LECTURE (3) MICROSOFT OFFICE WORD

Word 2010

Word 2010 is a word processor that allows you to create various documents such as
letters, papers, flyers, and faxes. In this lesson, you will be introduced to the Ribbon and
the new Backstage view, and you'll learn how to create new documents and open existing
ones.

The Ribbon

The Ribbon contains all the commands you'll need to perform common tasks. It includes
multiple tabs, each with several groups of commands, and you can add tabs that contain
your favorite commands

Backstage view

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

To get to the Backstage view:
1. Click the File tab.
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2. 'You can choose an option on the left side of the page.

3. To get back to your document, click any tab on the Ribbon.
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Click the buttons in the interactive below to learn about the different things you can do in
Backstage view.
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The Quick Access toolbar

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

To add commands to the Quick Access toolbar:

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

2. Select the command you want to add from the drop-down menu. It will
appear in the Quick Access toolbar.
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Creating and opening documents

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

To create a new blank document:

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

3. Select Blank document under Available Templates. It will be
highlighted by default.

4. Click Create. A new blank document appears in the Word window.

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

To insert Text:

Move your mouse to the location where you want Text to appear in the document.

1. Click the mouse. The insertion point appears.

Insertion point

2. Type the Text you want to appear.

To delete Text:
1. Place the insertion point next to the Text you want to delete.

2. Press the Backspace key on your keyboard to delete Text to the left of the
insertion point.
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3. Press the Delete key on your keyboard to delete Text to the right of the
insertion point.

To select Text:

1. Place the insertion point next to the Text you want to select.

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

3. Release the mouse button. You have selected the Text. A highlighted
box will appear over the Text chosen.

Executive Summary

January 2010 has beena profitable month and the company has shown growth in many arenas.
Ad salesare up by 23% and capital expenditures have decreased since 4™ quarterin the Sales
Department. The salesteam hired a new design specialist, the role of VP of saleswas filled, anew sales
chief position was created, and the salesteam accrued 14 new clients, including one national chain.
Additionally, online ad sales doubled since July of last year. Statistics indicate that sales in most markets
increase with the use of online ads and our clients are readwig those statistics and responding tothem.
Marketing trendsindicate thatthis growth will continue.

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

2. Click the Copy command on the Home tab. You can also right-click your
document and select Copy.
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3. Place your insertion point where you want the Text to appear.

4. Click the Paste command on the Home tab. The Text will appear.

To cut and paste Text:
1. Select the Text you want to Cut.

2. Click the Cut command on the Home tab. You can also right-click the
document and select Cut.
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3. Place your insertion point where you want the Text to appear.

4. Click the Paste command on the Home tab. The Text will appear.

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

When working with longer documents, locating a specific word or phrase can be difficult
and time-consuming. Word can automatically search your document using
the Find feature, allowing you to change words or phrases using Replace.

To find Text:

1. From the Home tab, click the Find command. The navigation pane will
appear on the left side of the screen.
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2. Type the Text you want to find in the field at the top of the navigation
pane.

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

4. If the Text appears more than once, you can click the arrows on the
navigation pane to step through the results. You can also click the result
previews on the navigation pane to jump to the location of a result in your
document.
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5. When you close the navigation pane, the highlighting will disappear.

To replace Text:

1. From the Home tab, click the Replace command. The Find and
Replace dialogue box will appear.
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Replace text in the document.

2. Type the Text you want to find in the Find What field.

3. Please type the Text you want to replace it with in the Replace with the
field.

4. Click Find Nextand then Replaceto replace Text. You can also
click Replace All to replace all instances within the document.
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To change the font size:
1. Select the Text you want to modify.

2. Click the drop-down arrow next to the Font Size box on the Home tab. A
drop-down menu appears.
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3. Select the desired font size from the menu. Alternatively, you can type
the value you want and press Enter on your keyboard.

You can also use the Grow Font and Shrink Font commands to change the size.
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To change the font:

1. Select the Text you want to modify.

2. Click the drop-down arrow next to the Fontbox on the Home tab.

The Font drop-down menu appears.

