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Ann Arbor District Library Computer Classes 

AADL offers hands-on computer classes on a variety of topics at all Library locations. 
AADL also provides access to a variety of online learning and research resources. 
For more information, check out the following links:  
 
Schedule of computer classes: aadl.org/classes 

Review online skills-building resources: aadl.org/services 

Review online research resources: aadl.org/research  

 
Word Basics 

Learn the basics and practice copy and paste, formatting text, and saving. 
 
Learning Goals 

Go to aadl.org/handouts, choose a class, and click on a learning goal for step-by-step 
instructions: 
 
The Main Parts 
The Quick Access Toolbar 
Backstage 
The Ribbon 
Ribbon Access Keys 
Show and Hide Rulers 
Zoom 
Start Typing 
Mini Toolbar 
Move the Cursor 
Scrolling 
Spelling and Grammar Mistakes 

Select Text 
Format Text 
Line Spacing 
Add or Remove Line Numbers 
Text Alignment 
Open a Document 
Page Margins 
More About Page Margins 
Cut and Paste 
Undo 
Save, Print, and Close 
Keyboard Shortcuts 
 

Books 

Easy Microsoft Word 2010, by Sherry Kinkoph Gunter, Call number: 005.36 Wo 

Word 2010, by Elaine J. Marmel, Call number: 005.36 Wo 

Microsoft Word 2010 Bible, by Herbert L. Tyson, Call number: 005.36 Wo 

http://www.aadl.org/handouts
http://www.aadl.org/classes
http://www.aadl.org/services
http://www.aadl.org/research
www.aadl.org/handouts
http://office.microsoft.com/en-gb/word-help/the-first-time-you-open-word-RZ101790574.aspx?section=2
http://office.microsoft.com/en-gb/word-help/customize-the-quick-access-toolbar-HA010362102.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/introducing-backstage-HA010372688.aspx
http://office.microsoft.com/en-gb/word-help/make-the-switch-to-word-2010-RZ101816356.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/use-the-keyboard-to-work-with-ribbon-programs-HA010369149.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/show-or-hide-the-rulers-HA101857156.aspx
http://office.microsoft.com/en-gb/word-help/zoom-in-or-out-of-a-document-presentation-or-worksheet-HA010102272.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/just-start-typing-RZ101790574.aspx?section=3
http://office.microsoft.com/en-gb/word-help/add-formatting-to-your-document-by-using-the-mini-toolbar-HA010173624.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/moving-around-in-the-document-RZ101806168.aspx?section=2
http://office.microsoft.com/en-gb/word-help/use-the-scroll-bar-RZ101806168.aspx?section=3
http://office.microsoft.com/en-gb/word-help/fix-spelling-and-grammar-mistakes-RZ101790574.aspx?section=4
http://office.microsoft.com/en-gb/word-help/select-text-HA102338121.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/fix-spelling-and-grammar-mistakes-RZ101790574.aspx?section=4
http://office.microsoft.com/en-gb/word-help/line-spacing-RZ101806168.aspx?section=7
http://office.microsoft.com/en-gb/word-help/add-or-remove-line-numbers-HP001229279.aspx
http://office.microsoft.com/en-gb/word-help/align-text-left-center-or-right-RZ101806168.aspx?section=8
http://office.microsoft.com/en-gb/word-help/basic-tasks-in-word-2010-HA101830016.aspx#_Toc254775443
http://office.microsoft.com/en-gb/word-help/change-margins-RZ101790574.aspx?section=7
http://office.microsoft.com/en-gb/word-help/change-page-margins-HA102350538.aspx
http://office.microsoft.com/en-gb/word-help/move-text-by-using-cut-and-paste-RZ101806168.aspx?section=5
http://office.microsoft.com/en-gb/word-help/undo-RZ101806168.aspx?section=6
http://office.microsoft.com/en-gb/word-help/save-print-and-close-your-document-RZ101790574.aspx?section=8
http://office.microsoft.com/en-gb/word-help/keyboard-shortcuts-for-microsoft-word-HP010370109.aspx?CTT=1
http://www.aadl.org/catalog/record/1365758
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22
http://www.aadl.org/catalog/record/1364274
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22
http://www.aadl.org/catalog/record/1364269
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22

