Intermediate Word Objectives
In this lesson, you will learn how to:
. Open a new document from template.
. Edit Building blocks in a template.
. Add content to customize a template.

1

2

3

4. Apply a Theme to a document.

5. Save a document as a Template.

6. Use a blog template to post to a blog.
7

. Use blog tools with a document created
from a blog template.

Word 2010: Business Documents
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Lesson 2: Open for Business

1. Readings
Read Lesson 2 in the Intermediate
Word guide, page 41-68.

Project
A customized FAX template and a Blog
Post.

Downloads
Charlotte FAX.docx

Graphic files used in the lesson:
HamburgFestival1,HamburgFestival2,
HamburgFestival3, HamburgFestival4,
HamburgFestival5, 1Logo, Farm

2. Practice
Do the Practice Activity on page 68.

3. Assessment
Review the Test questions, page 68.
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This lesson shows the Page Layout and Blog Post Ribbons.
1. Page Layout-> Themes

2. Page Layout-> Themes-> Theme Colors

3. Blog Post-> Publish

4. Blog Post-> Manage Accounts
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Open for Business

When you open a new business there are a million things you need to setup. When the Computer
Mama opened the office, she got 15 computers, 15 monitors, 15 keyboards, mice and 15
chairs...but no tables. OK, where is the business-in-a-box so a newbie can figure out what's

needed?

Microsoft Office Templates

Microsoft Office 2010 has a rich library of business templates that make it easy to gather all of the
documents you need for work. A template is a business document that is already formatted with a
lot of options. This lesson will demonstrate how to find business templates. And how to customize
the template with your own content. So, Start the Program Microsoft Word.
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What do you see, from the top of the
screen? Is there a Title Bar that says
Microsoft Word? Yes.

Is there a Home Ribbon with the
Clipboard, Font and Paragraph
Groups? Yes.

If your screen looks similar to the
example on this page, then you are
ready to get started.
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New Document
A Template can be a document,
spreadsheet or presentation that

includes formatting, layout and design.

A template gives you a place to start,
instead of beginning with a blank
page. Microsoft Office offers many,
many templates that you can use.

1. Try This: Open A New Document
Go to File->New.

2. What Do You See? Microsoft Word
displays a Blank Page. The name,
"Blank" is misleading. A plain piece of
paper in Word is actually loaded with
built in Quick Parts and formatting.

Please close this document and keep
going...

File ->New ->Blank Document
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Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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@ File ->New ->Sample Templates

New Templates L
3. Try This, Too: Open a Template a : Arsilable Templotes
Go to File ->New. o oo ¢ ¢ O Home * Sample templates
Select Samples Templates. o ome -
Choose the Meridian Fax template. o [ =] —
4. What Do You See, Now? The _
samples templates include letters, fax e S R r—
cover sheets, resumes, reports and B ' - o
sample Mail Merge documents. -
; —
There are additional templates online i —
including many designs for brochures, 3
calendars and newsletters. Most of the g r——

online templates are free.

Keep going... uil g J =

Memo to Self: When you open a new Sample My templates  New from
template, you make a copy of the file, templates existing
just like the Blank Document you open

each time you start Word, you need to 1 = 1
save your changes. |

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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@ File ->New ->Sample Templates -> Meridian FAX
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Edlt the Fax Template n ene TONY ..,.."1, R [ ' '1 qr e
\ TwlmMIBec- 515 * A 2" A ¥ E-E-T 28§ AGBhCD | AsBbD | Aol AGBLCD  AaBaCeD: , TR
What Do You See? Atthe topofthe . """ "1 0 L L T T o — e e

FAX template is a form field that
invites you to type the Company , [ R : ; 3 : : s e
Name. The Company Name is a
Building Block!

5. Try it: Edit the Company Name
Click on the field that says: Type the [TYPE THE SENDER COMPANY NAME]

[Type the sender company oddrest]
Sender Company Name.
Type: Charlotte's Web Site.

