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Tired of Wasting Time and Money Trying To Sell Your Book?
Now You Can Quickly Publish Profitable Bestsellers That Are In The
Top 1% of Books Sold...With Little-to-No Writing Needed!

You'll learn...

e Why Puzzle books are so profitable

¢ Where and how to find original
puzzles for your books

e How to create puzzles instantly, with the
push of a button.

e How to convert browsers into
buyers

¢ And much more!

Click here and use promo code WORDWORKS in the checkout to save $10

INTRODUCTION

The Microsoft Office suite of software has revolutionized the workspace and
made its way onto almost every home and work computer since its invention
is 1989. It remains the dominant software choice in the market for word
processing, slide presentations, and spreadsheet creation.

Most people know how to use the biggies — Word, PowerPoint and Excel - but
few know how to really use them. In this report, we’re going to show you
some easy-to-learn tips and tricks for using Microsoft Word. Try out just a
few and you’ll be well on your way to becoming an Office master!

NOTE: These tips apply specifically to the Microsoft Office 2011 for Mac and
2010 for Windows, but many can be applied to older versions of the software
too.
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DESIGN TIPS

1. Take advantage of the Smart Art graphics available in Word. You can
insert a variety of graphs and charts easily and with stunning results.
This kind of extra to your document will give you an edge above the
competition.

2. If you are including specific data or information that requires focus,
put it in a table. Not only will this make it easy to edit, it will also
define it for the reader.

3. Don’t forget about Word’s predesigned projects and templates. They
can save you a lot of time... but make sure you adjust them enough to
make them unique!

4. Add ALT tags or descriptions to your images for screen readers.
5. Create templates to save time on reproducing similar documents.

6. Where possible, justify blocks of text. Symmetry is much more
attractive to the human eye.

7. You can easily reference and source information in your document
using hyperlinks. Either globally, (online links) or locally, (links within
the document itself) hyperlinks will make your document that touch
more interactive.

8. Keep your document dynamic. Inserting images is something that will
always keep your readers a little more engaged. Be careful to not
overdo it though. Only use appropriate, quality images... and be careful
of copyright restrictions!

9. Word can be great for those little projects that need doing and you
didn’t know how. Business cards, flyers, menus, among menu others,
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can be easily created using the predesigned Word templates.

10. Don’t overlook the basics. Make sure your typeface is appropriate.
NEVER use comic sans, (it has be recognized as the industry standard
in unprofessionalism). If you are producing a document for children,
reflect that in the font — likewise for professionals.
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ADVANCED TIPS

1. If you need to insert a block of random text to fill space, simply type
=rand() at the start of the paragraph and hit enter. This will produce 3
paragraphs of random text.

2. You can easily add page numbers to the footer of your document using
the ‘Insert” menu. If you are using a title page and want your page
numbers to start after that point, uncheck the ‘Show number on first
page box’ and then set the page numbers to start at O in the
formatting options.

3. Add a watermark using the Layout menu on the ribbon to protect both
your document and objects within it.

4. If you are going to reproduce the document online and do not want it
to be edited by the end user, save it as a .PDF.

5. Learn the CTRL shortcut keys listed on the following page.
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SHORTCUT KEYS FOR MICROSOFT WORD

CTRL + A

Select all objects

CTRL + B

Text in Bold

CTRL + C

Copy item/text

CTRL + D

Open the font preferences window

CTRL + E

Center paragraph

CTRL + F

Find text

CTRL + G

Go To Next/Previous paragraph

CTRL + H

Replace text

CTRL + 1

Text in Italics

CTRL + J

Justify paragraph

CTRL + K

Insert Hyperlink

CTRL + L

Left align paragraph

CTRL + M

Insert a new slide

CTRL + P

Print document

CTRL + R

Right align paragraph

CTRL+ T

Create a hanging indent

CTRL + U

Underline text

CTRL + V

Paste item/text

CTRL + X

Cut selected object

CTRL + Y

Redo or repeat last action

CTRL + Z

Undo last action
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HOW-TOS

HOW-TO #1: INSERT SMARTART GRAPHICS

One of the nicest features of the newer versions of Microsoft Office is the
ability to insert SmartArt graphics. These are a selection of pre-designed
graphics that can be customized with your own text, colors, size, number of
elements, etc.

