
Microsoft Word 2010 is a software application used to create text-based documents, 
such as letters, resumes and essays.

BASIC DEFINITIONS & SKILLS
Select text: Place the pointer immediately before 
or after text you want to format, hold down the 
left mouse button and drag the pointer over the 
text. The text will be highlighted in blue. Once 
text is selected, you can format it by clicking on  
a formatting icon.

Pointer: An on-screen symbol controlled by the 
mouse, track pad or track ball that lets you select 
an application, folder or document by clicking on 
it. In Word, the pointer changes shape depending 
on where it is; a blinking vertical line, or cursor, 
appears where you can begin typing.

Quick Access Menu: Located in the upper left-
hand corner of the Word window. Use for the 
commands Save, Undo and Repeat Typing.

Ribbon: Located under the Quick Access Menu, 
the ribbon contains tabs and icons for Word 
features. When you click on one of the tabs (File, 
Home, Insert, View, etc.), a list of options appears 
that you can use to customize your document.

• File Tab: Use for commands such as Save, 
Open, Close and Print. 
• Home Tab: Use for commands such as Cut, 
Copy, Paste and Format. 
 • Insert Tab: Use to insert page breaks,  
symbols, pictures, text boxes and hyperlinks  
into your document. 
• View Tab: Use for features such as Document 
Views, Ruler, Gridlines and Zoom.

MOrE WAyS TO DEvELOp BASIC SKILLS
Computer tutorials with videos:  
www.gcflearnfree.org/word2010 

BPL’s Learning Express Library:  
http://tinyurl.com/LELWord2010 
(Click Login to add)

Typing practice:  
Mavis Teaches Typing 
(Applications folder on BPL computers)
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