[Pick the date) FA x
Look Again: If you added Charlotte's
Web Site to the AutoText in the earlier

lessons, then the AutoText will be : o 5
displayed above your cursor. To: (Type the recipient name)

Phone:

lCharIotte‘s Web Site (Press ENTER to Insert]]
Com i1

" “Charlotte| |
[Type the sender company address]

Fax: [Ty

=

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a template to a document
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Two Insert ->lllustrations ->Picture
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Before You Begin: Please place your -4 »
cursor in the top left corner of the FAX, PR ———— =30
above the little Date Picker. (8 Macreson wond q Pictures library
-] o Favortes
6. Try It: Insert a Picture 2 i h ﬁ -
. + Dexurments
Go to Insert-> lllustrations. & Mk =] ‘
Click on Picture and Browse for any e T T — i
. . ‘
sample picture in your folders. T
| | e o588 ¢
You can select your picture and resize & o5y Worbwgenal W
it if you wish. e e T
- - CEmH e e e empan o
Compony Nome: Type . "
Fax: [Trpe ™e recipnt ] Vi FAX
L,

Tac [Tyae the recipiont nama]
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Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.3. Apply a template to a document.
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Page Layout ->Themes

ICR" IR
Choose a Theme - Sania
The next pages will show several options :... Gk | B
on the Page Layout Ribbon. Each of these ..~ =~ =~
options can help customize the sample id_l
templates so that they represent your e
company's logo, color and slogans. —

Before You Begin: Open a Template

Go to File->New ->Sample Templates.
The example in this lesson continues with Y

the Meridian Fax template. e Snay gt dusians

Charlotte’s Web Site
[Type the sender company address]

1. Try It: Change the Theme

Go to Page Layout ->Themes.
Choose one of the Built-In Themes.

FAX

I 11/8/2010

2. What Do You See? The Theme formats
the text, paragraphs and page layout.

Yo: [Type the recipient name]

Keep going...

Phona: (Tuna n.:.-nbu-n mhana nombarl

wes S 2O WI3I W 10N -

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply Themes
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@ Page Layout ->Themes -> Theme Colors

[CHE R s
Enhance the Theme T N e e S R
Look again at the Theme options. You _;] o B e I SR T :
. - B BEEREE Cutost f“" o et . Cotre Besten B Npe ¢ T 12 om - 2, Sewetan Fane
can choose a different color palette. e @ WO e ? o Sergreuns [ 4 -
Y » amssss o [' - f"i' gy oy Lt .
1. Try It: Change the Theme Color el
Go to Page Layout ->Themes. |
Go to Theme Colors. R
B uEEEEE .
2. What Do You See? The Live B e
Preview will show you how your SoRummme o
document will look. Each template that -~ = ssssss Charlotte's Web Site
you customize should include your e S e
company name, address and logo. o
| ms:man
~ B SEREET -
Keep going...

11/8/2010
Memo to Self: Be consistent with your

Themes, Fonts and images. -

To: [Type the recipient name]

=

DOIIm 0N -

Exam 77-881: Microsoft Word 2010 Core
3. Applying Page Layout and Reusable Content
3-2. Apply Themes: Theme Colors
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E Twe File ->Save
Save Your Work e
; ; ; Ra] o ((MeCoMTRectiiis TiA A | Aas | o) B = IR = [ AGBLCAD | AothCeD AaBDC AothCD AsSCAD
: Please review the main points to i, BBk A %A W EE 5 3@ | trems tnesesn tcomm et fsoni - Oungr

keep in mind when you save a file. ...~

1. Where Are You Saving It?
Go to the Documents folder.

2. What Is The File Name?
Charlotte's FAX 8

%vr v Libraries » Documents »
*
.'M
w - Peton Oreticte Cutdoot 1 der Chardome FAX
B vaen

What Do You See? :
Save as type: Word Document 8 ‘ — — —
The new file type in Microsoft Word - I nug G [_V_ﬂ_‘; [!ﬂ_:; _VEF
2007 and 2010 is the docx format. B Compa

