OPEN DOCUMENT IN WORD 2010

Opening New Document:

A new, blank document always opens when you start Microsoft Word. But suppose that you want
start another new document while you are working on another document, or you closed already
opened document and want to start a new document. Here are the steps to open a new document:

Step 1: Click the File tab and select New option.
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Step 2: When you select New option from the first column, it will display a list of templates in
second column. Just double click on Blank document, which is very first option in the template
list. We will discuss about rest of the templates available in the listin coming chapters.

Now you should have your blank document as shown below ready to start typing your text.
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You can use a short cut to open a blank document anytime. Try using Ctrl + N keys and you will
see a new blank document similar to above window is opened.

Opening Existing Document:

There may be a situation when you open an existing document and edit it partially or completely.
If you want to open an existing document then follw the following simple options:

Step 1: Click the File tab and select Open option.

File tab Open option

(v Document] = Migrosoft Waord | e )
Home Inzent Page Layout References Mailings Pleview Wiew Add-lng ﬂ
~
i save 3 - : !
Information about Documentl
B save s
L Open o Permissions
&t i
LY
Close 1 Aryane can open, copy, and
- I;-_L change any part of this |
notect decument. . I
info Document « vrapeiies
Recent Pages : |
Prepare for Sharing ek
B o ol Edyf 3 Tier A0 A T |
.-_—.l Eefore 1.ha||n.; thit file, be wvare i
= that it containg .
Print Check for Decument properties and ags
Tasues * authos's name omments
i
Save & Send Relsted Dates
Help Versions Last Modified
l '_{] %) There are no previous Created Tody, 03:13
tal Add-ng - ] wersions of this file. Ladt Poirtad
B . Manage ARG
A0 Verssons =
‘] Vi Related People
£ Eit i
|
| kA
| Lait Moddied By
1 __-"':—:‘ Chicey Al Praoeilied >
i L3

Step 2: This will display following file Open dialog box, which lets you navigate through different
file folders and also lets you select a file which you want to open.

Foldais Folders & Files

LEQRII - ——

% [ 3] » Libwaries » Documents r'if: | Secrch Documents ,D'

i




i Libraries
o' Music
= Pictures
B videos

A zara

1™ Computer

Documents library

Includes 2 locations

). idecDVD | templates

b LDW L Winnydows

J. microsoft ] asPNET.doc

4o My Corel Shows ] 45P NET.doex

L My DAP Downloads £ bigloop.htmi

1. My PSP Files £ billing him

EJMy Shapes g oo bt |

4 My Stationery 2 cpp_goto_statement.him
L Pascal £ developers_hitmi

ShadowEditFiles £ jsphtm

@ Softwrap £ Nonamel.html

J. switch statement file £ Noname2 htmi

Ji Fymantec 1. Online HTML Editor.mht

- | in

2 3 ©

Arrange by:  Folder =

= Project Management docx
EPython Functions.doc

B | switch statement.htm

] table class.docx

£ VOIP. bt

2 website-templates hkm

B WMS.doex

B word tutorial.decx

£ XML bt

~ | All Word Documents (".docx".c = |
Tools ~ [ Qpen 1'}[ Cancel J

File name ¢+« hitmil

—

Step 3: Finally locate and select a file which you want to open and click small triangle available on
Open button to open the file. You will have different options to open the file, but simply use Open
option.
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This will open your selected file. You can use Open Read-Only option if you are willing just to read



the file and you have no intention to modify ie. edit the file. Other options can be used for
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