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Oops! and Legal Stuff

While | have made every effort to ensure the accuracy of this document, including
grammar and instructions, | make mistakes. (Surprise!) If you find an error or want to
provide constructive feedback, please contact me. Thank you! Enjoy Your new Office
and this document.

Greg Creech
Techedutainment Services, Inc.
P. 0. Box 1431
Pine Lake, GA 30072
www.gregcreech.com

v Former National Speakers Association Member

v" American Society of Training and Development Member
v" Society for Human Resources Management
v
v

International Association of Administrative Professionals
Georgia Municipal Association

Word ® is a most excellent product from Microsoft ® Corporation and is part of the
Office ® Suite (including Office 2007/2010 ® of products and services, including Excel,
PowerPoint, Access, and other fantastic programs that help me to be productive and
profitable.

Copyright © 2010 Greg Creech, Techedutainment Services, Inc.. All rights reserved.
This publication, or any part thereof, may not be reproduced or transmitted in any form or
by any means, electronic or mechanical, including photocopying, recording, storage in an
information retrieval system, or otherwise, without express written permission of Greg
Creech, P. O. Box 1431, Pine Lake, GA 30072-1431, www.gregcreech.com.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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Introducing Greg Creech

Shop Talk from The Atlanta Journal-Constitution
Sunday, Oct. 29, 2000 R3 - JOBS

Why | Love my Job — Greg Creech

What | Do: I teach technology courses and make presentations to beginner and expert
computer users and professionals. | use humor and the piano. | train all levels from first-time
computer users to systems technicians acquiring A+
certification. As an A+ certified trainer, MOUS TeChnOIOQy
expert, and technical trainer, my certifications and speaker and
knowledge give me a career in the technology. My trainer
humor, the piano, and people keep me in the in!
technology training field. I sing to my students g%eeilﬂp &
Pine Lake

sometimes and perform stand-up comedy about
computers.

How | got started: | won Best Actor in a Supporting
Role at Southside Theatre Guild for “4 Funny Thing
Happened on the Way to the Forum” and studied
comedy under Jerry Farber. | have played the piano
since 8 years of age and had the first personal
computer with a 1 MB of memory. In order to learn
the PC, | associated the PC with the piano -- both use
a language to translate, both have keyboards, and
now - both provide music and information. | must
admit | miss the days when | only played the piano
and programmed the PC. Now, | play the PC and
have to program my piano. In 1998 after seventeen
years of technology business experience in the
corporate market, | decided to take a leap of faith on

my own. | call my presentations “Showminars,” a combination of a show and a sings to his
seminar. students, and
The Best Part: Hearing the laughter and the comments: “You have saved me so often he
much time,” and “I remember complicated macros because of the way you taught performs stand-
them.” I have a passion for teaching creative people to be more technical and

: ; up comedy
technical people to be more creative — Mozart would be proud! about

The Challenging Part: Explaining why | want my piano in a PC classroom.
“Mainframers” who refuse to acknowledge the existence of the PC and the Web. computers.
People who attend training classes because they have to, not because they want to. Technical

people who are not client- focused.

My Favorite Quotes: “To err is human, to really mess things up you need a computer.” “Forty-

two percent of all households have a computer; only eight percent of those know how to use it.”
What Keeps me Going: | enjoy combining my love of people, the piano, processors, and humor
into a unique speaking and learning experience.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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Welcome!

Move into vour new Office

Not since we moved from command codes to icons in the early 1990’s have I been this
excited about a version of Office and neither has there been a more magnificent change to
the Office system. We have new, task-oriented interface and enhancements to all
products within the suite. You’ll find getting to “advanced” features easier, such as Mail
Merge in Word, Custom Animation in PowerPoint, and PivotTables in Excel. Also, with
the popularity of tables and data tracking the products, particularly Word and Excel’s
tables, Microsoft has added more capabilities and formats for creating, editing, and using
tables.

Since you are a current Microsoft Office 2003/2007 user, you will, like me, need some
time adjusting to where items were in previous versions of Office and where items are in
the new version of Office, especially if you are moving directly from Office 2003 to 2010
and bypassing Office 2007. Don’t worry if you experience lapses in productivity in
finding items and knowing if Microsoft has removed or simply moved the item to a new
location that it the purpose of this book and course to help you know the differences and
quickly get up to speed in using the new interface and popular features both from Office
2003 and Office 2007 migration.

As with any new version of software and products there are some negative issues to
address. One example for Office 2007/2010 is backward compatibility — to open a file
saved as a 2007/2010 file in a previous version of Office requires a converter. You can
save the file as a previous version of Office, such as 97 — 2003; however, you lose the
XML format, other formatting, and powerful features of 2007.

Your new Office is ready, let’s move in.

About this Course.

I designed this course and book only for current Microsoft Office 2003 and 2007 users
regardless of the previous version whether Office. This book is not designed for people
who are completely new to Office — | have other books and courses for new users. We

will compare the differences in previous versions with the new version so you’ll know

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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where your important icons, menu items, and commands are located in the new Office.
We’ll look at the similarities with the Office 2007/2010 and previous versions, too, such
as the good, old Keyboard Shortcuts. While some organizations migrated to Office 2007,
many have not migrated to 2007 and will lead directly into Office 2010. Those clients
that did migrate did not fully utilize the new interface nor use many productive shortcuts
that | have included in this book.

We will examine Word, Excel, and Outlook and the common features in all of the Office
Suite and then we will look at specific changes to Word, Excel, and Outlook. This book
will not be exhaustive in your quest for knowledge and being a poweruser but does give
you a quick start and reference for using the new interface, command buttons, and
making you more productive quicker. This book will help you determine where you may
need to continue your education, such as in Excel. However, this book may be all you
need for your transition to the new Office.

Enjoy your course and your new knowledge in Office 2010.
Now, let’s get started winning in Office 2010.

/Write your notes here:

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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SOS! Help!

Whatever happened to Links the Cat and Clippit? Microsoft has laid off (or fired) your
Office Assistant or as the Help system so kindly displays “Removed from product™! For
years, clients have loved or adamantly hated the Office Assistant — I used the Office
Assistant when needed but some of my clients kept the Assistant open all of the time — no

more. In fact, Microsoft has removed some of the more “fun” and creative aspects of the
applications, such as Text Effects in Word. Also, gone with Office 2002/2003 is the

Office Toolbar.

With this version of Office you will definitely need to
use and know the Help system. A very important item in
your Help system is where items were in previous

versions of Office and where items are now in the new version.
| use this a lot in trying to search where items are located in the
new version. Pictured at right is how | discovered the untimely
removal of the Office Assistant and WordPerfect Help is gone,

too.

Thankfully we may still press the
F1 key on our keyboard to quickly
access help and we my click the
Help command button (Microsoft
uses the words command button to
replace the use of the word
“icons”.) The command button is
at the upper right corner of the
applications’ screen and displays
here for you with the screen tip.
This activates the menu at right.. |
have entered “2003 Commands”
in the box and searched on those
words. Please ensure that you are
connected to the Office help system
online. The lower right message
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Greg Creech © 2010
404-299-1706
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box informs you of where you are retrieving your help. The Interactive Guide only

operates when you are online with —— —
Office help. Microsoft Office has Microsofts Word 2010: Interactive menu to ribbon guide

done a good job of introducing
you to the interface and provides
the correct names of items, such o

as Ribbons and Groups. | Word 2010
navigated to the site through
Getting Stared with Word 2010,
but this is available to all
applications and you choose your Stal
application from the menu

pictured on the previous page. After searching for 2003 Commands and at the Getting
Started pane, Click this hyperlink to activate the Start the guide screen — You may need
the Adobe Flash Player.

» A Hot Tip! In the Start the guide window, there are other options

for you to use rather than the Interactive
Guides. You may download a printable list of
Command Buttons and the Ribbon in Excel. » o

After clicking the Start the guide item, the Welcome screen o e

appears for you to Start your 2003 to 2010 command e
reference guide. Click Start and the interactive guide installs
and is ready for you to choose a menu item and have the -
system alert you where the item has moved in 2010. |

have chosen Insert, Picture, from file and a screen tips
alerts me as to where this item is in Office 2007/2010. -
Also, if I click the From File item, the guide demonstrates . D Tl

where the item is in Office 2007/2010 for me. Thisisa
really neat and easy to use method of knowing where your
commands are located and if Microsoft has removed an ,
item from the application. Enjoy!