S o lmmamd ey M

Fide rame  (hariome F AN
Seve n hype  Word Docurment

3. What Are You Doing?
Click on Save. d

L L) Tate Add s tele
Togs Addatg gt Specdy Wee tadyect

Save Thumbosd

File narne: Charlotte FAX

e Save as type: ’Wmd Document

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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@ File ->Save As

| Z) - ul:. “.--q.h.m.
Save As a Template =

Say you wanted to use the letterhead you Home Insert Page Layout
designed for Charlotte's Website to create
your own template. [l save .
_ Information

Good, very good. Using your own | SETERE | C:\Users\eBeth\Doc
template saves a lot of time and gives E2 Open
your business or department a ﬁ - E
professional image. . ~ Close

Pl Ly BT Hrdsnn ¥-A-FHEEE oS-35
Before You Begin: —
Open the sample business FAX you
designed previously: Charlotte FAX. e
1. Try This: Save As Template ' .,‘ EEnieminity
Go to File-Save As. ae I'-"“- T ——

Keep going... | oy il

| S ey g e e

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-5. Save a Document
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@ File ->Save As -> Word Template

Save As a Template [ Sev= s |

2. Where Are You Saving It: ol L « Microsoft » Templates » @ Save As 2
Select the Templates Folder. S ———— E/'| . « Microsoft » Templates »
3. What Is The File Name? | 4 (@] Microsoft Word 4 Name Date md ]
Charlotte FAX. .. Templates . Document Themes 4/29/2
i .. LiveContent 11/29/2
What Do YO.U See?_ U Favorites I I, SmartAnt Graphics 12/10/21
The default file type is the new
Word (docx.) format. G Libeadies
You need to choose Word 3 Homegroup
Template from the extensive list -
of file types that Microsoft Office - Charl
| ' tte Fo
2010 supports. A Word Template File name:  Charlotte FAX e
is a *.dotx file type. Save 3 type: | Word Template Save as type: | Word Template
. Authors: eBeth Tithe: Add a title
4. What Are You GOIng to Do? Tags: Add atag Subject: Specify the subject
Click on Save, please.
Save Thumbnail
Keep going... —
~ Hide Folders Tools ~ l Save ] |  Cancel

IMPORTANT: You need to save the Template in the Word Templates
folder. Otherwise, it will not be available when you go to File->New...

Exam 77-887: Microsoft Word Expert 2010
1. Sharing and Maintaining Documents
1.3. Apply a Template to a document.

Microsoft Word 2010 Beginning Page 52 of 224



O le

File ->New -> Templates -> My Templates

Use Your Template

Poorloyed  Belwostes  Usngt  fevew  Vew

So, how do you use your own Baan et o
templates? Here are the steps! ;-) 5 Cven o8 e
’: e "
1. You Gotta Try This: ‘ & L . &
Go to File ->New e e v [ "oy
o 1 j - - = /
o : .‘-‘:—:' [ ] t»:r \ pardan cetipty
i) Cptns
2. What Do You See? The New 0 sa It |
- e 2 Py

Backst ind ill .
ackstage window wi open Available Templates

What Are Your Choices?
The list of Available Templates & Home
includes:

Blank Document
Blog Post ; : l/ ‘
Recent Templates : < LA T

Sample Templates g /' |:‘ - 3
Select My Templates. . e '
Blank Blog post Recent Sample My templates | New from
Keep going... document templates templates existing

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document: Open a Template
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@ File ->New -> Templates -> My Templates

e — —
A New Document T ——
3. New Personal Templates Whenyou .. 0 tume
saved your own business template, you 2 O -
were prompted to select the Templates ™ -d o &
folder as a place to put it. Now, when = — SO SN RS
you go to File -> New, you should see F S — - —
your business letter in My Templates. — = -
- ~ | 9 9 9 39 °°F
Double click the Charlotte FAX ) o =Y e
template. A new document should open:  “* A" ittt
formatted with pictures, themes and " -
Quick Parts.
Keep going... - i —

