @B R

Home  Insert | Pagelayout | References  Mailings  Review  View a @

[y Orientation ~ r,:;‘meakx - |4 watermark ~  Indent Spacing ] ﬂ &y Bring Forward 1= aiign =
[&]- 13 size - $E1Line Mumbers = ) Page Calor - 0" 2| 32 Berore ot - - [ Send Barkward - [ Graup
Margins __ s i — | Position Wrap
M ~  EE Columns~ ¥ Hyphenation ~ | [ Page Barders | 52 Right: 0 S iZaften wpt 2 Text~ Oy Selection Pane 5k Rotate
Themes Page Setup = | Page Background Paragraph [0 Arrange

The Page Layout tab of the ribbon.
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5. In the Page Setup group, display the ScreenTip for the Margins button.
The ScreenTip tells you how you can adjust the margins.

|Z| 6. In the lower-right corner of the Page Setup group, click the Page Setup dialog
box launcher.

The Page Setup dialog box opens.
Page Setup

Margins Paper Layaut

Margins

Top: 1" = EBiottam: 1" =
Left: 1" = Right: 1" =
Gukker: " = Gutter position: Left E
Crrientation

Portrait Landscape
Pages

Multiple pages: Horrnal El
Presview
Apply to: | Whole docurment EI

[ [u]4 ]’ Cancel ]

In the Page Setup dialog box, you can specify several page layout options in one location.

Notice that you can preview the results of your changes before applying them.

7. Click Cancel to close the dialog box.
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8. In the Themes group, click the Themes button.

The group expands to display a gallery of the available themes.

rs
T,
Aa Aa Aa Aa
[ L L[]} [ | [ [ ]} EEEEEE L[] 1]
Office Adjacency Angles Apex
Ad 0 Aa Aa Aa
EEEEaE EEEEEe EEEEEs 1 EEEEEn
Apothecary Sspect Austin Black Tie
=
Aa_H [Aa_]||Aa Aa
EEEEEE EEEEEE EEEEEn EEEEEn J
Ciwvic Clarity Camposite  Concourse
Aa Aa Aa Aa
EEEEEE EEEEEE EEEEEn ENEEEe
Couture Elernental Equity Essential
Aa Aa Aa Aa
[ L1 []] EEEEEE [ | [ L1 11 ]]
Executive Flony Foundry Grid -
Reset to Theme from Template
Browese for Themes..,
@ Save Current Theme..,

The theme controls the color scheme, fonts, and special effects applied to file content.

9. Press the Esc key to close the gallery without making a selection.

10. In the Page Background group, click the Page Color button, and then in the top

row of the Theme Colors palette, point to each box in turn.

The blank document page shows a live preview of what it will look like if you click
the color you are pointing to. You can see the effect of the selection without actu-
ally applying it.
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11.
12.

Press Esc to close the palette without making a selection.
Click the References tab, and then explore its buttons.

Buttons related to items you can add to documents are organized on this tab in
six groups: Table Of Contents, Footnotes, Citations & Bibliography, Captions, Index,
and Table Of Authorities. You will usually add these items to longer documents,
such as reports.

™ R ol Dacumentl - Micrasoft Word = @ =
Home  Insert  Fagelayout | References | Mailings Feview  View o @
% B At Test ~ [hInsert Endnote g 3 Manage Sources 1 Insert Table of Figures 2 InsertIndex 224‘ =]
|2 update Table Ag Mext Footnote ~ [@ Style: |APA - = 21 update Table (2 update Index E
Table of nse nsert Insert Mark Mark
Contents - Fostnote L=l Show Nates Citation - @ Bibliography © | Caption [ Cross-reference Entry Citation
Table of Conterts Footnotes Citations & Bibliography Captions Index Table of Autharities

The References tab of the ribbon.

13. Click the Mailings tab, and then explore its buttons.

Buttons related to creating mass mailings are organized on this tab in five groups:
Create, Start Mail Merge, Write & Insert Fields, Preview Results, and Finish.

=2 R
> @

CEERGEE

Home

Documentl - Microsoft Word =]

Insert  Page layout  References | Mailings | Review  iew

= Y ; = 2 Rules & W 4 b M
2 PR P B 28 @:° I |
= = e o] %
. = - % Match Fields \ ] Find Recipient v
Envelopes Labels | StartMail  Select Edit Highlight Address Greeting Insert Merge Preview | o Finish &
Merge > Recipients = Recipient List | Merge Fields Block Line Field [2] Update Labels | pesuits B Auto Check for Errors | perge
Create Start Mail Merge Write & Insert Fields Preview Results Finish

The Mailings tab of the ribbon.

14.

Click the Review tab, and then explore its buttons.

Buttons related to proofreading documents, working in other languages, adding
comments, tracking and resolving document changes, and protecting documents
are organized on this tab in seven groups: Proofing, Language, Comments, Tracking,
Changes, Compare, and Protect.

