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1.1: Introduction

Figure 1.1: photo via www.office.microsoft.com

Welcome to your personalized guide for Microsoft Word 2010! This manual is specifically
geared towards professors whose work lies in the humanities, and you can use it to optimize your
skills using the software.

As a professor in the humanities, a grasp of some of the more advanced components of Microsoft
Word will open doors for communication between your colleagues and students, and enrich your
work in both editing and publishing.

This manual is divided into four main sections: Basics, Editing, Publishing, and Graphics. Each
section goes over some the not-so-straightforward aspects of Microsoft Word 2010 that will
enhance your work as an academic.

Note: This manual provides explanations for
features of Microsoft Word 2010. If you use an
earlier version and are interested in updating your
software, most universities offer a software
update for a reduced price.


http://www.office.microsoft.com/
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1.2: Features of the Microsoft Word Ribbon

“The Ribbon” is the professional term for the Microsoft Word toolbar, and is a part of many
Microsoft programs, including Outlook, Excel, and PowerPoint. You can use the Ribbon to
access virtually every feature of Word.
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F 21 T | aaBbCd | AaBbC AaBbC: AaBbce AAD aazbee aamsce | A "
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TMormal | THNeSpaci.. Headingl Heading2 Title Subtitle Subtle Em... _

3¢ Replace
hange

Styles+ | g Select -
Styles Editing

A. The File tab provides options for basic administrative tasks involving your document,
such as saving, printing, and opening a new document.

B. The Home tab provides options to edit aspects of the basic formatting your document,
such as the font (type, size, color, etc.), text alignment, and creating bulleted or numbered
lists.

C. The Insert tab provides options to place visual enhancements in your document, such as
pictures, tables, and charts.

D. The Page Layout tab provides options for more advanced formatting of your document,
such as margins, page orientation (i.e. portrait/landscape), and size.

E. The References tab provides options for using various citations in your document, such
as footnotes, bibliographies, and captions.

F. The Mailings tab provides options for sending out your document, such as selecting
recipients and inserting a greeting line

G. The Review tab provides options for editing your document’s content, such as a Spelling
and Grammar check, a translator, and inserting comments in specific areas.

H. The View tab provides options for examining your document, such as a full screen view,
print previewing, and zooming in or out.
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2.1: Adding, Formatting, and Removing Page
Numbers

Page numbers are very useful for organization, returning to a certain part of your document
quickly, and communication about your document. You can use them in articles, books,
presentations, and more.

Inserting Page Numbers

1. Select the Insert tab.
2. Select the Page Number option. A list of options appears.
3. Select your preferred option. The page numbers appear in the place you have selected.

Wad9- 67 W Document2 - Microsoft Word
Home Insert Page Layout References Mailings Review View Th-
. . = is allows
B = A B2 [ 3 i Ll Q C =E 5 g D | [A = .
[ﬁr E\gk Page‘ ;m:l Flmle j\j S’-l_;‘ples Sma{r‘ &a! sn::;mt Hy;:rlcw)nk Euﬁrk [russ-r_e%reme Heaj;er Fcﬁr Fgge ﬁ Qﬂ( mﬁlﬁ yOU to Insert
Page~ Page Break - Art - - - - Number-|| Box~ Parts~ -

Pages Tables llustrations Links Header &F (8 [op of Page , page numbers
2| oo at the top or
8| Gureboction bottom of your
[#* Eormat Page Numbers...

S Bemee Pae umbers document.
Formatting Page Numbers
1. Select the Format Page Numbers option.
2. Enter your desired changes.
3. Select OK.
Here, you can select
) . from options such as
Page Number Format LB Arabic numerals or
Number format: | FHEAE M - | Roman numerals.

[7] Include chapter number

Chapter starts with style: |Heading 1

Use separator: - (hyphen)
les: -1, 1-A
e . Here, you can type what
R number at which to start
@ Continue from previous section .
© Startat = numbering your document
at.

