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How to Use This Book

Do you look at the pictures in a book or magazine before
anything else? Would you rather be shown instead of
read about how to do something? Then this book is for
you. Opening Simply Office 2010 allows you to read less
and learn more about the Windows operating system.

Who Needs This Book

This book is for a reader who has never used this
particular technology or application. It is also for more
computer literate individuals who want to expand their
knowledge of the different features that Windows has
to offer.

Using the Mouse
This book uses the following conventions to describe the
actions you perform when using the mouse:

Click

Press your left mouse button once. You generally click
your mouse on something to select something on the
screen.

Double-click

Press your left mouse button twice. Double-clicking
something on the computer screen generally opens
whatever item you have double-clicked.

Right-click

Press your right mouse button. When you right-click
anything on the computer screen, the program displays
a shortcut menu containing commands specific to the
selected item.

Click and Drag, and Release the Mouse

Move your mouse pointer and hover it over an item on
the screen. Press and hold down the left mouse button.
Now, move the mouse to where you want to place the
item and then release the button. You use this method to
move an item from one area of the computer screen to
another.

The Conventions in This Book

A number of typographic and layout styles have been
used throughout Simply Office 2010 to distinguish
different types of information.

Bold

Bold type represents the names of commands and
options that you interact with. Bold type also indicates
text and numbers that you must type into a dialog box
or window.

Italics
[talic words introduce a new term and are followed by a
definition.

Numbered Steps

You must perform the instructions in numbered steps in
order to successfully complete a section and achieve the
final results.

Bulleted Steps

These steps point out various optional features. You

do not have to perform these steps; they simply give
additional information about a feature. Steps without
bullets tell you what the program does in response to
your following a numbered step. For example, if you click
a menu command, a dialog box may appear or a window
may open. The step text may also tell you what the final
result is when you follow a set of numbered steps.

Notes

Notes give additional information. They may describe
special conditions that may occur during an operation.
They may wamn you of a situation that you want to
avoid — for example, the loss of data. A note may also
cross reference a related area of the book. A cross
reference may guide you to another chapter or another
section within the current chapter.

Ilcons and buttons

Icons and buttons are graphical representations within the
text. They show you exactly what you need to click to
perform a step.

You can easily identify the tips or warnings in any section
by looking for the Tip and Warning icons. Tips offer
additional information, including tips, hints, and tricks. You
can use the tip information to go beyond what you have
learned in the steps. Wamnings tell you about solutions to
common problems and general pitfalls to avoid.
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OFFICE FEATURES

In Office 2010, the applications share a common look and
feel.You can find many of the same features in each program,
such as the Ribbon, the Quick Access toolbar; various
program window controls and the File tab. Many of the tasks
you perform in Office, such as creating new files, opening
existing files, working with text and data in files, saving files,
printing files and executing commands, involve similar
processes and features throughout the Office suite. In this
part, you learn how to navigate the common Office features
and perform basic Office tasks.




START AND EXIT OFFICE APPLICATIONS

Before you can begin working with a Microsoft Office application, also called a program, you
must open the application.

There are a few ways to start an application. One is to launch it from the Start menu, as
described in this task. Another is to double-click the program’s shortcut icon on the desktop.

When you finish your work, you can close the program. If applicable, you can save your work
before exiting a program completely.

\. J

| (3] Windews Media Player
& Windows Update

Start an Office Application
() Click Start. prasn

|| Driver Detective
1| FileZilla FTP Client

€) Ciick All Programs. e
Microsoft Office

Microsoft Access 2010

Note: The All Programs menu option %ﬂjijgﬁiﬁ?;j;jfjiwe,m '
. (@] Microsoft InfoPath Filler 2010
changes to a Back menu option. (8] Miroot Oreiote 210

0] Microsoft Outlook 2010
P Microsoft PowerPoint 2010
N B f ofr [B] Microsoft Publisher 2010
©) Cdlick Microsoft Office. . .
(W] Microsoft Ward 2010
1 Microsoft Office 2010 Tools

e Click the name of the program
that you want to open. = ) Nzl

Back Help and Support

@ The program that you selected [ — w wn s i s TEs
. . & W Layout - v ok W = el __l\ e 4 rinz
opens in a new window. . ;.' W g bk s Emam s P oo P b
Note: See the next section to learmn how to T —
identify different areas of the program
window.
A Click to add title
Click to add subtitle
Click to add notés - - X ) ?
el ofd | Offe Teme” | e w0 o
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Exit an Office Application
() Cdlick the Close button (IEE3).

