


Sample Chapters
Copyright © 2010 by Online Training Solutions, Inc.

All rights reserved. 

To learn more about this book, visit the detail page at:
go.microsoft.com/fwlink/?LinkId=192147



	 	 	 iii

What	do	you	think	of	this	book?	We	want	to	hear	from	you!	
Microsoft	is	interested	in	hearing	your	feedback	so	we	can	continually	improve	our	books	and	learning	resources	
for	you.	To	participate	in	a	brief	online	survey,	please	visit:	

microsoft.com/learning/booksurvey

Contents
Introducing	Microsoft	Word	2010. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ix
Modifying	the	Display	of	the	Ribbon . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . xiii
Features	and	Conventions. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . xix
Using	the	Practice	Files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . xxi
Getting	Help . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . xxv

	 Part	1	 Basic	Word	Documents
	 1	 Explore	Word	2010	 3

Working in the User Interface . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4
Creating, Entering Text in, and Saving Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16

Sidebar: Document Compatibility with Earlier Versions of Word . . . . . . . . . . . 22
Opening, Moving Around in, and Closing Documents . . . . . . . . . . . . . . . . . . . . . . . . . 23
Viewing Documents in Different Ways . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 29
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 37

	 2	 Edit	and	Proofread	Text	 39
Making Text Changes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .40

Sidebar: About the Clipboard . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 48
Finding and Replacing Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 49
Fine-Tuning Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 55
Correcting Spelling and Grammatical Errors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 63

Sidebar: Viewing Document Statistics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 69
Inserting Saved Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 69

Sidebar: Inserting One Document into Another. . . . . . . . . . . . . . . . . . . . . . . . . . 73
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 73



iv	 	 Contents

	 3	 Change	the	Look	of	Text	 75
Quickly Formatting Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 76
Changing a Document’s Theme . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 82
Manually Changing the Look of Characters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 87

Sidebar: Character Formatting and Case Considerations . . . . . . . . . . . . . . . . . . 95
Manually Changing the Look of Paragraphs. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 95

Sidebar: Finding and Replacing Formatting . . . . . . . . . . . . . . . . . . . . . . . . . . . .106
Creating and Modifying Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .106

Sidebar: Formatting Text as You Type . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .112
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .113

	 4	 Organize	Information	in	Columns	and	Tables	 115
Presenting Information in Columns . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 116
Creating Tabbed Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .123
Presenting Information in Tables . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .125

Sidebar: Performing Calculations in Tables . . . . . . . . . . . . . . . . . . . . . . . . . . . . .134
Sidebar: Other Layout Options . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .135

Formatting Tables . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .136
Sidebar: Quick Tables . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .140

Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 141

	 5	 Add	Simple	Graphic	Elements	 143
Inserting and Modifying Pictures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .144

Sidebar: About Clip Art. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .150
Changing a Document’s Background. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .152
Inserting Building Blocks . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 159

Sidebar: Drawing Text Boxes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 172
Adding WordArt Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 173

Sidebar: Formatting the First Letter of a Paragraph . . . . . . . . . . . . . . . . . . . . . 178
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 179

	 6	 Preview,	Print,	and	Distribute	Documents	 181
Previewing and Adjusting Page Layout . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .182
Controlling What Appears on Each Page . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .188
Printing Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .193
Preparing Documents for Electronic Distribution . . . . . . . . . . . . . . . . . . . . . . . . . . . .195
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .200



	 Contents	 	 v

	 Part	2	 Document	Enhancements
	 7	 Insert	and	Modify	Diagrams	 203

Creating Diagrams. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .203
Modifying Diagrams . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 210
Creating Picture Diagrams . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 216
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .221

	 8	 Insert	and	Modify	Charts	 223
Inserting Charts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .223
Modifying Charts. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .230
Using Existing Data in Charts. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .237
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 241

	 9	 Use	Other	Visual	Elements	 243
Adding Watermarks . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 243
Inserting Symbols and Equations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 247

Sidebar: Setting Math AutoCorrect Options . . . . . . . . . . . . . . . . . . . . . . . . . . . .254
Drawing and Modifying Shapes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 255
Inserting Screen Clippings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .263
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .265

	 10	 Organize	and	Arrange	Content	 267
Reorganizing Document Outlines. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .268
Arranging Objects on the Page. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .273
Using Tables to Control Page Layout . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .282
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .285

	 11	 Create	Documents	for	Use	Outside	of	Word	 287
Saving Files in Different Formats . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .288

Sidebar: Viewing the .docx Format. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .288
Creating and Modifying Web Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .293
Creating and Publishing Blog Posts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .299

Sidebar: Setting Up a Blog Account . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .300
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .306



vi	 	 Contents

	 Part	3	 Additional	Techniques
	 12	 Explore	More	Text	Techniques	 309

Adding Hyperlinks. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 310
Inserting Fields. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 316
Adding Bookmarks and Cross-References . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .322
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .327

	 13	 Use	Reference	Tools	for	Longer	Documents	 329
Sidebar: Adding Footnotes and Endnotes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .330

Creating and Modifying Tables of Contents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 332
Sidebar: Tables of Figures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .338
Sidebar: Tables of Authorities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .339

Creating and Modifying Indexes. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .340
Adding Sources and Compiling Bibliographies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .347
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .353

	 14	 Work	with	Mail	Merge	 355
Understanding Mail Merge . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .356
Preparing Data Sources . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .356

Sidebar: Using an Outlook Contacts List as a Data Source. . . . . . . . . . . . . . . .363
Preparing Main Documents. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .363
Merging Main Documents and Data Sources. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .367

Sidebar: Printing Envelopes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 370
Sending Personalized E-Mail Messages to Multiple Recipients. . . . . . . . . . . . . . . . . 370
Creating and Printing Labels . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 374
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .377



	 Contents	 	 vii

	 15	 Collaborate	on	Documents	 379
Coauthoring Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .380
Sending Documents Directly from Word . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .381

Sidebar: Adding Digital Signatures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .384
Adding and Reviewing Comments . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .385
Tracking and Managing Document Changes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .388
Comparing and Merging Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .393
Password-Protecting Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .396

Sidebar: Restricting Who Can Do What to Documents. . . . . . . . . . . . . . . . . . .400
Controlling Changes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .400
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .403

	 16	 Work	in	Word	More	Efficiently	 405
Working with Styles and Templates . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .406

Templates . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .406
Styles . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .409
Sidebar: Switching to a Different Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . .420

Changing Default Program Options. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .422
Sidebar: Using Add-ins . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .430

Customizing the Ribbon. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 431
Customizing the Quick Access Toolbar . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 437
Key Points . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .440

Glossary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 441

Keyboard	Shortcuts	. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 449

Index. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 471

About	the	Authors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 495

What	do	you	think	of	this	book?	We	want	to	hear	from	you!	
Microsoft	is	interested	in	hearing	your	feedback	so	we	can	continually	improve	our	books	and	learning	resources	
for	you.	To	participate	in	a	brief	online	survey,	please	visit:	

microsoft.com/learning/booksurvey





Chapter at a Glance

Present information
in columns, page 116

Create tabbed lists,
 page 123

Present information
in tables, page 125

Format tables, page 136



	 	 	 115

 4 Organize 
  Information in  
  Columns and Tables
In this chapter, you will learn how to
✔ Present information in columns.
✔ Create tabbed lists.
✔ Present information in tables.
✔ Format tables.