™ R Sl Dacumentl - Micrasoft Word = @ =
Home  Insert  Fagelayout  References  Mailings Freview | View o @
Research W = 2 Delete Bo 93 Final Show Marku - Previous | e
v % & @3 ; : o %
&5 Thesaurus L ® Frevious | = (3 show Markup - P Mext .
Spelling & . Translate Language | Mew Track Accept Reject Compare | Block  Restrict
Grammar f2g YWord Count © © Comment 2 Mext Changes - [B] Reviewing Pane - - - -~ Authors - Editing
Procfing Language Comments Tracking Changes Compare Pratect

The Review tab of the ribbon.

15. Click the View tab, and then explore its buttons.

Buttons related to changing the view and other aspects of the display are organized
on this tab in five groups: Document Views, Show, Zoom, Window, and Macros.
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M9 ™= Dacumentl - Microsoft Word = @ =
Home Insert Page Layout References Mailings Rewiew Wiew -3 o

ﬁ‘ l:l [ ruler w;% -m ::::gg:s _ﬂ E [0 wiew Sidle by Side E? E‘Z

[ Gridlines &} synchranous Scralling

Print |Full Screen Web  Outline Draft Zoom  100% New Arrange  Split Switch | Macros
Layout | Reading  Layout [ Navigation Pane = Page Width | windaw il HAReset Window Position | windows |+
Document Views Shot Zoom Win d o Macros

The View tab of the ribbon.
On the ribbon, click the File tab, which is color-coded to match the logo color
of the Word program.

The Backstage view of Word 2010 is displayed. Commands related to managing
documents (such as creating, saving, and printing) are available in this view.

If the Info page is not already displayed in the Backstage view, click Info in the
left pane.

15

On the Info page of the Backstage view, the middle pane provides options to con-
trol who can work on the document, to remove properties (associated information),
and to access versions of the document automatically saved by Word. The right pane

displays the associated properties, as well as dates of modification, creation, and
printing, and the names of people who created and edited the document.

Wi 9- 0 Dacurnentl - Micrasaft Ward = @ 8
Home  Insert  Pagelayout  References  Mailings  Rewiew  Miew a@
I save . == -
Information about Document1 \
Save A5
5 Open = Permissions
5 close ﬁ'&; Anyone can open, copy, and change any part of this document,
- Protect |
Infg Docurment ™ T —
Hetent Properties =
Prepare for Shari 2
o = repare for Sharing ‘ Pais y
(] Before sharing this file, be aware that it contains: Ao %
. T Dacument praperties and author's name s —
Tssues ~ Title
B Tags
Save & Send %
Comments
Versions
Help £ : . Related Dates
iy 1 There are no previous versions of this file.
x Last Modified Mever
1] Options M
I Created Today, 3:45 Ak
8 et Yersions -
—_— Last Printed Mever
Related People
Buthor Sidney Higa
Ar authe
Last Modified By

The Info page displays and provides commands for changing the information attached to
a document.

See Also For information about working with properties, see “Preparing Documents for

Electronic Distribution” in Chapter 7, “Preview, Print, and Distribute Documents.”
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18.

19.

20.

21.

22.

In the left pane, click Recent.

The Recent page displays the names of the documents you recently worked on. By
default a maximum of 20 names is displayed. You can change this number on the
Advanced page of the Word Options dialog box.

See Also For information about the Options dialog box, see “Changing Program
Settings” later in this chapter.

In the left pane, click New.
The New page displays all the templates on which you can base a new document.

See Also For information about creating documents, see “Creating and Saving Files” in
Chapter 2, “Work with Files.”

In the left pane, click Print.

The Print page displays all print-related commands and provides a pane for pre-
viewing the current document as it will appear when printed.

See Also For information about printing, see Chapter 7, “Preview, Print, and Distribute
Documents.”

In the left pane, click Share.

The Share page displays all the commands related to making the current document
available to other people.

See Also For information about working with shared documents, refer to Microsoft
Word 2010 Step by Step by Joyce Cox and Joan Lambert (Microsoft Press, 2010).

In the left pane, click Help.
The Help page displays all the ways you can get help and support for Word.

(™ R A Docurnertl - Micrasoft Ward = @ 0=
Home  Insert  Pagelayout  References Mailings Review  View o @
I save
Support o

Save Az (x| Oﬁ'mnwm

Microsoft Office Help Ice
5 open 0.

Get help using Micrasoft Office.
L Close

. = e Product Activated

o Lo See what's new and find resources ta help Microsoft Office Professional 2010

you learn the basics quickly. This praduct contains Micrasaft Access, Micrasaft Bxcel, Micrasaft OneMate, Micrasaft
Recent Outlook, Micrasoft PowerPoint, Microsaft Publisher, Microsoft Word.