STEP 1. Ascertain exactly where you want to insert your graphic. On the
Mac, find the SmartArt tab on the ribbon and select the type of graphic you
want to include. In Windows, click on Insert > SmartArt and select your type
of graphic.

MAC
Mo
P-BHOR®E o DO @ 1 B dh oo
# Home | Layout | Document Elements | Tahles | Charts | SmartArt | R
Insert SmartArt Graphic : Edit SrmartArt
= 886 - %%, , e, 2, HE, Right to Left
_— @@ = @ - = 1=
List Process Cwrle  Hirrarchy Relatinnshin  Pirture Other : Shape Org Chart
— {Create a diagram to show steps or a timeline
[r*,] W-_l-l-l-z-|-3-|-1-|-5-|-E-|-T-|
| '|

WINDOWS

Home | Insert | Page Layout References  Mailings  Review  View  Developer
gj j i,l_l | ] | | El=l I-TIJ-”I E :=? ﬂ I _,il_ Q Hyperlink
1 HE U — (aik A= Bookmark

Cover Blank Page Table | Picture Clip Sh SmartArt Chart Screenshot
'] Cross-reference
Page~ Page Break < Art ©

Pages Tables lllustrations Links
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STEP 2. Select one of the options available in the pop up gallery.

MAC

[ | F - P B 4 -

=es e Fe, DR Wee

a

o cee I@'@-ﬂj & = |

| ﬁ ﬁ)@@ I d}‘;‘dﬁ'

| 2o || M= ecllne
= BS = (ee0 wae ||
g P (=
>0 2 | B 5| =Y
2|
WINDOWS

'

=22 Process

3:,9 Cycle

shy  Hierarchy

Bz Relationship

Matrix ]
A, Pyramid —

Picture
[2) Office.com

Basic Block List

Use to show non-sequential or grouped blocks
of information. Maximizes both horizontal and
vertical display space for shapes.
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STEP 3. Using the text pane, add and edit specific elements to your graphic.
You can also type directly into the element in your graphic, in Windows.

Text Pane

Position:

MICROSOFT WORD — ADVANCED TIPS & TRICKS

STEP 4. Use the ‘Shape’ and ‘Color’ options in the ribbon in Mac to make
some unique alterations. In Windows, you’ll find these options and more
under the “Design” and “Format” tabs in your ribbon.

MAC

Edit SmartArt SmartArt Graphic Styles

B, . HE. &, 2 Rightto left -
- =& Q

inship Picture  Other Shape . OrdChart~ Colors

(ug---i---i---]-wdm:’---ﬂ---r---s--‘s‘w‘m---m---m---ls---m‘wJ.ﬁ‘w-Jb---h?-.-m-..m.‘dw.‘_)

Texd Pane

Text Pane

Position: L
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WINDOWS

SmartArt Tools

| Home Insert Pagelayout References  Mailings  Review  View eloper Design

] Add Shape ~ 4 Promote # Movelp || e o o F \ s
- - — - ¢+ — . — 2
Somrae & Mot eoa (C)um | mm o) wb e 2
5 ; i — ange y [~ | Rese
& Right to Left 2 Layout | i, Pl A ) v |,l‘ Graphic
Create Graphic Layouts ‘ 4 @An Style: Reset

SmartArt Tools

Format

- 4R shape Fill -
4 Zsmpe ol
| b Shape Fifects =

- A Textill -
- &2 ext Outling -
| [\ Text Fefects

b, ¢ D)
) Abe
Edit

in 20 bk Smaller - -
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HOW-TO #2: INSERT ALT TAGS

Alt Tags, or Alt Text, is information that shows up when someone hovers
their mouse over an image.

This is important for people who might be “listening” to your document, such
as with a text to speech program or screen reader. It's also useful for SEO if
you’re posting your document on the web since search engines will “see”

your alt tags.

STEP 1. Insert your object — Insert > Select appropriate file type.

STEP 2. Right/Ctrl click on the object and click format picture.
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MAC
Arrange
Grouping
Align or Distribute

b i yrv¥YrTr

Wrap Text
Insert Caption...

Format Picture...

Hyperlink... 36 K

WINDOWS
g Insert Caption..

& Wrap Text b

| and Position...
Iy Format Picture...

