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Printing Documents in Word 2010

* Printing Documents
e Step 1 - Open the document—> click the File tab—> Print option
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e Step 2 - you can set various other printing options available.
Select from among the following options
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Set Watermark in Word 2010

e Set Standard Watermark
 Step 1- Open a word document in which you want to add a
watermark.
» Step 2 - Click the Page Layout tab—>click the Watermark button
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e Step 3 —clicking confidential watermark
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Set Custom Watermark

* Step 1-Open a Word document in which you want to add a
watermark.

» Step 2 - Click the Page Layout tab—> click the Watermark button
—.At the bottom, you will find the Custom Watermark option
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* Step 3 - Click over the Custom Watermark option—>display
the Printed Watermark dialog box
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« Step 4 - type your text in the Text box—> Printed
Watermark DUPLICATE - click the OK button
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Remove Watermark

 Step 1- Open a Word document the watermark of which needs to be deleted
» Step 2 - Click the Page Layout tab > Watermark button=> Remove Watermark

e Step 3 - Click Remove Watermark
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Find and Replace operation in Word 2010

* Find Command
e Step1l- —rand() and press Enter
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On the Insert tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footers, lists,
cover pages, and other document building biocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document lnnl:.l

You can easily change the formatting of selected text in the document text by choosing a
lock for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other contrals on the Home tab. Most controls offer a choice of
using the look from the current theme or using a format that you specify directly.

To change the overall look of your document, choose new Theme elements on the Page
Layout tab. To change the looks available in the Quick Style gallery, use the Change Current |
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the loock of your document to the original
contained inyour current template.
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Step 2 - Click the Find option in the Editing group

Find option
Editing button
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look of your document. You can use these galleries to insert tables, hea lists,

On the Insert tab, the galleries include items that are designed to conrdli » overall
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cover pages, and other document building blocks. When you create pic
e diagrams, they also coordinate with your current document Ionl:.l

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
] text directly by using the other controls on the Home tab. Most controls offer a cheoice of

i using the lock from the current theme or using a format that you specify directly.

t To change the overall leok of your document, choose new Theme elements on the Page
il Layout tab. To change the looks available in the Quick Style gallery, use the Change Current |
i Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
" commands so that you can always restore the look of your document to the eriginal
contained inyour current template.
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Step 3 - Enter a word search in the Search box

Search box Clear Button Close button Searchedword
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* Step 4 - Click the clear button (X) to clear the search and results
e Step 5 - Click the option button to display the options
» Step 6 — click the close button (X).
Options Option Button
BT e ERE - T T Documenl - Wicrosoft Word g o = |
_ & AT gt #o¥ Lo Bl rremcey Rp=brgi Fofurds Wi Add-dm e E
Rl L T E AR P A S -l | mapbcenc| asmbcene AaBbC . ‘A B
P‘:ﬂ:h- ” B I - s = Rt A ;'!‘. - - __‘ Bl T Tdipreal !'l-rmtp_-.u. Heagingl o -\';':;.l“r:g_r Ed-'ll'l"-ﬂ
g 4 ] Paragrigh 5 iyie {
P rgateon F_w,l]- I8 AP = 3% TCRCECE, KICICN UMK RSO O N KRR, O DSy RO O TR
P ——— * “look of your document. You can use these galleries to insert tables, headers, footers, ﬂ
P :H':Dm cover pages. and other document bullding Blocks. When you ereate pictures. charts, »
HAC B Asesnesd Find diagrams, they also coordinate with your current documaent look]

. !: E‘:’T:" : You can easily change the formatting of selected text in the document text by choosie .
BT 2 lock for the welected text from the Quick Styles gallery on the Home talk, Yow can alig ™
I B Goption 3 tuxt directhy by using the other controds on the Home tab. Most controls offer a cholc
Lo tante using the lock from the current theme or wing a format that you specify directly.
{ T Lasations ,: To change the overall lock of your docwement, choote new Theme elements on the Pa
:’ ;“'“E“L"-‘“""‘“*“ & Layout tab. To change the locks available in the Quick Style gallery, use the Change C
erETE M .

-

'k
I«

Imiuljmmlcj Engaah ALS] | Bnaert |

COuiick: Style Set commmand. Both the Themes gallery and the Ouick Styles gallery priovis
cormrmanst o that you can always restore ithe lock of yeur document to the original
contained Inyowr current termplate.

ey

_— e

e 1% [ =




Find & Replace Operation

e Step 1 - Click the Replace option in the Editing group
* Step 2 - Find and Replace dialog box

Replace Option

\

Editing Button
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look of your document. You can use these galleries to insert tables, header:
d cover pages, and other document buillding blocks. When you create ploture
diagrams. they also coordinate with your current document I-n-n-l-:.l
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You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
|« text directly by using the other contreols on the Home tab. Most controls offer a choice of

- using the look from the current theme or using a formmat that you specify directly.

Edhitirng

To change the overall look of your document, choose new Theme elements on the Page
Layowut tab. To change the loocks available in the Quick Style gallery, use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset
commands so that you can always restore the lock of your document to the original
contained inyour current template.
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Step 3 - Type a word want to search, Find and Replace
Step 4- Click the Replace button available on the Find and Replace
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Check spelling and grammar in Word 2010

Spelling Button
‘ Spelling Mistake Review tab
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owerall look of your document. You can use these galleries to insert tables, headers, footers,
lists, cover pages, and dddocument building blocks. When you create pictures, charts, or
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Step 2 - A Spelling and Grammar dialog box will appear and will

display the wrong spellings or errors in grammar.

Spelling Mistake
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Step 3 — Select click the Change option
Step 4 - finally Click OK

TG 950 s Uoor e = Voo Word ==

“ Home Ingent Fage Layoul Refedences Malings Review View Add-Ins (=] e
VEs m=%[s % @2
pr” |
Smllmgﬁ: h"'i'-hl'ilr New “thﬂ‘ b.r.u:nt Compare Protect Stan
Grammar l.‘i:.i Comment =d ‘J‘ - - Inking
Praafing Commenti Changes Compare Ink

I-__h O O ="."".'". "';"-"'." ey 8 ',"'.' }"‘".".""!,‘T"f"! 'F".'_.‘_-T'.' ',"."I_T'."'.T‘.'"."'."::'j"'.,":'ii"."","'!‘ﬁ".' I T :","m
)

2

-

T T (3 T T
"J L{I ey a r:n.- R HH AT I-l‘H.l LA Lot L \.UF LR =LY Mui UL =4} 11: Vi
|
l
:l

-} lam going to the school. You can msllv :harlg nrmatﬁng nf selected inthe

decument text by ch Mncmsnﬂ: w;,rd " L gallery on the
| e S —
| Home tab. Youcana

he Home tab.
! Meost controls offer
= you specify directly.

@ The i . e, | B3 format that

. Tochange the overal| o ] | Heb ] |on the Page
Layout tab. To chang TTEOTE TIT e CIOTC K SOyTe g ar semeChange Current
Quick 5tyle Set command. Both the Themes gallery and the Quick Bwles gallery provide reset
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contained inyour current template.

0]
W O = 4

') i : "
Pagelofl | Words:190 | (5 Engiiinus) | lnsen !"Enl:a:.ll 110% (=} {1 {*), .