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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New File Formats

With the new Office comes new file formats for the applications. Since Office has
converted to Extensible Markup Language (XML) as the file format and uses XML
technology, the formats and extenstions needed changing too. Using Extensible Markup
Language reduces files size, risk of corruption, and prevents viruses from embedding in
the code or macros. Each application saves NEW files in the 2007/2010 format. If you
need to share your 2007/2010 files with users that do not have Office 2007/2010 there are
a few options for you:

v The user can use the Office converter to convert to the 2007/2010 File Type to
view and edit the file in their version; BUT if they save the document in the
earlier version the file looses the 2007/2010 formatting and features.

v You can save two copies of the document using Office 2007/2010 and the Save
As feature. One copy would be your 2007 version with all of the formatting and
features of 2007 and the second copy would be another version, such as 97 —
2003, with limited functionality and updated features. This may become
cumbersome for you to maintain two copies and two versions of the file. | use my
2007 version as the main version and as | make changes | use Save As to save the
updated file using a different name to the 97 — 2003 format. Overwriting and
using the wrong file can occur and maintaining two copies may be confusing.

v" When you save a file in 97 — 2003 version, your file displays Compatibility Mode
on your title bar.

v" There are conversion problems between Office 2010 and Office 2007, too. Some
of the fancy and wonderful text effects in Word 2010 don’t convert well to Word
2007.

v The Table below displays the type of files and the new formats/extensions for you
to save your document, workbook, or presentation.

® An Important Gotcha! If you are working on a 97 — 2003 version of a file
in Office 2007/2010, some of your command items and buttons will not be
active (or “grayed out”). You may not use all of 2007/2010 features and
formats if previous versions of a file. Your conversions to the new format

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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won’t be without some headaches, too. I have had to work in a dual format
and it can be confusing and frustrating between different versions of the file.
I look forward to the day when Office 2007/2010 is the standard. ®

Office Files and Extensions/Formats

. New

Type of File Extension/Format
97-2003 Word Document .doc
97-2003 Word Template .dot
2007/2010 Word Document .docx
2007/2010 Word Document with Macros/Code .docm
2007/2010 Word Template .dotx
2007/2010 Word Template with Macros/Code .dotm
97-2003 Excel Workbook Xls
97-2003 Excel Template Xt
2007/2010 Excel Workbook Xlsx
2007/2010 Excel Workbook with Macros/Code Xlsm
2007/2010 Excel Template Xltx
2007/2010 Excel Template with Macros/Code XItm
97-2003 PowerPoint Presentation .ppt
97-2003 PowerPoint Template .pot
97-2003 PowerPoint Show .pps
Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!

404-299-1706



B ot

' Greg Creech How to Win in Office 2010 Page 12

www.gregcreech.com

2007/2010 PowerPoint Presentation .pptx

2007/2010 PowerPoint Presentation with Macros/Code .pptm

2007/2010 PowerPoint Template .potx

2007/2010 PowerPoint Template with Macros/Code .potm

2007/2010 PowerPoint Show .ppsx

2007/2010 PowerPoint Show with Macros/Cod .ppsm

There are many other formats available for each application, such as Web
Page, Text, RTF (Rich Text Format), and so on.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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The New Interface

One of the best new features of Office 2007/2010 is the new user interface including the
Quick Access Toolbar, Tabs, and Ribbon. Microsoft calls this type of interface a
results-oriented interface and | must agree — you truly will get to your desired results,
effects, and functionality with less time and minimized frustrations — for the most part.
The number of dialogue boxes has decreased and Task Panes are still around to assist
you. The good old toolbars, such as Standard and Formatting, that us old-timers have
used since the early 1990’s are gone, except for one — the new Quick Access toolbar.
Without a doubt using the new Office Suite will increase your productivity and make
getting to functions much easier and with fewer clicks and less frustration. The Home
Tab in Word 2010 displays here with the Quick Access Toolbar below the Ribbon and

(w] e o \ e - [
m Greg's Tab Home Insert Page Layout References Mailings Review View Develd o 0
B Coopertiack (2 ~|A' A" | Aav (%) E-UE-F (FE (YT gapice AaBb( AaBbC Command Buttons
P-‘:'“ # Format Painter B 7 U - e x, X W -A- EEANR = O Greg Emp HotTip  Important
Clipboard 5 - Font A A8 Paragraph " P 4 Styfes Editing
LDdBSEAN Y- ST T e 2
astrati
_3 Paste Options: war bel
above the Ruler and the Home Tab’s Groups and Command Buttons X layed
displayed. [ pr—
. . . . . i A ﬁ Paragraph =,
Besides the increase functionality using the tabs and ribbon, there is new = pundts i pr
power in using the shortcut menus with “right clicking” or using the I=  Numbering v i
secondary mouse button. When you “right click” or use your secondary B stes ' |
mouse button you still receive the Shortcut menu including some of 8 Lyperink. lis nev
your favorite commands, such as copy and paste. Also you receive a s " louse §
L. L. A Synonyms gl e
Mini Toolbar containing favorite commands to use such as font, bold, 55 Trangiate pavet
the format painter and other often used commands. This is another time RS Al
. . . | ernm———p———ih e £
saving feature for applying formatting to selected areas of your
. . . TimesNe= 12 ~ A" A" iE 8
document, spreadsheet, presentation and other Office files. el A
B UEYW-A-7

There is the new scrolling Zoom, replacing the Zoom box, in the status
bar of all applications that changes your view as you scroll through your percentages. A

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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picture of the new scrolling zoom is at right and allows you to

2096~ U)o (+)
see your changes in “real time” rather than guessing the

percentage you need. H G 9 LR :06 AM

Office 2007/2010 offers a preview of your formatting, too, such as when you select your
text and scroll through the fonts or font size the application will show you the effect
changes before you make your final click or selection. This feature is called Live
Preview and saves a lot of time.

We will examine these new user interface features and new ways to getting to old
functionality, such as how the tabs and ribbons work in using popular formatting options
for your documents, spreadsheets, and emails. We will look at common features across
the new Office 2007/2010, such as the return of File in Office 2010, Customizing the
Ribbon, and the Quick Access toolbar. Then we will examine some of the new
functionality in Word, Excel, and Outlook using the new interface.

Welcome to your new office, now let’s get familiar with our new surroundings, and
interface.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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Page 15

Quick! Access the Toolbar

The Quick Access Toolbar in Word

For years and years we have used many toolbars in the Office Suite, gone are all of the

toolbars, they are replaced with the tabs and pop-up dialogues boxes and task panes. We

still have one toolbar available for us to put our favorite commands. The Quick Access

Toolbar appears at the top your screen and pictured here. L'!‘ “} - 5

This has the Save, the (Very Popular) Undo, and Repeat command

buttons on it. You can customize the Quick Access Toolbar easily. We’ll add some of

my often used icons and actions to the toolbar — | encourage you to play around and add

your own favorite icons.

Here’s how to customize the Quick Access Toolbar using Customize
Quick Access Toolbar:

1. Click on the Drop Down arrow at the end of the

toolbar and in the cascading menu choose some of

your often used items, such as Quick Print and Print
Preview. Clicking these items adds them to your g
Quick Access Toolbar.

2. Unfortunately, you must keep opening the menu to ——
add the buttons; the cascading menu doesn’t remain ey
open as you click all of your buttons. I have added s one
all of my buttons to the Quick Access toolbar. PP

the §
Now, we will use the More Commands item in the Quick Access -

SISISSHS

SNSSSHS

+ + + Customize Quick Access Toolbar

New

Open

Save

E-mail

Quick Print

Print Preview and Print
Spelling & Grammar
Undo

Redo

Draw Table

Open Recent File

More Commands...

Show Above the Ribbon

Toolbar. You want to use the More Commands and Customize panes for two reasons:

v" You can add more than one button at a time and you may add buttons not in

the ribbon,

v" You can re-order the buttons to suit your needs.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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1. To add other favorite command buttons click the More
Commands ... item on the Customize Quick Access Toolbar menu.

2. The Word Options Word Gpticn

Quick Access Toolbar o ] custamion the i

Customize screen s oo

appears pictured at S S UM S : .-

right. s || b - o m—
3. First, I reorder my : ' ‘

commands buttons to e ew
match how I had them | G e ot b
for over 19 years using "
the Standard toolbar, \ oo

so I move New to first - Goereony

place, Save and Save - emer L

As are next, followed T pee——
by Open, and then —

Undo, my favorite

button. You will want to move your buttons to suit your needs
and productivity in locating a popular command quickly and
easily no matter what tab you may use in the Ribbon.

4. If you want to move the button, select it and click the up or down
arrows at the right of the buttons for your toolbar. This will
move your selected command up or down on your toolbar.

5. Next Select Copy from the Popular Commands pane and add it to
your Quick Access Toolbar — Notice that wherever your cursor or
selector was located in the Customize Quick Access Toolbar pane
Office adds the button beneath your cursor/selection.

6. You may add your favorite buttons by double clicking the item,
such as Font or Font Color, or selecting an item and clicking the
Add button. Your buttons add below where your
cursor/selection is in the Customize Quick Access Toolbar pane.

7. Notice at the top of the screen that we are making these changes
to all of our documents (For all documents (default)). You can

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
404-299-1706
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create and modify your Quick Access Toolbar for different
documents and needs.
Now, let’s use All Commands and add some of my favorite buttons.
1. Change Choose command from box using

the drop down list to All Commands.
2. Wow! There are a lot of commands in the
Office Suite. We won't add all of these. _
3. With an item selected in your All

Commands pane, press the letter R on

your keyboard — the Pane jumps
to the letter R in the command
list. Next you may use the
scrolling bar or keyboard arrows
to move through your commands.
We want to add Reveal Gromciuco ,
Formatting to our Quick Access Castind] 5 s
Toolbar. Reveal Formatting isn't " '
in the Ribbon and is a cool button T

Wi EYg
EK

GCa3=»pL\

3

b

to use in order to know all about
your formatting and to compare different areas of the
document’s formatting differences.