@ You can also click the File tab
and then click Exit.

If you have not yet saved your
work, the program prompts you
to do so before exiting.

€) Cliick save.
The program window closes.

If you click Don’t Save, the
program closes without saving
your data.

G If you click Cancel, the
program window remains open.

Create a Shortcut Icon for an
Office Application

0 Right-click a blank area of the
desktop and click New and then
Shortcut.

The Create Shortcut dialog box
appears.

Click Browse, navigate to the
Office program, click the filename
and click OK.

Click Next.

Type a name for the shortcut.

Click Finish.

The new shortcut icon appears on
the desktop.

[ R T ——— - ¥ O

2o
AL, W C il
rl{n!f- = Bories
Click to add title
e, A ummgmnwm
@--D(I' (e |
['B
| ik to 204 rotss = :7
Sheelotl | OffeaThens | Bal? ]

) & Create Sharicut
What flem wi

ould you like to create a shortout for?

“This wizard helps you to creste shormeuts to bocal or network programs, files, folders, computers, or

ntemet adresses.
B 4_@

Type the location of the item:
“CAProgram FilesAMicrosoft Office\Office LA OWERPNT.EXE™

G o CroateShorcut

Whiat would you like to name the shortout?

Type s naent for this shartcut:
Boweoin]

Click Finish to create the sharbeut.

6—»@

&»@H@
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NAVIGATE THE PROGRAM WINDOWS

~\
All Office programs share a common appearance and many of the same features. These
features include a Ribbon, which appears instead of the menus and toolbars found in
previous versions of Microsoft Office; a Quick Launch toolbar, which features a customisable
set of frequently used commands; and scroll bars, which you can use to navigate an open file
in a program window. When you learn how to navigate one Office program, you can use the
same skills to navigate the others. If you are new to Office, you should take a moment to
familiarise yourself with the suite’s various on-screen elements.
\. J
@ Title Bar
Displays the name of the open file and 2 i | = oy D %
the Office program. s s e i

Quick Access Toolbar

Displays quick access buttons to the
Save, Undo and Redo commands.

@ File Tab Menu

Displays a menu of file commands, such
as New and Open.

@ Ribbon = ——

Displays groups of related commands
in tabs. Each tab offers buttons for
performing common tasks.

@ status Bar

Displays information about the current
worksheet or file.

@ Program Window Controls

Displays buttons to minimise the
program window, restore the window
to full size and close the window.
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@ Formula Bar

This appears only in Excel. Use this bar
to type and edit formulas and perform
calculations on your worksheet data.

Work Area

The area where you add and work
with data in a program. Depending on
the Office program, the work area may
be a document, a worksheet or a slide.

Document Window
Controls
Use these buttons to minimise or
restore the current document within
the program window.

@ Zoom Controls

Use this feature to zoom your view of
a document.

@ Scroll Bars

Use the vertical and horizontal scroll
bars to scroll through the item shown
in the work area.

T R

L

fiokl « Microsof frcel = @ B

—

Bk e ] ]

HEBEEHEBEESSEE

fapeimout  Formuis:  Dats  Review  View  Acddm s @og
B g 1B = G - ¢ gl St X A

3 &Ky BmEe 3 s B wsI- A

g REIEE A EEEERE|s-%o S T T B | 2 I R

wpsae 4 o b = L : 4
a |
7 € [] £ F s " 1 f ® i M N CEre
1|

0
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WORK WITH THE RIBBON

Instead of the menus and toolbars found in earlier versions of Office, Office 2010 features
the Ribbon, which offers an intuitive way to locate and execute commands.

The Ribbon is grouped into tabs, each containing groups of related commands. For example,
the Home tab in Microsoft Word contains commands for changing the font, setting text
alignment, indenting text and so on. Some tabs appear only when needed, such as when you
are working with a table or picture in a document.

The Ribbon is maximised by default, but you can minimise it to view more of your program
window.
\. J

Use the Ribbon BT ———

e | dset | Fagelmout Beiew  View  dddidn
i {:m- E TR Ly . E
e Click a tab. o ek MA SRR 3% wa e

A1 . &

The tab organises related tasks A ——
and commands into logical groups.