3. Move the mouse pointer over the various fonts. A live preview of the

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

To change the font color:

1. Select the Text you want to modify.

2. Click the Font Color drop-down arrow on the Home tab. The Font

Color menu appears.

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

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

Your color choices aren't limited to the drop-down menu that appears. Select More

Colors at the bottom of the list to access the Colors dialogue box. Choose the color you
want, then click OK.

To highlight Text:

1. From the Home tab, click the Text Highlight Color drop-down arrow.
The Highlight Color menu appears.
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2. Select the desired highlight color.

3. Select the Text you want to modify. It will then be highlighted.
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4.

Click the Text Highlight Color command to switch to the regular cursor.
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To use the bold, italic, and underline commands:
1. Select the Text you want to modify.

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

Home tab.
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To change text alignment:

1. Select the Text you want to modify.

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

o Align Text Left: Aligns all selected Text to the left margin

o Center: Align text an equal distance from the left and right
margins

o Align Text Right: Aligns all selected Text to the right margin

o Justify: Aligns text equally on both sides and lines up equally to
the right and left margins; used by many newspapers and

magazines
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To use the Save As command:
Save As allows you to choose a name and location for your document. It's helpful if

you've first created a copy or want to save a different document version while keeping
the original.

10
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1. Click the File tab. o
HS-ave

2. Select Save As. Inforr
[ ﬁ Sawve MAs ]
'\I s C:hvUsersh,
[EF Open
Coif Close

3. The Save As dialogue box will appear. Select the location where you want
to save the document.

4. Enter a name for the document, then click Save.
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To use the Save command:

1. Click the Save command on the Quick Access toolbar.
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2. The document will be saved in its current location with the same file name.

If you save for the first time and select Save, the Save As dialogue box will appear.
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To save as a PDF:

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

3. In the Save as type drop-down menu, select PDF.
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4. Select the location where you want to save the document.

5. Enter a name for the document.

6. Click the Save button.

To change page orientation:
1. Select the Page Layout tab.

2. Click the Orientation command in the Page Setup group.

Home Insert ] Page Layout Re
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[o] B
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3. Click either Portrait or Landscape to change the page orientation.

Landscape format means the page is oriented horizontally, while portrait format means
it is oriented vertically.

12
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To view the Print pane:
1. Click the File tab to go to Backstage view.

2. Select Print. The Print pane appears, with the print settings on the left and
the Preview on the right.

Click the buttons in the interactive below to learn about the Print pane.
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.
To print:
.

1. Go to the Print pane.

2. If you only want to print specific pages, you can type a range of pages.
Otherwise, select Print All Pages.

3. Select the number of copies.

4. Check the Collate box if you print multiple copies of a multi-page
document.

5. Select a printer from the drop-down list.

6. Click the Print button.

Quick Print

13
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There may be times when you want to print something with a single click using Quick
Print. This feature publishes the document using the default settings and the default
printer. To use this feature in Word 2010, you'll need to add it to the Quick Access
toolbar. Quick Print always prints the entire document, so if you only want to print part
of your document, you'll have to use the Print pane.

To access the Quick Print button:

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

2. Select Quick Print if it is not already checked.
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3. To print, click the Quick Print command.
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To create a list:

1. Select the Text you want to format as a list.

2. Click the Bullets or Numbering drop-down arrow on the Home tab.

14
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3. Select the bullet or numbering style you want to use, and it will appear in
the document.

4. Select the list to remove numbers or bullets from a list, then click
the Bullets or Numbering commands.

When editing a list, you can press Enter to start a new line, and the new line will
automatically have a bullet or number. When you've reached the end of your list,
press Enter twice to return to standard Formatting.

Hyperlinks

Adding hyperlinks to your document can help readers quickly access contact information,
other parts of the document, and any additional information you want to share online.

To insert a hyperlink:

1. Select the Text or image you want to make a hyperlink.

2. Right-click the selected Text or image, then click Hyperlink. You can also
right-click in a blank area of the document and click Hyperlink.

3. The Insert Hyperlink dialogue box will open. You can also get to this
dialogue box from the Insert tab by clicking Hyperlink.