4. I add my favorite things in Word using the All Commands pane,
such as:

Grow Font by 1 Pt,

Shrink Font by 1 Pt,

Change Case,

Change Shape,

100% Zoom,

Open Recent File...

Continue to add some of your favorite commands to the toolbar.

Don’t forget to reorder them using the arrow buttons.

7. Once complete, click the OK button at the bottom of your screen.

AN NN

o w

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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=T 2010 How to Win in 2010.docx - |
Also, I like having my Quick Access Toolbar below the ribbon. Customize Quick Access Toolbar
You may place the Quick Access Toolbar below or above the
Ribbon using the shortcut menu for the Customize Quick Access
Toolbar that we have used previously. At the bottom of the pane,
you may choose to Show Above/Below the Ribbon. I am
changing mine to Show Below the Ribbon as displayed here.

New
Open
Save
E-mail

Quick Print

Spelling & Grammar
Undo

» A Hot Tip! Adding buttons from a terrific shortcut menu! We Redo

can add any button on the Ribbon to our Quick Access Toolbar by
right-clicking the button; in this case, I have my Show All button

selected and right click on it to receive the shortcut menu that Mor
displays Add to Quick Access Toolbar. Note — If the Add to Quick 1; Show Below the R|bbon2
Access Toolbar is grayed out — then you already added the

button! Let’s try it out. »

1. With the Home Tab'’s buttons visible
Right-click on one of your favorite icons T spre APl sonnc. aniog
— I'll right click the Show/Hide button. . | AddtoQuickRccess Toolbar

2. From the menu choose Add to Quick
Access Toolbar.

3. The icon displays on your toolbar at the =
end. [ Minimize the Ribbon

4. You can add and remove buttons with
ease to and from your Quick Access Toolbar, using the shortcut
menu. But you cannot rearrange them unless you use the
Customize Quick Access Toolbar pane in the Options menu.

5. The shortcut menu on the Ribbon and Quick Access Buttons
provide other options, too, such as Customizing and Minimizing
the Ribbon that we will learn next.

As you use your new Office, you’ll discover buttons that you will want available all of
the time. Unlike the previous versions of Office your Home, Insert, Page Layout and
other tabs change your command buttons; therefore, to have a popular command

Draw Table

v
%
v
%
%
v | Print Preview and Print
%
v
v
v
%

Open Recent File

Customize Quick Access Toolbar...

| Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon...

constantly available without clicking a tab or right clicking, you’ll have to add it to your
Quick Access Toolbar. You may assign your command to a keyboard shortcut or use
one already defined for you such as the ever popular CTRL + C for copy.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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If yOU mess -Up your tOOIbar and rRew! Customizations - g
want to put it back to the way the

toolbar came from the Microsoft ! Are you sure you want to restore the Quick Access Toobar shared batween al documents to Its default contents?
Factory or its original sate, in the [Cves Mo

Customization screen you can .
click the Reset button and Office provides this message. If you click the Yes button, all
of your customization disappears for you to start fresh adding your icons.

Now, let’s accomplish the following:

v' In Excel, add some of your favorite buttons to your Quick Access
Toolbar and rearrange the buttons for your needs.

v" In Outlook, add some of your favorite buttons to your Quick
Access Toolbar and rearrange the buttons.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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The Quick Access Toolbar in

Excel - 3 -
1. With Excel open at a blank workbook, Click the Quick )
Access Toolbar’s Option arrow and add the buttons from j o
the shortcut menu as displayed here. s
2. After adding the buttons from the shortcut menu, Click :: :p;:““ Fnt
the arrow again and at the Customize Quick Access Y| undo
Toolbar click the More Commands... option. :: ::immg
oo
As we accomplished in Word, add your favorite Excel buttons tore Commands.
using the Popular Commands item in the Choose commands =
from: box. Here are some of my o
favorite commands to add to and o i :
rearrange on my Quick Access Toolbar $ " ol
using the Popular commands item: B mwien 3 ovetn
v' Custom Sort 2 I;‘::E_ih:';; . | :
v' Insert Sheet Rows 8 o . 3 At
v Insert Sheet Columns 3 s bzt 5 s .
v Set Print Area
v Freeze Panes i
v Page Setup e -
v Paste Special P Croose commends rom Customize Quick Access Tooloar
v Add your popular commands <Ld ) Forell document defeul [=]
and rearrange them on the o o E i s 2
Quick Access toolbar by 5 renge I 5 Op
selecting a command and using @'{j M?m optons & Rue :
the Up and Down arrows to e I B i i
move your buttons. > Maccarmacpios. 3 P”’E
3. Next change your Choose 5 e =
commands from box to All £ ueremat. st
Commands as circled above. Press the letter A and scroll to
AutoFilter. Add AutoFilter to your Quick Access Toolbar this
command button doesn’t appear on the Ribbon and is very
Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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4.

helpful. This one button accomplished two tasks — first it will
filter for whatever you have selected and it will turn on your
filtering for you. I also add the Clear Filter button. Notice ALL of
the Commands in Excel and add your buttons as you wish. Click

OK.

Next, decide if you want to show the Quick Access Toolbar above

or below the Ribbon.

Now, you are ready to work with productivity in Excel 2010. Let's

customize our Outlook’s Quick Access Toolbar, now.

Th

(S

uick Access Toolbar

1. With Outlook open, Click the Quick Access Toolbar’s
Option arrow and add the buttons from the shortcut menu  °

as displayed here.

in Outlook

After adding the buttons from the shortcut menu, Click the

arrow again and at the Customize Quick Access Toolbar

click the More Commands... option.

As we accomplished in Word and Excel, add your favorite
Outlook buttons using the Popular Commands item in the
Choose commands from: box and then use the All Commands item in
the Choose commands from
box. Here are some of my
favorite commands to add to
and rearrange on my Outlook
Quick Access Toolbar:

v

AN NI NN

v

Outlook Today
Categories

My Computer
My Documents

Copy
Paste

Click Ok.

Cuntoemins Cuich Accem Toslsa

@ Customize the Quick Access Toolbar.

Lhoose commands fram: (i
All Commands

More Actions
More Actions
More Filters...
More Respond Actions

O
o e

More Search Criteria

T

Mare Stationery..
23 Move
Move
45 Mave This Falder
123 Move ta Folder...
*3 Move to Other Folder...
@ My Calendar

[
»

*
»

*

My Computer

My Documents
il Mavigation Pane
MNavigation Pane Options

*

B

Add ==

<< Remove

Customize Quick Access Toolbar (i

B

_', send/Receive All Folders

)
=
E

DHLE OX060%

Outlook Today

Undo

Print

Save As
Update Folder
Back

Forward
Delete

Empty Deleted Items
Find a Contact
Categories
Copy

Paste

My Computer
My Documents

‘|.‘
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Now, that we have customized our Quick Access Toolbar it is time for
us to customize our Ribbon with our own Tab — A Terrific New Feature
in Office 2010.

Customizing the Ribbon

Your

Own Tab and Groups

One of the disadvantages of Office 2007was the inability to customize the ribbon and add
your favorite and popular command buttons to your own tab as you could create toolbars
and add your icons in Office 2003 and its predecessors. With Office 2010 you can create

your own tab and groups then add your favorite command buttons. We’ll build our own
tab with often used command buttons, now. We’ll start in Word and then accomplish tabs
in Excel and Outlook.

1. In Word 2010, Right Click on a tab or
anywhere in your ribbon and from the
short cut menu chose Customize the
Ribbon (You may click the File Tab and
go to Options for Customize the

Ribbon, too).
Notice at the Top
Right Pane you
may choose
difference Tabs to
view, such as Main
Tabs, All Tabs, Tool
Tabs — we’ll work
with the Main Tabs.
The main tabs are
checked and listed
below the
Customize the
Ribbon box —1I
have checked
Developer in order

Add Group to Quick Access Toolbar

Customize Quick Access Toolbar...

Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon.. >

Minimize the Ribbon

Word Options ,@ &
- -
General h . .
% Customize the Ribbon and keyboard shortcuts,
Display
Choose commands from: (i Customize the Ribbon: (i
Proofing Popular Commands El Main Tabs lz‘
Save
b Accept and Mave to Next - Main Tabs
Language = Align Left Greg's Tab (Custom)
Advanced = Breaks b [l [] Leapfrog (Custom)
= Bullets 3 Bl [7] Home
Customize Ribbon = Center Clipboard
<z Change List Level 3 Font
Quick Access Toolbar 23 Copy | Paragraph
A # Cut 3 [ Styles
e Define New Mumber Format... Editing
Trust Center #J Delete &[] 18AF [Custom)
7 Draw Table [#]Insert
Draw Vertical Text Box Page Layout
[[}=1 E-mail References
34 Find M [¥] Mailings E]
Font i Review
A Font. [¥] View
A Font Color » [l [7] Developer
Font Size T [7] Add-Ins
# Format Painter Blog Post
A Grow Font [#]Insert (Blog Post)
@ Hyperlink... [ [¥] Outlining
AB' Insert Footnote Background Remaval
ié Line and Paragraph Spacing 3
b Macros
] Mew
d Mew Comment N
F] Mext New Tab New Group Rename...
i=  Numbering 9 A

Keyboard shortcuts:

Customizations: i
Import/Export ¥ |
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Next we add buttons from s Grose crmmsnt e
the Popular Commands pane
to our tab. As displayed at
right, I am clicking and

. Next, select your New Tab and click

. Next select your New/Custom Group

. You can rename and change the

to perform Macros and Create Word Forms.

