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" WORD 2010 - Intermediate

e Customize the Quick Access Toolbar

e Set the Default font

1. If your document already contains text that is formatted with the properties that you want to use, select that text.
If you are starting from a blank document, go to step 2.
2. On the Home tab, click the Font Dialog Box Launcher, and then click the Font tab.
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3. Select the options that you want to apply to the default font, such as font style and font size. If you selected text in

step 1, the properties of the selected text are set in the dialog box.

4. Click Default, and then click Yes.

Quick Parts — save text that is reusable
Creating Columns

¢ Page Numbers, Headers and Footers

e Setting up page numbering in Word sections

e Styles
* How to turn off the the Mini Toolbar Auto-Appear
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Step 1
* Click the File ribbon and then Click Options.
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http://office.microsoft.com/en-us/word-help/customize-the-quick-access-toolbar-HA010362102.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/change-or-set-the-default-font-HP010368862.aspx?CTT=1
http://www.youtube.com/watch?v=ojGSeOQXhAY
http://office.microsoft.com/en-us/word-help/create-newsletter-columns-HA101857734.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/overview-RZ102561851.aspx?CTT=1&section=1
http://www.techrepublic.com/blog/10things/title/1827
http://office.microsoft.com/en-us/word-help/format-your-document-with-styles-RZ010356279.aspx
http://www.groovypost.com/howto/author/groovycrew/
http://www.groovypost.com/microsoft/

Step 2

* In the options window, Click the General tab and then Uncheck the Show Mini Toolbar
on selection box. Click OK to save changes and exit.
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* Tables

More in-depth on using Tables
e Charts

¢ Track Changes

* Creating forms
* Creating Fillable Forms in Word 2010
e Saving a Word document as a template

e Hyperlinks

e Mail Merge
e Bookmarks

¢ Saving documents
* Equations

=

*  Where to get help (upper right hand corner) ﬁ

TECH TIP OF THE DAY: “The Power of Right Click”
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http://office.microsoft.com/en-us/word-help/quick-start-add-a-chart-to-your-document-HA010379388.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/show-or-hide-comments-or-tracked-changes-HA101838880.aspx?CTT=1
http://www.youtube.com/watch?v=RfuFYzhga6s
http://the20.ciu20.org/resources/technology/Creating-Fillable-Forms-in-Word-2010.pdf
http://office.microsoft.com/en-us/word-help/save-a-word-document-as-a-template-HA101868862.aspx?CTT=1#_Toc278287929
http://office.microsoft.com/en-us/word-help/create-format-or-delete-a-hyperlink-HA102011388.aspx?CTT=1
http://www.gcflearnfree.org/word2010/24
http://blogs.office.com/b/microsoft-word/archive/2010/10/01/add-a-bookmark.aspx
http://office.microsoft.com/en-us/word-help/about-saving-documents-HP005241934.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/write-insert-or-change-an-equation-HA010370572.aspx?CTT=1
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