Contact Us
New @ Letus know if you need help ar howwe can

rake Office better, About Microsoft Word
Print Tools for Working With Office NErion:

Additional Version and Copyright Information
Save & Send o+ Options Part of Microsoft Office Professional 2010
Customiz= lsnguage, display, and ather @ 2010 Micrasoft Corporation. Al rights reserved.
program settings. Microsoft Custorner Services and Support
g Cheek for Updstes Broductlty

13 ontions Get the Istest updates availsble for Micrasaft {Microsortsoliarcllicen el erms)
iy Office.

The right pane of the Help page displays your Office edition, its version number, and your
product ID, which you will need if you contact Microsoft Product Support.
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23. On the Help page, under Tools for Working With Office, click Options.

The Word Options dialog box opens. In this dialog box are program settings that
control the way the program looks and performs.

Word Options
[ General — . . .
E General options for working with Word.
Display
Proofing User Interface options
Save Showe Mini Toolbar on selection (0

Enable Live Prewiew ()

Lolor scheme: Sil\ter

ScreenTip styler | Show feature descriptions in ScreenTips IZ‘

Language
Advanced

Custamize Ribhon
Personalize your copy of Microsoft Office

Quick Access Toolbar
User name: | Sidney Higa

Add-Ins
Initials: sH

Trust Center
Start up options

|:| Open e-mail attachments in Full Screen Reading wiew (i)

You can also display this dialog box by clicking Options in the left pane of the Backstage view.
See Also For information about the Options dialog box, see the next section, “Changing
Program Settings.”

24. At the bottom of the Word Options dialog box, click Cancel.

You return to the blank document with the Home tab active on the ribbon.

CLEAN UP Leave the blank document open if you're continuing directly to the next
exercise.

Changing Program Settings

Earlier in this chapter, we mentioned that you can change settings in the Options dialog
box for each program to customize the program environment in various ways. After you
work with a program for a while, you might want to refine more settings to tailor the
program to the way you work. Knowing your way around the Options dialog box makes
the customizing process more efficient.
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In this exercise, you'll open the Word Options dialog box and explore several of the avail-
able pages.

SET UP You don't need any practice files to complete this exercise. Open a blank
document if necessary, and then follow the steps.

1. On the Home tab, in the Font group, point to the Bold button.

Word displays a ScreenTip that includes the button name, its keyboard shortcut,
and a description of its purpose.

2. Display the Backstage view, and click Options.
The Word Options dialog box opens, displaying the General page.

Wiord Options

General

Display
Proofing

Save

E@ General options for working with Word.

User Interface options

show Mini Toolbar on selection (0

Enable Live Preview (i

sitver[ = |

ScreenTip style: | Show feature descriptions in ScreenTips El

language
Color scheme:
Advanced

Customize Ribbon
Personalize your copy of Miciosoft Office

uick Access Toolbar
User name: |Joan Lambert

Add-Ins
Initials: L

Trust Center
Start up options

|:| Crpen e-mail attachments in Full Screen Reading view

The General page of the Word Options dialog box.

If you prefer not to see the Mini Toolbar when you select text, you can disable that
feature by clearing the Show Mini Toolbar On Selection check box. Similarly, you
can disable the live preview of styles and formatting by clearing the Enable Live
Preview check box.

3. Under User Interface options, display the Color scheme list, and click Black.



Display the ScreenTip style list, and click Don’t show feature descriptions in

ScreenTips.

Under Personalize your copy of Microsoft Office, verify that the User Name
and Initials are correct, or change them to the way you want them to appear.
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Click OK to close the Word Options dialog box.

The program window elements are now black and shades of gray.

In the Font group, point to the Bold button.

The ScreenTip now includes only the button name and its keyboard shortcut.

Open the Word Options dialog box, and in the left pane, click Display.

On this page, you can adjust how documents look on the screen and when printed.

Wiord Options

o e

General

Display

Froofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

-
|_=f?\ Change how docurnent content is displayed on the screen and when printed.

Page display options

|:| Showe white space bebween pages in Print Layout wiews (i
Showr highlighter marks G
Shiow document tooltips on hower

Always show these formatting marks on the screen

D Tab characters —+
] spaces

] Paragraph marks 1
[T Hidden text
|:| Cptional hyphens -
7] object anchars iy

[T] show all formatting marks
Printing options

Print drawings created inWord G
D Print background calors and images
|:| Print document properties

[ Print hidden text

[T] Undate fields hefare printing

|:| Update linked data before printing

The Display page of the Word Options dialog box.
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9. In the left pane, click Proofing.

This page provides options for adjusting the AutoCorrect settings and for refining

the spelling-checking and grammar-checking processes.

See Also For information about AutoCorrect and checking spelling, see “Correcting
Spelling and Grammatical Errors” in Chapter 3, “Edit and Proofread Text.”

Wiord Options

General

Display

Proofing

Sae

language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ABC
ﬁ};’ Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: AutoCorrect Options..,

When comrecting spelling in Microsoft Office programs

Ighore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[T Enforce accented uppercase in French
|:| Suggest from main dictionary only

LCustom Dictionaries...
French modes: Traditional and newspellingsEl
Spanish modes: | Tuteo verb forms onky El

When comrecting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling
|:| Showe readability statistics

wiriting style: | Grammar onty [+
Recheck Document

Exceplions for: @] QHS10_chil Izl

[T Hide spelling errors in this document only

7] Hide arammar errars in this dorument ok

m

The Proofing page of the Word Options dialog box.