Group for you.

. Click the New Tab button, Word creates a New Tab and New

T | ——
the Rename button at the bottom of | "™ (P iy
the pane. The Rename box appears Display name: | Greg's Tab

for you to enter the name of your ok || caneal |
Tab — I am naming my tab “Greg’s S—

Tab”. After changing the name, click r

OK g9ing ! Rename l ? [ ]

and click the Rename button at the
bottom of the pane. The Rename pane
displays change the Display name to
Format as displayed at right. Click OK
after changing your name.

picture/icon of many of your command
buttons, too.

Symbal:

HQOQA Y CPHLN
NG EN A«
aveeFEvTa.eEQT
YREOLNE S ORI
BELEos oD
O0000C000 & Mkl
HEO I E[(EmR>i s s
SDHeME IEE %%
AJAX vEONT @ Fi=
pimSpimedvasm

»

m

1

Display name: |Format

dragging my Format Painter
from the Popular Commands
pane and placing it under my

Format (Custom) Group.

Greg Creech © 2010
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You may add buttons several ways:

1.  With the command button you wish highlighted or selected click the Add
button and the selected button adds underneath your selection in the right

pane,

2. Click and drag the command button from the left part of your pane to the

right part of your pane and the Group.

» Hot Tip! Shortcut menu and moving the Tabs. You

may right click on a Tab or Command Button in the
Customize Ribbon Pane and from the shortcut menu
perform many of the same options to avoid clicking
buttons at the bottom or right of the pane. Also, you may
rearrang your Tabs by selecing the Tab and clicking and
dragging the tab to its new location, you may use your
shortcut menu as display at right or using the arrow

Main Tabs
=1 ¥ Greg's Tab (Custom)

= Format (Custom)

) Borders and Shading
J Format Painter

A GrowFomt1 Pt

A Shrink Eant 1 o

buttons to move the selected Tab, Group or button up

and down. I have put my Tab (Greg’s Tab) first so that when
I open an application this is the first tab that is available for
me — you may want to keep your Home tab as the opening
Tab.

If you right click on a Tab you may show or hide that Tab

9 Add Neyy Tab
>
Q Add Hew Group !
-
+ Page Se¢ Renape
& Insert (¢ Remove
#1177 Leapfrog (€
¥ ¥ Home Move Up
[#) 1) IAAP (Custe Move Down
Customize the Ribbon
Main Tabs
Main Tabs

N
LN

& |V Hom

= |/ Greg's Tab iCustom)

Add New Tab
Add New Group

Rename

Mave Down

using the Show Tab item and checking/unchecking it. You BV ShowTan

may remove a tab from this shortcut men, too. » SR |
+ |/ Refe

® An Important Gotcha! You can’t modify the buttons on the —

Quick Access Toolbar as you can using the Ribbon and your Tabs

for your Command Buttons. ®
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Adding more buttons in Word.

My custom tab, Greg’s Tab, appears below with my Groups and Command buttons. This
is a good example of how you will want to create your own tab and add your favorite
buttons. With the Quick Access Toolbar and Your Own tab in the Ribbon using the
Office Suite has never been easier and more productive.

Greg's Tab Hame Insert Page Layout References Mailings Review View Developer
. - - — Mormal - 1 —f? o s m\ 7 AutoCorrect Options
'S j \; = 1'3' ) HEJ ) =y j 5 a
J A A =10 S ; el =/ _'(JI\ -) ¥ AutoText ~
Microsoft Borders and Format  Grow Shrink  Paragraph  Reveal Quick Page Print Preview Print Preview = Watermark Date Picture
Excel Shading Painter Font1l Pt Font1 Pt Formatting Print  Setup  and Print Edit Mode - & Time
Format Print and Page Setup Insert
1. Activate your Customize = —
Ribbon pane in your Word aner R cimomestens

Options by right clicking ot i -
on a Tab on the Ribbon -
and Clicking Customize
the Ribbon from the
shortcut menu.

2. Change your Choose
commands rom box to All
Commands. Word
alphabetically shows ALL
of the available

g a2 low Goaup Renage.

commands. I am adding : '

Krytowd 1hotass | Customizs

ingatimet v

the Reveal Formatting
button to my Format Group on my Tab by clicking and dragging
the button from the left part of my screen to the right part of the
pane illustrating my Tab and Groups.

3. Similar to the Quick Access Toolbar I add my AutoCorrect
Options, Grow Font by 1 pt and Shrink Font by 1 pt as well as
other favorite formatting and page setup commands. You should
add the buttons and groups as you use Word and have your
favorite commands in one place.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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» Modifying Buttons. We changed the Name of a Group and Tab, but
you may also change the picture of a button. You may change the

Name of your button and the picture the command

) Print Preview and Print

represents. When I added the Print Preview Button | v )
i i 7 Symbol:
and the Print and Print Preview Button (two %0004 1 souzas -
i i i 1A s @
different commands but the same picture), I Jdnoaaads S v
couldn’t determine a difference without the Screen TARDLNL S S E O[]

BHv@odeafiODd

Tip. So, using my Customize Ribbon Pane I selected |||35°E°R2083E8

COHCHESL LGLE

[E)

the Print and Print Preview button and clicked the ARX VKON T 08 g
Rename button (circled at right). Using the LRSI AN s
Rename pane displayed here I chose the Smiley ——

— Rename...

Face for my picture or symbol and I changed the
Display name: to All in One Printing. Clicking OK changed my command
buttons Name and Symbol in my pane and on my Tab. »

Select some of your buttons and change their name and symbol by using the Customize
the Ribbon Pane.

Custom Tab and Groups in Excel

The process of creating and customizing your tab and groups in Excel is the same as in
Word. We will create a tab and a group and add some of our favorite Excel buttons to it.

1. Activate your Customize Ribbon pane in your Excel Options by
right clicking on a Tab on the Ribbon and Clicking Customize the
Ribbon from the shortcut menu as displayed here with my
Custom Tab named Greg’s Tab.

. Bookl - Microsoft Excel

Grgg's Tab Hname Tnzart Pana Lavaut Enrmulas Data Review View ngehjpgr
Customize Quick Access Toolbar.. I

A= o =

2 X 41 Show Quick Access Toolbar Above the Ribbon ! =5 @ A ,||r|:|
AutoSum  Insert  Insert Customize the Ribbon... . | Conditional Merge & Format Format Cell Header
- Function Equa; - Formatting = Center~ Cell Font Mumber & Footer

Minimize the Ribbon

JdSED@EI-C- R @3 SVREE- -85 5

|1||||I|

Farmat Group
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2. Create a New Tab by Clicking the New Tab button at the bottom

of the Customize the
Ribbon pane and then L
rename the tab — I am foiiz :
naming my tab - Greg'’s
Tab.

3. Next create a New Group
and rename the group. I
am creating another
group displayed here
named Format. I created
a Data Group earlier.

4. Create and rename other
groups if you wish.

5. Change your Choose

commands rom box to All
Commands. Excel alphabetically shows ALL of the available
commands. I am adding the Conditional Formatting button to
my Format Group on my Tab by clicking and dragging the button

from the left part of my screen to R
the right part of the pane cormmeniae
illustrating my Tab and Groups. ' -
6. Similar to the Quick Access

Toolbar I add my AutoFilter, Clear
Filter, Sort, Custom Sort, and
other important and often used
Excel Commands. You should add

the buttons and groups as you
use Excel and have your favorite commands in one place.

7. After customizing your tab, groups, and command buttons, Click
OK. You have your own, productive Tab in Excel.

Greg Creech © 2010 Techedutainment Services, Inc. Thank you for Learning!
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OQutlook’s Custom Tab

The process of creating and customizing your tab and groups in Outlook is the same as in
Word and Excel only the type of commands that we want differ. We will create a tab and
a group and add some of our favorite Outlook buttons to it.

1. Activate your Customize Ribbon pane in your Outlook Options by
right clicking on a Tab on the Ribbon and Clicking Customize the
Ribbon from the shortcut menu as displayed here with my
Custom Tab named Greg’s Outlook.

Of . Outlock Today - Microsoft Outlook

Send [/ Receive Folder Wiew
Customize Quick Access Toolbar...