3 1 -
" |

- o Nreaieme P P

Personal Templates |

] @] =] g

Charlotte FAX ~ Charlotte Blank Mormal
MNEWSLETTER. Document

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document: Open a Template
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7.
File ->New -> Templates -> My Templates

ol

Wone | Baet Pepr et Bewenn  Meleg  fesee  Bew  Deegn  Laea
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Working with Templates [} 2 [ oD BB B 81S oo oo Antace sinco. sncn M|

4. What Do You See? Please look atthe ™ s = «# &=« mra mmam w0 o e e e e o

Title Bar at the top of Microsoft Word. [ [ e e o R R =

Does it say: Document1? . 4
e

This is the clue that you are working on a
new document which you can save if you
wish to keep your changes.

Charlotie’s Web Site
[Type e sender company oddresy

Memo to Self: It may or may not say

Document1 depending on how many . Yo: [Type the reciplent name)
other files you opened this time. ;-)

"ne/200

Phone: [Type the reciplent phone sumber]

Company Name: [Type the recipiont company name|

File Home Insert Page Layout References Mailings Review

& TwCenMT(Boc~ |12 ~ A" A" | Aa~ | BY = - =~ '~ | &=
Ea
+ ahe 2 - 327 . A . == .=
. 3BIH X, x' | /&) A =E =EE | =
Clipboard Font P Paragraph

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document: Open a Template
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Ta
Tw:° File ->New -> Templates ->Blog

More Templates

Blogs: Many businesses publish
information to a Blog, or Weblog. For
example, the Computer Mama has a
Blog for technical evangelization.
Blogs, unlike business newsletters or
web pages, can have personalities

and opinions.

| Tithe: 'When | grow ug |l want 1o e 2

Blog Template == Fra~ B Im évﬁvﬁ
After you use a product like Microsoft

Office, you may find that the tools for || wOff bl o | icrosofte When | grow up | want to
editing a Blog are rather limited. QU010 ssa | LVl = thought i?wuuld I:l}]E cool to b

. . Microsol Office 2090 Sneak Peek We used W
Worse, some online Blogs timeout inchded mad Labels 38 wl &5 eesl blasts. | 6 bovtgrarweraorny R ST T

while you are "thinking," editing the T
As 3 Microsoft Presenter, you can access the marketing and branded

online text box. matenals for your evert The PowerPont anvmations are quite astounding
Somecne had a 1ot of time on ther hands and they were very Creative

-
On Apnil 2968, | itroduced Microsot Ofice 2010 I:II:I.Oﬁ:lce 2010 on the stage and demonstra

| showed 2 few steps n Word, Excel, PowerPomt and Outiosk. The
SOl MORS wert well

Microsclt Office 2000 is the one  The fece i stieng n s one

! Done & @ Intenet | Protected Mede On

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-6. Apply a Template to a document
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Edit the Blog Template

File ->New -> Templates ->Blog

o s L Rl
Microsoft Word 2010 includes a ::'_" YR —
template fro formatting Blog entries. o Y : .

- J -u‘ [ # ‘. 8 3 }

Rt b o | S emgte Wy semplte N b
1. Try It: Create a Blog Post EmE - g e -
Go to File->New. e = y (= (3 )

Son & Sand ; ’ * f g st
Select Blog Post. = — — e o e G

3 Ovmems - - i
You should see a Preview of the G - RPN T W
Blog Post template on the right side st e )
of the Backstage screen. = — a8
Keep going... — ? ..... T“ i-

| S E G @ [l
Available Templau;u -

Blank Blog post Recent

docurnent ternplates

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Create a Blog Post
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File ->New -> Templates ->Blog Post -> Register a Blog Account

r R D
Register a Blog Account T BT R T T T pev————cT
The first time that you set up your Blog P DL SR T e 7 B AW 1 o b et e
template, you will be prompted to e e e

Register a Blog Account. ' e e S e,

2. Try It: Register a Blog Account
Go to File ->New -> Blog Post.

Register a Blog Account: Register Now. ;'ﬁ%%sz:f
Keep going... B

-~

Register a Blog Account M

To start blogging, register your blog account. If you skip
this step now, you will be prompted for this information
the first time you post,

If you don't have a blog yet, wisit Office.com to learn
about blog providers that work with Microsoft Word.