10. Display the Save page.

On this page, you can change the default document format; the location and save
frequency of the AutoRecover file (a backup file created by Word while you're
working in the file); the default location to which Word saves files you create; and
the default location for files you check out from document management servers
(such as Microsoft SharePoint) and drafts of those files saved while you are working

offline.
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Word Options
General .
Customize how documents are saved,
Display
Froafing Save documents
Save Save files in this format: wiord Document [*.doc) El
Language Sawve AUtoRecower information ewvery |10 % minutes
Eeep the last autosaved wersion if [ close without saving

Advanced

AutoRecower file location: | C\Users\loam\AppDatatRoamingiMicrosoftiiord,
Customize Ribbon

Default file location: ChUsers\loanhDocuments,

Quick Access Toolbar

Offline editing options for document management server files
Add-Inz

Sawve checked-out files toil
() The server drafts location on this computer
@ The Office Document Cache

Trust Center

Server drafts location: | ChUsers’Joam\Documents\SharePoint Drafts,
Preserve fidelity when sharing this document: |“——"__] COHS10_chil |z|

] Embed fants in the file G
Embed anly the characters used in the document (best for reducing file size)

Do not embed comman system fonts

The Save page of the Word Options dialog box.

The Save page also has options for specifying whether you want the fonts used
within the current document to be embedded in the document, in the event
that someone who opens the document doesn’t have those fonts on his or her
computer.

Under Save documents, display the Save files in this format list.

Notice the many formats in which you can save files. One of these is the Word 97-2003
Document format that creates .doc files compatible with earlier versions of Word.
If you upgraded to Word 2010 but your colleagues are still working in an earlier
version of the program, you might want to select this option so that they will be
able to view and work with any document you create.

Tip If you want to save just one document in a format that is compatible with earlier

versions of the program, you can click Word 97-2003 in the Save As Type list of the
Save As dialog box.

Click away from the list to close it, and then display the Language page.

If you create documents for international audiences, you can make additional
editing languages available on this page. You can also specify the display, Help,
and ScreenTip languages.
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13.

Word Options

General
Display
Proofing

Save

Advanced

Customize Ribbon
uick Access Toolbar
Add-Ins

Trust Center

%‘JP Set the Office Language Preferences.

Choose Editing Languages

Add additional languages to edit your documents, The editing languages set language-specific features,

including dictionaries, grammar checking, and 5

arting

Editing language Keyboard Layout
English (U.5.) =default=  Enahbled

Proofing (Spelling, Grammat.,.)

A7 Installed

E[Add additional editing languages]

Choose Display and Help Languages

=]

Setthe language priority order for the buttons, tabs and Help ()

Display Language
1 Match Microsoft Windows =default =
2. English

-

=

Set as Default

Eemowe

Setas Default

Help Language

1. Match Display Language =default= =

2. English

Set as Default

[+ wiews display languages installed for each Microsoft Office program

% How doTget maore Display and Help languages from Office.cam?

Choose ScreenTip Language

Setyour ScreenTip language

Match Display lLanguage

=]

% How do I get more ScreenTip languades from Office.com?

The Language page of the Word Options dialog box.

Display the Advanced page.

This page includes options related to editing document content; displaying docu-
ments on-screen; printing, saving, and sharing documents; and a variety of other
options. Although these options are labeled Advanced, they are the ones you're

most likely to want to adjust to suit the way you work.

See Also For information about advanced Word 2010 options that aren’t discussed in
this book, refer to Microsoft Word 2010 Step by Step by Joyce Cox and Joan Lambert
(Microsoft Press, 2010).
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Word Options @

izeneral <-:h . . . =
L= Advanced options for working with Word.

Display

Proofing Editing options

Save Typing replaces selected text =
When selecting, automatically select entire word

Language

Allowe text to be dragged and dropped
Advanced Use CTRL + Click to follow hyperlink

|:| Autornatically create drawing carwas when inserting AutoShapes
Use smart paragraph selection
Quick Access Toolbar Use smart cursoring
|:| Use the Insert key to control gvertype mode

|:| Use overtype mode
Trust Center [ Prompt to update style
D Use Marmal style for bulleted or numbered lists
[T keep track of formatting

Customize Ribbon

Add-Inz

Mark formatting inconsistences

Updating style to match selection: | Keep previous numbering and bullets pattern lz‘
Enzble click and type
Default paragraph style: | Mormal El

Show AutoComplete suggestions

Cut, copy, and paste
Pasting within the same document: Keep Source Formatting [Default] El
Pasting between documents: Keep Source Formatting [Default] El
Pasting between documents when style definitions conflice: | Use Destination Styles [Default] El
Pasting from other programs: Keep Source Formatting (Default] El
Insertipaste pictures as: Tn line with texd El
Keep bullets and numbers when pasting text with Keep Text Only option i
= . . .. . .