Information in documents is most commonly presented as paragraphs of text. To make 
a text-heavy document more legible, you can flow the text in two or more columns, or 
you can display information in a table. For example, flowing text in multiple columns is 
a common practice in newsletters, flyers, and brochures; and presenting information in 
tables is common in reports.

When you need to present data in a document, using a table is often more efficient than 
describing the data in a paragraph, particularly when the data consists of numeric values. 
Tables make the data easier to read and understand. A small amount of data can be dis-
played in simple columns separated by tabs, which creates a tabbed list. A larger amount 
of data, or more complex data, is better presented in a table, which is a structure of rows 
and columns, frequently with row and column headings.

In this chapter, you’ll first create and modify columns of text. Then you’ll create a simple 
tabbed list. Finally, you’ll create tables from scratch and from existing text, and format 
a table in various ways.

Practice	Files	 Before	you	can	complete	the	exercises	in	this	chapter,	you	need	to	copy	
the	book’s	practice	files	to	your	computer.	The	practice	files	you’ll	use	to	complete	the	
exercises	in	this	chapter	are	in	the	Chapter04	practice	file	folder.	A	complete	list	of	
practice	files	is	provided	in	“Using	the	Practice	Files”	at	the	beginning	of	this	book.
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Presenting	Information	in	Columns
By default, Microsoft Word 2010 displays text in one column that spans the width of the 
page between the left and right margins. You can specify that text be displayed in two, 
three, or more columns to create layouts like those used in newspapers and magazines. 
When you format text to flow in columns, the text fills the first column on each page 
and then moves to the top of the next column. You can manually indicate where you 
want the text within each column to end.

The Columns gallery in the Page Setup group on the Page Layout tab displays several 
standard options for dividing text into columns. You can choose one, two, or three 
columns of equal width or two columns of unequal width. If the standard options 
don’t suit your needs, you can specify the number and width of columns. The number 
of columns is limited by the width and margins of the page, and each column must be 
at least a half inch wide.

The Columns gallery displays the predefined column options.

No matter how you set up the columns initially, you can change the layout or column 
widths at any time.

You can format an entire document or a section of a document in columns. When you 
select a section of text and format it as columns, Word inserts section breaks at the begin-
ning and end of the selected text to delineate the area in which the columnar formatting is 
applied. Within the columnar text, you can insert column breaks to specify where you want 
to end one column and start another. Section and column breaks are visible when you dis-
play formatting marks in the document.



Tip	 You	can	apply	many	types	of	formatting,	including	page	orientation,	to	content	within	
a	specific	section	of	a	document	without	affecting	the	surrounding	text.	For	information	
about	sections,	see	“Controlling	What	Appears	on	Each	Page”	in	Chapter	6,	“Preview,	Print,	
and	Distribute	Documents.”

See	Also	 For	information	about	formatting	marks,	see	”Viewing	Documents	in	Different	
Ways”	in	Chapter	1,	“Explore	Word	2010.”

You can apply character and paragraph formatting to columnar text in the same way you 
would any text. Here are some formatting tips for columnar text:

● When presenting text in narrow columns, you can justify the paragraphs (align 
the text with the left and right edges) to achieve a neat and clean appearance. 
To justify the paragraphs, Word adjusts the spacing between words, essentially 
moving the empty space that would normally appear at the end of the line into 
the gaps between words.

● To more completely fill columns, you can have Word hyphenate the text to break 
words into syllables to fill up the gaps.

In this exercise, you’ll flow the text in one section of a document into three columns. 
You’ll justify the text in the columns, change the column spacing, and hyphenate the 
text. You’ll then break a column at a specific location instead of allowing the text to flow 
naturally from one column to the next.

SET	UP	 You	need	the	RoomPlanner_start	document	located	in	your	Chapter04	practice	
file	folder	to	complete	this	exercise.	Open	the	RoomPlanner_start	document,	and	save	
it	as	RoomPlanner.	Then	display	formatting	marks	and	the	rulers,	and	follow	the	steps.

	 1.	 Click at the beginning of the paragraph that begins Take	a	look (do not click in the 
selection area). Then scroll down until you can see the end of the document, hold 
down the Shift key, and click to the right of the paragraph mark after credit	cards.

Word selects the text from the Take a look paragraph through the end of the last 
paragraph (but not the empty paragraph).

Tip	 If	you	want	to	format	an	entire	document	with	the	same	number	of	columns,	you	
can	simply	click	anywhere	in	the	document—you	don’t	have	to	select	the	text.

	 2.	 On the Page	Layout tab, in the Page	Setup group, click the Columns button, and 
then in the Columns gallery, click Three.

Word inserts a section break above the selected text and flows the text within the 
section into three columns.
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	 3.	 Press Ctrl+Home to move to the top of the document.

The section break is visible above the columns.

A continuous section break changes the formatting of the subsequent text but keeps it on the 
same page.

	 4.	 On the Home tab, in the Editing group, click the Select button, and then click 
Select	All.

Keyboard	Shortcut	 Press	Ctrl+A	to	select	all	the	text	in	the	document.

See	Also	 To	see	a	complete	list	of	keyboard	shortcuts,	see	“Keyboard	Shortcuts”	at	the	
end	of	this	book.

	 5.	 In the Paragraph group, click the Justify button.

Keyboard	Shortcut	 Press	Ctrl+J	to	justify	paragraphs.

The spacing between the words changes to align all the paragraphs in the document 
with both the left and right margins. Because you applied the formatting to the entire 
document, the title is no longer centered. However, it is often quicker to apply format-
ting globally and then deal with the exceptions.



	 6.	 Press Ctrl+Home to move to the paragraph containing the document title. Then in 
the Paragraph group, click the Center button.

Keyboard	Shortcut	 Press	Ctrl+E	to	center	text.

Word centers the document title between the left and right margins.

	 7.	 Adjust the zoom percentage until you can see about two-thirds of the first page of 
the document.

See	Also	 For	information	about	adjusting	the	zoom	percentage,	see	“Viewing	
Documents	in	Different	Ways”	in	Chapter	1,	“Explore	Word	2010.”

	 8.	 Click anywhere in the first column.

On the horizontal ruler, Word indicates the margins of the columns.

On the ruler, the indent markers show the indentation of the active column.

Tip	 If	your	rulers	aren’t	turned	on,	select	the	Ruler	check	box	in	the	Show	group	of	the	
View	tab.
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	 9.	 On the Page	Layout tab, display the Columns gallery, and click More	Columns.

The Columns dialog box opens. The spacing between columns is set by default to a 
half inch.

Because the Equal Column Width check box is selected, you can adjust the width  
and spacing of only the first column.

Tip	 To	separate	the	columns	with	vertical	lines,	select	the	Line	Between	check	box.

	 10.	 In the Width	and	spacing area, in the Spacing box for column 1, type or 
select 0.2".

Word changes the measurement in the Spacing box for column 2, and widens all 
the columns in the Preview area to reflect the new setting.

	 11.	 Click OK.

Word reflows the columns to fit their new margins.



Wider columns generally look neater on the page.

	 12.	 Click at the beginning of the Take	a	look paragraph. Then in the Page	Setup 
group, click the Hyphenation button, and click Automatic.

Word hyphenates the text of the document, which fills in some of the large gaps 
between words.

	 13.	 Click anywhere in the NOTE paragraph in the third column.

	 14.	 On the horizontal ruler, at the left end of the third column, drag the Hanging	
Indent marker 0.25 inch (two marks) to the right.