Deleting Page Numbers

Repeat Steps 1-2 of Inserting Page Numbers.
1. Select the Remove Page Numbers option.
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2.2: Adding and Removing Line Numbers

Line numbers, like page numbers, are very useful for communication, returning to a certain part
of your document quickly, and communication about your document. Line numbers and page
numbers used together can be very helpful for things like editing (i.e. Line 27 on Page 8 says...)

Adding Line Numbers

1. Select the Page Layout tab.
2. Select the Line Numbers option.
3. Scroll through the options and select your preference.

@lH U|: T

Home Insert Page Layout References Mailings Review View

nCnIors - vy ',f:| Breaks ~ oy
A .
[&] Fonts - J =2 [ ) Uine Numbers =] j j The options for

Themes Margins Orientation Size Columns 1
. Effects~  « . - - |[V] mone numbering the
Themes Page Setup Continuous lines in your

document are

Restart Each Page .
listed here.

Restart Each Section

Suppress for Current Paragraph

Line Numbering COptions...

Your line numbers are inserted into your document.

1  Political development and economic development are often discussed simultaneously. Even

[

though one feeds into the other, it is important to remember that they are not the same thing.
3 Political development refers to the growth of government (democratic, fascist, socialist, or

4 otherwise), or the growth of the stateitself, which according to sociologist Max Weber is Max

Lh

Weber’s definition, “a human community that successfully claims the monopoly of the

6 legitimate use of physical force within a given termtory™ (“Politics as a Vocation,” 77)

Removing Line Numbers

1. Repeat Steps 1-2 of Adding Line Numbers.
2. Select None. This removes any line numbers you have in your document.
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2.3: Creating and Inserting Screenshots

Screenshots are useful for enhancing articles, tutorials, presentations, and more. You can create a
screenshot of your entire desktop or a partial screenshot of a specific window.

1. Open the window(s) you wish to capture on your desktop.

2. Press the PrintScreen/SysRq key (located in the upper right of your keyboard).
Windows copies your entire screen. Note that this key is sometimes abbreviated to
PrtScrn or PrtSc.

Here, the entire
screen was copied
to the clipboard.

If you wish to make a partial screenshot, press the Alt and the PrintScreen/SysRq keys
simultaneously. Windows makes a screenshot of only your active window (the window that
is in the foreground of your desktop).

Here, only the active
window in the foreground
was copied.

3. Open a new Microsoft Word document.
4. Press the Paste option on the ribbon at the top, or the Ctrl and V keys simultaneously.
Either method inserts the copied screenshot.

o PR S o The Paste
ome Insert Page Layout Reference s Vies : d Option iS
Catibei Ro)__= 111 v/ A* 7 | Aav | L Al | — ) M fn

located on the
far left of the
ribbon.

=
A E m

Clipboard 1 Font 5 Paragraph ¥ Styles 3| Editing
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2.4: Using the Spelling and Grammar Check

The Spelling and Grammar Check is a useful tool for avoiding misspelled words or grammatical
errors. Word identifies spelling errors with red lines under misspelled words and grammatical
errors with green lines. You can check the spelling and grammar of the entire document at once
Or as you write.

Checking the Spelling and Grammar of the Entire Document

Select the Review tab.

Select on the Spelling & Grammar icon.

Choose the appropriate correction from the suggestions that Word presents.
Select the Change button to apply the correction.

If you wish to ignore Word’s suggestions, select Ignore or Add to Dictionary.

ok~

Home Insert Page Layout References Mailings Review View

ABG ABC A = : =B, 2% Final -
o Y% F oDomtata 2
2
Language Track
= Changes =
Proofing Language Comments Tracking Changes

Wingardium Leviosa is a levitaton spell.

.
Spelling and Grammar: English (U5, B |
Mot in Dictionary;
Wingardium Leviosa is a levitaton spell. +| [ 1gnore once
Ignore All
Add to Dictionary
Suggestions:
<] [ change
levitator
levitating Change Al
levitations
Al AutoCorrect
Dictierary language: | English (U.5.) |z|
Check grammar
\

Selecting
Ignore Once
causes Word
to ignore the
misspelling for

Selecting Add to Dictionary
causes Word to ignore the

the rest of that misspelling for as long as the
particular software is installed on that
document. particular computer.
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Checking the Spelling and Grammar Word-by-Word

N

Select a word or phrase that Word has marked misspelled or grammatically incorrect.
Right-click your cursor.