Office.com

R

)

Register Now | | Register Later

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Register a Blog Account

Microsoft Word 2010 Beginning Page 58 of 224



O le

File ->New -> Templates ->Blog Post -> Register a Blog Account

Register a Blog Account " . @r o s B E OIS | rmecn aumcm Aotics etre | T
The registration Wizard has several —|M*&5 S5 S50 ™ jene 880 A% 5 BB © o o e e
Blog Providers listed including - :
Windows Live Spaces, Blogger,
SharePoint Blog, Community Server,
TypePad, and WordPress. The
example in these pages uses

Blogger.

e g Lvonrt e

P o T g g e sl T et ol v s e
e T
-

——— =] 3 wtetin

oL e

3. Try It: Pick a Blog Provider e
Choose a Blog Provider from the list.
You can Refresh the list and look

online for additional providers if you rNew Blog Account m
wish.

Welcome to the blog registration wizard. This wizard will help you configure
Go Next... Microsoft Word to post to your blog. To get started, choose your blog
provider:

Blog |Blogger EI |#] Refresh List
My prq Choose your blog provider

I don'j Windows Live Spaces
Blogger

SharePoint blog
S Community Server
TypePad

WordPress

Other

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Register a Blog Account
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File ->New -> Templates ->Blog Post-> Register Account

-
?
Connect to a BlOg MNew Blogger Account ng

4. Try It.: Co'.‘meCt.to the .BIOgger Account Enter the information below to register your Blogger account. Click OK to
The registration Wizard will prompt you for contact your provider and configure your account settings.
the User Name and Password for your Enter account infarmation

Blogger Account. You can choose to check
the option to Remember Password if you User Name | thecomputermama

wish. Passward s

[] Remember Password

Review the Picture Options
Blogs include text as well as graphics. You ' Pichure Options oK ] [ Cancel
can choose an image provider or type the '
pathway to your blog's address.

Picture Options

When you publish your blog post, your pictures need to be uploaded to a
picture provider or other storage location. Where do you want your pictures
uploaded?

Picture provider |My own server EI |#] Refresh List

My image provider isn't listed ——
I don't have an image provider ‘ ' !

»

Upload URL  |http: /fwww. thecomputermama.blogspot.com/
Source URL  |http:/fwwew, thecomputermama. blogspet.com/

OK ][ Cancel ]

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Register an Account
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Edit a Blog Post

The Blog Post Ribbon has many of
the formatting tools that you
appreciate in Microsoft Word as well
as options for managing and
publishing your weblog.

5. Try It: Edit the Blog Post

At the top of the Blog is a Building
Block, a placeholder that says:
[Enter Post Title Here].

File ->New -> Templates ->Blog Post

Blog Post Insert
T “u (=) & Cut TR i a2
| ﬁ i @ d ] - CalibiiBody) - |24 -~ A" & |I= = |[TEEE | W
4 Copy =
Publish He Insert O Mana Paste . oy, - | [mE] =l
'I'! p,.;l: .:_":Ip-r‘ln.'. E’:;:g Au:u:;; = JFQH'I\F': Painter | B I H e & 'l}? '3“ Ei E | o
Blog Clipboard g Basic Text
T s e W Per s Bt pe LT T P VLT M e e U 0 I ot AL R EX o vy . TN o Ll W L B I e Bl e B R
E T L] L] 1l 1 Ll L] ¥ Ll L}
Back to School

| went to school for a couple of decades. Each fall, | would look forward to learning new thing
how | am called to serve. | earned a couple of diplomas. | passed my certification tests. Then v

S e ptE m b e I’, and | want to go through new book and see new ideas.