Greg's Outlook

8 X5 0 X

Outlook  Exit
Today

Developer

e e

My Calendar Contacts
nputer

Favorites il = e RIDD Go!

acLess Toolbar Above the Ribbon

View Items

2. Create a New Tab by Clicking the New Tab button at the bottom
of the Customize the Ribbon pane and then rename the tab — I
am naming my tab - Greg’s Outlook.

3. Next create a New Group and rename the group. I have created

a Favorites, Let's Go, and
View Items groups.

Chooie commandi fram Cushesmine bt i bon

4. Create and rename other : o ot Mc -
groups if you wish. " o
5. Change your Choose § ot 8 e
commands rom box to All J .

Commands. Outlook
alphabetically shows ALL of
the available commands. I
am adding the Categories
button to my Favorites
Group on my Tab by clicking

Cleani g Falder & Subfaider

Clogs All Categaiisd

Heyy Tals Lieve Giaug

and dragging the button
from the left part of my screen to the right part of the pane
illustrating my Tab and Groups. I am placing the button under
Exit and above Copy.

Greg Creech © 2010
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6. Similar to the Quick Access Toolbar

I add my Outlook Today, Copy, [ Resre e B3
Paste, My Documents, My K0004t soanaa ][] & cwan
Computer, and other important and bl sav |2
often used Outlook Commands. You B seveanonnll e
should add the buttons and groups EBU fLEEILi;'::;
as you use Outlook and have your ARx ’.z" 7o " = g tyoonens
favorite commands in one place. e et D o

o Canced i

7. Also, I like changing my buttons
especially for My Computer and My iy

nts

Documents. After adding the [ neatso | [tomcroue | [ tename

Conversation Settings  *

= ExpandCollapse

button, I select the button and then

click the Rename button. While I can change the name of the
button through the Display name box, I can change the picture
or icon for the command, too. I am using the first button (the
robot) for and I'm changing the button name to Greg's
Computer. Click OK.

8. After customizing your tab, groups, and command buttons, Click
OK. You have your own, productive Tab in Outlook to use in all of
the objects and items in Outlook.

® An Important Gotcha! In Outlook, your custom tab will not display in
some of the items, such as New Message, New Appointment, etc. and your
Quick Access Toolbar changes, too. ®
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The Return of File!

There were many improvements in Microsoft’s Office with the release of Office 2007
however, using the Microsoft Office Button, pictured at right, instead of good, ol’ File
was not one of the improvements and therefore disappears (YEAH!) with Office 2010. A
File Tab returns bigger and better than ever.

1. With a Word o
Document 1 :4::;. Information about 2010 How to Win in 2010

open, Click S
the File tab
and click the
Info item.

2. My
Information
pane appears o
here with the TR —
ability to set "
permissions, 3 Ol
share, and to
use
important document properties. Notice that the left part of the
pane contains our favorite commands of Save, Save As, Open,
Close, and the Recently opened documents appear.

Here are some of the items we will learn in using the expanded, more powerful, and
simpler File tab.
v" Common Commands and Simple Recent list,
Recent — Pinning and unpinning,
Print — One Stop Shopping,
Save & Send — Saving in popular (PDF) and email at one place,
Options — Setting Important Options throughout the Suite.

AN N NN
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Common Commands and Recent

List

When you click the File Tab, Word should open at the Info Pane. The Info, Recent,

New, Print, and other
items all contain the

", M Information about 2010 How to Win in 2010
Save, Save As, Open, aR vasAoghDmcsmasbe 3060 OBk 2009 e 15 Wi s 088 o
and Close items as 4 cone s

] 3067 Pawer 31 Paw ". * AN Spen, Cop

well as Your Recent
documents list
section. My Info
Pane and File tab

appear here. This "' wan
pane is organized in “"

three sections: Your Sae b '
Common Tasks and =

Commands in the =

right section,
Important features
and commands in the
center, and then

5] 202 How te Win |
=] 2000 Wwn oo

] 7092 Woed Manust
=) abos of teybaard s

AJ ON Heavess Winde

Properties to the left. The Common Tasks and Features are consistent in the Suite,
except for Outlook which we will look at Outlook’s File Tab later. You may set the

number of documents in the Recent Pane at

R
the bottom. i W) Moo windec
1. Click the Recent item on your | g ——
File Tab and at the bottom of | == ) S
the pane change the number - :'*,J o
of items (I am changing mine | ... o s e
to 10) in the Quickly access 2 Qoo s s Bt Dt

this number of Recent

Documents. The limit is 50. I use my Recent pane and pinned
documents (we will learn this next) for items where I need a
listing of more than 10.
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2. Notice and use your Save, Save As, Open, and Close as you use
the products and chance the humber of Recent Documents.

Outlook’s File Tab

With some many different types of objects and items in Outlook, the File Tab in Outlook
is different and will change

—

Cowndar - Pescnsl Feldens + Microclt Ousock

based on the type of object

and item in which you are Kocount Information
working in Outlook. My 5 - =
Info Pane appears here; this " p—
pane contains the Add Gl oty e et et b o

Account and Account vip et

Information item for you to L

view your Account Settings
and edit/change them from

the subsequent menus.

Outlook’s File Tab doesn’t

contain the Recent pane nor

the Save, Save As, and other commands found in Word, Excel, PowerPoint, Publisher,
and Access.
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Recent (and Important) Pane

The Recent Pane

displays your o R T
pinned and ety g e e v =

cnpinnec iTon | W T '

documents as well fjjjfjj_f;jjjjj‘ :}

as the Recent S| ®» ' :

Places area. This s :j 5y

saves much time in o | ] et o v ) s et
locating files and .| Y ot ER
working with _ :} S

documents - g

consistently and Sme bsesd ‘EJ '

regularly. By ':,,,_ ,j

Default your list - A e —
sorts alphabetically : - -

and the pinned documents area grows with the number of documents you want pinned.
You can change the default of 17 recent documents up to 50 in your Advanced Word
Option settings, which we will accomplish in a future section. Also, you may change
your Recent documents number that appears in your common tasks (left area) of your
screen below the Close command — not documents that appear in the Recent
Documents/Workbooks panes as displayed above and below.
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» A Hot Tip! Pinning document, workbooks, presentations, etc. Across
the Office Suite, except Outlook, helps you quickly open your favorite
and often-used files. You pin your favorite files by clicking the push pin
button at the right of the document or the recent place. This pins the
file at the top of the pane. You may unpin and remove from the list by
right clicking on the file and the shortcut menu as displayed below
appears for you to perform popular options, including Opening,
Pinning/Unpinning, and Removing from List. You should pinyou’re
your Recent Files and Recent Places as you begin opening and using
your files in Office 2010. »

n Geeg 1 Tab Home Insert Fage Layout Formuiat Oata Penew view [

i Sove

Recent Workbeoks Recent Places
o seve s

¢ a » My

J Open ‘gj »Aqﬂm A5\ Excel € y \ .-(( gy,
s @J ROt « > 2010 Office

Z 210 Datatase Funcronaley « " Doc
8] 205Tecntnecm IJ NS Cunid what 2 a' R .::‘
Q0 2010 Database Fum. X__)‘] 2010 Oatadase Functanalay v <
©) 210 Datavate Fum.. ‘{] PowesPoint and Excelh ¢
) pow oy 0 Dosirnant p
2 ocan TR .
) weudgetas fpen
= V8udget sy Open 2 gopy
&) 2010 Ostadase Fum. ‘SJ oo L =

al 1 . Lnpin fraem bt
(8] 0SuM Datadase .. ‘l'd 2010 Dotatease Functan, Bemave fram Wit
] DSuUM Database Fr.. " I p— Cigar ungenned Workdooky
3 ” o g_‘j DRIM Detabase Practice ¥
F4 O%UM Practice Com 74—] DSUM Databarse Practice Complete sia
- l':jdl DSUM Practice.sem
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Print! One Stop Shopping

(At Last)

Finally, one pane that contains your favorite Print AND Page set-up AND Print Preview
in one place. We have had to bounce between Page Set-up, Print Preview, and Print for

years to set our settings and customize our print jobs for our Office files. Now, Your File
Tab’s Print pane allows you to select your printer, collate, change the orientation,
margins, and use Print Preview with a Zoom slider and easy navigation through your

10 How to Win in 2010.di . 10
Greg's Tab ert Page Layout Refererces Mafings Review L Developes Format 0
e Soee
Print -
B save as | -
C ] 3
o Open = Srples |1 ’?:L;.‘ . _ Mow o win ls office 2020 Boge 3¢
Print
3 Close Print! One Stop Shopping
) 2007 Power of Paw... Printer
Fraallv. oot pane thar comtuns vour fivaste Privt AND Puge ot ap AXD Prist Provies
2] 2000 tow to Win L., ’J” Mewdkie Penkoe on HARRY : 15 00 place. W M B 10 bocacs bereees Page Saap, Prive Praviee, s Prins £
e - Min VR 30 MO0 MESEES e CustteRine Oux it joby i our OB Sl Now, Your Pl
2] 2010 to Win.docx Tab's Pring peme kIswn 705 10 A YOur prinoe, couiloe, hanpe (e ormianion
=* Ennter Propeties . aed vt Prine P ik 4 Zovw Widw end Mgee
";] e a—— e e Prine Proview witk o, oy e g e (Sough vour
= Settings e — -
] abes of keyboard s... ¥ - ":
- |
"_:J Oh Heavers Windo., 4 Print A% Pages v oy " ‘
it the entes
%] Tame to Win with O, - -
= Pages -
%) Weed Manual . docx g - P
Print One Sided
) Office 2007 doww Fe.. 3 ‘ v
nhy print om ooe vide of the page
- .
I£] Customaing the Ri.. c -~
Colleted
_] ‘B X 4 4 -
Info .
1 Portrait Crientation » [~ 4
Recent oy
Letter -
v - 1
Office 2003 Default Margns = doosnes, wedibet, 2d pooz. Yo muay scoms 225 pene througs S popale
fr 1.25° RNight 1 loeydosed sheron o/ CTRL -9
Save & Send 1 Page Per Shoet v
Help Page Setus
J Optani g e 8 Mo e P gt s com Nars o Laarmeng’
I S D v o P wrion
Ed ot
-
4 3 oftdM» 60% (= ™ |

document, worksheet, and so on. You may access this pane through the popular
keyboard shortcut of CTRL + P. In using Office 2010, I have found this new Printing
Pane very helpful and more productive than before.