All the lines in the NOTE paragraph except the first are now indented, offsetting 
the note from the paragraphs above and below it.
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You can change the indentation of individual paragraphs within a column.

	 15.	 Display the bottom of page 1. In the first column on page 1, click at the beginning 
of the Take	your	Room	Planner	home paragraph. Then in the Page	Setup group, 
click the Breaks button, and click Column.

Word inserts a column break. The text that follows the column break moves to the 
top of the second column.

	 16.	 At the bottom of the third column on page 1, click at the beginning of the If	you’re	
not	sure paragraph, and then on the Quick Access Toolbar, click the Repeat	Insertion 
button to insert another column break.

Keyboard	Shortcut	 Press	Ctrl+Y	to	repeat	the	previous	action.

Word inserts a column break. The text that follows the column break moves to the 
top of the first column on page 2.

CLEAN	UP	 Return	the	Zoom	Level	setting	to	100%,	and	then	save	and	close	the	
RoomPlanner	document.



Creating	Tabbed	Lists
If you have a relatively small amount of data to present, you might choose to display 
it in a tabbed list, which arranges text in simple columns separated by tabs. You can 
align the text within the columns by using left, right, centered, or decimal tab stops.

See	Also	 For	more	information	about	setting	tab	stops,	see	“Manually	Changing	the	Look	of	
Paragraphs”	in	Chapter	3,	“Change	the	Look	of	Text.”

When entering text in a tabbed list, inexperienced Word users have a tendency to 
press the Tab key multiple times to align the columns of the list with the default tab 
stops. If you do this, you have no control over the column widths. To be able to  
fine-tune the columns, you need to set custom tab stops rather than relying on the 
default ones. 

When setting up a tabbed list, you should press Tab only once between the items that 
you want to appear in separate columns. Next you apply any necessary formatting. And 
finally, you set the custom tab stops. Set left, right, centered, and decimal tabs to control 
the alignment of the column content, or set a bar tab to add a vertical line to visually 
separate list columns. By setting the tabs in order from left to right, you can check the 
alignment of the text within each column as you go.

In this exercise, you’ll first enter text separated by tabs and format the text. Then you’ll 
set custom tab stops to create a tabbed list.

SET	UP	 You	need	the	ConsultationA_start	document	located	in	your	Chapter04	
practice	file	folder	to	complete	this	exercise.	Open	the	ConsultationA_start	
document,	and	save	it	as	ConsultationA. Then	display	formatting	marks	and	the	
rulers,	and	follow	the	steps.

	 1.	 Set the zoom percentage to a level that is comfortable for you, and then press 
Ctrl+End to move the cursor to the blank line at the end of the document.

	 2.	 Type Location, press Tab, type Discount	Applies, press Tab, type Hourly	Rate, 
and then press Enter.
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	 3.	 Add three more lines to the list by typing the following text, pressing the Tab and 
Enter keys where indicated.

In home Tab No Tab $50.00 Enter
Phone Tab Yes Tab $35.00 Enter
In store Tab Yes Tab $40.00 Enter

The tab characters push the items to the next default tab stop, but because some 
items are longer than others, they do not line up.

In a tabbed list, it’s important to press the Tab key only once between items.

	 4.	 Select the first line of the tabbed list, and then on the Mini Toolbar that appears, 
click the Bold button.

Troubleshooting	 If	the	Mini	Toolbar	doesn’t	appear,	click	the	Bold	button	in	the	Font	
group	on	the	Home	tab.

Keyboard	Shortcut	 Press	Ctrl+B	to	apply	bold.

	 5.	 Select all four lines of the tabbed list, and then on the Mini Toolbar, click the 
Increase	Indent button.

Tip	 It’s	more	efficient	to	make	all	character	and	paragraph	formatting	changes	to	the	
text	before	setting	tab	stops.	Otherwise,	you	might	have	to	adjust	the	tab	stops	after	
applying	the	formatting.

	 6.	With the tabbed list still selected, on the Page	Layout tab, in the Paragraph 
group, under Spacing, change the After setting to 0	pt.

	 7.	 Click the tab setting button at the junction of the horizontal and vertical rulers until 
the Center	Tab button is active. (You will probably have to click only once.) Then 
click the 2.5 inch mark on the horizontal ruler.



On the ruler, Word sets a center-aligned tab stop that looks like the Center Tab icon. 
The items in the second column of the tabbed list center themselves at that position.

	 8.	 Click the tab setting button once.

The Right Tab button is now active.

	 9.	With the Right	Tab button active, click the horizontal ruler at the 4.5 inch mark.

On the ruler, Word sets a right-aligned tab stop that looks like the Right Tab icon. The 
items in the third column of the tabbed list right-align themselves at that position.

	 10.	 On the Home tab, in the Paragraph group, click the Show/Hide	¶ button to hide 
the tabs, paragraph marks, and other formatting marks. Then click away from the 
tabbed list to see the results.

The tabbed list resembles a simple table.

You have created a simple table-like layout with just a few clicks.

CLEAN	UP	 Save	the	ConsultationA	document,	and	then	close	it.

Presenting	Information	in	Tables
A table is a structure of vertical columns and horizontal rows. Each column and each row 
can be named with a heading, although some tables have only column headings or only 
row headings. At the junction of each column and row is a box called a cell in which data 
(text or numeric information) is stored.
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You can create empty or predefined tables in a Word document in the following ways:

● The Insert Table gallery, which is available from the Tables group on the Insert tab, 
displays a simple grid. 

You can create a simple table from the grid in the Insert Table gallery.

Clicking a cell in the grid inserts an empty table the width of the text column. The 
table has the number of rows and columns you indicated in the grid, with all the rows 
one line high and all the columns of an equal width.

● To insert a more customized empty table, you can click Insert Table on the menu at 
the bottom of the Insert Table gallery to open the Insert Table dialog box, in which 
you can specify the number of rows and columns and customize the column width.

You can create a custom-width table from the Insert Table dialog box.



● To insert a less clearly defined empty table, you can click Draw Table below the grid 
in the Insert Table gallery. This command displays a pencil with which you can draw 
cells directly in the Word document to create a table. The cells you draw connect by 
snapping to a grid, but you have some control over the size and spacing of the rows 
and columns.

You can draw a table directly on the page.

See	Also	 For	information	about	drawing	tables,	see	“Using	Tables	to	Control	Page	Layout”	
in	Chapter	10,	“Organize	and	Arrange	Content.”

● In addition to empty tables, you can insert any of the available Quick Tables, 
which are predefined tables of formatted data that you can replace with your 
own information. Built-in Quick Tables include a variety of calendars, simple  
tables, tables with subheadings, and tabbed lists. You can also save your own 
custom tables to the Quick Tables gallery so that you can easily insert a frequently 
used table structure and data into any document.

The Quick Tables gallery includes a selection of predefined tables such as this one.
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A new table appears in the document as a set of cells, usually bordered by gridlines. (In 
some Quick Tables, the gridlines are turned off.) Each cell contains an end-of-cell marker, 
and each row ends with an end-of-row marker. (The end-of-cell markers and end-of-row 
markers are identical in appearance, and are visible only when you display formatting 
marks in the document.) When you point to a table, a move handle appears in its upper-
left corner and a size handle in its lower-right corner. When the cursor is in a table, two 
Table Tools contextual tabs—Design and Layout—appear on the ribbon.

Move handle End-of-cell marker
End-of-row marker
Size handle

A table has its own controls and its own contextual ribbon tabs.

