Word Tools

aadl.org/handouts

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 Tools

Learn styles, headers and footers, automatic features, indents, and tabs. Knowledge
of Microsoft Word basics is required.

Learning Goals

Go to aadl.org/handouts, choose a class, and click on a learning goal for step-by-step
instructions:

Kevyboard Shortcuts Headers and Footers
Document Themes Formatting Marks
Format Painter AutoCorrect

Video: Apply Styles AutoText

Table of Contents Tabs

The Navigation Pane Use a Template

Find and Replace

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
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http://office.microsoft.com/en-us/word-help/keyboard-shortcuts-for-microsoft-word-HP010370109.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/apply-customize-and-save-a-document-theme-in-word-or-excel-HA010354866.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/use-the-format-painter-HA101852442.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/video-apply-styles-in-word-2010-VA101820568.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/create-a-table-of-contents-HP010368778.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/use-the-navigation-pane-to-search-and-move-around-in-your-document-RZ101829243.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/use-the-navigation-pane-to-search-and-move-around-in-your-document-RZ101829243.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/find-and-replace-text-and-other-data-in-your-word-2010-files-HA102350610.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/add-or-remove-headers-footers-and-page-numbers-HA010372690.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/go-behind-the-scenes-with-formatting-marks-RZ101806168.aspx?CTT=1&section=4
http://office.microsoft.com/en-us/word-help/autocorrect-spelling-and-insert-text-and-symbols-HA010354277.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/add-autotext-in-word-HA101827969.aspx?CTT=1
http://office.microsoft.com/en-us/word-help/set-tab-stops-or-clear-them-HA101854821.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/basic-tasks-in-word-2010-HA101830016.aspx?CTT=5&origin=HA010370239#_Toc254775440
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