Also, Print Preview is still around and you may use the “traditional” Print Preview but
this offers much of the same functionality; however, like Page Set-up you may need to
use Print Preview for other items not featured in this Print pane.
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In Excel, you may set your scaling, margins,
worksheet printing in one convenient location - e -
. . - el save
now using the File Tab. My Excel Printing and B St = e
. . 3 Copres 1 s
some of my important Page Setup Options appear &5 Open Punt
t . ht i Close
a rlg . ) cauaget s Printer
H) 2005TechChecksls O Hewkie Pewikie on HARRY -
) 10 Omabase Fun., o e
(] 2010 Database Fun..
Q] PowerPoint and Exc... Settingy
@) TechEd s rJ F":n' '._‘ct,"t,Shef"' ) 5
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Pages . -] ?
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Save & Send

With a Word document or Excel workbook open, click the File Tab and trace to the Save

& Send item and the menu below displays (I’'m using Word, but the options are similar

across the
Office
Suite.). This
is avery
helpful tab to
quickly Save
the Office
document in
a PDF
format and
email at one
step You can
publish your
Office file to
the web,
SharePoint,

Greg'sTad
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New (And Improved)

With a blank Word document or blank Excel workbook open, click the File Tab and
trace to the

New item and
the menu

- N

ol v
Bl Save b

Aoslianle Tonplatm

Bank docerment

[ QR

below displays Yo

) 7T Pt o4 Pew
(I’'m using ) ot e o ‘J -
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templates and 2 E = ,
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Help

The Help item in the File tab provide means to get updates, diagnose your application,
contact

Microsoft, T T AT e
o S

dt o Support P
anato “ Wcrson "'T"l.'.ué" e o SOﬁI Ce

. iF Open "
register and ? e
o Cone
Product Activated
aCtlvate yOUT 18] 207 Pawer of Pow. Gumng Started Micyoaset Ottics Prodessionat 2210
'i_] 002 Maw te Win L. _ . y shéhns Thes product comtam Mxroaoft Access, Mcreacl Excel Mosssaft Onehlote, Microsoft Outiock, Mo
prOducts_ @J 2000 0 Winde0: O PowerPore, Mcrowoft Pubbches, Microwt Woed,
Th ) . ] 2099 Woed Manusl.. - About Micresoft Wersd
isisa &) s o e *‘ ko o . R e
; ) OnHewers Winoe r a Addtons {ens as
quick and ] Toeto W wen . Part ot Maoseh Ot
Tools for Working With Office S o

] Werd Masusi .docx

easy to use 2] Omce 2007 Wew e I e SO
resource and S -

it is centrally o : | Gttt ot s
located here n )
rrt

for you. In
Office 2007,
this was the

Resources tab using the Microsoft Office button’s menu. We will work with Options
next that appears in this screen and is located on our File tab menu as Options.
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The File Tab contains the important Options that you should set for each of your
Applications as you begin using Office 2010 and make changes as you need later.
The Options item is located at the bottom of your File Tab’s menu below Help and
above Exit as displayed here. This is consistent throughout the Microsoft’s Office

Options for vour

New Office

Suite of applications.

Popular Options

With Word Open and at a blank
document, Click the File Tab,

Next, click the Word Options
button.

The Word Options screen appears
at the Popular selection.

I have included the Excel Popular
screen displayed below, too.

You should set your Name, Initials,
and Screen Tips options if needed,
here.

You may disable or enable the Mini
Toolbar on selection; you may
always retrieve the Mini Toolbar by
right-clicking in the workspace of
an application. I don’t know why in
the world you would ever want to
disable live Preview which shows
you your formatting changes
without actually making the
changes until you click an item.

§ Gplam

3 Est

Word Options b

[ General
Display
Proofing
Save

Language

N
_‘% General options for working with Word.

User Interface options

Y| Show Mini Toolbar on selection (i
/| Enable Live Preview (i

Blue El

Color scheme:

Ad d
vance ScreenTip style: | Show feature descriptions in ScreenTips El
Customize Ribbon
Personalize your copy of Microsoft Office
Quick Access Toolbar
User name: | Greg Creech
Add-Ins
Initials: GoC
Trust Center
Start up options
Open e-mail attachments in Full Screen Reading view (i
Excel Options
[ ]
General - . - .
@ General options for working with Excel.
Formulas
Proofing User Interface options
Save V| Show Mini Toolbar on selection
L | Enable Live Preview i
anguage
Color scheme: Blue lz‘
Advanced
SecreenTip style: | Show feature descriptions in ScreenTips lz‘
Customize Ribbon
When creating new workbooks
Quick Access Toolbar
Use this font: Trebuchet M5 [~]
Add-Ins .
Font size: 12 lz‘
Trust Center Default view for new sheets: | Normal View lz‘
Include this many sheets: 5 z
Personalize your copy of Microsoft Office
User name: |Greg Creech

In Excel you have the ability to set the number of worksheets in
a new workbook and to change your font size and other options
for you to set according to your needs and use of the application.
I have set my font, Font size (which being over 50 years of age
goes up every year, now!), Default view, and I include at least 5
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worksheets in a new workbook. We will examine the Mini
Toolbar on selection and Enable Live Preview. Please keep these
options checked until you decide whether you like them or they

annoy you in using the applications.

Now, we will look at the other screens in your Options, so if you are in

Word — Click the Proofing button.

The Proof is in the Proofing Tab

Another important tab for you to review is the
Proofing tab. This contains important self-
correcting features of the applications. This contains
the AutoCorrect Options. . . button in the new
Office.

Word has more options in the Proofing screen than
Excel or PowerPoint and in Word you should check
the Show readability statistics. The Show
Readability statistics displays a dialogue box to
containing important information about your
document such as what grade level you are
composing, the number of passive sentences and
other neat information about your document. The
dialogue box will appear after you check your
Spelling and Grammar by using the F7 key or the
command button in the Review Tab. You should set

Worz Uistaara

famtem Dictramanes

how you want Word to check your spelling and/or your Grammar and Styles. The

Settings button and associated menu pane allows you to set what and how you want

Word to check your spelling and grammar, such as using Contractions, Passive

Sentences, Wordiness and so on.
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Save Options - Save Early and Save

The Save options are consistent
across the applications and allow
you to change the type of file you
are storing and where your default
locations of your files are. The
Word 2010 Save Options screen
appears at right; the Save Options
screens are very similar across the
applications.

Often

...........

Offbres mainru) (pdhrirs e i imemt | mavim)ewsel srrem fhes

v hetked ot e b

Porveres Ndutty woer shianire Hrn Ot ) Drouveweny -

Lreted footi in the Me

V-
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The Eas

to Use Advanced Options

The Advanced Options screens are essential to review in each of the applications and

contain time saving customizations for
you and how you like to use the
applications. Please don’t think of
Advanced as difficult; I think this should
be renamed to Important Options.
There are options for Cut, Copy, and
Paste, Printing, and many more. Here
are some of the options | like to change
or to check in using Word:

v" Inserting Pictures as a Tight
Format and decide my defaults
for copy and paste,

v" Changing my Recently Used
Document list to 50 in the
Display section,

v Entering my Mailing Address at
the end of the pane for Word to
use as my return address for
envelopes, labels, letters, etc.

After setting your Important Options
click OK.