15
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4. If you selected Text, the words would appear in the Text to display: the
field at the top. You can change this Text if you want.

5. Type the address you want to link to in the Address: field.

rInsert Hyperlink &E
Link to: Text to display: |blog | ScreenTip... |
Look in: . Lette
Exstngrileor | [ Letters ] (= [|(==]
Web Page Bookmark. .. |
Current =
ol
Place in This
Document Browsed
Fages
|
Create Mew Recent
Document Files
Address: |htn::ﬁb|og.g::ﬁearnﬁee.org,|'1 EI
E-mail Address -

6. Click OK. The Text or image you selected will now be a hyperlink.

More on our blog.

You can also insert a hyperlink that links to another portion of the same document by
selecting Place in This Document from the Insert Hyperlink dialogue box.

Text boxes

Text boxes are useful for helping to organize your document. They are treated the same
as shapes, so when youinsert a text box, you canformatit by changing its fill
color, outline color, and shape style, create WordArt, and add 3D effects.

To insert a text box:
1. Select the Insert tab on the Ribbon.

2. Click the Text Box command in the Text group. A drop-down menu will
appear.

16
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Insert a text box into the
document, or add text to the
selected shape.

3. Select Draw Text Box.

Ond

4. Click and drag on the document to create the text box.

5. You can now start typing to create Text inside the text box.

You can also select one of the built-in text boxes from the drop-down menu with predefined
colors, fonts, positions, and sizes. If you choose this option, the text box will appear
automatically so you will not need to click and drag to draw it.

To move a text box:
1. Click the text box.

2. Hover the mouse over one of the edges of the text box. The mouse pointer
+

i
becomes a cross with arrows on each end {%
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3. Click and drag the text box to the desired location on the page.
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To resize a text box:
1. Click the text box.

2. Click and drag one of the sizing handles on the corners or sides of the text
box until it is the desired size.
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If you drag the sizing handles on any of the four corners, you will be able to change
the height and width at the same time. The sizing handles on the top or bottom of the text
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box will only allow you to resize vertically, while the handles on the left and right sides
will resize the text box horizontally.

To change shape fill:

1. Select the text box. The Format tab appears.
2. Click the Format tab.

Ferences
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3. Click the Shape Fill command to display a drop-down menu.

4. From the drop-down menu, you can select a color from the list, choose No
Fill, or select More Fill Colors to use a color that's not on the list.

To change the shape outline:
1.
2.

Select the text box. The Format tab appears.

Click the Shape Outline command to display a drop-down list.

3. Select acolor from the

Fferences MMailings Rewiew Wiew

list, choose No

Format

. A <y shape Fill ~ - 11 T

Outline, or select More Outline Colors to - | [EZ[shape outine A7 ST Eat

use a color that's not on the list. | [ty g o - MR [
ElcEEECEEE

Standard Colors
i
Recent Colors

rrir 0 N = .

Mo Outline

More COutline Colors...
wWwreight

Dashes

Arrows

Gold, Accent 3, Darker 25%:

==

4. You can change the outline color, weight (thickness), and whether it is
a dashed line from the drop-down menu.
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To change shadow effects:

1. Select the text box. The Format tab appears.
2. Select the Format tab.
3. Click the Shape Effects command.
4. Click Shadow.
5. Move your mouse over the menu options to see a live preview of your
document.
‘Brences Mailimnas Rewview Wieww | Format
&y shape Fill ~ S - 11} Terxt Direction ~
-~ | ¥ shape Cutline - o B - =] atign Text -
= |[=# shape Effects - | 5?;::5 - &= Create Link
shape Styles I:j radArt Styles 1= | Text
:r‘?‘_e;._ Ereset * ENEEEE N a - - N
I:] - . Mo Shadow [=]
q— =]
[ ——— I:] Reflection » o“lﬂJ
e D G G
senmidt, g w
:"'-"'ESE |:. 3-D Rotation * I =

6. Click the desired option to select the shadow effect.

To choose a different shadow color for your shape, select Shadow Options from the

drop-down menu, then click the Color button.

