
Tyson

No shortage of words here—it’s all 
you need to know on Word!
Microsoft Word 2010 arrives with many changes and 
improvements, and the 900+ pages in this in-depth 
book covers them all.  Microsoft MVP Herb Tyson 
shows you what’s new and improved—such as the 
customizable Ribbon, Super Tooltips, launchers, live 
preview, SharePoint® Workspace, and more—while he 
guides you through a wealth of Word basics, advanced 
techniques, and productivity-boosting tools. Get the first 
and last word on Word 2010 with this packed guide!

Herb Tyson
is a computer consultant and trainer 
in the Washington, D.C. area. Widely 
recognized for his expertise, Herb 
has received the Microsoft MVP 
(Most Valuable Professional) award 
each year for over 14 years, 
in recognition for helping thousands 
of Microsoft Word users. His 
clients have included IBM, Wang, 
the Federal Government, and the 
World Bank, as well as numerous 
law firms and publishers. He is 
the author of more than a dozen 
computer books, including the 
Microsoft Word 2007 Bible.

Shelving Category:
COMPUTERS / Desktop Applications / 
Word Processing

Reader Level:
Beginning to Advanced

$39.99 USA
$47.99 Canada

www.wiley.com/compbooks

Companion 
Web Site

 

• Understand Word 2010’s “results-oriented” user interface

• Discover why using Styles can be smarter than using direct formatting

• Learn 10 Power User tips that will save you time 

• See how to avoid or prevent Word’s most annoying habits

• Make best use of the Clipboard, Quick Parts, and Building Blocks

• Publish files as PDF, XPS, or HTML—and use Word to blog

•  Explore Word 2010’s new Navigation panel and create professional 
reports using SmartArt and Escher-based graphics

•  Apply security, collaborate by co-authoring, and integrate with 
other Office apps

Herb Tyson
Microsoft Word MVP

Become a wizard 
at Word 2010

Give your documents 
professional polish

Learn the ten top tips 
for power users! 

The book you need to succeed!

Word 2010 

Microsoft®

W
o

rd
 2010

 

M
icro

so
ft

®

 
 





Microsoft® Word 2010
Bible

Herb Tyson

Wiley Publishing, Inc.



Microsoft® Word 2010 Bible

Published by
Wiley Publishing, Inc.
10475 Crosspoint Boulevard
Indianapolis, IN 46256
www.wiley.com

Copyright © 2010 by Wiley Publishing, Inc., Indianapolis, Indiana

Published simultaneously in Canada

ISBN: 978-0-470-59184-0

Manufactured in the United States of America

10 9 8 7 6 5 4 3 2 1

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections
107 or 108 of the 1976 United States Copyright Act, without either the prior written permission of the Publisher,
or authorization through payment of the appropriate per-copy fee to the Copyright Clearance Center, 222 Rosewood
Drive, Danvers, MA 01923, (978) 750-8400, fax (978) 646-8600. Requests to the Publisher for permission should
be addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201)
748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/permissions.

Limit of Liability/Disclaimer of Warranty: The publisher and the author make no representations or warranties
with respect to the accuracy or completeness of the contents of this work and specifically disclaim all warranties,
including without limitation warranties of fitness for a particular purpose. No warranty may be created or extended
by sales or promotional materials. The advice and strategies contained herein may not be suitable for every situation.
This work is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other
professional services. If professional assistance is required, the services of a competent professional person should be
sought. Neither the publisher nor the author shall be liable for damages arising herefrom. The fact that an organi-
zation or Web site is referred to in this work as a citation and/or a potential source of further information does not
mean that the author or the publisher endorses the information the organization or Web site may provide or rec-
ommendations it may make. Further, readers should be aware that Internet Web sites listed in this work may have
changed or disappeared between when this work was written and when it is read.

For general information on our other products and services please contact our Customer Care Department within the
United States at (877) 762-2974, outside the United States at (317) 572-3993 or fax (317) 572-4002.

Wiley also publishes its books in a variety of electronic formats. Some content that appears in print may not be
available in electronic books.

Library of Congress Control Number: 2010924558

Trademarks: Wiley and the Wiley logo are trademarks or registered trademarks of John Wiley & Sons, Inc. and/or
its affiliates, in the United States and other countries, and may not be used without written permission. All other
trademarks are the property of their respective owners. Wiley Publishing, Inc. is not associated with any product or
vendor mentioned in this book.

http://www.wiley.com
http://www.wiley.com/go/permissions


This book is dedicated to my extraordinary daughter, Katie, who was killed in a car crash on
July 2, 2009. Katie was the most incredibly talented, intelligent, and loving human being I’ve

ever known, and Karen and I miss her each and every day. In her short 21 years, she touched
the lives of many hundreds of people who knew her and loved her, and relied on her for her

leadership and her deep compassion, empathy, and honesty. With wisdom beyond her time with
us, I believe that her timeless soul continues. The work she began is being continued by the

Katie Tyson Fund, which provides leadership training for youth and young adults.
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