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Find your way through long documents with
the new Document Navigation pane and
Search

In Word 2010, you can quickly find your way around long documents. You can easily reorganize your
documents by dragging and dropping sections instead of copying and pasting. And you can find content by

using incremental search, so you do not need to know exactly what you are searching for to find it.

L‘!] ™ B R~ IR Do
Home Insert Page Layout References Mallings Re
X% - N | s SNy

3 Cambria (Headis = 14 - A A Aa-~ 8, == -NEe

— 4D
Paste o IBIZ| U - de x, x - A (EEam
Chipboard - Font . Para
Na\nﬁa(ucn - X Nunc viverra imper
=

Vivamus a tell

g9 & P Pellentesque habit

- Proin pharetra non
A Lorem ipsum dolor 5t am...

Vivarnus a tellus Aenean nec lo:

Aecnean neclorem In porttitor. Donec
4 Fusce aliquet pede non pI Suspendisse dul pu

Integer reull, ‘ at sem venenatis a

Proin nec augue |

Nunc ac magna Fusce alique

Suspendisse dapib

Integer null.

Donec blandit feug
metus, in lacinian
Etiam eget dui. Al

Proin nec augt

Quisque allquam t«
malesuada fames 3

Nunc ac magn

Maecenas odio dol
felis.

In Word 2010 you can do the following:

Move between headings in your document by clicking on the parts of the document map.

Collapse levels of the outline to hide nested headings, so you can work easily with the map evenin

deeply structured and complicated long documents.

Type text into the search box to find your place instantly.
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Drag and drop headings within your document to rearrange the structure. You can also delete, cut, or

copy headings and their content.

Easily promote or demote a given heading, or a heading and all of its nested headings, up or down

within the hierarchy.

Add new headings to your document to build a basic outline or insert new sections without having to

scroll around in the document.

Stay aware of the content being edited by others by browsing the headings that contain a co-

authoring indicator.

See thumbnails of all the pages in your document and click on them to move through your document.

Adjust the spaces between lines or
paragraphs

Line spacing determines the amount of vertical space between the lines of text in a paragraph. Paragraph spacing
determines the amount of space above or below a paragraph.

Line spacing in Word 2010

In Microsoft Word 2010, the default spacing for most Quick Style sets is 1.15 between lines and a blank line between
paragraphs. The default spacing in Office Word 2003 documents is 1.0 between lines and no blank line between
paragraphs.
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