Creating WordArt

In addition to adding effects to a text box, you can add effects to the Text inside the text
box, known as WordArt. Most of the effects you can add are the same as those you can
add to shapes or text boxes (shadow, bevel, etc.). However, you can also Transform the
Text to give it a wavy, slanted, or inflated look.

To apply a quick style to Text:

A quick style will automatically apply several effects to your Text at once. You can then
refine the look of your Text by adding or modifying text effects.

1. Select the text box, or select some text inside of the text box.

The Format tab will appear.
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2. Click the Format tab.

3. Click the Quick Styles command in the WordArt Styles group. A drop-
down menu will appear.

eeeeeee rAailings Rewiewr Wievr | Format

ayout Ref
) (SR [BS0 miinee [
ape ects Styles — == Create Link
...... e U YN
A /A A A A
A A A A A
FREE TU 4~ A & &
==

4. Select the desired style preset to apply the technique to your Text.

After applying a quick style, you can modify the font or font color from the Home tab if
you want.

To convert regular Text into WordArt:

For Text to be formatted as WordArt, it must be inside a text box. However, a shortcut
allows you to convert Text into WordArt even if it's not in a text box.

1. Select the Text you want to convert.

2. Click the Insert tab.

3. Click the WordArt command. The Quick Styles drop-down menu will
appear.
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4. Select the desired quick style.

Al | A= Zoonene s TToowmens
Text Quick |[WWordart| Drops - ) ~
Box — Parts — - Cap — rdhes] O bject | |
PN/ NN y-N
. A Y o
:\ v "
PN - N

5. Word will automatically create a text box for your Text and apply the style
to the Text.

2
Cityville High

—1
=

Some effects, such asshadows, can be added from the Text Effects menu in
the Home tab. When you add effects this way, it will not place the Text in a text box.

To add or modify text effects:

1. Select the text box, or select some text inside of the text box.
The Format tab will appear.

2. Click the Format tab.

3. Click the Text Effects command in the WordArt Styles group. A drop-
down menu will appear, showing the different effect categories.

[ e
View Format
w A - || Text Diredtion - [E@
& ~ | =] Align Text ~ —
Quick ] Position
Styles = & &= Create Link -
Wordart 5 a Teut

— | Text Effects

L Apply a visual effect to the text,
such as shadow, glow, reflection,
or 3-0 rotation.
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4. Hover over an effect category. A drop-down menu will appear. You can
hover the mouse over the presets to see a live preview.

as Roawri = Wi | Format
Shape Fill — & S - 11§ Test Direction — Eim Bring Formaara — =
Shape Owutline — Lo - == ~dign Text — Cia Send Backwward — Ig-]
ek Position Wrap
Shape Effects — styles ~ 2% — (—— Create Limke = Tart - e Selection Pane =
= | wwordsr: —w i Srrange
SN shadonas -
........... L T eeTeEeweeTT Teeesemp———
L, Reflection -
Ehonar - =
abcde abode abCde _bods
N Eewe -
=
B abcde Aabcde E=—p e
o \ - Rotaticn -
T
Transtorm - =c e S e e
P I e =7 @p Sy g

Y- - Al cre abocde abocde

= 1
| F ) | 7 i
! o | N | | abocde abcde abocde abode
— —

abcode | abode abcde ab<<de

N R Tarar Al cles

5. Select the desired effect preset. The effect will be applied to your Text.
you want, you can combine several effects.

Free Tutoring
Cityville High

Headers and footers

To insert a header or footer:

1. Select the Insert tab.

2. Click either the Header or Footer command. A drop-down menu will
appear.

3. From the drop-down menu, select Blank to insert a blank header or footer,
or choose one of the built-in options.
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A A—E 2% signature Lin

[ER Date & Time
Page Text Cuick Wordart Drop ~
Mumber ~ | Box~ Parts ~ - Cap Fhs] Object —

N

1Ty et elasers men sithe]

Ce

Transcend L
Title and date inside colored tiles

Transcend (Odd Page)

PMore Headers from Office.com

>
Edit Header

BRemowve Header

FRog

Save Selection to Header Gallerw...

