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The Word 2010 Interface 

 
 
 

 

 

1.  File Button:  From here you can edit 
the document properties, permissions, 
sharing and more.  This work area is 
now called the Backstage View.  
2.  The Quick Access Toolbar:  
Customizable shortcuts for your 
frequently used tools. 
3.  The Ribbon:  Navigate through 
Word’s features from here.  Individual 
tabs replace drop down menus from 
early versions of Word. This horizontal 
menu is dynamic and contains 
contextual tabs with more features that 
change as you edit the document.   
4. Help:  In addition to searching for 
topics locally, you can also browse 
Word 2010’s online support here.   
5.  Document Pane: The main work 
area. Edit, read and create documents 
in this section. 
6.  View Buttons:  Change your 
perspective of Word by choosing from 
Print layout, Full Screen Reading, Web 
Layout, Outline or Draft View. 
7.  Zoom Slider:  Change the zoom 
magnification of your document. 

Saving a Document Opening Documents and Recent Documents Customizing the Ribbon Interface 

1. Click on the File tab. 
2. Select Save As. 
3. Choose the dropdown arrow in the Save 

As Type box and pick a format from the 
menu. 

4.  Pick a location where you would like 
the document saved. 

5. Type a name for this document in the 
File Name box. 

6. Click Save.  

1. Click on the File tab. 

2. Choose Open from the left pane. 

3. From the Open dialog box, navigate to the file 
you wish to open. 

4. Click Open. 
 Opening Recent Documents 

1. Click on the File tab. 

2. Choose Recent from the left pane. 

3. From the Recent Documents pane, click on the 

document you wish to open. 

1. Click on the File tab. 

2. Choose Options from the left pane. 

3. Click on Customize Ribbon. 
4. From the right side of the dialog, select the tab 

groups you wish to modify located under 
Customize the Ribbon.  

5. If necessary, check/uncheck any boxes in the 
selected tab group.  

6. Using the Add/Remove buttons or Up/Down 
arrows, select and move any item on the tab. 

Use Shortcut Keys for Familiar Commands 

Ctrl + A  Select All Items 
Ctrl + X Cut text 
Ctrl + C Copy text 
Ctrl + V Paste text 
Ctrl + O Open 
Ctrl + P Print 
Ctrl + Z Undo last action 
F1 Display Help 

Ctrl + B Bold 
Ctrl + I Italics 
Ctrl + U Underline 
Ctrl + L Align Left 
Ctrl + R Align Right 
Ctrl + E Align Center 
Ctrl + J Justified 
Ctrl + Y Redo last action 

Ctrl+Shift+D Double Underline 
Ctrl+Shift+W Word Underline 
Ctrl+Shift+K Small Caps 
Ctrl+Shift++ Superscript 
Ctrl+= Subscript 
Ctrl+spacebar Erase Formatting 
Ctrl+Shift+> Increase Font Size 
Ctrl+Shift+< Shrink Font Size 

Ctrl + Shift +A  ALL CAPS  
Ctrl + Shift +F Font 
Ctrl + D Font Dialog Box 
Ctrl + ↑ Up one paragraph 
Ctrl +↓ Down one paragraph  
Ctrl + ← Left one word 
Ctrl +→ Right one word 
Escape Cancel 
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A Close-Up Look at Backstage View 

 

1.  Fast Commands:   Access to frequently used 
tasks that are not explicitly associated with 
ribbon tabs. 
2.  Document Path:   At times hard to find in 
previous versions of Word, the location of the 
document is prominently displayed front and 
center.  
3.  Document Properties:  Located on the far 
right pane, information such as document size, 
date modified and who modified it is found 
here.  
4. Center Work Pane:  In the center of 
Backstage View are informational tabs and 
options containing useful information about the 
state of your document.  Different contextual 
tabs can appear here depending on if your 
document is in a special state (for example, if 
your document lives on a SharePoint site). 
5. Info Tab:  See all your document information 
in one place.  Note the ‘Check for Issues’ button 
in the center work pane.  

7 Quick New Feature Tips 

1.  Insert a Screenshot.  Click the Insert ribbon tab and click Screenshot to choose from pre-defined options or to click-and-grab a shot to insert. 

2.  Want to see your new Print control panel?  Click the File tab and Print and you will see all your print options along with a preview. 

3.  Save your document as a PDF file by clicking on the File tab, selecting ‘Save & Send’ and then Create PDF/XPS document. 

4.  Crop your images to a shape.  Select the image and go to the Format ribbon.  Select the down-arrow under Crop and choose ‘Crop to Shape’. 

5.  Minimize the Ribbon.  Double-click any tab or press the up arrow next to Help in the upper right corner.  (Repeat to bring it back.) 

6.  New photo editing options.  You no longer need to use a photo editor.  Simply insert the picture into Word and then click on the Format tab for a 
myriad of choices!  One example is the new ‘Remove Background’ which will remove unwanted background portions of your picture.  Also check 
out the Artistic Effects which provides cool options like Pencil Sketch, Chalk Sketch, Glowy Edges, Photocopy and more! 

7. Carrying forward the “Live Preview” functionality introduced in Word 2007, the new Paste Preview feature shows you possible options for pasting 
text and other items from your clipboard before you actually paste.  Copy some text, right click and preview your work from Paste Options! 

The Home Ribbon 

 

If you’re just getting started with Word 2010, you’ll want to familiarize yourself with the ribbon.  A great place to start is the Home tab.  Here are a 
few highlights for beginners and seasoned users alike: 

1. Tab Groups: Located on every tab, these organize your commands into logical sections.  The groups on the Home tab contain the most frequently 
used commands.  The Font and Paragraph groups contain several commands from the Standard toolbar found in earlier versions of Word. 

2. Dialog Box Launcher:  These are located in the lower right corner of several groups on a Tab.  Clicking on one opens a dialogue box that houses 
advanced commands from the feature set.  The look and feel from these boxes has not changed significantly through Word’s evolution. 

3. Styles Group:  Unique to the Home tab, this group stands out in a class by itself.  Using these commands allows you to format your document 
with a consistent professional look.  Selecting text and placing your mouse over a selection from the Styles group allows you to preview the 
formatting.  Choose from even more selections by clicking the Change Styles button on the right side of the group. 
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