X

TEeT

STEP 3. In the format picture window, select ‘alt text’ from the left hand
menu. Add a title and a description.
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MAC
I
A Fill
“\ Line Alt Text
|| shadow
D Glow & Soft Edges

Reflection Black Cat

3-D Format
3-D Rotation Description:

Title:

Adjust Picture
Artistic Filters
Crop

Text Box

Black cat with yellow eyes stares at camera.

BEEHDEe O b

Size

: Layout

You can type alt text for tables, diagrams, images, and other objects. Screen
readers can then read the alt text to people who may have difficulty seeing the
objects.

The screen reader first reads the title. The person can then decide whether to hear
a longer description.

WINDOWS

Fill Alt Text
Line Color Title:

Line Style Black Cat
Description:

Shadow

Black cat with yellow eyes stares at camera.
Reflection

Glow and Soft Edges
3-D Format

3-D Rotation

Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
Picture Color images, and other objects. This information is useful for people
with vision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.

Picture Corrections

Crop A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the content.
Text Box

Allt Text
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HOW-TO #3: CREATE A TEMPLATE

If you regularly create documents that follow the same format, it’'s wise to
create a template so that you can easily translate the font type, size, color
and other selections from one document to another.

STEP 1. Create a new document.

MAC
® Word m Edit View Insert Format Font Tools
~ f‘h"h . New Blank Document 3N
190C New from Template... {+38P
Open... #0
Open URL... 380
Open Recent
Verdana Close BW =
‘B I |U Save 35
— | SaveAs.. {385
WINDOWS
Home Insert  Pagelayout References Mailings Review View  Developer
il sove Available Templates
Save As
5 Open fai Home
[3 Close -~
QLD
Recent Blank Blog post Rece;t Sample =
document templates templates
New -
Print |
)
Save & Send
My New from
Helb templates existing
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STEP 2. Modify the Styles to coincide with the different Font settings you
intend to use. It’s good to create a ‘Normal’ style for regular text, as well as
a ‘Heading 1’ and ‘Heading 2’ for headings and subheadings. Include any
other options you think you might need by adding another style.

MAC
| Review |
Styles
. .'*h. .
HEI paBbcends. A A DE AaDhrs M AZ| -
A | Update to Match Selection
) Nﬂﬂﬂ_ Modify Text Box
'E ix Select All 3 Instance(s) LA
—
Rename...

Remove from Quick Style Gallery

In Windows, just click on each existing Style, change it using your usual text
formatting options, and then right-click on that Style to “Update to Match

Selection”.

WINDOWS
Home Page Layol Raferences  Mailings  Review  View | Developer
= % d. - - A A - e e = I / )
= e ¥ A A A - = =% 2l T paBbcer AaBbCc AaBb| AaBbce ) ’%&
j |
faste r? I U ~ae x x v & A =E== = | ;- fhie TNormal  TNoSpacing | Heading 1 f ghalnge
) tyles v
Clipboard Paragraph Styles
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Developer
A f S
. Update Heading 1 to Match Selectio B b AaBbCc %
! E Vs ing 1 Heading 2 g:;ggf
| Select All: (No Data) CeDa AaBbCeDa F
| Rename... Emp.. Emphasis 7
[ Remove from Quick Style Gallery bCcl AaBbCec E—
Add Gallery to Quick Access Toolbar ote Intense Quo...

AprBeCcDp AaBsCcDl AaBeCcDl AaBbCcl

Subtle Refer.. Intense Refe.. BookTitle T List Paragr.. -

Save Selection as a New Quick Style...

Clear Formatting

Lfb
“_11, Apply Styles...

STEP 3. Add a Header and Footer to your document. You can do this easily
by double clicking in the respective areas. You might want to add a Title at
the top and Page numbers at the bottom of the page, (Insert > Page
numbers). You can also return to the main part of the document by double
clicking in that area.

MAC

Footer Close @

@ 2013 All Rights Reserved.

