
Common Microsoft Office 2010 Application Features

You have just learned about the interface features of Office. Next, you will learn about several basic and common tasks that are used to work in and modify documents and are similar or the same in all applications. These include how to open, close, and save files, navigate, scroll and zoom a document, enter, select, edit and format text, and document, preview and print a file. You will learn about these features using Word 2010 by opening a Word document, making a few changes to it and then saving and printing the document. Using Word to demonstrate these features will give you an understanding of the basic concepts. Then as you learn to use Excel, PowerPoint and Access, you will be able to easily apply these concepts to these other applications.

Common Features

Open, Save and Close Files

Saving a file stores the contents of the file as it is in RAM to the computer hard drive or external storage device. 

Closing a file removes the file from the application and from RAM.

Scroll and Zoom a Document

Scrolling the document window moves through the content of a file and displays the content in the document window. You can use the scroll bar or keyboard keys to scroll a document.

Zooming a document changes the magnification of the window, allowing more or less content to be displayed in the document window.

Enter, Select, Edit and Format Text 

Entering text in a document is accomplished simply by typing the text using the keyboard. The location of the insertion point shows you where the text you type will appear.

Editing text is the process of making changes, such as corrections, to the text you enter. Editing also involves making changes to the organization of the document by adding, removing and reorganizing content.

Selecting text allows you to identify the text you want to work with by highlighting it.

Formatting text applies different attributes, such as color or bold, to selected text. Formatting improves the appearance and readability of a document, making it easier to find information and emphasize important points.

Documenting a file adds information to the file properties such as the author, document title, and company name.

Previewing a document allows you to see how the document will appear when printed.

Printing a document creates a paper copy of the content of the document.

Document, Preview and Print a File 

Opening a file retrieves the file from a storage device and loads it into RAM so that it can be read and modified using the application program. 