The Advanced page of the Word Options dialog box.

14. Take a few minutes to explore all the options on this page.
In the General area at the bottom of the page are two buttons:

O File Locations You click this button to change the default locations of
various types of files associated with Word and its documents.

O Web Options You click this button to adjust settings for converting a
document to a Web page.
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15.

16.

Skipping over the Customize Ribbon and Quick Access Toolbar pages, which we
discuss in later topics in this chapter, click Add-Ins.

This page displays all the active and inactive add-ins and enables you to add and
remove them. (Add-ins are utility programs that provide additional functionality
to an Office program.)

Wiord Options -!
General . ' ) .
|:‘£} wiew and manage Microsoft Office Add-ins.
Display
Froofing Add-ins
Sae Mame Location Type =
language Active Application Add-ins
Instant Messaging Contacts [English) Chonred\Smart TagiMCOMNTACT.DLL - Adkion
Advanced
Inactive Application Add-ins
Customize Ribban ActionsPane Schema for Add-Ins ChharedWSTOVAHORsPanedocsd  ¥ML Schema
Custom XML Data Ch,.. OfficedOffice LA OFFRHD.DLL - Document Inspedtar | =
uick Access Toolbar Date (ML) Chuftsharedvsmart TaguMOFLDLL - Action
Financial Symbaol (<ML ChftsharedvEmart Tag\MOFLDLL - Action
Add-Tns Headers, Footers, and Watermarks Cih OFficelOffice 1OFFRHDLDLL Document Inspector
T Hidden Text Cih OFficelOffice IAOFFRHDLDLL  Document Inspectar
Trust Center Trwvisible Cortent iy, OFficebOffice 14OFFRHDLOLL Document Inspectar
Measurement Corverter [Measurement Corverter]  Choared\Emark Tag\METCORY.DLL - Action
Microsoft Adkions Pane 3 HML Expansion Pack
Onefote Linked Motes Add-Tn . fice\Office LAOMNEHAD. A1 COM Add-in
Dneklote Motes about Word Documents Ch eZOffice LA OMAordaddin.dil COM Add-in i
Telephone Number (<L) ChftsharedvEmart Tag\MOFLDLL - Action
Time [HML] ChftsharedvEmark Tag\MOFLDLL  Action
Document Related Add-ins i

Add-in: Instant Messaging Contacts [English)

Publisher: Microsoft Corporation

Compatibility: Mo compatibility information available

Location: C\Program Files [<E&hCommaon Filesymicrosoft shared\Smart Tag M CORTACT,DLL

Drescription: Recognizes names and addresses of people your instant messaging application can identify,

Manage: |COM add-ins [=]

The Add-Ins page of the Word Options dialog box.

Display the Trust Center page.

This page provides links to information about privacy and security. It also provides
access to the Trust Center settings that control the actions Word takes in response
to documents that are provided by certain people or companies, that are saved in
certain locations, or that contain potentially harmful elements such as ActiveX con-
trols or macros.
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Word Options @

General
@ Help keep your documents safe and your computer secure and healthy.

Display

Froafing Protecting your privacy

Save Microsoft cares about your privacy, For more information about how Microsoft Word helps to protectyour privacy,
please see the privacy statements.

Language

Shows the Microsoft Word privacy statement
Advanced Office.com privacy statement
Customer Expetience Improvement Program

Customize Ribbon

Quick Access Toolbar Security & more

add.Ins Learn more about protecting your privacy and security from Cffice.com,

Microsoft Trustworthy Computing
Trust Center Microsoft Trustwarthy Computin

Microsoft Word Trust Center
The Trust Center contains security and privacy settings. These settings help keep your =
computer secure, We recommend that vou do not change these seftings, Trust Center Settings..,
The Trust Center page of the Word Options dialog box.

17. Under Microsoft Office Word Trust Center, click Trust Center Settings, and
then in the left pane of the Trust Center dialog box, click Trusted Locations.

On this page, you can specify the locations from which Word will not block content.

Trust Center E

Trusted Publishers Trusted Locations

Trusted Locations
VWarning: &ll these locations are treated as trusted sources for apening files, If you change or add a location, make

Trusted Documents sure that the new location is secure,
Path Description Date Modified =
Add-inz o
User Locations
ActiveX Settings ChodAppDatalRoamingiMicrosoft\Templates,  Word 2010 default location: User Templates
Ch..am Files [xB6]\Micrasoft Office\Templatest, Word 2010 default location: Application Te...
Macro Settings O Data\RoamingyMicrosoftiord\Startupy, Ward 2010 default location: StartUp
Protected Wiew Policy Locations
Message Bar
File Block Settings

AUl Path: ChUsersJoantAppData\Roaming\MicrosoftTemplate st

Descripkion: Word 2010 default location: User Templates

Date Modified:
Sub Folders: Disallowed

Add new location... | [ Remove | [ modiny..

