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Working In
Office 2010

m In this section of the book, we'll discuss the various programs in

Microsoft Office 2010—their similarities and differences, and
the ways they work separately and together. Depending on which
version of Office you're running, you might have some or all of
the programs installed on your computer. All the Office programs
have elements in common—namely, the ribbon and Backstage
view. The ribbon brings you all the tools you need by displaying
them in tabs and tab groups across the top of the application
window. You can customize the ribbon in Office 2010 to create
your own tabs and tab groups. And Backstage view enables you to
easily create, open, print, save, and share files by pulling together
all the file management tools in one easy-to-use window.

This chapter focuses on these two common features avail-
able throughout the Office 2010 applications, and it introduces
you to the various tools and procedures you'll use to navigate
the programs using both the mouse and the keyboard. Along the
way, you'll learn how to use the dialog boxes you discover, work
with shortcut menus you display by right-clicking an element,
use keyboard shortcuts to speed up your work, use Paste with
Live Preview to paste copied information just the way you want
it to appear, and use various Help features to learn more about
tools and tasks in Office 2010.



What's What in Office 2010?

There are a number of versions of Microsoft Office 2010 avail-
able for users with differing needs. If you work with Office 2010
in a large corporate setting, you may be using Office Profes-
sional Plus 2010, which includes a larger number of Office appli-
cations than, say, Office Home and Business 2010. Here's a quick
rundown. Find your version in this list so that you know which
programs are likely to be available in your copy of Office 2010:

B Office Professional Plus 2010 brings together all the
applications, with an emphasis on connectivity and
mobility. In this version, you'll find Word, Excel, Outlook,
PowerPoint, Publisher, Access, OneNote, InfoPath,
SharePoint Workspace, and Communicator.

B Office Professional 2010 focuses on functionality by
including the more popular programs, including Word,

10 What's What in Office 2010?

Excel, Outlook, PowerPoint, Publisher, Access, and
OneNote.

B Office Home and Business 2010 offers the reliable standard
applications to home and small business users who need
power and dependability but aren't likely to need data
management or connectivity features. The programs in
this version include Word, Excel, Outlook, PowerPoint, and
OneNote.

The following list introduces you to the most common
programs in Microsoft Office 2010 and gives you a brief
description of each program’s purpose. Depending on which
version of Office 2010 you have and whether you purchased
any additional Office programs, you might have some or all of
these programs installed on your computer.



Microsoft Office 2010 Programs

Microsoft Access 2010 is a relational database program for
storing, retrieving, and analyzing data.

Microsoft Excel 2010 is a worksheet program for organizing,
analyzing, and graphing data.

Microsoft OneNote 2010 is an electronic note-taking pro-
gram for gathering, sharing, and organizing handwritten,
typed, copied, drawn, or recorded notes.

Microsoft Outlook 2010 is an e-mail program and a great
way to manage your contacts, tasks, and schedules.

Microsoft PowerPoint 2010 is a program for developing and
sharing professional presentations.

Microsoft Publisher 2010 is a desktop publishing program
for intricate placement of text and graphics on the printed
page or on the Web.

Microsoft SharePoint 2010 is a program that enables you

to create a shared workspace where you and team members
can share files, create document libraries, discuss projects, and
more.

Microsoft InfoPath 2010 (Designer and Filler) is a set of

two programs that make it easy to design effective forms and

enter the data you want to collect.

Microsoft Word 2010 is a powerful word processing program

for doing everything from writing a letter to writing a novel to

creating mass mailings.

Microsoft Office Tools are programs you can use in conjunc-

tion with the main Office programs:

B Microsoft Clip Organizer provides easy access to Clip Art
and similar content.

B Microsoft Office 2010 Language Preferences control
the languages identified and used in your programs.

B Microsoft Office Upload Center enables you to upload
files to Web servers using the Microsoft Office Upload
Center tool.

B Microsoft Office Picture Manager organizes, edits, and
creates quick access to your pictures.