Choose the appropriate correction from the suggestions that Word presents by selecting
it.

If you wish to ignore Word’s suggestions, select Ignore or Add to Dictionary.

B I UE¥-A-

Ievijéton spell.
lewvitation
levitator
levitating The only difference between the
levitations two versions of the Spelling and
lanore Grammar Check is the lack of a
Ignore Al Change button.

Add to Dictionary

AutoCorrect
Language

? Spelling...

Look Up

[, Paste Options:
AR

Additional Actions *

Note: the Spelling and Grammar Check
regularly misses typos, as it only picks up
on words that are not in the dictionary.
The Spelling and Grammar Check should
never be a substitute for personally
proofreading your document.
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2.5: Editing Margins

In Word 2010, your document automatically has one-inch margins. However, you change these
to another one of the pre-formatted margin settings Word provides or customize your own
margins.

Pre-Formatted Margins

1. Select the Page Layout tab.
2. Select the Margins option. A drop-down menu with pre-formatted options appears.

i

J =i u J L1 You can choose from a variety of
B CRla
[] & mem
O &% e
j You can implement your
oo preferred dimensions if
] =t i none of these options
appeal to you.

3. Select your preference. Word automatically applies your changes.
Customizing Your Margins

1. Follow Steps 1 and 2 of Pre-Formatted Margins.

2. Select the Customize Margins option at the bottom of the drop-down menu. A box
appears on your screen.

3. Fill in the opinions according to your preferences.

4. Select OK.

You can enter different

margin dimensions for each
edge of your document.

[=]

You can choose whether to
apply your customization to
your entire document, or
from the current page

Applyto: | Whole doaument [~

—— onward.

Set As Defaut Cancel
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2.6: Turning off the AutoFormat

There are many positive aspects of Microsoft Word’s AutoFormat features, which can format
bulleted lists, symbols, and more. However, you can to turn it off and customize your document
to your own personal preferences.

1. Select the File tab.

2. Select the Options choice from the tab. A box appears on your screen.
3. Select Proofing from the menu on the left-hand side of the box.

4. Select the AutoCorrect Options button from the options that appear.

5. Select the option you wish to customize.

CEAp —_ —

Times New Rom ~ 1 ABC]
\}L Change how Word corrects and formats your text.

e = -
J Format Painter B 7 U

) : Disply AutoCorrect: English (U.S) 12 [ You can p iC k
Slphosid, B ||l Proofing 1 ‘ N
AutoFormat Actions h h
save AutoCorect | MathAutoComect | AutoFormatAs YouType | whnic AUto F or mat
Language [¥] Show AutoCorrect Options buttons Categ 0 ry to
Advanced V] Correct TWo INitial CApitals @ -
T 7] Capitalize frstetter of sentences customize here.

V| Capitalize first letter of table cells
V| Capitalize names of days
V] Correct accidental usage of cAPS LOCK key

Quick Access Toolbar

Add-Ins

Trust Center [7] Replace text as you type
Replace: With: @ Plain text () Formatted text
-
() €
© ® ]
(tm) i
:( e

[¥] Automatically use suggestions from the spelling checker

=

e T

[ Hide spelling errors in this document only

T

Hide arammar errars in this document onby.

6. Click to select or clear the checkboxes beside the options that you want to enable or
disable. If you choose to clear them, you can then format these items based on your
preferences.

7. Select OK. This box disappears, and only the “Proofing” box remains.

8. Select OK on the “Proofing” box to confirm your preferences.
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2.7: Inserting and Deleting Comments

Word’s Comments feature is one of the most valuable for an academic setting. You can use it for
grading, collaborating with colleagues (especially when grading and/or collaboration are taking

place through email), and even writing notes to yourself.
Insert a Comment

Select the Review tab.
Select the text you would like to comment on.

o

Type your comment in the red box.