Tip	 The	move	handle	and	size	handle	appear	only	in	Print	Layout	view	and	Web	Layout	view.

After you create a table, you can enter data (such as text, numbers, or graphics) into the 
table cells and press the Tab key to move the cursor from cell to cell. Pressing Tab when the 
cursor is in the last cell of a row moves the cursor to the first cell of the next row. Pressing 
Tab when the cursor is in the last cell of the last row adds a new row to the table and moves 
the cursor to the first cell of that row.

Tip	 You	can	move	and	position	the	cursor	by	pressing	the	Tab	key	or	the	Arrow	keys,	or	by	
clicking	in	a	table	cell.

If the data you want to present in a table already exists in the document, either as regular 
text or as a tabbed list, you can convert the text to a table by selecting it and then clicking 
Convert Text To Table in the Insert Table gallery. Conversely, you can convert an active table 
to regular text by clicking the Convert To Text button in the Data group on the Layout tab.

You can modify a table’s structure by changing the size of the table, changing the size of 
one or more columns or rows, or adding or removing rows, columns, or individual cells. 



Tip	 To	change	a	table’s	structure,	you	often	need	to	select	the	entire	table	or	a	specific	column	
or	row.	The	simplest	way	to	do	this	is	to	position	the	cursor	in	the	table,	column,	or	row,	click	the	
Select	button	in	the	Table	group	on	the	Layout	tab,	and	then	click	the	table	element	you	want.	
Alternatively,	you	can	point	to	the	top	edge	of	a	column	or	left	edge	of	a	row	and,	when	the	
pointer	changes	to	an	arrow,	click	to	select	the	column	or	row.

The basic methods for manipulating a table or its contents are as follows:

●	 Insert	a	row	or	column	 Click anywhere in a row or column adjacent to where you 
want to make the insertion. Then on the Layout tab, in the Rows & Columns group, 
click the Insert Above, Insert Below, Insert Left, or Insert Right button.

The Rows & Columns group of the Layout tab.

Selecting more than one row or column before you click an Insert button inserts 
that number of rows or columns in the table.

Tip	 You	can	insert	cells	by	clicking	the	Rows	&	Columns	dialog	box	launcher	and	
specifying	in	the	Insert	Cells	dialog	box	how	adjacent	cells	should	be	moved	to	
accommodate	the	new	cells.

●	 Delete	a	row	or	column	 Click anywhere in the row or column, and in the Rows & 
Columns group, click the Delete button. Then click Delete Cells, Delete Columns, 
Delete Rows, or Delete Table.

●	 Resize	an	entire	table	 Drag the size handle.

●	 Resize	a	single	column	or	row	Without selecting the column, drag its right border 
to the left or right. Without selecting the row, drag its bottom border up or down. 
(If you select a column or row and then drag its border, only the selected column 
or row changes.)

●	 Move	a	table	 Point to the table, and then drag the move handle that appears in 
its upper-left corner to a new location. Or use the Cut and Paste commands in the 
Clipboard group on the Home tab to move the table.

●	 Merge	cells	 Create cells that span multiple columns or rows by selecting the cells 
you want to merge and clicking the Merge Cells button in the Merge group on the 
Layout tab. For example, to center a title in the first row of a table, you can merge 
all the cells in the row to create one merged cell that spans the table’s width.
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●	 Split	cells	 Divide one cell into multiple cells by clicking the Split Cells button in the 
Merge group on the Layout tab and then specifying the number of columns and 
rows you want.

●	 Sort	information	 Click the Sort button in the Data group on the Layout tab to sort 
the rows in ascending or descending order by the data in any column. For example, 
in a table that has the column headings Name, Address, ZIP Code, and Phone 
Number, you can sort on any one of those columns to arrange the information in 
alphabetical or numerical order.

In this exercise, you’ll work with two tables. First you’ll create an empty table, enter and 
align text in the table cells, add rows to the table, and merge cells. Then you’ll create a 
second table by converting an existing tabbed list, change the width of a column, and 
change the width of the entire table.

SET	UP	 You	need	the	ConsultationB_start	document	located	in	your	Chapter04	practice	
file	folder	to	complete	this	exercise.	Open	the	ConsultationB_start	document,	and	save	it	
as	ConsultationB.	Then	display	formatting	marks	and	the	rulers,	and	follow	the	steps.

	 1.	 Click to the left of the second blank paragraph below Please	complete	this	form.

	 2.	 On the Insert tab, in the Tables group, click the Table button. Then in the Insert	
Table gallery, point to (don’t click) the cell that is five columns to the right and five 
rows down from the upper-left corner of the grid.

Word highlights the cells that will be in the table, indicates the table dimensions 
in the gallery header, and creates a temporary table in the document.

You can preview the table with the number of columns and rows you have specified.



	 3.	 Click the cell.

Word creates a blank table consisting of five columns and five rows. The cursor is 
located in the first cell. Because the table is active, Word displays the Design and 
Layout contextual tabs.

	 4.	 In the selection area to the left of the table, point to the first row of the table, and 
then click once to select it.

	 5.	 On the Layout contextual tab, in the Merge group, click the Merge	Cells button.

Word combines the five cells in the first row into one cell.

	 6.	With the merged cell selected, in the Alignment group, click the Align	Center button.

The end-of-cell marker moves to the exact center of the merged cell to indicate 
that anything you type there will be centered both horizontally and vertically.

	 7.	 Type Consultation	Estimate.

The table now has content that looks like a table title.

Merged cells are often used for table titles and column headings.

	 8.	 Click the first cell in the second row, type Type, and then press Tab.

	 9.	 Type Location, Consultant, Hourly	Rate, and Total, pressing Tab after each entry.

Pressing Tab after the Total heading moves the cursor to the first cell of the third 
row. The table now has a row of column headings.

	 10.	 Select the column heading row, and then on the Mini Toolbar, click the Bold button.

	 11.	 In the third row, type Window	treatments, In	home, Andy	Ruth, $50.00, and 
$50.00, pressing Tab after each entry.

You have entered a complete row of data.

	 12.	 Select the last two rows, and then on the Layout tab, in the Rows	&	Columns 
group, click the Insert	Below button.

Word adds two new rows and selects them.

	 13.	 In the last row, click the first cell, hold down the Shift key, and then press the Right 
Arrow key four times to select the first four cells in the row.
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	 14.	 In the Merge group, click the Merge	Cells button.

Word combines the selected cells into one cell.

	 15.	 In the Alignment group, click the Align	Center	Right button.

	 16.	 Type Subtotal, and then press Tab twice.

Word adds a new row with the same structure to the bottom of the table.

When you add a new row, it has the same format as the one it is based on.

	 17.	 Type Add	trip	fee, press Tab twice to add a new row, and then type Total.

Now you’ll create a different table by converting existing text.

	 18.	 Scroll down to the bottom of the document, and select the rows of the tabbed list 
beginning with Distance and ending with $20.00.

	 19.	 On the Insert tab, in the Tables group, click the Table button, and then click 
Convert Text	to	Table.

The Convert Text To Table dialog box opens.

You can separate text into columns based on the symbol you specify.



	 20.	 Verify that the Number	of	columns box displays 2, and then click OK.

The selected text appears in a table with two columns and six rows.

	 21.	 Click anywhere in the table to release the selection, and then point to the right 
border of the table. When the pointer changes to two opposing arrows, double-
click the border.

Word adjusts the width of the right column to accommodate its longest cell 
entry.