I:‘ Allow Trusted Locations on my nebwork [not recommended)
[ Disable all Trusted Locations

The Trusted Locations page of the Trust Center dialog box.

CLEAN UP Close the Trust Center dialog box. Reverse any changes you don't want
to keep before moving on. Then close the Word Options dialog box. Leave the blank
document open if you're continuing directly to the next exercise.
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Customizing the Ribbon

The ribbon was designed to make all the commonly used commands visible so that
people can more easily discover the full potential of an Office 2010 program. But
many people use an Office program to perform the same set of tasks all the time, and
for them, seeing buttons (or even entire groups of buttons) that they never use is just
another form of clutter.

See Also For information about minimizing and expanding the ribbon, see “Customizing the
Quick Access Toolbar” later in this chapter.

Would you prefer to see fewer commands than appear on the ribbon by default? Or
would you prefer to see more specialized groups of commands? Well, you can. From
the Customize Ribbon page of an Office 2010 program’s Options dialog box, you can
control the tabs that appear on the ribbon, and the groups that appear on the tabs.

Wford Options @

General

I

Custornize the Ribbon and keyboard shortcuts.
Display
Choose commands from: () Customize the Ribbon: (0

Popular Commands Main Tabs

s_ﬁ Accept and Move to Next - Main Tabs
tanguage = align Left = Home
Ereaks 3
Bullets » [] Page Layout
Center [7] References
- Change List Lewvel 3
Copy

Cut

Define Mews Mumber Format..,
Delete

Draw Table

Drraw Wertical Text Box nsert (Blog Post)
E-mail utlining

Find il Barkground Removal
Font Id << Remove -
Faont..

Font Color ‘b
Font Size I
Format Painter

Grow Font

Hyperlink..

Insert Footnote

Proofing

Save

Advanced

Customize Ribbon

Quick Access Toolbar

m

&

Add-Ins

Trust Center

Line and Paragraph Spacing 3
Macros
Mew

Mews Comment Mg Graup Rename...

et \
Customizations: 0
Keyboard shortouts: _ImgurtKExpDrt = ©

q | e ] r

h{SASTER T U S

The Customize Ribbon page of the Word Options dialog box.
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On this page, you can customize the ribbon in the following ways:

@ If you rarely use a tab, you can turn it off.

@ If you use the commands in only a few groups on each tab, you can remove the
groups you don't use. (The group is not removed from the program, just from
its tab.)

® You can move a predefined group by removing it from one tab and then adding
it to another.

® You can duplicate a predefined group by adding it to another tab.

@® You can create a custom group on any tab and then add commands to it. (You
cannot add commands to a predefined group.)

® You can create a custom tab on the ribbon. For example, you might want to do
this if you use only a few commands from each tab and you find it inefficient to
flip between them.

Don't be afraid to experiment with the ribbon to come up with the configuration that
best suits the way you work. If at any point you find that your new ribbon is harder
to work with rather than easier, you can always reset everything back to the default
configuration.

Tip If you upgraded from Office 2007 or an earlier version of Office, you might find that some
commands present in the earlier version are not available on the ribbon. A few old features
have been abandoned, but others that people used only rarely have simply not been exposed
in the user interface. If you want to use one of these hidden features, you can make it a part
of your program environment by adding it to the ribbon or to the Quick Access Toolbar. You
can find a list of all the commands that do not appear on the ribbon but are still available in a
program by displaying the Customize Ribbon page of the program’s Options dialog box and
then clicking Commands Not In The Ribbon in the Choose Commands From list.

In this exercise, you'll customize the ribbon in the Word program window by using tech-
niques that are common to all Office 2010 programs. You'll turn off tabs, remove groups,
create a custom group, and add a command to the group. Then you'll create a tab and
move groups of buttons to it. Finally, you'll reset the ribbon to its default state.

é SET UP You don't need any practice files to complete this exercise. Open a blank
document if necessary, and then follow the steps.

1. Open the Word Options dialog box, and then click Customize Ribbon.
The Customize Ribbon page is displayed.
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. In the list on the right, clear the check boxes of the Insert, Page Layout,

References, Mailings, and Review tabs. Then click OK.

The ribbon now displays only the File, Home, and View tabs.

= AN

Hame e

= T CalibriBod) v (26 v AT AT | Aa | & iz -
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Paste \f B | J U ~ahe x, x*

€
>
I
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Clipboard & Font Fl

The only tab you can’t customize is the File tab, which is your link to the Backstage view.

. Redisplay the Customize Ribbon page of the Word Options dialog box, and in

the right pane, select the Page Layout check box. Then click the plus sign to dis-
play the groups on this tab.

. Above the left pane, click Choose commands from and then, in the list, click Main

Tabs. In the Main Tabs list, click the plus sign adjacent to Page Layout to display
the groups that are predefined for this tab.

. In the right pane, click the Paragraph group, and then click Remove.