Mailings | Review | View

._; J U U ;2), 2% Finak: Show Markup - ifjf Ljf’ 4 Previous j j

= show Markup - 2} Next
New  Delete Previous Next Track X Accept Reject Compare Restrict
Comment  ~ Changes = [B] Reviewing Pane ~ - - - Editing
Comments Tracking Changes Compare Pratect
itical development and economic development are often discussed simullaneuusly,]_____4_,4—{(nmment [RG1]: Thisisz very good point.

gh one feeds into the other, it is important to remember that they are not the same

tical development refers to the growth of government (democratic. fascist. socialist. or

Delete a Comment

1. Right-click on the comment you wish to delete.
2. Select the Delete Comment option.

essay 1 - Microsoft Word — |-l -

w e a
w - » } 5 Final: Show Markup - Q/é Lo 3 Previous j By
= Z it
—; —; —; —; —-‘} [ show Markup = == == 9% Next
ew  Delete P Next Track Accept Reject Compare Restrict
iment  ~ Changes - [B] Reviewing Pane = - ~ - Editing
omments Tracking Changes Compare Protect
Galibrif~ 10 = A" 47 iF iE
BIUSY-A-3¥
[i§ and i D are often di imult 1y | Comment [RGL1]: Thisissveryeood point.
ne feeds into the other. it is important to remember that they are not the same
[, Paste Options:
development refers to the growth of government (democratic, fascist, socialist, or B
the growth of the stateitself, which according to sociologist Max Weber is Max &) Delete Comment
A F
ition, “a human community that successfully claims the monopoly of the =
of physical force within a given territory” (“Politics as a Vocation,” 77). = I
= [
elopment refers to the growth of the market - commercial production. Generally A 4
cope of the market stretches across multiple countries. is long-term. and is based

exchanges and capital buildup. Because these contexts are so broad, and vary

ling on place and time, it is difficult to pinpoint an exact relationship between the
Additional Actions *

10

Select the New Comment option. A red box appears on the right side of your document.

You can edit your
comment at any
time — simply
click here and
continue typing.

You can erase a
comment by
selecting the Delete
Comment option.
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2.8: Using Track Changes

Track Changes is a helpful tool for an academic setting. You can use it for collaborating with
colleagues or editing students’ papers.

Turning on Track Changes

1. Select the Review tab.
2. Select the Track Changes option. This turns the feature on.

Review [ View A You can either click the Track
R R IIE S s S Changes option or select the drop-
Chamges® ] Reviwing Pane - down menu and select the Track
ments |3 Track changes = Changes option there.

Change Tracking Options...

Change User Name...

After you have turned on Track Changes, Word records any changes you make to the document.
These changes are be visible to anyone who sees the document.

Political development and economic development are often discussed simultaneously. Even
though one feedsinto the other, it is important to remember that they are not the same thing.
Political development refers to the growth of government (democratic fascist socialist or
otherwise), or the growth of the stateitself, which according to sociologist Max Weber is Max
Weber's definition, “a human community that successfully claims the monopoly of the
legitimate use of physical force within a given territory™ (“Politics as a Vocation,”™ 77).

Figure 2.1: Unedited text.

You can see how

Political development and economic development are often discussed simultaneously. Even

though one influences feedsinte-the other, itis important to remember that they are not the same Word tracked where
thing. Political development refers to the growth of government (democratic, fascist, socialist. or some words were
otherwise), or the growth of the stateitself, which according to sociologist Max Weber is Masx Changed and others

“—ebeH—elreﬁﬂmeﬂ—a human con?mfm.ity Ithat suctl:essfg.ll{ clajirlns the mt'mopfjly Sfthe . were eliminated, as
legitimate use of phvsical force within a given temitory™ (“Politics as a Vocation,” 77). Itis also .
important to note that the use of “state™ in this context does not follow the same definition as the well as_grammatlcal
word “state” in relation toa U.S. state. corrections.

Figure 2.2: Text edited with Track Changes on.

Turning off Track Changes

1. Select the Review tab.
2. Select the Track Changes option. If the feature is on, this turns it off.

11
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2.9: Accepting or Rejecting Track Changes and

Comments

If you receive a document with comments or tracked changes, you can choose to either accept
these changes or apply them to your document, or you can reject them and retain your original

content.
Accepting Track Changes and Comments

1. Select the Review tab.
2. Select the tracked change or comment you wish to accept.

3. Select the Accept option. If you accept a tracked change, it is fully applied to your
document. If you accept a comment, it remains in your document so you can delete it

when you are ready (see 2.7).