Ifa 8 mmew Naoan N - I
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WINDOWS

Mailings  Review  View De'\nell:nperI Design

::’é Q 2

j |5} Previaus [# vifferent First Page 5+ Header trom Top: 049 i} 5d
(5T} vt ] Different Odd & Even Pages [ Facter fram Bottom: 049" * -
Header Footer Page  Date& Quick Pietwre Clip | Gow Goto 0 L 9 H : Close Header
- Number=  Time Parts= At Header Footer o Link 1o Previous | [ Show Document Text [ nsert aignment Tab and Foater
Header & Footer Insert Navigation Options Position Close
[ i 1 2 3 4 5 6 " 7 R | |_1j
o
e e e e e <
-
£ 2013 All Rights Reserved. hitpiliwww. YourWebsiteHere.com
Fage 12

STEP 4. Save your document as a template, (.dot or .dotx) document
(Mac). In Windows, just select Microsoft Word Template as your File Type.

MAC

Forma v Word Document {.docx)

— Common Formats

ormatthal  \word 97-2004 Document (.doc)
) Word Template (.dotx)

i file formy; -

Word 97-2004 Template {.dot)

Rich Text Format (.rtf)
Plain Text (.txt)

WINDOWS

1.‘ Aem : n FEFRVVENE S 2 L - Fal

Word Document

Word Macro-Enabled Document
Word 97-2003 Document

Word Template

Organize ~ Ne

17 Favorites Word Macro-Enabled Template
Word 97-2003 Template
B Desktop PDF

13 Downloads | XPS Document
% Recent places Single File Web Page
Web Page
Web Page, Filtered
Rich Text Format

%7 Dropbox

5 Libraries Plain Text
_@’ Documents Word XML Document
N Word 2003 XML Document
OpenDocument Text
File name:

Works 6 - 9 Document
Save as type: |Word Template

Authors:  shari Tags: Add atag

["] Save Thumbnail

= Hide Folders Tools ~ Save | | Cancel
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STEP 5. When you want to use your template, on a Mac just select ‘New
from Template’ as opposed to ‘New Blank Document’ and click your template
file. In Windows, just click on File > New > My Templates to see a selection
of all the templates you’ve created.

MAC

Word Iﬁﬂ Edit WView Insert Format Font T

M) New Blank Document 3N
== New from Template...
Open...

Home Open URL... £30 les | Charts

. Open Recent > | Pa

na [l A =TT =T 3
WINDOWS

Home Insert  Page Layout  References  Mailings  Review  View

B Save

Available Templates

Save As
5 Open fa} Home
[ Close -~
Info L)_-]
Recent Blank Blog post Recent
document templates

Print 1__

m &
Save & Send

Sample My New from
Haln templates templates existing
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HOW-TO #4: INSERTING HYPERLINKS

There are two main functions of hyperlinks within a Word document — the
first is a local hyperlink, as in it will take you from one place of the document
to another, the other is a global hyperlink, which will take you from a Word
document to a webpage, for example.

The local hyperlink is an incredibly handy tool for referencing within a
document. As an example, it can take you from here...

But how do we make them? The instructions are a little different in Word for
Mac and Windows, but you’ll get the hang of it.

STEP 1. After placing your Go-To text, (the point you want the jump to go
to) select it then go to the Insert menu and click ‘Bookmark...

MAC
Equation
File...
Object...
HTML Object
Bookmark...
Hyperlink... BK

WINDOWS
m Insert Page Layout References Mailings Review View Develo
HE [ T Sy
ot k = — HE c
= Ea L E M ®™ c
Cover EBlank Page Table Picture Clip Shapes Smart&rt Chart Scre = -
Page~ Page Break - Art - ] Cross=reference
Pages Tables IlNustrations Links
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STEP 2. Name your Bookmark ‘To’

Bookmark name:

To

WINDOWS
i '
Bookmark l &u
Bookmark name;
From | add |
alttags -
_Qelete
hyperlinks
smartart GoTo
artert
To
I Sort by: Mame
(7 Location
Hidden bookmarks
L%
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STEP 3. Go back to your Jump-From text, select it and click CTRL + K to
add a hyperlink. Click on ‘Document’ (Mac) or “Place in This Document”

(Windows)
MAC
Display: Here
" Web Page | E-mail Addi
Select a file to link to. Or, in the Link to box, enter the
file.
WINDOWS
g ™
Insert Hyperlink M
Link to: Text to display: |Go
Select a place in this document:
Existing File or -~ How-To #1: Insert SmartArt graphics -
Web Page - How-To #2: Insert ALT tags
How-To #3: Create a Template
-~ How-To #4: Inserting Hyperlinks
Place in This - How-To #5: Splt Window
Document ‘- How-To #6: Use the Thesaurus —
=1~ Bookmarks
ﬂ - alttags i
Create Mew - From 3
Document - hyperlinks
-~ srmartart 8
- femplate i
' E-mail Address
|
L% &
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STEP 4. On a Mac, look to the right of the ‘Anchor’ field, click ‘Locate’, and
then find ‘To’ in the Bookmarks category of the location box.