Tip	 You	can	also	adjust	the	column	width	by	changing	the	Table	Column	Width	setting	
in	the	Cell	Size	group	on	the	Layout	tab.

	 22.	 Point to the In-Home	Trip	Charge table.

Word displays the move handle in the upper-left corner and the size handle in 
the lower-right corner.

	 23.	 Drag the size handle to the right, releasing the mouse button when the right 
edge of the table aligns approximately with the 4 inch mark on the horizontal 
ruler.

The width of the table expands.

The table is now approximately as wide as the tabbed list above, creating a nice balance.

CLEAN	UP	 Save	the	ConsultationB	document,	and	then	close	it.
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Performing	Calculations	in	Tables

When you want to perform calculations with the numbers in a Word table, you 
can create a formula that uses a built-in mathematical function. You construct a 
formula by using the tools in the Formula dialog box, which you display by clicking 
the Formula button in the Data group on the Layout contextual tab. 

The Formula dialog box.

A formula consists of an equal sign (=), followed by a function name (such as SUM), 
followed by parentheses containing the location of the cells you want to use for the 
calculation. For example, the formula =SUM(Left) totals the cells to the left of the 
cell containing the formula.

To use a function other than SUM in the Formula dialog box, you click the function 
you want in the Paste Function list. You can use built-in functions to perform a num-
ber of calculations, including averaging (AVERAGE) a set of values, counting (COUNT) 
the number of values in a column or row, or finding the maximum (MAX) or minimum 
(MIN) value in a series of cells.

Although formulas commonly refer to the cells above or to the left of the active cell, 
you can also use the contents of specified cells or constant values in formulas. To 
use the contents of a cell, you type the cell address in the parentheses following the 
function name. The cell address is a combination of the column letter and the row 
number—for example, A1 is the cell at the intersection of the first column and the 
first row. A series of cells in a row can be addressed as a range consisting of the first 
cell and the last cell separated by a colon, such as A1:D1. For example, the formula 
=SUM(A1:D1) totals the values in row 1 of columns A through D. A series of cells in a 
column can be addressed in the same way. For example, the formula =SUM(A1:A4) 
totals the values in column A of rows 1 through 4.



Other	Layout	Options

You can control many aspects of a table in the Table Properties dialog box, 
which you display by clicking the Properties button in the Table group on the 
Layout tab. You can set the following options:

● On the Table page, you can specify the width of the entire table, as well as the 
way it interacts with the surrounding text.

● On the Row page, you can specify the height of each row, whether a row is 
allowed to break across pages, and whether a row of column headings should 
be repeated at the top of each page. 

Tip	 The	Repeat	As	Header	Row	option	is	available	only	if	the	cursor	is	in	the	top	
row	of	the	table.

● On the Column page, you can set the width of each column.

● On the Cell page, you can set the width of cells and the vertical alignment of 
text within them.

Tip	 You	can	also	control	the	widths	of	selected	cells	by	changing	the	settings	in	
the	Cell	Size	group	on	the	Layout	tab.

● On either the Table page or Cell page, you can control the margins of cells 
(how close text comes to the cell border) by clicking Options and specifying 
top, bottom, left, and right settings.

Tip	 You	can	also	control	the	margins	by	clicking	the	Cell	Margins	button	in	the	
Alignment	group	on	the	Layout	tab.

● On the Alt Text page, you can enter text that describes what the table is 
about.
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Formatting	Tables
Formatting a table to best convey its data can be a process of trial and error. With Word 
2010, you can quickly get started by applying one of the table styles available in the 
Table Styles gallery on the Design contextual tab. 

The table styles include a variety of borders, colors, and other attributes to give the table a  
professional look.

If you want to control the appearance of a table more precisely, you can use the commands 
on the Design and Layout tabs. You can also format the table content. As you saw in the 
previous exercise, you can apply character formatting to the text in tables just as you would 
to regular text, by clicking buttons on the Mini Toolbar. You can also click the buttons in the 
Font group on the Home tab. You can apply paragraph formatting, such as alignment and 
spacing, by clicking buttons in the Paragraph group on the Home tab. And you can apply 
both character and paragraph styles from the Quick Styles gallery.



In this exercise, you’ll first apply a table style to a table. Then you’ll format a table row 
and column. You’ll also apply character and paragraph formatting to various cells so 
that the table’s appearance helps the reader understand its data.

SET	UP	 You	need	the	RepairCosts_start	document	located	in	your	Chapter04	practice	
file	folder	to	complete	this	exercise.	Open	the	RepairCosts_start	document,	and	save	it	
as	RepairCosts.	If	formatting	marks	are	displayed,	hide	them,	and	then	follow	the	steps.

	 1.	 Click anywhere in the table, and then on the Design tab, point to each thumbnail 
in the first row of the Table	Styles gallery to see its live preview.

	 2.	 In the Table	Style	Options group, clear the Banded	Rows check box, and select 
the Total	Row check box.

The table style thumbnails no longer have banded rows, reflecting your changes.

	 3.	 In the Table	Styles group, click the More button.

The Table Styles gallery appears.

	 4.	 Preview all the styles in the gallery. When you finish exploring, click the second 
thumbnail in the fifth row (Medium	Shading	2	–	Accent	1).

The style needs to be modified to suit the data, but it’s a good starting point.

This table style applies formatting to the header and total rows, the first column, and the 
text of the table.
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	 5.	 Select all the cells in the last row by clicking in the selection area to its left. Then in 
the Table	Styles group, click the Borders arrow, and click Borders	and	Shading.

The Borders And Shading dialog box opens, displaying the borders applied to the 
selected cells.

	 6.	 On the Borders page of the dialog box, scroll to the top of the Style list, and click 
the thick black border. 

	 7.	 In the Preview area, click the top border button once to remove the current border, 
and click again to apply the thick black border.

	 8.	 Click the Shading tab, and click the Fill arrow. Under Theme	Colors in the palette, 
click the fifth box in the top row (Blue,	Accent	1). Then click OK.

	 9.	Without moving the selection, on the Home tab, in the Font group, click the Font	
Color arrow, and under Theme	Colors in the palette, click the white box. Then 
press Home to release the selection.

The table now has the same border at the top and bottom.

You can customize a table style to meet your needs.

	 10.	 Point to the left side of the Elastomeric	Decks cell, and when the pointer changes 
to a black right-pointing arrow, drag downward to select all the cells in the Item 
column except the TOTAL cell. 



	 11.	 On the Design tab, in the Table	Styles group, click the Shading arrow, and 
under Theme	Colors, click the third box in the blue column (Blue,	Accent	1,	
Lighter	40%).

	 12.	 Select all the cells containing amounts in the Cost,	$ column, including the cell with 
the total. Then on the Layout tab, in the Alignment group, click the Align	Center	
Right button.

Tip	 If	the	first	row	of	your	table	has	several	long	headings	that	make	it	difficult	to	fit	the	
table	on	one	page,	you	can	turn	the	headings	sideways.	Simply	select	the	heading	row	
and	click	the	Text	Direction	button	in	the	Alignment	group	on	the	Layout	tab.

Now you can judge how well the table displays its data.

The total now stands out better, and the amounts are easier to read.

Tip	 If	you	will	need	to	use	this	formatted	table	with	different	data	in	the	future,	you	can	
save	it	as	a	Quick	Table.	For	information	about	saving	customized	tables	for	future	use,	
see	the	sidebar	“Quick	Tables”	on	the	next	page.