Review View

J U L-ia _;;2?, 2% Final: Show Markup - g i/? ::;::;ious _j

2 Show Markup +
s s iewi Accept | Reject Compare
Changes = E Reviewing Pane ~ = L L

mments Tracking ¥ Accept and Maove to Next

A

Accept All Changes in Document

Rejecting Track Changes and Comments

1. Select the Review tab.
2. Select the tracked change or comment you wish to reject.

Here, the comments
feature is being used, so
the acceptance options
involving tracked
changes are not
available.

3. Select the Reject option. The tracked change or comment disappears.

Review WView

= 9% Final: Show Markup e >, ' 3 Previous =j
@ \ ?’ ; ;
4 4 4 __}’ A ||Z 23 Next E

= show Markup ~
Track Accept | Reject Compare

Changes ~ E Reviewing Pane -
nments Tracking &F Rejectand Move to Next

Q} Reject Change

Reject All Changes in Document

12

Here, the Track
Changes feature is
being used, so you
have two options to
reject the specific
change.
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2.10: Using, Formatting, and Removing Styles

Styles are formatting characteristics that you can apply to text, titles, and headings in your
document. You can use one of the pre-formatted options Word provides or customize your own.

Using Styles

1. Select the Home tab.
Select the text you wish to style.

3. Inthe Styles box, select the style you would like to use. For additional styles, select the
down arrow on the right-hand side of the Styles box.

AzBbCel | AzBbC AaBbC: AaBbce AAB asssce samsca A Word has several
; . ; ] . ch )
T Maormal T Mo Spaci.. Heading1 Heading 2 Title Subtitle Subtle Em... Sty?:sgve dlﬁ:erent Style
L daBbCcl AaBbCci AaBbCel A4aBbCel A4aBbCei AABBCC AABBCC options you can

Emphasis  Intense E... strong Quote Intense Q... Subtle Ref.. Intense R.. Choose from,

AABBCC AaBbCel

Book Title T List Para...

Save Selection as a New Quick Style...
LClear Formatting

Apply Styles...

& &

Formatting Styles

1. Select the Change Styles option. A drop-down menu appears.

2. Scroll through the options and select your preferences. You can make changes to colors,
fonts, and more.

% &4 Find -
4aBbCel
RIS, 24 Replace

cobte o g ] You can edit the color,
w7 |styles+|| by Select ~ font, spacing, and more

M Style Set S — of the style you have
E coors iz chosen.
Fonts > B

—g FParagraph Spacing »

Set as Default

Removing Styles

1. Select the styled text you want to remove.

2. Select the Normal option from the Styles Ribbon. Your text switches back to your
default font and font size.

13
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2.11: Using the AutoSave

We’ve all been there — our computer crashes, we accidentally exit out of a document without
saving it, or another unplanned disaster causes us to lose our work. You can customize your
Word settings to automatically save your document to avoid such circumstances.

el

Confirm that the document you are working on is already saved on your computer.
Select the File tab.
Select the Options choice from the tab. A box appears on your screen.
Select the Save option from the menu on the left-hand side of the box.

Ward Optians

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

H Customize how documents are saved.

Save documents

[=]

Save files in this format: | Word Document (~.doc)

Save AutoRecover information every |10 minutes
Keep the last autosaved version if I close without saving
AutoRecover file location: | C\Users\Robin Garabedian\AppData\Roaming'\Microsoft\Word\

Default file location: C\Users\Robin Garabedian\Documents,

Offiine editing options for document management server files

Save checked-out files to:
() The server drafts location on this computer
@ The Office Document Cache
Server drafts location: | C\Users\Robin Garabedian\Documents\SharePoint Drafts),

[x]

Preserve fidelity when sharing this document: | #] Documentt

[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

Do not embed common system fonts

=)
Here, you can enter
how often you want
Word to
automatically save
your work. You also
choose where on

your hard drive to
save your work, and
I what type of file.

