APENDICE F: CINTAS (RIBBONS) DE WORD 2010

A continuacion se presentan las siete cintas basicas de Word 2010:

Home:
Home Insert Page Layout References Mailings Review View A1 q
? & ibri - - A N = =i .. | EEsE A 44 Find ~
= Calibri (Bady) 11 A A | Aa | '% =T i= T | I OEE zJ, | q AaBbCcl | AaBbCcl AaBhC B peptace
3 =
Paste = z ab® = . = i i Change
N y B 7 U ahe X, X° | é é % THormal | THMoSpaci.. Headingl |_ St]rlesg* [y select -
Clipboard s Font Paragraph Styles P Editing
Insert:
Home Insert Page Layout References Mailings Review View [ q
[#] Cover Page ~ E El=l SmartArt % Hyperlink Header = |E Quick Parts = [@~ T Equation -
lﬁi:i = ]
|1 Blank Page L fill Chart A& Bookmark |5l Footer - <] wordart - @ £ Symbaol -
= Table Picture Clip Shapes ... Text Az
k=, Page Break - Art - @t Screenshot ~ | ) Cross-reference |ﬂ Page Number ~ | goy» == Crop Cap TR
Pages Tables Ilustrations Links Header & Footer Text Symbols
Page Layout:
Home Insert Page Layout References Mailings Review View (4] a
- i i - >|_=| - - i 7] Ll S . = . =
Aaj n Lb Orientation = k= Breaks li-f] Watermark Indent Spacing | o 41 Bring Forward |= Align
—_— * IE Size ~ £3) Line Mumbers = @ Page Caolor - 'EE i . $§ 0 pt - L3 Send Backward % Group
Themes Margins __ _ . . = §= || Position Wrap _
- @* - £ Columns - b~ Hyphenation = @ Page Borders | =% 0" - |l p=0pt - Text - Crlp Selection Pane "l Rotate

Themes Page Setup I+ | Page Background

Paragraph

ul

Arrange

Pagina F-1



Apéndice F: Cintas (Ribbons) de Word 2010

References:
Home Insert Page Layout References Mailings Review View AT a
% [Ep Add Text - A:Bl [y Insert Endnote @ (3 Manage Sources ‘A Insert Table of Figures 9 e @1.
4
|2 Update Table AE, Next Footnote ~ % Style: APA Fiftt - = Update Table =t
Table of Insert Insert .. Insert Mark Mark
Contents = Footnote =l Show Notes Citation = @) Bibliography - Caption ['f Cross-reference Entry Citation

Table of Contents Footnotes Citations & Bibliography Captions Index Table of Authorities

Mailings:

Home Insert Page Layout References Mailings Review View [ e_l

@ I% I% :E' E g:j:hvﬁems < ‘H '4 : ipi i %

| Find Recipient
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge Freview Finish &

Merge = Recipients = Recipient List | Merge Fields Block Line Field = 2] Update Labels | Results I% Auto Check for Errors | perge -
Create start Mail Merge Write & Insert Fields Preview Results Finish

Review:
Haome Insert Page Layout References Mailings Review View £ el
Ay ﬂ a’& F \J #A] Delete - g o 23/ Final: Show Markup - @ ok Reject - ﬁ EI_ %
_ﬂF’rewous — L% Show Markup ~ ﬂPre’vious
Spellmg& Translate Lang.uag.e Track Accept Compare Elock  Restrict
Grammar 123 [ummeni P Next Changes = [B] Reviewing Pane - 9 Next - Authors = Editing
Proofing Language Comments Tracking Changes Compare Protect

View:

Home Insert Page Layout References Mailings Review View Al q
== \i | Ruler Q £ New Window | 1] View Side by Side %?
] Gridlines @Two Pages E Arrange All _.’11 Synchronous Scrolling ‘
Print [Full Screen Web  Outline  Draft 100% Switch

Layout | Reading Layout | Mavigation Pane =] Page Width Split 4 Reset Window Position | windows ~
Document Views Show Zoom Window Macros

Pagina F-2