CLEAN	UP	 Save	the	RepairCosts	document,	and	then	close	it.
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Quick	Tables

With Word 2010, you can create Quick Tables—preformatted tables with sample 
data that you can customize. To create a Quick Table:

	 1.	 On the Insert tab, in the Tables group, click the Table button, and then point 
to Quick Tables.

The Quick Tables gallery appears.

The predefined Quick Tables meet several common needs.

	 2.	 Scroll through the gallery, noticing the types of tables that are available, and 
then click the one you want.

For example, this is the Matrix Quick Table.

The Matrix Quick Table includes row and column headings, placeholder data, and no 
summary data, such as totals.



	 3.	 On the Design tab, apply formatting to tailor the Quick Table to your needs.

For example, here’s the Matrix Quick Table after we formatted it.

It is easy to customize a Quick Table for your own needs.

If you will use the table again, you can save it in the Quick Tables gallery. Select 
the table, display the Quick Tables gallery, and click Save Selection To Quick Tables 
Gallery. Then in the Create New Building Block dialog box, assign a name to the table, 
and click OK. Provided you save the Building Blocks template when Word prompts 
you to, the table will be available in the Quick Tables gallery for future use.

See	Also	 For	information	about	building	blocks,	see	“Inserting	Building	Blocks”	in	
Chapter	5,	“Add	Simple	Graphic	Elements.”

Key	Points
● To vary the layout of a document, you can divide text into columns. You can 

control the number of columns, the width of the columns, and the space between 
the columns.

● To clearly present a simple set of data, you can use tabs to create a tabbed list, 
with custom tab stops controlling the width and alignment of columns.

● You can create a table from scratch, or convert existing text to a table. You can 
control the size of the table and its individual structural elements.

● By using the built-in table styles, you can quickly apply professional-looking cell 
and character formatting to a table and its contents.

● You can enhance a table and its contents by applying text attributes, borders, and 
shading.
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 7 Insert and Modify 
  Diagrams
In	this	chapter,	you	will	learn	how	to
✔ Create diagrams.
✔ Modify diagrams.
✔ Create picture diagrams.

Diagrams are graphics that convey information. Business documents often include diagrams 
to clarify concepts, describe processes, and show hierarchical relationships. Microsoft 
Word 2010 comes with a powerful diagramming tool called SmartArt that you can use 
to create diagrams directly in your documents. By using ready-made diagram templates, 
you can produce sophisticated results tailored to your needs.

In this chapter, you’ll insert a diagram into a document and specify its size and position. 
Then you’ll change the diagram’s layout, visual style, and color theme. Finally, you’ll see 
how to use a diagram to arrange pictures in a document.

Practice	Files	 Before	you	can	complete	the	exercises	in	this	chapter,	you	need	to	copy	
the	book’s	practice	files	to	your	computer.	The	practice	files	you’ll	use	to	complete	the	
exercises	in	this	chapter	are	in	the	Chapter07	practice	file	folder.	A	complete	list	of	
practice	files	is	provided	in	“Using	the	Practice	Files” at the beginning of this book.

Creating	Diagrams
When you need your document to clearly illustrate a concept such as a process, cycle, 
hierarchy, or relationship, the powerful SmartArt Graphics tool is available to help you 
create a dynamic, visually appealing diagram. By using predefined sets of sophisticated 
formatting, you can almost effortlessly put together any of the following diagrams:

●	 List	 These diagrams visually represent lists of related or independent information—
for example, a list of items needed to complete a task, including pictures of the items.
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●	 Process	 These diagrams visually describe the ordered set of steps required to 
complete a task—for example, the steps for getting a project approved.

●	 Cycle	 These diagrams represent a circular sequence of steps, tasks, or events, or the 
relationship of a set of steps, tasks, or events to a central, core element—for example, 
the looping process for continually improving a product based on customer feedback.

●	 Hierarchy	 These diagrams illustrate the structure of an organization or entity—for 
example, the top-level management structure of a company.

●	 Relationship	 These diagrams show convergent, divergent, overlapping, merging, or 
containment elements—for example, how using similar methods to organize your 
e-mail, calendar, and contacts can improve your productivity.

●	 Matrix	 These diagrams show the relationship of components to a whole—for 
example, the product teams in a department.

●	 Pyramid	 These diagrams illustrate proportional or interconnected relationships—
for example, the amount of time that should ideally be spent on different phases of 
a project.

●	 Picture	 These diagrams rely on pictures instead of text to create one of the other 
types of diagrams—for example, a process picture diagram with photographs 
showing the recession of glaciers in Glacier National Park.

You select the type of diagram you want to create from the Choose A SmartArt Graphic 
dialog box. The categories are not mutually exclusive, meaning that some diagrams ap-
pear in more than one category.

The Choose A SmartArt Graphic dialog box.



After creating the diagram, you insert text by typing either directly in its shapes or in the 
associated Text pane. Depending on the diagram type, the text appears in or adjacent to 
its shapes.

In this exercise, you’ll create a diagram, add text, adjust its size, and specify its position in 
relation to the document text and page margins.

SET	UP	 You	need	the	ServiceA_start	document	located	in	the	Chapter07	practice	file	
folder	to	complete	this	exercise.	Open	the	ServiceA_start	document,	and	save	it	as	
ServiceA.	Then	follow	the	steps.

	 1.	 Click to the left of the Gather	information heading, and then on the Insert tab, in 
the Illustrations group, click the SmartArt button.

Keyboard	Shortcut	 Press	and	release	Alt,	N,	and	then	M	to	open	the	Choose	A	
SmartArt	Graphic	dialog	box.

See	Also	 For	more	information	about	keyboard	shortcuts,	see	“Keyboard	Shortcuts”	at	
the	end	of	this	book.

The Choose A SmartArt Graphic dialog box opens, displaying all the available 
graphics.

	 2.	 In the left pane, click each diagram category in turn to display only the available 
layouts of that type in the center pane.

	 3.	 In the left pane, click Process. Then in the center pane, click each process diagram 
layout in turn to view an example, along with a description of what the diagram best 
conveys, in the right pane.

Tip	 While	you	are	exploring,	keep	in	mind	how	much	data	your	own	diagrams	might	
contain,	and	analyze	which	diagrams	will	ensure	that	the	data	will	all	fit	on	one	page.

	 4.	When you finish exploring, click the third thumbnail in the sixth row (Vertical	
Process), and then click OK.

The process diagram is inserted at the cursor, and the Design and Format contextual 
tabs are displayed on the ribbon.
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Three text placeholders appear in the diagram shapes and in the adjacent Text pane, where 
the text placeholders are formatted as a bulleted list.

Troubleshooting	 The	appearance	of	buttons	and	groups	on	the	ribbon	changes	depending	
on	the	width	of	the	program	window.	For	information	about	changing	the	appearance	of	
the	ribbon	to	match	our	screen	images,	see	“Modifying	the	Display	of	the	Ribbon”	at	the	
beginning	of	this	book.

Depending on your screen resolution, you might see a description of the Vertical 
Process diagram at the bottom of the Text pane. If your Text pane looks like the 
one in our graphic, you can click Vertical Process to display the description.

Troubleshooting	 If	the	Text	pane	is	not	open,	click	the	tab	displaying	left	and	right	
(open	and	close)	arrows	on	the	left	side	of	the	diagram	frame.	You	can	also	display	the	
Text	pane	by	clicking	the	Text	Pane	button	in	the	Create	Graphic	group	on	the	Design	
contextual	tab.