What's What in Office 2010? 11



Using the Ribbon

All Office 2010 programs now use the ribbon to bring you the Within each tab, tab groups contain tools related to a spe-
tools you need to create, work with, save, and share your files. cific aspect of that task. The Insert tab in Word, for example,
The ribbon is organized in a similar way in all programs, orga- includes tab groups for Pages, Tables, lllustrations, Links, Header
nizing tools on tabs that reflect common tasks you want to & Footer, Text, and Symbols. When you want to add a picture
complete in each application. For example, in Word, the tabs to your Word document, you click the Insert tab and then click
are Home, Insert, Page Layout, References, Mailings, Review, Picture in the lllustrations group to complete the task.

View, and Add-Ins. )
Dialog box launcher

Explore the Ribbon

Wide_World_Importers_products - Microsoft Word o @ =
Mailings Review  View @
. A watermark - Indent Spacing = |= atign ~
‘ Open any Office 2010 program. : i
‘ Click a tab on the ribbon.
a
‘ Click a button to execute a command. ﬂ
&) ﬂmn 4
‘ Click a down arrow to open a galleryor (B}
a list, or click a dialog box launcher to Ha f\a Aa
open a dialog box.
Aa Aa Aa
‘ Point to an item in a gallery to seeits ~~ emmdeemRies
effect on the content of your document.
‘ Click an object in the program window. - . TR —
. sert Page Layout References > @
@ Click the contextual tab that appears. ,i T :
. . -y LA S SRl o e 2 -
@ Click the tool you would like to use to e B il e 2
work with the selected object. Faan O N AT RS A AR

See Also ‘

The ribbon is composed of tabs, groups, and
tools. When the ribbon is minimized, you see
only the tabs. You can display the full ribbon
by clicking a tab or pressing Ctrl+F1.

Read “Customizing the Ribbon” on pages 392-393 if you'd like
to learn how to create your own tabs and tab groups so that
you can customize the ribbon for your Office 2010 programs.
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Set the Ribbon Display

. When you begin using Office 2010, the
ribbon is displayed by default. Hide the
ribbon by clicking the Minimize The
Ribbon.

. Display the ribbon by clicking a tab. The
ribbon appears until you click a tool or
click in your document.

@ To redisplay the ribbon, click Maximize
The Ribbon.

With the ribbon in its displayed state, double-click
the active tab to minimize the ribbon, and then click
any tab to display the ribbon temporarily. Click in
your file to minimize the ribbon again. Double-click
the active tab to have the ribbon always displayed.
Press Ctrl+F1 to hide the ribbon, and press Ctrl+F1
again to have the ribbon always displayed.

Working in Office 2010

@WE9-0ls Wide_World Importers_products - Microsoft Word o @ =R
| Home | inser  Pagelayout  Reerences Malir Review  View a
* T SlA | e Sy mem A #Fina -
B | ¥ AN A= 0T | pancene | asdbccoe AaBbC: AaBbee | A o iskee
e Bz U-dex x| A-P-A-|[E=== = &-5i- || thomal | NoSpacng Headingl Heading2 7S | caeas
Cipbosrd Fort Al Pragraph A Stytes & Editing
Il M WENERES KNS EEENNENE SENNNNEE CKEMENE KERF
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Home  Insert J Page Layout anmm Mailings  Review  View
A = P
j2a) o T| 4% peiore:
=@ 2| $Estom ok
=% o] s s=aner 10pt
Themes | Page Setup 1 | Page Background | Paragraph
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Using Galleries and Lists

Each tab in an Office 2010 program offers you a different set
of tools related to a specific task. The File tab, which contains
Backstage view, and the Home tab, offering the most common
tools, appears in all Office 2010 programs.

Within each tab you'll find tab groups, displaying tools
you can click to execute a command or display a gallery. The
different lists and galleries offer you ready-made styles and
options you can apply to the content in your document.