MAC
o

Select Place in Doc

Hay: |1

Select an existing place in the document:

Top of the Document
Headings
v Bookmarks

‘; To

In Windows, look in the display pane for ‘Select a place in this document’
and scroll down until you find your ‘To’ bookmark.

WINDOWS
Insert Hyperlink @I&J
Link to: Text to display: |Go
Select a place in this document:
Existing File or - How-To #2: Insert ALT tags -
L2 5 ~How-To #3: Create a Template
- How-To #4: Inserting Hyperlinks
: - How-To #5: Split Window
Place in This “ How-To #6: Use the Thesaurus
Document =- Bookmarks L
Create Mew =
Document
E-mail Address _
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STEP 5. Your Jump-From text will now be underlined and ready to go!

To here... And back again!

To add a global hyperlink is even easier...

STEP 1. Select the text you want to link to a webpage.

Example

STEP 2. Click CTRL + K to bring up the hyperlink box. On a Mac, select ‘Web
Page’ then add your URL in the ‘Link to:’ box.

In Windows, select ‘Existing File or Web Page’, type in the URL in the
‘Address’ field. Your ‘Text to display’ should already be filled in if you
highlighted specific text to link to.
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Hit OK and you’re ready to go!

MAC

e  Insert H;rpe rlink

Link to:  http:/ fwww.example.corml

Display: Example

[Weh Page | Document  E-r

h-) In the Lirﬂ:: to box, enter the address (URL) of1

i i .

-

WINDOWS
-
Insert Hyperlink @g
Link to: Text to display: | Your Linked Text|
Look in: | My Documents |Z|
Existing File or
Web Page .. 3Drman < Bookmark...
Gt | a0 30mg e—
., Abs workout info
PlaceinThis | | | |/ Acct Strategies
Document Browsed | |, Add-in Express
Pages . AE Certif
3 | 4; AE Profiles 0925
Create Mew Recent _i‘; AE Profiles 092503
Document Files | 1) AE Profiles 101503
. Affilate Profit Plan =
Address: http: /fewew . example. com |Z|
E-mail Address
[ K ] [ Cancel
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HOW-TO #5: SPLIT WINDOW

When you’re working on a large document and need to reference something
many pages away, it can be frustrating to keep scrolling backwards and
forwards. The Split window option in Word allows you to see two copies of
the document at the same time to avoid that time wasting.

STEP 1. On a Mac, go to the Window menu and select Split.

MAC
harts | Smi  Bring All 10 rront i
Paragraph , Sryles
=, | [ New Window -
- —w =
= Arrange All AABI

= Heading 1
30405 1 Document? L 1B 1l
v 2 Word.docx
All Righis Resarved. hitip:fiwe
Pene 7
In Windows, go to the View menu and select Split.
WINDOWS
Mailings Review View Developer Acrobat
-__ ) J One Page |
----- el @Twcn Pages _ﬁ—'
Zoom 100% i Mew  Arrange | Split
=Y Page Width Window Al
Zoom
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STEP 2. You'll now see that your view is split into two copies of the
document; one above and one below.

MAC

L SRR XY FYTS PARE SURT EUET PURE ENRY EURY NN X0 RS XX BN - AT Y- )

Inserting Hyperlinks

There are two main functions of hyperlinks within a Word document = the first is a local
hyperlink, as in it will take you from one place of the document to another, the other is a
global hyperlink, which will take you from a Word document to a webpage, for example.

The local hyperlink is an incredibly handy tool for referencing within a document. As an
example, it can take you from here...

But how do we make them?

Step 1. after placing your Go-To text, (the point you want the jump to go to) select it
then go to the insert menu and click ‘Beokmark...”

[ Fauation |

ATRE RS PR TRRY TURY ENNT TRRT ZURY FRRT NRNST I T I - I A I I A T LI |
that time wasting.