The group is removed from the Page Layout tab on the ribbon (the list on the
right) but is still available in the list on the left. You can add it back to the Page
Layout tab or add it to a different tab at any time.

. In the right pane, click the plus sign adjacent to Home to display its groups, and

then click the word Home.

. Below the right pane, click New Group. When the New Group (Custom) group

is added to the bottom of the Home group list, click Rename, type Final in the
Display name box, and click OK. Then click the Move Up button until the Final
group is at the top of the list.

Because of its location in the list, the new group will appear at the left end of the
Home tab.
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Main Tabs
= [¥] Home
Final [Custarm)

Clipboard
Font
Paragraph
Shyles
Editing

[]Insert

=] [#] Page Layout
Themes
Page Setup
Page Backaround
Arrange

[] References

[ Mailings

[] Review

[+ [F] Wiews

+ Developer

You have created a custom group on the Home tab.

In the Choose commands from list, click File Tab.

The available commands list changes to include only the commands that are available
in the Backstage view, which you display by clicking the File tab.

In the available commands list, click Inspect Document, and click Add. Then repeat

this step to add Mark as Final.

The two commands are added to the custom group.

Main Tabs
= [¥] Home
[= Final [Custom)

Clipboard
Font
Paragraph
Styles
Editing

[T nsert

= [¥] Page Layout
Themes
Page Setup
Page Backaround
Arrange

[] References

[+ [] Mailings

T B i g i

& Inspect Document
@ Mark as Final

13

m

You can add commands to a custom group but not to a predefined group.
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10. In the right pane, remove the Font, Paragraph, and Styles groups from the Home
tab, and remove the Page Background group from the Page Layout tab.

11. Click the word Home, and then below the list, click New Tab.

A new tab is added to the right pane and is selected for display on the ribbon. It has
automatically been given one custom group.

12. Click Remove to remove the custom group.

13. Click New Tab (Custom), and then click Rename. In the Rename dialog box, type
Formatting in the Display name box, and click OK.

14. Display Main Tabs in the list on the left, and then expand the Home and Page
Layout tabs.

15. Wwith the Formatting tab selected in the right pane, add the Font, Paragraph, and
Styles groups from Home in the left pane, and then add Page Background from
Page Layout.

The right pane shows the new configuration of the Home, Formatting, and Page
Layout tabs.

Main Tabs
=l [¥] Hame —
=l Final [Custam)
[Z) Inspect Document
hdark as Final
Clipboard
Editing
=l [¥] Formatting [Custonm)
Faomt
Paragraph
Styles
Page Background
[[Insert
=l [¥] Page Layaout
Themes
Page setup
Afrange

# [| References
+ Mailinas

»

m

You have moved groups from the Home and Page Layout tabs to a new Formatting tab.
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16. In the Word Options dialog box, click OK.
The Home tab displays the new Final group.

Formatting Page Layout “Wieww

A .
.’—];. @ '-'j ¥ cut 4 Find ~
o 2ac Replace

=3 Copy
Inspect  Mark Paste
Document as Final + < Format Painter | g Select~
Final Clipboard P Editing

The custom Home tab.

17. Click the Formatting tab.

The formatting commands are now collected on the Formatting tab.

ProceduresEdited - Micrasoft Word o B R

» 2aBhcc o saeh AABB(C AaBbCe % B . B

Bulletlistl  Bulletlist2  Heading1  Heading 2 ,Ch El Wtrmak Page  Pag
= | sty Calor~ Eur\:lers

Styles £ Page Backgro

The custom Formatting tab.

18. Display the Customize Ribbon page of the Word Options dialog box. In the lower-
right corner, click Reset, and then click Reset all customizations. Then in the
message box asking you to confirm that you want to delete all ribbon and Quick
Access Toolbar customizations, click Yes.

19. Click OK to close the Word Options dialog box.

The default ribbon configuration is restored.

x CLEAN UP Close the open document.

Customizing the Quick Access Toolbar

If you regularly use a few buttons that are scattered on various tabs of the ribbon and
you don't want to switch between tabs to access the buttons or crowd your ribbon with
a custom tab, you might want to add these frequently used buttons to the Quick Access
Toolbar. They are then always visible in the upper-left corner of the program window.

Clicking Quick Access Toolbar in the left pane of a program’s Options dialog box displays
the page where you specify which commands you want to appear on the toolbar.
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Word Options
[
General Customnize the Quick Access Toolbar,
Display
Choose commands from: Customize Quick Access Toolbar (o
Brooiing Popular Cammands EI Faor all documents (default) El
Save
TR < Separators ol v Mavigation Pane =
‘_/(} Accept and Mowe to Mext = Separators
Adwanced = Align Text Left ==
o = Bullets » ¥} Undo »
Customize Ribbon Conter | U Redo
Quick Access Toolbar == Change List Level v |3 = Separators
R — By copy 3 Mew Comment
(el & ut #3 Previous Comment
Trust Center Define Mews Mumber Format... ‘?_] Mext Comment
ﬂ Delete Comment W 2‘_] Delete Comment L
Eﬁ Draww Table _L‘,} Track Changes 3
Draw Wertical Text Box AP Reject Change -
= E-mail GE Y @} Previous Change =
34 Find = P} Mext Change
Font I v Accept Change
A Font. v Accept |»
A Font Calor ‘b = Separators
Font Size I~ Style I-
# Format Painter M Shows 2l
A" Grow Font ) Hidden '
\AE' Insert Footnote Display for Review 3
ﬁv Insert Hypetlink PaEl Tecovk Cibiact .
W= InsertFage and Section Breaks b i Modify...
= . . .
Showe Quick Access Toolbar below the Customizations: :
4| [ |