¢

Explore the Galleries

‘ In any Office 2010 program, locate
a tab group that shows examples of @9 wite Won mpores - icrosotBce o = # =
. F\\e Home Insert Page Layout Formulas Data Review View Design Layout ) = & =
styles or options you can select. You - Lysmperi- - mraromae- Eonr o
. . . . By Format Selection Abc - [Z shape Outline - A ~ | B Send Backward - 18] Group
can also click an object in the file i g (Zreone B\ A i < More
to display a Contextual tab for that Cur(v;:;:::mun = f" Shape Styles i) ‘WordArt Styles Zl Arrange Size : é button
item. ; . E
‘ ClICk the More bUtton in the IOWGr i) Stocking & Sales #s for New Products 2010
right corner of the display.  V/icde World Tmporters .
4 g Name Vendor Order 2007 2009
@ Point to the various choices in the B s otess o s _
gallery. The changes are previewed B (revamecs {sams o 4 - . LL'*”“:“T :
. . . . 9 |HM1238  Flash drive 106 PROSA1 B 300 28 ew esign ayou orma
in your file. Click the option you woliwizs |renamecss  ag P
11|HM1240 Flashdrive O51  AB7243 A g0 2587 Applies to Selected fext
12 HM1241  Pendant Fdrive 86 PR0S41  C 300.]1170

want to apply.

Continue exploring the different

tabs and galleries in this and other Office
programs.

H 4 » M| Sheetl /Shest? ~Sheet3
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f‘ BiFlash drive 26
B Flash drive 46
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Selected object

A A A

>

—

> P> > )

>

N Applies to All Text in the Shape
Some galleries also include commands you can click to t—\
continue your work with a specific object. For example, at
the bottom of the Themes gallery in the Page Layout tab A l’.\
of Word and Excel, you'll find the Browse For Themes and ==
Save Current Theme commands. b| g .
. J




king in Office 2010

Display Lists and Choose Commands

[ R L N Wide_World_Importers_products - Microsoft Word | s o | = B =
Home Insert  Pagelayout  References Mailings Format o @

X . ENNOCO - fZr Bysnape Fin A lfretorecon- [@] [ Hisingrowara- 2+ g
@ To display a list of commands on a tab, ariodo-a [w] (] . M ?ﬁ | BT D
R . N 3 &l Iu [ Shapeffects =] | styies~ 3 Create Link - tede HhySclecionPane Sk -

click any tool showing a down arrow.

@ On the displayed list, click a command l
with a right-pointing arrow to display
additional choices for that command.

(s ol

. Click a command with an ellipsis (...) to ]
open a related dialog box. :

To close a list without executing a com-
mand, click outside the list.

Use the Tools

u IIIIIII D Glow Options...

@ Point to a tool on the toolbar, and wait |I|I||||||
for a ScreenTip, showing the tool button'’s : mEC EmEmmm
name, to appear. R

Pagei0sectioni1 Page:1of? | Wordsi39 | P | } IEr T o =]

@ Some tools have two parts: the tool
button and a down arrow. The two parts
of the tool are highlighted indepen-

Change the text color.

dently. To apply the setting shown on g" e, g i ki
. . . Ho Insert Page Layout Refererffes Review  View
the button, click the tool. To display a list e T K o | ae —
. . . x A L, AaBbCcD¢  AaBbCeDc AaBbCi AaBbC
of choices for that tool, click the down Pie o [B]7 U~ dnx x| A WA O | P TR S
arrow. Clipbosrd & Paragraph Styles
@ If a tool button looks “pressed,” click it B

@ Press F1 for more help.

again if you want to turn off that feature.

See Also ‘

Read “Customizing the Quick Access Toolbar” on
pages 394-395 for information about modifying ;
the Quick Access toolbar in your favorite Office -
2010 applications. :
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Using Shortcut Menus and Dialog Boxes

Word 2010 also offers many shortcut menus and dialog boxes a shortcut menu showing choices related to that object, and
that provide additional ways to choose the tools and settings you can click dialog box launchers to display dialog boxes of
you need. You can right-click an object in your file to display options related to the task you want to complete.

Use the Shortcut Menus

' Right-click any content or location ‘
in your program where you want to
execute an action. HEo- o ey T - @ =
[ e e B =@
' Choose the action you want from the X = P @A s~
shortcut menu that appears. A S S B awe | v
Y
Welcome!
ill2s c ‘

T o O

R The Historic Homes Tour
has existed in our city for
more than 50 years!