BElog Post Insert

Dl W O

----

53 Copy
Publishhk Home  Insert Open Manage Paste )
W Page Category Existing Accounts - - Format Painter
Elog Clipboard P

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Edit a Blog Post
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Insert Options

6. Try This, Too: Insert Pictures
Go to Insert ->lllustrations.

Click on Picture.

You will be prompted to browse for
your picture.

What Do You See? You can also
insert lllustrations (Pictures, Clipart,
Shapes, SmartArt, Charts and
Screenshots), Links, WordArt, and

Symbols.

Keep going...

File ->New -> Templates ->Blog Post

Insert

Q@ 4

2.
Hyperlink | WordArt | Symbol [T

Back to School

Table Picture Clip Shapes Smartart Chart Screenshot
- Art - -
Tables | IMustrations Links Text ES].fmbcuIs;: s
A
R o A R | B e
| 0 0 0 0 0 0 0

| went to school for a couple of decaj
discover more about myself and ho
tests. Then what? | still want to learn

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Edit a Blog Post
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Picture Tools

By default, when you insert a picture
into a Blog, it is In Line With Text:
that means it acts like a big letter.
You can change the formatting with
either the Position or the Wrap Text
buttons if you wish.

Before You Begin: Click once on
your picture to select it. You should
see the Picture Tools at the top of
Microsoft Word.

7. Try It: Change the Position
Go to Picture Tools ->Format.
Go to Position ->Wrap Text.

Picture Tools ->Format ->Arrange ->Position

1 RE A« ” - - — (i e Benter - 8 w) R Sang Formass - "‘.' i
u: 2y Coter Y ol i i ol ol el = A ten Wi B j: =5y a
Background R At Emems < % ¢ 5 e L ¢ = et Sy leawatwne  Z4¢ -
Adprs Pature hpey —
9 ; : : ; : : : : i ]| = Lk Bring Forward ~ |2~
L
Back to School [ send Backward ~ ]
Position| Wrap
1 went to school for a couple of decades. Each fall, | would look fory = Taxt + Eq} Selection Pane ";E'
discover more about myself and how | am called 10 serve. | earned
tests. Then what? | still want 10 kearn more. Itis September, and I w| | I Line with Text Fs |
i
With Text Wrapping
. Perhz
ed my
al al ksl k and ¢
%.2 (il [l (sl
-

Exam 77-881: Microsoft Word 2010 Core
1. Sharing and Maintaining Documents
1-4. Share documents: Edit a Blog Post
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Blog Post ->Publish as Draft

R, - .
(7]

o

ICHE R RETS——)
Publish Your Blog . e = —— =
. B2 Tal Cotlon Mot = (13 As E2E 1 AIBLCCD: | AslbCeDx  AaBbCt AsBbCel
When you are ready, you can Publish e e o Mt LB Wde A Yo EE S| s | o s S
your Blog Post. You can choose to go :

& Besen i B Sav Test

| 7 masonupun

live and Publish, or Publish as Draft,
and have an opportunity to look at it

R s Back to School
online, if you wish.

tests. Then what? | still \,-.{gn! 10 learn more.

8. Try This: Publish as Draft

Go to the Blog Post Ribbon.
Go to Publish ->Publish as Draft.

| went to school for a couple of decades. Each fall, | woull
discover more about mvyself and how | am called to serve

Publish| Home

Insert

| Publish as Draft

Insert

!

Open Manage

Page Category Existing Accounts
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Manage Accounts

If you have more than one Blog, you
can create a separate Blog Account for
each one that you publish.

1. Try This: Review the Accounts

Go to Blog Post ->Manage Accounts.

2. What Do You See? Each Blog
Account is listed. When you double
click on any account, you can edit the
the Blog Provider, address, username
and password.