4. The Design tab or Insert tab will appear on the Ribbon, and the header
or footer will appear in the document.

5. Type the desired information into the header or footer.

j : Title

o

6. When you're finished, click Close Header and Footer in the Design tab,
or hit the Esc key.

After you close the header or footer, it will remain visible but locked. To edit it again,
double-click anywhere on the header or footer, and it will become unlocked.

Adding page numbers

Word can automatically label each page with a page number and place it in

a header, footer, or side margin. You can add page numbers to an existing header or
footer or insert page numbers into a new one.
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To insert page numbers into a new header or footer:

1. From the Insert tab, click Page Number. A drop-down menu will appear.

2. Select the desired page number style, and it will appear in your document.

Plain Number 3

Page X
Accent Bar 1

[

Plain Mumber 3

HMumber with no formatting or
accents

Inserting and modifying tables

P T el wl 27 = -
== (= —+ A Bookmark = = —
Shapes Smartart Chart Screenshot Header Footer Fage Text Cruick  Words
- - | E Crass-reference | - - MNumber ~|| Box~ Parts = -
Simple =||®E Top of Page >
| Plain Mumber 1 [ EBottom of Page >
= @ Page Margins »>
! ] Current Position »
@ Format Page Mumbers...
Plain Mumber 2 & Remowve Page Mumbers

In Word, tables are useful for organizing and presenting data. You can create
a blank table, convert Text to a table, and apply various styles and formats to existing

tables.

To insert a blank table:

1. Place your insertion point in the document where you want the table to
appear.

2. Select the Insert tab.
3. Click the Table command.

4. Hover your mouse over the diagram squares to select the number
of columns and rows in the table. ™2

E==

tnsert [ PSS USTSGE

i
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5. Click your mouse, and the table appears in the document.

6. You can now place the insertion point anywhere in the table to add Text.

To add a column:

1. Place the insertion point in a column adjacent to where the new column
appears.

2. Right-click the mouse. A menu will appear.

Calibri (Body) - 11 - a
B 5 = 7 - A - s
™ Web | .—
525,560 513,745 1
513,470 527,800 ot Cut
517,555 =5,907 == Lop
6,789 £10,229 s, Paste Options:
S Insert Columns to the Left Insert [ 3
HH- Insert Columns to the Right Delete Cells...
E Insert R s Abowve Select »
E Insert Rows Below EEE split Cells...
5= Insert Cells... [ Borders and Shading...

3. Select Insert = Columns to the Left or Insert Columns to the Right. A
new column appears.

Salesperson Print ™ Weh
Jim M. 510,252 525,560 513,745
Beth W. 55,550 513,470 527,800
Luiz D 58,547 517,555 58,907
Alice 5. 513,578 56,789 510,239

To delete a row or column:

1. Select the row or column.

2. Right-click your mouse. A menu will appear.
I I
3. Select Delete Cells. ! 3% | cut
5= | Copy
=, Paste Options:

Insert L3

Drelete Cells...
S-e_j;}tt_ L3

Bl split Cells...
4. Select Delete entire row or Delete entire column, then click OK.
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_
Delete Cells | 2 [

@) shift cells left

() Shift cells up

) Delete entire row
%Dehzte entire column

ok || cance

To apply a table style:
1. Click anywhere on the table. The Design tab will appear on the Ribbon.
2. Select the Design tab and locate the Table Styles.

3. Click the More drop-down arrow to see all of the table styles.

[‘ﬁ_|_
yout References hailings Review View Design Layout

-

_—_ — — = —_—— — = —_—_— — = —_— e — = —_—— — = -

Yz pt

£ Pen Color =

Table Styles Draw Borde

'""%"'!"'.1"'4#"'2"'""”ﬁl'""4"""|§' More
# Choose a visual stylefﬂrthetable.

4. Hover the mouse over the various styles to see a live preview.

5. Select the desired style. The table style will appear in the document.

Salesperson

Jim M. 510,252 525,560 513,745
Beth W. 55,550 513,470 527,800
Luiz D 58,547 517,555 58,507
Alice 5. 513,578 56,789 510,239
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