Excel, Outlook, and PowerPoint have no
shortage of Options in the Advanced
areas and you should review those
applications for how you want your
Office application to work for you.
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Other Options

There are other Options, such as Add o e —
Ins, Display, Formulas, for each of the
applications. You should review those
as well. My goal is to provide an e
overview and let you know of important
options that you should set as you first R
start using Office 2010 and to be aware
of where your items have moved from
the good, old Tools and Options in
previous versions of Office. We have
used the Customize Ribbon button and
menus as well as our Quick Access
Toolbar panes. The Add Ins install
programs and services you can use with your applications if you need additional
functionality, such as Excel’s AnalysisPak. The Trust Center will allow you to review
your security, permissions, and other settings — please use these items as you need for
your application and organization. Language has its own space, now, and menu for you
to choose your language(s) and settings.
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Outlook Options

General Pane

Outlook Options have been disorganized since Outlook Version 1.0 and the previous
menus and organization were cumbersome. Outlook 2010 improves the organization and
the interface for accessing many important and fundamental options that affect Outlook
overall. In my LookOut! Outlook 2010 course | cover all of these options, so this
section can only permit some of the important options that you will want to know and
review.

With Outlook 2010 open, click the File Tab and then click the Options
item at the bottom of the left pane above Exit.
Your Outlook Options pane opens at the General pane. This is similar to other Office

applications with B Home | GregsOutiook  Send/Recewe  Folder  View  Developer
your User name, Outok O X &3

Show Mini Toolbar 8 General options for working with Outlook.

on selection, and | ' . —

Color scheme. You ,l ) Shiw Kbl Toolbar o seleciion

should set your fash R

preferences here for SereenTip style: | Show festure descriptions in Sareentips [

Outlook. lalso
make sure | make
Outlook my default

Personalize your copy of Microsoft Office

User name:  Greg Creech

Initials: GOC

Start up options

program for my E-
mail, Contacts, and
Calendar. Trust Center

¥ Make Qutiook the default program for E-mail, Contacts, and Calendar Default Programs...

0K Cancel

The Outlook Options
pane has several
items that we have studied thus far, such as Customize Ribbon and Quick Access
Toolbar. | will overview some of the important items starting with Advanced and Mail
Options.
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Advanced Options

The Advanced options are not advanced at all and contain some of the most important
settings that guide your use of Outlook. You will want to review these options and set

them as you convert to Microsoft’s Outlook 2010.

1. With your T i i)
Outlook Options = optian o woking v utock ]
open, Click the e .
Advanced item. s . =

2. You should o I S _
review the T— m— 1
Outlook panes waamrs | mmmmmm—"
and set those e || 0 e motaon s v ting s e 1 st v s st s
options. We will o .
review these in o P — —
detail in a later S —
ection & o i s -
particularly the M:m T LT p——

To-Do Bar. There _— ,m:mm e m———
are other ways of 51 s s o g s Prr—
quickly accessing e
your Navigation, ——
Reading, and To-Do bar options which

Reading Pane [t S|

we will learn later. Pictured here are
the Reading Pane Options which I make

Reading Pane options

Mark items as read when viewed in the Reading Pane

sure I change the option of moving Wait |5 seconds before marking item as read
from one message to another — 1 [~ Mark item as read when selection changes
accidentally change messages from []single key reacing using space ber

Read to Unread by moving my cursor. I ok | [ cancel
like using the first option of marking my = - — -

messages as read after a minimum of 5 seconds — that gives me
time to preview the message and decide if I need to open it.
3. Set your options here if you like
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Send Receive

You will want to review and set your Send Receive Options, too.
Activating the Send Receive Groups dialogue box by Click the
Send/Receive ... button

on the Send and

S5end and receive

O
= |. Set send and receive settings for incoming and outgoing items. Send/Receive...

received section of your =1 B send inmediately when connected

Advanced Options allows [ Send/Receive Groups )

you to schedule your 8 Ko,
Send Receive and Group Name | Send/Receive when

perform other impOI‘ta nt ‘Al Accounts Online and Offline New...

- dit...
settings for you. Lo
I Rename

Setting for group "All Accounts™

rward notifications.
Include this group in send/receive (F2).

[ schedule an automatic sendfreceive every 30 = minutes. - EI
[ Perform an automatic send,receive when exiting. i
When Outlook is Offiine ows) El
Include this group in send/receive (F9).

[ schedule an automatic sendfreceive every 30 = minutes.

Close
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Mail

Options

Your Mail Options are packed with all
sorts of items for review for
formatting and managing your email
messages and folders. Some of the
items that you want to know are:

1. Signatures — providing
information at the

bottom of all your email
messages,

2. Message arrival —
setting how you want to
know about incoming
messages — I have all of
my options chosen and 1
modified my Desktop
Alert through the

Desktop Alert Settings =~~~

so my desktop alert
remains in view for a
longer period of time.
3. Send messages - This
section provides ways
of setting your
Importance and
Security Levels on ALL
of your messages,
using commas instead
of semi-colons to
separate your email
addresses, and I have
unchecked the Delete
meeting requests and

Comrprre meneyes

Ear Optont

~:;’, / - weang 0heg a0 koioned
e} rgrel m ! Cl

[ Creste oo moddy sigmatures far meniages Tgzetere

\U Uipe SISO 10 Change default 160ks and iyfer, 0oMes, M0 BTk Grounds Latsaeery ané Fot
Datiood paney

Cuttoewse Dow tama a1 Parked as resd wWhen Uing e Reading Fans -

Arazng Pare

L w)e o -

DQuakzop Akrt Settng:

Comwersation e Up

Jeanred-sp tera el po e Thn Todder Brame

Emoty fta-Compiete Lint

B tedt e tages

YWhen rendieg matsages in Rich Tedt fomeat to rtermet secpients | Carmet 12 MIML formae
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notifications from inbox after responding because I like to keep
this message for future reference and assistance. I certainly like
using my keyboard short cut of CTRL + Enter to send a message
and I have Outlook suggest names in my to, cc and bcc address
lines. I haven’t needed nor wanted to Delete my Auto Complete
List History.

4. Tracking — This allows you set your Delivery and Read Receipts
for ALL of your messages; there are options that allow you to
only set Delivery and Read receipts for specific messages which
is what I use. This section provides ways for you to determine
how you respond to read receipts, too.

You should review the other Outlook Objects’ options, too, to set your Calendar,
Contacts, Tasks, and other items in Outlook. | cover these in detail in other Outlook
courses.
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Productive Ribbon, but

Where are the Bows?

Microsoft’s Office 2007/2010 Ribbon is productive, beautiful, and combines our
previous toolbars, menus, and task pane features in a much easier and a more powerful
way of working with the applications. As a 25-year veteran of using these products, | got
excited when we moved from command menus to icons, now we can have the best of all
of the worlds with The Ribbon, especially the ability to customize the Ribbon in Office
2010 as we accomplished earlier. 1 think you are going to find the Ribbon a bit confusing
at first. For me, old habits die hard and | had to accustom my life and work without the
Menu bar and Standard/Formatting Toolbar. And the Live Preview Feature introduced
in Office 2007 that displays your selected text’s new format based on hovering your
cursor over a style, font, or size “freaked” me out at first. However, once I worked with
the new Ribbon and features that pop out of nowhere or are enhanced greatly, such as the
new Mini Toolbar that appears with your Shortcut Menu when you right-click, I find it
difficult to use previous versions of Office. The 2007/2010 version of Office is much
easier to use and to teach than any other version, especially for our youth and those new
to Microsoft’s Office. Here’s two neat ways of increasing your productivity using the
Ribbon.

Two important and time saving Hot Tips for you in using the Ribbon and Tabs!

» Hot Tip 1: Minimize the Ribbon! Four ways to minimize the Ribbon — First,
the Ribbon takes up a lot of space on your screen. You may minimize the
Ribbon and use it only when you click on a Tab.

1. Office 2010 has the new Minimize Ribbon arrow at the top of your
window next to the Help button. The Minimize the Ribbon button
appears at right. With the Ribbon minimized the button becomes the

Show only the tab names on the
Ribbon.

Minimize the Ribbon (Ctrl+F1) n

Expand the Ribbon button.

2. To minimize the ribbon double click the active Tab’s o s scces ot one e oman
Name. Double clicking a tab expands/minimizes the —
ribbon, too.
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3. Right click on any tab or command button on the Ribbon and from the
short cut menu choose Minimize the Ribbon at the bottom of the menu.

4. Keyboard shortcut of CTRL + F1 — when you press your CTRL (Control)
and the F1 keys simultaneously on your keyboard the Office application
minimizes and expands your Ribbon, too. »

Why minimize The Ribbon? The Ribbon takes a lot of space. With the Ribbon minimized you
have more room in which to work on your file. With the Ribbon minimized, to use a tab, you
click the tab and the Ribbon’s tab expands for you to use the Command Buttons. After
clicking the button you want and you click back into the body of your document, worksheet, or
presentation the Ribbon minimizes again. This is similar to using the old Menu bar. The
difference is the Menu bar was vertical and text oriented and the Ribbon is horizontal and
more graphically oriented.