	 5.	With the first bullet selected in the Text pane, type Gather	information, and then 
press the Down Arrow key to move the cursor to the next placeholder.

Troubleshooting	 Be	sure	to	press	the	Down	Arrow	key.	If	you	press	the	Enter	key,	
you’ll	start	a	new	bullet,	and	if	you	press	the	Tab	key,	you’ll	turn	the	current	bullet	
into	a	level-two	bullet	below	the	one	above	it.

As you type in the Text pane, the words also appear in the corresponding shape in 
the diagram.

Tip	 For	a	cleaner	look,	don’t	type	any	punctuation	at	the	end	of	the	text	in	diagram	
shapes.



	 6.	 Repeat step 5 for the remaining two placeholders, entering Set	up	team and Plan	
project.

	 7.	With the cursor at the end of the third bulleted item in the Text pane, press Enter 
to extend the bulleted list and add a new shape to the diagram. Then type Meet	
with	department.

The widths of the shapes in the diagram adjust to accommodate the length of the 
bullet point you just typed.

You can add as many shapes as you need.

	 8.	 In the Text pane, click the Close button.

	 9.	 On the left side of the diagram frame, point to the sizing handle (the four dots), 
and when the pointer changes to a double-headed arrow, drag to the right past 
the diagram and into the white space, until the frame is approximately as wide 
as the shapes within the diagram.

Troubleshooting	 Ensure	that	the	pointer	is	a	double-headed	arrow	before	dragging.	
Point	to	the	four	dots,	not	to	a	blank	part	of	the	frame	or	to	the	Text	pane	tab	on	the	
left	side	of	the	frame.
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	 10.	 If you can’t see the diagram after you release the mouse button, scroll up in the 
document.

The diagram now sits at the left margin of the document, with the Gather information 
heading to its right.

The diagram is anchored to the Gather information heading and moves with it.

	 11.	 On the Format contextual tab, in the Arrange group, click the Wrap	Text button, 
and then in the gallery, click Square.

Troubleshooting	 Depending	on	your	window	size	and	screen	resolution,	you	might	
need	to	click	the	Arrange	button	to	display	the	Arrange	group.

See	Also	 For	information	about	text	wrapping,	see	“Arranging	Objects	on	the	Page”	in	
Chapter	10,	“Organize	and	Arrange	Content.”

	 12.	 In the Arrange group, click the Position button, and then at the bottom of the 
gallery, click More	Layout	Options.

The Layout dialog box opens with the Position page displayed. On this page are 
options for controlling where the diagram appears relative to other elements of 
the document.



The Position page of the Layout dialog box.

	 13.	 In the Horizontal area, click Alignment. Then click the Alignment arrow, and in 
the list, click Right.

	 14.	 In the Vertical area, click Alignment. Leave the Alignment setting as Top, and 
then change the relative	to setting to Line.

	 15.	 Click OK.

Instead of sitting at the left margin with text before and after it, the diagram now 
sits to the right of the text, without interrupting its flow.

	 16.	 In the lower-left corner of the diagram frame, point to the sizing handle. When 
the pointer changes to a diagonal double-headed arrow, drag up and to the right 
until the bottom of the diagram frame sits level with the last line of text in the 
Community	Service	Committee paragraph.

Tip	 You	can	precisely	size	the	diagram	by	adjusting	the	Height	or	Width	setting	in	the	
Size	group	on	the	Format	contextual	tab.

	 17.	 Click a blank area of the document.

The diagram now sits neatly to the right of the introductory text.
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You can align and size the diagram to fit your text.

CLEAN	UP	 Save	the	ServiceA	document,	and	then	close	it.

Modifying	Diagrams
After you create a diagram, you can add and remove shapes and edit the text of the 
diagram by making changes in the Text pane. You can also customize the diagram by 
using the options on the SmartArt Tools contextual tabs.

You can make changes such as the following by using the commands on the Design 
contextual tab:

● Switch to a different layout of the same type or of a different type.

Tip	 If	you	have	entered	more	text	than	will	fit	in	the	new	layout,	the	text	is	not	shown,	
but	SmartArt	retains	it	so	that	you	don’t	have	to	retype	it	if	you	switch	the	layout	again.

● Add shading and three-dimensional effects to all the shapes in a diagram.

● Change the color scheme.

● Add shapes and change their hierarchy.

Tip	 You	can	remove	a	shape	and	its	text	by	selecting	it	and	then	pressing	the	Delete	
key.	You	can	also	rearrange	shapes	by	dragging	them.

You can customize individual shapes in the following ways by using the commands on 
the Format contextual tab:

● Change an individual shape—for example, you can change a square into a star.

● Apply a built-in shape style.



● Change the color, outline, or effect of a shape.

● Change the style of the shape’s text.

You can use Live Preview to display the effects of these changes before you apply them. 
If you apply a change and then decide you preferred the original version, you can click 
the Reset Graphic button in the Reset group on the Design contextual tab.

In this exercise, you’ll change a diagram’s layout, style, and colors. Then you’ll change the 
shape and color of one of its elements, and customize copies of the diagram.

SET	UP	 You	need	the	ServiceB_start	document	located	in	the	Chapter07	practice	file	
folder	to	complete	this	exercise.	Open	the	ServiceB_start	document,	and	save	it	as	
ServiceB.	Then	follow	the	steps.

	 1.	 If necessary, adjust your view of the document so that the entire diagram sits in the 
bottom half of your screen.

	 2.	 Click a blank area inside the diagram frame to activate the diagram as a whole.

Troubleshooting	 Be	sure	to	click	a	blank	area	away	from	any	shapes.	If	a	shape	in	
the	diagram	is	surrounded	by	handles,	that	shape	is	selected,	either	for	editing	or	for	
manipulation,	instead	of	the	diagram	as	a	whole.

	 3.	 On the Design contextual tab, in the Layouts group, click the More button.

The Layouts gallery appears, showing the other available Process diagram layouts.

You can switch to any of these layouts.
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Tip	 If	a	gallery	has	a	sizing	handle	(three	dots)	in	its	lower-right	corner,	as	this	one	does,	
you	can	drag	the	handle	upward	to	reduce	the	height	of	the	gallery.	You	can	then	see	
more	of	the	document	and	the	gallery	at	the	same	time.

	 4.	 In the Layouts gallery, point to each thumbnail to preview the diagram with that 
layout.

Because changing the layout does not change the width of the diagram frame, 
some of the horizontal layouts create a very small diagram.

	 5.	 In the Layouts gallery, click the last thumbnail in the fourth row (Basic	Bending	
Process).

The diagram changes to two columns with arrows indicating the process flow.

 
The Basic Bending Process diagram.

	 6.	 Point to the sizing handle on the left side of the diagram’s frame, and when the 
pointer changes to a two-headed arrow, drag the frame to the left until the diagram 
occupies a bit less than half the page width.

When you release the mouse button, the shapes in the diagram expand to fill the 
resized frame.

	 7.	 On the Design contextual tab, in the SmartArt	Styles group, click the More 
button.

The SmartArt Styles gallery appears.



You can apply two-dimensional or three-dimensional styles.

	 8.	 In the gallery, point to each style, noticing the changes to your diagram. Then 
under 3-D, click the first thumbnail in the first row (Polished).

	 9.	 In the SmartArt	Styles group, click the Change	Colors button.

The Colors gallery appears, offering sets of different colors or of different shades 
of the same color.