Paste Options:

2 This year we celebrate with 4

T — a look back, telling the Sd Change Picture
stories of our founders and £
) = o . | [P q——
exploring some of the most & rinini [
elegant homes our city has

Items that are gray on menus or toolbars are s
items that aren’t available at the moment.
For example, if you haven't selected
anything, the Cut and Copy commands are
gray because there’s nothing selected to cut £
or copy. Side2of11 | Hardeover” | [EEEE ms o U ol

9, Hwerink...
to offer. i o i

3]l Sige and Position...
% Format Picture...

Click to add notes
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Working with Dialog Boxes

@ Click any command that shows an
ellipses (...) or

@ Click a dialog box launcher in a tab
group on the ribbon.

. Choose the settings you want to apply
to the item.

. Click OK to save your changes.

Working in Office 2010

Type a value or use the arrows to
increase or decrease the value

Click the tab you want to use

Indents and Spacing | Line and Page Breaks

General

Click to display
a list of choices

Alignment: e
Outline level: | Body Text n

Omma

Indzntation

Left: i EI Special: By
Right: I—|D" li" |(nnna) El | E”
Mirrar indents
Spacing
@0l Wide Workd Jmporters products - Microsoft Word - @ = Befare: opt 2 Line spacing: ak:
i — = After: wpt Multipke 115 [
& @ EaOnestation ~ {Soreats « 13 watermark +  ngent Spacing ) asngromara - [2 Algn> .
pemes 1° I see - e Mk | = Cilors | Ay " T iZeetor opt B Send Backward + & Group [Tl Dontt add space between paragraphs of the same style

Themes 1 | Margins |-
I o] | D fZane g

Paragraph

b Hyphenation - | [[] Page Borders | B Right: 0"

Ten. By SelecionPane Sk Rotate

Arrange

1 | Page Background |
AN

| MECAD SEIR 3415

W

Prewview

mr\e@

Preview your
changes

[ ok ] [ Caneel

Cancel your
changes

[ Tabs... ] [Sat As Defaulk ]

Display a different
dialog box
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Using Only the Keyboard

If you prefer to keep your hands on the keyboard instead of to navigate and to execute commands and activities. There are
using the mouse, you can do almost everything using Office also many keyboard shortcuts you can use to execute some of
and program-specific keyboard shortcuts. By activating the the most common commands and activities.

command tabs and the ribbon, you can use the displayed keys

Browse the Ribbon with Your Keyboard

‘ Press and release the Alt key to display
the KeyTips for access to the tabs and the
ribbon.

= Wiide Wiarld Importers.doce - Microsoft Ware

B £ R — Pag out | Ref Ces
T ) oy
A Wa ermark ~ dent

|55 Qrientation ¥ = Ereaks '

‘ Type the letter for the tab yOU Want You \ I.J Size - ;SLme Mumbers - @Page Colar - t__: Left: 0" :
can aIS.O type the number for any item on ar'glns EE Columns © b Hyphenation ~ | (] Page Borders | E% Rightt 0" :
the Quick Access toolbar or to open the Page Setup = | Page Background Paragri
Office menu. R W G R KRN RS XRRNERNE TRRN ERRY SKRNERRLE

‘ Type the letter or the keyboard shortcut
to access the item you want on the ribbon.
If a gallery or a drop-down menu appears,
use the arrow keys to select the item you

want, and then press Enter. ‘
@\ H -4 |~ Wide_World_Importers_products - Microsoft Werd
“_\Hnme | mset  Pagelayout  References ing Re\ﬂew \nm
el o “ola 63 )
b3 Pt ;_

Calibri (Body] 11 * A" A7 | Aav & i

Paste . B 7 U - abe x, X° L. A

If you decide you don't want to execute an Ve ® UEBE EF6E @0 =
action after you've pressed the Alt key, press [Fol e G (G [——

the Alt key a second time to return to your

] I—H-
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Use Keyboard Shortcuts

@ Use the keyboard shortcuts shown in the table at the
right to execute the action you want. Not all shortcuts
are appropriate for all programs all the time.

' If you want to switch from mouse methods to key-
board methods, point to the button or other item you
want to work with, and note the keyboard shortcut in
the ScreenTip. Then use that keyboard shortcut.

' If you don’t see the keyboard shortcut you want in
the table or in a ScreenTip, search Help for “keyboard
shortcuts.”