Step 1. Go to the Window Menu and select Split.
s Bring All 1o Front

New Window
Arrange All

1 Document2
v 2 Word.docx
Al Rights Reserved T hittp:iiw

Pege 7

Step 2. You'll now see that your view is split into two copies of the document; one above
and one below.

WIN

LI N SRR BN SR SRR |

DOW

e e Cyroe o rrmn
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HOW-TO #4: INSERTING HYPERLINKS

There are two main functions of hyperlinks within a Word document - the
first is a local hyperlink, as in it will take you from one place of the document
to ancther, the other Is a global hyperlink, which will take you from a Ward
document to a webpage, for example.

The local hyperdink is an incredibly handy tool for referencing within a
document. As an example, it can take you from here.,

But how do we make them? The Instructions are a little different in Word for
Mac and Windows, but youll get the hang of it.

STEP 1, After placing your Go-To text, (the point you want the jump to go
to) select it then go to the Insert menu and click ‘Bookmark...”

But how do we make them? The instructions are a little different in Word for
Mac and Windows, but youll get the hang of it.

STEP. 1, After placing your Go-To text, (the point you want the jump to go
ta) select It then go to the Insert menu and click "Bookmark..

Equation
File...
Object...

HTML Object
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You can scroll and edit each window individually.

STEP 3. To remove the Split Window function and return to the normal
window, simply return to the Window menu and click ‘Remove Split’ (Mac),
or to the View menu and click ‘Remove Split’ (Windows).

MAC
|u_| - u INIRRRRRORILS WV ID DL LYY =gl L
ats | smi  Bring All to Front
Paragraph ] b Sty

— New Window

1 — E
vl a—vw | &S
== Arrange All AAB
= | |fp= .
= ||e= Remove Spllt Heading 1
i:4.05 1 Document2 T
WINDOWS
eview View Developer Acrobat
__-|_| One Page ||
Twcu Pages =
i Mew  Arrange Remove
=l Page Width | window Al Split
oom
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HOW-TO #6: USE THE THESAURUS

The Thesaurus is one of the most underrated tools available in the Office
package and can prove as an incredibly valuable tool for any document
creation.

STEP 1. Type a word that you are looking for synonyms for.

Example

STEP 2. Hit Shift + F7 and the Thesaurus dialog box will open to the left of
your screen (Mac) or to the right of your screen (Windows). In Windows, the
box that pops up is titled ‘Research’ and there are more options than just the
Thesaurus.

MAC
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CREATING CONTENT WITH MICROSOFT WORD — SIMPLE TIPS & TRICKS

WINDOWS

A+ 7+ |[%j| Research v X
| Search for:
example
o Thesaurus: English (U.5.) E
-@Back |v 5_)} |v
4 Thesaurus: English (U.5.) -

4 substitutes (n.)

substitutes

replacements
alternative word (Dicti...
alternative expression ...
other word (Dictionary ...
4 Can't find it?
Try one of these alternatives

or see Help for hints on
refining your search.

Other places to search
Search for 'synonyms' in:
ﬁ.ﬁ.ll Reference Books

ﬁ.ﬂ.ll Research Sites

of

STEP 3. On a Mac, you can look at your options in the Synonyms box, select
a word you want, and click ‘Insert’ to place it directly into your document.

MAC
Synonyms:

sample

specimen

case

illustration r
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A Dictionary
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CREATING CONTENT WITH MICROSOFT WORD — SIMPLE TIPS & TRICKS

In Windows, hover your mouse over the word you want to use and click on
the down arrow that shows up. Then select ‘Insert’ to place it in your
document.

If you're looking for the Thesaurus directly in your Ribbon in Windows, you’ll
find it under the ‘Review’ tab on the left.

Ready to start ramping up your Microsoft Word skills? The tips in this report
only scratch the surface, but try a few out before you move on to even
fancier tricks!

Tired of Wasting Time and Money Trying To Sell Your Book?
Now You Can Quickly Publish Profitable Bestsellers That Are In The
Top 1% of Books Sold...With Little-to-No Writing Needed!

You'll learn...

e Why Puzzle books are so profitable

¢ Where and how to find original
puzzles for your books

e How to create puzzles instantly, with the
push of a button.

e How to convert browsers into buyers

e And much more!
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Click here and use promo code WORDWORKS in the checkout to save $10
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