[

R S| e e e

S586E

a Click a button to activate a
command or feature.

@ Buttons with arrows display
additional commands.

With some groups of
commands, you can click the
corer group button ([]) to
display a dialog box of
additional settings.

1As
Them

1

2

3

1

3

L]

i

[}

3
10
1
12

SEGE

When you position the mouse
pointer over Live Preview options
on the Ribbon, you see the results
in the document before applying
the command.
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Minimise the Ribbon - EEEE e

. b e AN Sl E Giem . i
ﬂ Double-click a tab name. S R rmem aeA EERER G 5w @A G

%
< ] E (3 & L 1 4

The Ribbon is minimised.

EEEES v e wewe=ne] E
i ]
=

fock! « Mioowch Exel

a Double-click the tab name again o -
to maximise the Ribbon.

o
=

[

::nus.-”“.w.’ r
b

i

£

i

i

i

Keep the Ribbon Minimised R

@ Rightclick atab on the Ribbon, Hile e

©) Cick Minimize the Ribbon, e FL
The program'’s Ribbon is % I

minimised at the top of the
screen.

To use a Ribbon while it is
minimised, simply click the tab
containing the tools that you
want to access.
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CUSTOMISE THE QUICK ACCESS TOOLBAR

The Quick Access toolbar, which appears on-screen regardless of what tab is currently
shown in the Ribbon, offers quick access to the Save, Undo and Redo commands.

You can customise this toolbar to include other commands, such as the Quick Print
command or another command you use often. Alternatively, you might customise the
toolbar to omit commands that appear by default.

By default, the Quick Access toolbar appears in the top left corner of the program window,
above the Ribbon. You can choose to display the toolbar below the Ribbon instead.

Click the Customize Quick
Access Toolbar button ([Z]).

e Click More Commands.

@ You can click any of the
common commands to add
them to the toolbar.

You can click Show Below
the Ribbon if you want to
display the toolbar below the
Ribbon.

The Options dialog box opens
with the options to customise the
Quick Access Toolbar shown.

6 Click the Choose commands
from [=].

6 Click a command group.

HGl cusomize the Quick access Toolbar,

Formuias
Theast commpas hom § e Qi sccess Toolba: i
Procting Pagulir Commindt [ documents (detiutt =
Swe Fegulir Conmanat 2 |
1
Langusge .
& acren

£¥

s
ndo

Smactict Tols | Besign Tab.

Smartart Tools | Format Tab 1
Cnac Tosks | Datian T |
Crast Yook | Lyeeatas

Cae Tosks | Feemu ot

Grawiog Tosl) | Format b

it Tost | osruat 1o

Fiestlasie ool | Sutiens Tie

Fheotfable Taol | Busign Ta

thopcer & Festo Tosls | Dt ot

S G dcei oo e the Comomeoners bl

| imgontapan =|
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@ Click the command that you want [ —

S| cusomize the Quick ccess Toolbar,

to add to the toolbar. i .

Fittho = P Bl docurmenti i@etiuit =l

~Seaator

. Language s = el e
© Click the Add button. = 5= | i
i i Check Eut [

G Office adds the command. e — ‘

You can repeat Steps 3 to 6 to § e

move additional buttons to the ol

) uoe1 72000 Wormpese

B oot ginaey iz sgos
TOO|bar‘ L Bl Macro Enabied Weikbagh
12} Excrl Sanvices Options
) focel Workbook
X b

@ cickok e

=

1w Qs Aol oo ek the m———"

= - GF( Lol |
@ The new command appears %uﬁ g

on the Quick Access toolbar. A — Ll e

g B4 Ee0-A EEAEE S s-n 0 U ,‘,w“ ,,,,,,, stves | [BPoumt -

£

[] E F 3 H ] 4 K L M

.

=
n

FEEEEERRRFEEREER T
L
i Ty e

e § You can add commands to

To remove a button from the the toolbar directly from the
Quick Access toolbar, open the Ribbon. Simply click the tab
Options dialog box, click the containing the command that
command name in the list box you want to add, right-click the
on the right, click the Remove command and then click Add
button and click OK.The button to Quick Access Toolbar.The
no longer appears on the command is immediately added
toolbar. as a button on the toolbar.
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