5. Edit the options according to your preferences.
6. Select OK.

Note: It is still a good idea to back up your files in another
place, whether on an external drive or on the Internet.
Extreme accidents do happen, and it is best to be prepared.

14
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3.1: Adding and Deleting Watermarks

Watermarks are useful for identifying certain documents. You can use watermarks to classify a
document as a memo, a draft, and more.

Adding a Watermark

1. Select the Page Layout tab of the Microsoft Word Ribbon.
2. Select the Watermark option.

The Watermark
Wd9-0s cover letter draft.c g g
option is located
Moo T RO [ S A B0 near the center.
2l [ pores - = £ Line Numbers * =
Themes Margins Otientation  Size  Columns Watermark Page  Page
- E\‘fe:ts' - - - - b Hyphenation ~ - Color ~ Borders

Themes Page Setup Page Background

3. Scroll through the available options and select your preference. The watermark appears

on your document.
4. If you wish, you can edit your watermark by selecting the Custom Watermark option.

Printed Watermark @éj

i — —

() Mo watermark

() Picture watermark

Washout

i You can edit the format of the
Language: |Engiish (U.5.) [~] text of your watermark, or you
Text: asap [~] can use a picture watermark.
Font: Calibri E|

Size: Auto E|

Color: IZ| Semitransparent

Layout: (@ Diagonal ) Horizontal

(e ][ ) [one

5

Deleting a Watermark

1. Place your mouse tab on the page with the watermark you wish to remove.
2. Repeat Steps 1-2 of Adding a Watermark.
3. Select the Delete Watermark option.

15
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3.2: Adding and Deleting a Cover Page

You can use a cover page to provide some basic information about your document. Word offers
approximately twenty cover page templates that you can choose for your document.

Adding a Cover Page

1. Select the Insert tab from the Ribbon.
2. Choose the first option on the left, Cover Page.
3. Scroll through the templates Word offers.

s v

Home Insert Page Layout References Mailings

™ = El@ L'_f‘. 3 J m i
] 5 | | Gal g W 4= 0
Cover | Blank Page Table Picture Clip Shapes SmartArt Chart Scre
Page~| Page Break > Art v
= === | I T [

Austin Conservative Contrast

— 113
'g},%
e | |8 ] %
m= R | ST Word offers approximately

twenty cover page templates
that you can choose from.

|

Cubicles Exposure

[Type the

e e

Mad Matian Maweenri nt

g More Cover Pages from Office.com 4

»
|£x Remove Current Cover Page

4. Select your preference.
5. Fill in the information to suit your document.

Deleting a Cover Page

1. Follow steps 1-2 of Adding a Cover Page.
2. Select the Remove Current Cover Page option.

Note: You are in no way restricted to the
templates Word offers, and can always to design
your own cover page tailored to your specific
preferences.

16
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3.3: Inserting and Deleting Page Borders

Page borders are typically optional. However, you can still use them to add a decorative flair to

your document if you wish.
Inserting a Page Border

1. Select the Page Layout tab.

2. Select the Page Borders option near the center.

Page Layout References Mailings Review View
Lya Ij = Breaks ~ ] @ IJ]
= #31 Line Mumbers -
Orientation Size  Columns Watermark Page Page

- -

> be~ Hyphenation ~ .

Page Setup

Color = Borders
Page Background

A box with multiple border options appears on your screen.

-
" e ————— i)
1 Borders and Shading uﬂ\
Page Border | Shading
Setting: Style: Preview
I [ Click on dizgram below or use
Hone |_E | buttons to apply borders
el | E—
|:| Shadow [
D Color
e Automatic |Z|
width:
é Custom Y2 pt
" n Apply to:
Art: Whole document IZ|
Onfisne |,
Horizontal Line. .. 0K ] [ Cancel ]
N—

!,F,ﬁ.ﬁ.;.!‘a
b £ £ i

3. Select your preference and click OK.

Page Borders is
under the Page
Background option.

You can edit the style, color,
and width of a more
traditional border.

You can also choose an
Art border from a
selection of pre-
designed more creative
options.

