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This is a general overview of some of the features and utilities in Microsoft Office 2010.

Functionality is the same; the interface is very similar to Office 2007.
Files from previous versions of Office can be opened in Office 2010.
Files created in Office 2010 can be saved in previous versions.

The File menu is back.
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Protected View

File received from potentially unsafe locations have printing and editing restricted. The may happen if you
receive attachments from non WestConn e-mail.
To remove protected view, click Enable Editing.

0 Protected View  This file originated as an e-mail attachment and might be unsafe. Click for more details. Enable Editing

Backstage View (The File Tab)

Backstage View replaces the File menu and the Office Button from previous versions. You can access common
commands such as Open, Save, Save As, and Print. Backstage View contains different options depending on the
Office program you are using. Click the File Tab to select options.
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M Recent: Displays a list of Recent Document and Recent Places. To keep

i save documents/places on the list, click the Pin. L=l
E Save As
[ Open Print: The Print options are integrated with print U= ::t .-
B4 Close preview. Select printer and options and click the Print
Print button. /_
Infc: Printer
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D Ready
Rl Info: To recover a file you closed, but did not Printer Properties
save: Select Info, Manage Versions, then Settings
new Recover Unsaved Versions. Select an [ prmeaipages
m unsaved file. Click Open. Once the Pages
document has been saved, these “unsaved” =) Print on Both Sides .
Save & Send versions are no longer available. e
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Help . . j Portrait Qrientation -
To return to the document, click the File Tab (or any
- Options Ribbon Tab), or press <Esc>. e -
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Options Menu

Quick Access Toolbar  [w]

Add frequently used commands to the Quick Access Foolbar.
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‘Customize Quick Access Toolbar

New

To customize the Quick Access Toolbar:
Click the down arrow to display the Options

Open
v | Save
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E-mail

Check any commands listed to display, or click check mark to 7] Quick print
remove the item from the Quick Access Toolbar. Prnt Previen and Print

Spelling & Grammar
. ¥ | Unda
To add other commands, click More Commands. V] Redo
or Draw Table
Right-click any command icon on the Ribbon and choose Add to Spen e

More Commands...

Quick Access Toolbar. Show Eelow the Ribbon
Ribbon
You can create your own Ribbon tabs and groups.
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Styles ] Editing
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Clipboard & Font

Right-click anywhere on the Ribbon and choose Customize the Ribbon from the menu.

Choose commands from the drop-down menu. \ &) customize the Ribbon and keyboard shorteuts.
B ot commans = [ a— =
Select the command; select the tab or group you want .
- 74 Accept and Move to MNext - Main Tabs -
= Align Left ¥ = [#FH 0
the command to appear under. Click = .
To restore the default Ribbon, click the Reset button. ;E Copv —
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