The Quick Access Toolbar page of the Word Options dialog box.
On this page, you can customize the ribbon in the following ways:
® You can define a custom Quick Access Toolbar for the program, or you can define
a custom Quick Access Toolbar for a specific file.

® You can add any command from any group of any tab, including contextual tabs,
to the toolbar.

® You can display a separator between different types of buttons.
® You can move buttons around on the toolbar until they are in the order you want.
® You can reset everything back to the default Quick Access Toolbar configuration.

If you never use more than a few buttons, you can add those buttons to the Quick

Access Toolbar and then hide the ribbon by double-clicking the active tab or by clicking
@ the Minimize The Ribbon button. Only the Quick Access Toolbar and tab names remain

visible. You can temporarily redisplay the ribbon by clicking the tab you want to view.
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You can permanently redisplay the ribbon by double-clicking any tab or by clicking the
Expand The Ribbon button.

As you add buttons to the Quick Access Toolbar, it expands to accommodate them. If
you add many buttons, it might become difficult to view the text in the title bar, or not
all the buttons on the Quick Access Toolbar might be visible, defeating the purpose of
adding them. To resolve this problem, you can move the Quick Access Toolbar below the
ribbon by clicking the Customize Quick Access Toolbar button and then clicking Show
Below The Ribbon.

In this exercise, you'll add a couple buttons to the Quick Access Toolbar for all documents,
and then you'll test the buttons.

q SET UP You don't need any practice files to complete this exercise. Open a blank

document, and then follow the steps.

1. Open the Word Options dialog box, and then click Quick Access Toolbar.

The Customize The Quick Access Toolbar page displays a list of available commands
on the left side, and a list of the currently displayed commands on the right side.
Tip If you want to create a Quick Access Toolbar that is specific to the active file, click
the arrow at the right end of the box below Customize Quick Access Toolbar, and then

click For <file name>. Then any command you select will be added to a toolbar specific
to that file instead of the toolbar for the program.

2. At the top of the available commands list on the left, double-click Separator.

3. Scroll down the available commands list, click the Quick Print command, and then
click Add.

4. Repeat step 3 to add the Text Highlight Color command.

The Text Highlight Color command is added to the list of commands that will appear
on the Quick Access Toolbar.

IH Save
) Undo [»
5 Redo

<= 5Separator=

i Guick Print
37 Text Highlight Calar [»

The arrow to the right of the command indicates that clicking this button on the Quick Access
Toolbar will display a menu of options.
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22

10.

11.

Click OK to close the Word Options dialog box.

The Quick Access Toolbar now includes the default Save, Undo, and Repeat buttons
and the custom Quick Print and Text Highlight Color buttons, separated by a line.

WE9-6 &%

You have added two buttons to the Quick Access Toolbar.

To print a document with the default settings, you no longer have to click the File
tab to display the Backstage view. Click Print in the left pane, and then click the
Print button.

If you want to test printing from the Quick Access Toolbar, ensure that your printer
is turned on, and then on the Quick Access Toolbar, click the Quick Print button.

Now let's see how easy it is to highlight or remove highlighting from text when you
are working primarily with the commands on a tab other than the Home tab.

Click the Review tab. Then select the first highlighted paragraph, Proof of notice
of meeting.

On the Quick Access Toolbar, click the Text Highlight Color arrow, and then click
No Color.

The yellow highlight is removed from the selection. The No Color option becomes
the default for the Text Highlight Color button.

Select the next highlighted paragraph, and on the Quick Access Toolbar, click the
Text Highlight Color button.

The yellow highlight is removed from the selection.

Display the Quick Access Toolbar page of the Word Options dialog box, click
Reset, and then click Reset only Quick Access Toolbar.

In the Reset Customizations message box, click Yes to return the Quick Access
Toolbar to its default contents. Then click OK to close the Word Options dialog box.

x CLEAN UP Close the open document.



Key Points 35

Key Points

® The Office 2010 program environment is flexible and can be customized to meet
your needs.

® Most of the settings that control the working environment are gathered on the
pages of the Options dialog box.

® You can customize the ribbon to make the development tools you need most often
easily accessible.

@® You can provide one-click access to any command by adding a button for it to the
Quick Access Toolbar, either for the program or for one file.
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