Note: If you select an Art border, it is be placed
outside the automatic page margins. To ensure that
your border appears on a printed page, change the

measurements of the bottom margin (see 2.5)
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3.4: Inserting and Deleting Footnotes

When you insert footnotes in Word 2010, your document is automatically re-formatted. You can
use footnotes for extended, more detailed comments or explanations.

Insert a Footnote

1. Select the text you wish to cite with a footnote.

2. Select the References tab on the Ribbon.

3. Select the Insert Footnote option. Word jumps down to the bottom of the page.

4. Type the appropriate citation.

The Insert
Pagelayout | References | Mailings  Review  View Footnote Option is
ryInsert Endnote == 3 Manage Sources G DneertTan s [ nsertingex = g IRsert Table of Autharities
AB Next Foatnote ~ = [ R J+ e tO the |Eft.
Insert Insert Insert Mark Mark
Footnote | Show Notes Citation - {1 Bibliography - Caption ] Cross-reference Entry Citation
Footnotes Citations & Bibliography Captions Index Table of Authorities
Seymour Lipset writes in “Some Social Requisites of Democracy: Economic
Development and Political Legitimacy™ ! that economic development is a “principal complex
characteristic” (71) of democracy — which is one possible outcome of political development. In
his opinion, there is a positive correlation between economic development and democracy —
economic development increases thelikelihood that a democratic state will form. Furthermore,
economic development increases the stability of said democratic state once it has emerged.
Several case studies support his theories, including the United States (though it is a bit of an
anomaly, as democracy emerged before economic development) and England. Lipset’s theories Your footnote goes at
the bottom of the
1 This is & citation
page.

Delete a Footnote

1. Select the note reference mark of the footnote you wish to delete.
2. Press the Delete button on your keyboard. Word automatically reorders your footnotes if
necessary.

Note: it is important to not simply use the
Backspace key when deleting a footnote. If
you do this, the line Word places underneath
your footnotes remains in your document.
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4.1: Inserting and Deleting Tables

Tables are an efficient way to display information in a concise and simple manner. You can use
tables for presentations, tutorials, articles, and more.

Inserting a Table

Select the Insert tab.

Select the Table option. A drop-down menu appears.

Scroll through the menu to create a table with your preferred dimensions.

When you have your dimensions, click your cursor. Your table appears. Each individual
box is called a “cell.”

5. To edit each individual cell, click on the one you wish to edit. You can now fill it
according to your preferences.

el A

Insert | Pagelayout  References

| (el B8 @ X This inserts a 4x3 table

T T G e into your document, but
o i you can make it smaller

oooooo i

e e

I rougn the drop-down

5 menu.

5

o o

[ InsertTable...

:T Draw Table

[(E Excel Spreadsheet

[ Quick Tables

You can insert more

PrED-A b9 rows or columns here.
There are also options to
Eﬂ -~ | | | delete and format rows or
e el S0l (7L vl A ITEAL;
N s e

[0 Borders and shading. Insrt Cells.

Deleting a Table

1. Select the entire table.
2. Press the Backspace key on your keyboard. You can also use this option if you only wish
to delete certain parts of your table.

19



Microsoft Word 2010: A User’s Manual for Professors in the Humanities

4.2: Inserting, Editing, and Deleting Charts

Charts are excellent for conveying information in a concise and efficient manner. You can use
charts for many different things, such as presentations, lectures, and tutorials.

Inserting a Chart

1. Select the Insert tab.
2. Select the Chart option. A box appears on your screen.

Insert Chart =) q
T — You can pick what type of chart to
e | o] 42 il o8] 83 39 use from the various options Word
] 8] 98 |3 JuA] 1AL offers.
03] ] o] 8] )
o m kI I ] ] )
o ¥ a | v A el lom -

3. Select the type of chart you want to insert into your document.
4. Select OK. Your screen splits, and the chart appears on the left in a Word document,
while a Microsoft Excel spreadsheet with the chart’s dimensions appears in another.

You can edit the
] | I — 5| studying exact dimensions of
sales | | T B —— your chart in the
ol o Excel spreadsheet
S o your computer
provides. Your

5 4th Qtr

H Studying

ul
~ o

- 2 To resize chart data range, drag lower right corner of range. Changes

o I automatically appear
| = in your Word
B document.