	 10.	 Preview a few color combinations, and then under Colorful, click the first thumbnail 
(Colorful	–	Accent	Colors).

In the document, you can see that the new diagram colors coordinate with the 
text colors.

The diagram shapes have a new style and new colors.
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	 11.	 In the upper-left corner of the diagram, click the Gather	information shape (not 
its text), and then on the Format contextual tab, in the Shapes	group, click the 
Change	Shape button.

The Shapes gallery appears, showing all the available built-in shapes.

You can use any of these shapes in a diagram.

	 12.	 Under Basic	Shapes, click the first shape in the first row (Oval).

The selected shape changes from a rectangle to an oval.

	 13.	Without changing the selection, in the Shape	Styles	group, click the Shape	Fill 
button. Then under Standard	Colors in the palette, click the first box (Dark	Red).

	 14.	 Click away from the diagram.

You can now see the results.



The shape that corresponds with the heading to the left of the diagram is now accentuated 
with a different shape and color.

	 15.	 Click a blank area within the diagram to select it. Then on the Home tab, in the 
Clipboard group, click the Copy button.

	 16.	 Scroll down the document, click to the left of the Set	up	team heading, and in the 
Clipboard group, click the Paste button to paste in a copy of the diagram.

	 17.	 On the Format tab, in the Arrange group, click the Position button, and then click 
More	Layout	Options to display the Layout dialog box. Ensure that the Horizontal 
setting is Alignment, Right relative	to Column and the Vertical setting is 
Alignment, Top	relative	to	Line. Then click OK.

	 18.	 Click the Gather	information shape (not its text). In the Shapes group, click the 
Change	Shape button, and under Rectangles, click the second shape (Rounded	
Rectangle). Then in the Shape	Styles group, click the Shape	Fill button, and under 
Theme	Colors in the palette, click the third box (Light	Turquoise,	Background	2).

The shape corresponding to the previous heading is now muted to show that it 
has already been discussed.

	 19.	 Click the Set	up	team shape (not its text), and change its shape to Oval. Then 
change its fill color to Dark	Red.

The diagram now corresponds with the adjacent topic.

	 Modifying	Diagrams	 	 215



216	 	 Chapter	7	 Insert	and	Modify	Diagrams

 
The red oval shape reflects the heading to the left, and the previous topic is a muted color.

	 20.	 If you want, repeat steps 15 through 19 to insert a customized copy of the diagram 
adjacent to each of the remaining headings in the Process section.

Tip	 Sometimes	headings	appear	too	close	together,	or	a	heading	might	appear	too	
close	to	the	bottom	of	the	page,	to	accommodate	a	series	of	diagrams	neatly.	In	that	
case,	insert	a	page	break	(press	Ctrl+Enter)	to	push	each	heading	to	a	new	page	before	
inserting	the	diagram.

CLEAN	UP	 Save	the	ServiceB	document,	and	then	close	it.

Creating	Picture	Diagrams
The SmartArt Graphics tool that comes with Word 2010 includes a sophisticated new 
category of diagrams that are designed to hold pictures. You can use these diagrams 
for business uses such as creating organization charts with pictures as well as names 
and titles or for personal uses such as creating a page of family photographs.

In this exercise, you’ll create a page of photographs. You’ll size and position the  
photographs and then enter and format accompanying captions.



SET	UP	 You	need	the	Garden,	Park,	Pond,	and	Woods	pictures	located	in	the	Chapter07	
practice	file	folder	to	complete	this	exercise.	Create	a	blank	document,	and	save	it	as	
Westbury	in	the	folder	where	you	usually	save	your	practice	files.	Then	follow	the	steps.

	 1.	 On the Page	Layout tab, in the Page	Setup group, set the orientation to Landscape, 
and set the margins to Narrow. Then if necessary, set the zoom percentage so that 
you can see the entire page on your screen.

	 2.	 At the top of the document, type Westbury, and press Enter. Select the text, and 
then on the Home tab, in the Font group, click the Text	Effects button. Then in 
the gallery, click the second thumbnail in the last row (Gradient	Fill	-	Orange,	
Accent	6,	Inner	Shadow). Finally, set the size to 72.

	 3.	 Press the Down Arrow key, and on the Insert tab, in the Illustrations group, click 
the SmartArt button. In the left pane of the Choose	a	SmartArt	Graphic dialog 
box, click Picture. Then in the middle pane, double-click the first thumbnail in the 
first row (Accented	Picture).

The template for the selected diagram is inserted at the cursor.

The Accented Picture diagram, ready for you to enter pictures and captions.
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	 4.	 Click a blank area inside the diagram frame, and then on the Format contextual tab, 
in the Size group, change the Height setting to 5.75 and the Width setting to 9.

Tip	 You	don’t	have	to	type	the	inch	marks;	Word	will	add	them	for	you.	After	you	enter	
a	Size	setting,	pressing	Enter	implements	your	changes.

	 5.	 Click a blank area of the biggest shape, and then in the Size group, change the 
Height setting to 5 and the Width setting to 8. Then drag the shape down and 
to the left until it sits in the lower-left corner of the diagram frame.

	 6.	 Click a blank area of the top circle, and then in the Size group, use the up arrows 
in the Height and Width settings to increase the size to 1.7”. Repeat this step for 
the other two circles.

Troubleshooting	 Don’t	type	the	sizes;	use	the	arrows.	Sometimes	the	shapes	don’t	hold	
precise	measurements	when	you	type	them.

	 7.	 Drag the top circle to the upper-right corner of the diagram frame, drag the 
middle circle to the right to align with the frame, and drag the bottom circle to 
the lower-right corner of the frame.

The diagram now occupies most of the page.

The picture placeholders have been sized and positioned to fit the available space.



	 8.	 In the biggest shape, click the Insert	Picture icon.

The Insert Picture dialog box opens.

	 9.	 Navigate to your Chapter07 practice file folder, and then double-click Park.

	 10.	 Repeat step 9 to insert the Garden picture in the top circle, the Pond picture in 
the middle circle, and the Woods picture in the bottom circle.

	 11.	 Open the Text pane, and replace the placeholder bullet points with Park, Garden, 
Pond, and Woods.

The captions appear on the diagram in the position and format specified by the 
diagram template.

The pictures now have captions.

	 12.	 In the Text pane, double-click the Park bullet point, and then on the Home tab, in 
the Font group, apply the Gradient	Fill	–	Orange,	Accent	6,	Inner	Shadow text 
effect and set the size to 40. Repeat this step for the Garden, Pond, and Woods 
bullet points. Then close the Text pane.

	 13.	 To balance the slide, on the Page	Layout tab, in the Page	Setup group, click the 
Margins button, and at the bottom of the gallery, click Custom	Margins. Then 
in the Page	Setup dialog box, increase the Left margin to 1.25, and click OK.

Troubleshooting	 If	Word	displays	a	message	that	one	of	the	margins	is	outside	the	
printable	area	of	the	page,	in	this	case	you	can	click	Ignore.	If	you	were	going	to	print	
this	page,	you	would	want	to	fix	the	problem.
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	 14.	 Make any additional adjustment to achieve a balanced slide.

We indented the title by 1 inch and removed the space after it.

The final picture diagram.

CLEAN	UP	 Save	the	Westbury	document,	and	then	close	it.



Key	Points
● You can easily create a sophisticated diagram to convey a process or the relationship 

between hierarchical elements.

● Diagrams are dynamic illustrations that you can customize to produce precisely the 
effect you are looking for.

● You can use a picture diagram to neatly lay out pictures on a page.
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