» Hot Tip 2: Second, if you have a scroll wheel/button on your mouse
and the Ribbon is NOT minimized, you may scroll through the different
tabs rather than clicking the tab. Moving your cursor to the Ribbon
and rolling your scrolling button/wheel up or down changes the tabs
for you! You must first click on a tab for this to work; otherwise, the
application will scroll through your file — not the Ribbon. »

® An Important Gotcha! With the Ribbon minimized you cannot scroll
through the Tabs as described above. You’ll have to maximize the ribbon in

order to scroll through your tabs and command items. ®

Try these two shorzcuts, I think you’ll like using these two features in Office
2010.
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Welcome Home -~ The Home Tab

The Home Tab appears above. The Ribbon is composed of Tabs, Command Buttons
(aka Icons), and Groups. As you can see, the Ribbon is packed with Command buttons,

_@ — 010 Tow to Win in 2010.do \
m Greg's Tab Home Insert Page Layout References Mailings Review View Devels
= v v [ AR 2 - I R R = oA
) CooperBisck_~122_~| A A | Au- | B 212 - 55 | | | F || saBbcs AaBbt AaBbC Command Buttons
Pa:.!t ./Fovm.sl Painter B 7 U -aex X ik e & EEIN ‘E 2 - <= ¢ Greg Emp Hot Tip Important

Clipboard \ Font "l Patagraph % Styfes . Editing
JdBE S@EA A9 Oy 2

menu items, and are organized in a logical manner. However, getting accustomed to
where your previous icons, menu items, and other shortcuts from previous versions of
Office is a bit challenging. Here’s an example of how my old habits in the applications
are hard to change, and I bet you will experience the same. The Views in Word and
PowerPoint have always been at the lower left corner of your screen — now the Views in
Word and PowerPoint have moved to the left of the screen — a simple rearrangement, but
I can’t count the number of times I still go to the lower right part of my screen to change
a view and then realize OOPS! the views have moved on me.

An Important Note @ - Your screen resolutions will affect the number of commands
you may see in a group. The lower the resolution your computer is set the fewer
commands you may see — the group will display an arrow for you to expand and view
the commands. The higher the resolution the more commands you may view in a
group without the need to expand the group. For example, with my screen resolution
set at 800 x 600 my Editing Group required me to expand the group in order to view
and use the commands. With my screen resolution set at 1024 X 768 my editing group
displays the Find, Replace, and Select Commands. You may change your resolution
settings using the Display Properties and the Settings Tab in Windows XP.
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Paste Preview and Paste
Options
The number 1 reason people use the Undo button is to undo an improper
paste and then must use Paste Special, with which many users were
unfamiliar. Now when you Paste you will have Paste Preview in your

Shortcut menu. Depending upon what you are copying/cutting to paste,
the menu will change. If you are pasting a picture you will have different

options, than text. I am using text with the Paste Options pictured at right.

As you move your cursor over the different buttons for Paste, Office
provides a Live Preview. At right I am displaying, copying and pasting
this paragraph into another document and notice that my shortcut menu
disappears only leaving the Paste Options for me to view and then to
click to choose the correct paste selection.

Here are the options when I’m using the Clipboard to perform my paste
and the Options in Excel. 2t

wl A - Optmard
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Screenshot Editing

Wow! What an Improvement — as a writer and specifically a technical writer | use a lot of
screenshots in my documents. The process required several steps in the past or the use of

a third party vendor to accomplish robust — e— — A e

I
and quick screen shot editing and use. g : ald

Office 2010 provides Screen Shot and i3
editing built into the applications. (Y Y - I
With files and programs open, you may

use the Insert tab and screen shot.

I like using Screen Clipping because

whichever file you were previously

working you may click Screen Clipping S——
and the previous file opens and dims for

you to click and drag the area that you wish to insert your Screenshot. If you simply

-+ “,,,. b
P I YO ——

click the item in the Available Window menu, the entire screen is inserted into your file.
After the insertion then you will need to perform any formatting, such as cropping and
resizing.

As an example, 1 open an Excel workbook with a listing of clients, this file appears first
in my list of Available Windows. As displayed above | am choosing Screen Clipping and
since | was in the Excel

worksheet last, Office

opens my Excel

worksheet and dims for

me to click and drag to

select the area | want to

insert into the document

as displayed here. After I

click and drag the area

and then release my

mouse button, this area automatically inserts into my Word document!
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In Outlook, I want to insert a portion of a map for a client that is “directionally

challenged” (a man no A DM 72 ONBPR2a4 @ 2 4E 4
doubt) After using a map :-‘.?v C ',—'.;‘. Il.y-’.«f’ ! ancar Sgrutare . v Patae >+ nage ” et A::‘:‘:;m & Baokman "..:x' ',,.':;n wendan hd Oogect
program to locate the . LXART L5: 8

address, | open Outlook .=« L

and a new mail message. | —
click the Insert Tab and L re—

Screenshot. The first item e 18
in the Available Windows o &
is the map. When I click :

screen clipping Outlook ol
minimizes and the i
mapping web application l | e T

activates for me to choose ' o

the area | want including in the email. After clicking, dragging, and releasing my mouse
button, the area inserts into my email message as displayed here. This saves a lot of time,
especially for all of the screenshots you see in my manuals and books.

If you have Windows 7 there is a nice Snipping Tool that you may use as well. The
Snipping Tool allows you to Snip your Desktop and other items that may not include in
the Office screenshot.

® An Important Gotcha! You may not (actually CAN NOT) have your
files/applications minimized to view in the Screenshot menu. Your files must
be open, active, and not minimized. ®
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Outlook’s People Pane

Outlook has finally moved into the new century. The People Pane is a popular pane for
you to use to view ALL email

messages, appointments, social B oo ¥ ruguncus ¥ g oueme [ Jil 0 Smpson fesing Tou st | femnden O
network information, attachments, e .
and so on for the for the person who :

HEI T LY [ [ —— fyrraurs Sath

you select.

This is an
user-
friendly
way of
creating
shortcuts
known as
macros.
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Outlook Quick Steps
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Emadl Rems & Junk = a3 . & & Delete Creste New
pee Deiate s1pond New Quick Step 4
o 1
. é 2 -y 2 = SRamans ) e :
<o Sld293 XTI s 28 = @) Manage Quick e B Coteg '
# Favortes < S— W Flag & Move
- Altwye 33 . -~
4 Inbox S R F
21 Deaffts 15 - ~ e
- tZ D8 From Subject §@ New Meeting
~] Sent Rems

Quick steps allows you to set the actions you take to perform a task, such as moving an
email message to a specific folder or assigning items to a category. The task completes
with one click rather than several selections and clicks.
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Outlook Schedule View and
Calendar Grouping

You can create a grouping of calendars for other people, resources, etc. and click a check
box to display your individual and group calendars. Outlook expands the view for
Meetings into the Schedule e e

0

view, so that now you can % o o e — Tl
view multiple calendarsina = L PET) : =% i '
more comprehensive and “ T SN S
helpful view by dates and ,, “ R ‘
timeframes (you may R = m
change the timeframe in ] oo |
increments such as hourly, .
30 minutes).

- S

] Catenctar

L) conta
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PowerPoint Animation Tab
and Animation Painter

Similar to the Format Painter in the Office Suite, PowerPoint 2010 has the Animation
Painter which -

P - PO 1 i

allows you to select ? = . : .
an Animation and sl & 20 WEEM 35 A N 0N X Hee | s Ther o Sees s
apply the o b R i
Animation to other
items and objects.
Animation Painter
provides a preview of the animation before you click to ensure this is the animation you
want to paste.

Select the text or object with Animation you want to replicate and Click the Animation
Painter to paste the animation once or double click the Animation Painter to apply the

Animation to more than one area or object.

Artistic Effects on Photos

Office 2007 did a great job of upgrading our ability to enhance our pictures with multiple
and neat effects, such as shadows, glows, and unique
rotations. Office 2010 adds Avrtistic Effects to the o rmarspil JP = B - - ~ [y

options available to enhance and alter photographs. | —— T

have a photo selected at right and with my Artistic g - ~ g~
Effects pane active | can view the various effects on PP -
through Live Preview to determine which effect | may u- L~ |

want to use. T e |

Bullet and List Guideli s

‘ ! © o 11 b more el
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Video Tools - Format and
Playback Tabs in PowerPoint

PowerPoint 2010’s new Format and Playback Tabs for Video tools allow you to create
interesting color, shapes, transitions, and many options for using videos in a presentation.
The Format tab allows pmm

you to present your r Al oSS == .__ P

Py ' Ay

$3

video in unusual

H9-0 ) JpuB8 5T 8

shapes, colors, and el 5
effects as displayed at . s

A = N\Q‘“

right. | have changed :"‘

my color scheme, | p— |

. : i

shape, position, size, - > O

added a reflection, and = &/~~~ '

" 5 w3 aae
glow. 'I" ——
" - - «
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Word Text Effects

When you select text in Word 2010 you can add some
interesting effects to your text with the New Text effects

button and menu conveniently located in your Home Tab and | A
Font Group. | am adding a shadow, reflection, and glow to the
headings to a document. These effects add a lot of pizzazz to \
your text, as you can see, not to mention tacky. > N

No Shadow

Inner

While [ bave made every effort 10 ensure

mstructions, | make mistakes (Surprise!)
feedback, please contactme. Thank you'! |

Greg Creech PDp
Techedwtaoment Services, Inc

P. O Box 1431 -
Pine Lake, GA 30072
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