Editing a Chart

1. Enter your preferences in the Excel spreadsheet on the right half of the screen. You can
change the chart dimensions, the names of certain sections, and more. Your changes
automatically appear in your Word document.

2. Make the changes in the actual Word document when editing the title.

Deleting a Chart

1. Select the chart you wish to delete.
2. Press the Delete key on your keyboard.
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4.3: Inserting and Deleting Clip Art

The term “Clip Art” refers to the pre-made images Word has stored that you can use to illustrate
your document. You can browse through many different options, or search for a specific image.

1. Select the Insert tab.
2. Select the Clip Art option. A search box appears on the right side of your screen.

Clip Art v X
Search for:
books =l Type your search terms
Ea
Results should be: here.
All media file types B

[¥] Include Office.com content
Provided by: iStockphoto

Your search results appear
here. Scroll through and pick
which image(s) you would
like to use for your
document.

Q Find more at Office.com
@ Hints for finding images

SEEz= 100% (o) 0 o)

3. Type your search terms in the entry field labeled Search for. Your search results appear
below.

4. Scroll through and select the image that you would like to use in your document.

Deleting Clip Art

1. Select on the Clip Art image you would like to delete.
2. Press the Delete key on your keyboard.
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4.4: Inserting and Deleting Images Saved on
Your Computer

You can insert your own images into a Word document to complement a set of directions, a
presentation, or anything similar. You can insert any images saved on your computer into your
document.

Inserting an Image Saved on Your Computer

1. Select the Insert tab.
2. Select the Picture option. Your documents box appears.

Insert Page Layout References Mailings Review The Picture option is almost
] j Bl ) Y Gla ] directly beneath the Insert
| HE T A= e @ tab.
e Table Picture Clip Shapes SmartArt Chart Screenshot
1k - Art - -
Tables Illustrations

3. Browse through your folders until you find the picture you wish to insert.
4. Select the Insert option. Word inserts the selected image into your document.

" - ——
(W] Insert Picture e [
L [0 « Pictures » MyPictures » screenshots for 380 v [ 49 |I[ search screenshots for 320 )
= - —
Organize v New folder =~y 0 @
@] Microsoft Word —  Pictures library s =
- Armangeby: Folder - -
sceenshot o= You can insert an Image that
{ Favorites - -
B Desktop ‘ is saved almost anywhere on
& Downloads - o LI 3
% Recent Places > g your CompUter'
© =
B Librarics charts2 chirts lipait comments
9 Documents e
o Music F] .
[&5] Pictures i -
B2 Videos L]
« Homegroup - e dletecommenti  ddewng  deemg, . B
File name: | v [AlPictures >
Tools + Cancel |
—

Deleting an Image

1. Select the image you wish to delete.
2. Press the Delete key on your keyboard.

Note: Word is not an ideal software program for
extensive image editing. You can use another
computer program, such as Paint or Photoshop, to edit
your image before inserting it into your document.
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4.5: Inserting, Citing, and Deleting Images Found

Online

In some cases, Clip Art and the images you already have on your computer may not have just
what you are looking for. In these scenarios, you can insert images you have found online to
enhance your tutorials, presentations, and more.

Inserting an Image Found Online

Select the Insert tab.

arowpneE

Citing an Image Found Online

Save the image found online to your desktop.

Select the Picture option. Your documents box appears.
Browse through your documents until you find the picture you wish to insert.
Select the Insert option. Word inserts the selected image into your document.

1. Right-click on the image you wish to cite.
2. Select the Insert Caption option.

CHERE® &

Cut
Copy
Paste Options:

E]

Save as Picture...

Change Picture...

Hyperlink...

Insert Caption...
Wrap Text

Size and Position...

Format Picture...

3. Type in your caption or citation.

Deleting an Image Found Online

1. Select on the image you wish to delete.
2. Press the Delete key on your keyboard.
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You can find the
Insert Caption
option by right-
clicking on the
image you wish to
insert a caption or
citation for.