Blog Post ->Manage Accounts

Docomentd - Mucresoht Woad 00 1

Blog Accounts

e T e N W T

[ERX=)

’ ﬁﬂew ] [fg-“ghange l ’ + Set As Default ] ’ é}&&mwe ]

Default
W

Mame
The Computer Mama

Host
Blogger

Wd- v o
%) /;‘ y aﬁ Comamoan =it - A" 21 IR T | an0o00] AsBeca AaBDCe AsBBCL “,7 1
BT oy Aoy T Sromarian P I AR AW - HEBE G | e S m—
b= — —— - File Blog Post Insert —
&) . H i
E ~
Back to School ‘% f j 7 @
| | | J—
went = —_—— - - = - o
discovel e s “4Publish Home A[m.v:rt ngn Manage
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@ File ->New -> Templates

Ll
|._ [ Ee—— - e T e TN L L .-_HD‘
More Templates Ge ——— J —
Microsoft Office 2010 is loaded with S e
Templates. In addition to the sample tom =
Templates, there are many more . =1 " S
templates online at Office.com. i B ™ o I e e
You Gotta Try This: Find Templates - 5 = B = -—tn =)
Go to File ->New -> Templates. e S = S -
What Do You See? The templates are =™ AR m
listed alphabetically. When you chose a It B e = M

category, say Awards, you will see a ) s
collection of plain and fancy awards.

When you select a template you can see | - EE' '
a preview of it on the right side of the E ) i J
Backstage screen before you download . —|| : b

it.

Agendas Award Brochures Budgets Business
There are many Way Cool template CE’t'f'51 Award r_ertificat.gg‘ cards
designs here: for business as well as
social networking. —_— . | = |
| f 0. == [l
£ 4 i — | =
Design slides Diagrams Envelopes Expense Faxes
reports
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@ File ->New -> Templates
e

BUSiness Documents D) 0 ecmimmecfu [0 e (B T T | it el ARl Aelbid Al - 'ﬁt .rl'l..-.-lm
When you open a business you need to ; e e e e e e I ‘..':Z'.'
create and use many documents: from T R e e e e e e e
FAX sheets to Blog posts. :
Microsoft Office 2010 has an extensive AFr arbotia’s Webs 5
collection of Templates that can get you . “n,,.';‘l"..liif'wm
started. : % o
Well, you done good.
You can get two cookies. : 114G FAX

ety

Available Templates

2} Home
[a o 1
| | Y il
Blank Blog post Recent Sample My ternplates | MNew from I
document ternplates ternplates existing |
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Practice Activities

Lesson 2: Opening Day
Before You Begin: Start Microsoft Word 2010.

Try This: Do the following steps

1. Open the sample template: Essential Resume
2. Enter your Name, address, email and website.
3. Edit the Theme: Austin

4. Edit the Theme Colors: Agency

5. Select your Name. Format the type: 18 pt Bold
6. Save as a Template:

Use the default location for Templates

File Name: YOUR NAME Resume Template
Save as Type: Word Template (dotx)

7. Close Microsoft Word.

8. Start Word and open a new template: YOUR NAME

Resume Template.

9. Format your name: Blue

10. Save as YOUR NAME Opening Day Practice.docx

Test Yourself

1. Themes apply formatting to which of
the following?

(Select all correct answers.)

a. Text

b. Paragraphs

c. Page Layout

d. All of the Above

Tip: Intermediate Word, page 48

2. The Theme Color can be changed.
a. True

b. False

Tip: Intermediate Word, page 49

3. Which Ribbon is the command for
Themes on?

a. Home

b. Format

c. Page Layout

d. Insert

Tip: Intermediate Word, page 48
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4. Which of the following is the file
type for a Word Template?

a. .doc

b. .docx

c. .dotx

d. .temp

Tip: Intermediate Word, page 52

5. Templates include preset
formatting, layouts and design
a. True

b. False

Tip: Intermediate Word, page 44
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