See Also x

Read “Getting Help"” on pages 24-25 for
information about using Office 2010’s Help
system.

Common Keyboard Shortcuts

Action Keyboard Shortcut
Copy and delete (cut) selected content  Ctrl+X
Copy selected content Ctrl+C
Paste content Ctrl+V
Hide or minimize ribbon Ctrl+F1
Apply/remove bold formatting Ctrl+B
Apply/remove italic formatting Ctrl+
Apply/remove underline formatting Ctrl+U
Align paragraph left Ctrl+L
Align paragraph center Ctrl+E
Align paragraph right Ctrl+R

Add/remove space before paragraph

Ctrl+0 (zero)

Apply double line spacing

Ctrl+2

Apply single line spacing Ctrl+1
Apply Normal style Ctrl+Shift+N
Change case Shift+F3
Undo last action Ctrl+Z
Redo last action Ctrl+Y
Open shortcut menu Shift+F10
Check spelling F7

Save document Ctrl+S
Save As F12

Print (show Print dialog box) Ctrl+P
Open Help F1
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Moving and Copying Content

Office programs, and most other programs, use a tool called
the Clipboard as a temporary holding area for content that you
want to move or copy to another part of your document, to
another document in the same program, or to a document in
another program. You simply park your text on the Clipboard
and then, when you're ready, you retrieve it and "paste” it into
its new location. One of the challenges with the Clipboard

is that the format of information you copy and paste can be
unreliable—one time you get the right font and color for a

Cut or Copy Information

heading, for example, but the next time you don't necessarily
get the result you wanted.

Now Office 2010 includes the Paste with Live Preview
feature, which enables you to control how the information you
copy is pasted into your file. Depending on the type of infor-
mation you've copied—text, numbers, pictures, or objects—
you are given a series of choices for the way the information is
pasted. And what's more, you can preview your choice before
you selected it. Nice.

@

vs Wide_World_Imperters_preducts - Microseft Word e 2P B
@ Sselect the text you want to cut or copy. ) Poctors e . X
) ) ERET nA W A B 00T [smbcene | nssbceoe AafibC: aaBbee | A i:::;«
‘ DO e|ther of the fo”ow|ng: »Pa'su g B I e X, X s A - Thomal | Nospscng Hedingl Hesdngz o Chenoe ke e
H “5 @ H9- 0 B RS,
Click the Cut button (or press Ctrl+X) to - ome [l
delete the selected text and store it on the i A A A | B

Clipboard. ]

Click the Copy button (or press Ctrl+C) to
keep the selected text where it is and place
a copy on the Clipboard.

.

Read "Customizing Your Editing” on page 398 for
information about modifying the default settings for 4
the way items are cut and pasted in your document.

Page:2  Section: 1

1

Page:30f7 | Words: 35589 | b |

Cw LA

=) s Clipboard Font

W i =

1
1of 4 - Clipboard ~ x|

G . ( 3) O
Wide World lmporters
/ M

Click an ke to pasts:

AUSTRALIA “CANADA “ FRANCE “UNITED STATES
Thank yeu for your
interest in Wide World
Importers! Enclosed ik,

Wednesday, April 21, 2010

Dear Carol Troup, ‘ '
vour package, please find our
assigned to your region. .
Please let us know If ws ¥ any questions for you, visit our Web site
ideworldi com) often for special sales promotions.

Wishing you much success,

MartinBerka

IEEE:

You can use the Office Clipboard to store items other
than text, including pictures, tables, objects, and even
data from Excel 2010 worksheets or Access 2010 data
tables.

7
\.
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Paste Information Using Paste with
Live Preview

@ Click in your document where you want to
insert the information.

. In the Clipboard group of the Home tab,
click the Paste button.

@ Hover the cursor over each paste option
to see how the information will look at
the selected position. Click the option you
want to apply.

. You can change the format of the pasted
information by clicking the Paste Options
button and choosing the option you want
to use.

Copy and Paste Multiple Items

. Display the Clipboard by clicking the
dialog box launcher in the Clipboard
group on the Home tab.

@ Click the item to be inserted. Click Paste.
. Click Clear All to empty the Clipboard.

Working in Office 2010
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Wednesday, April 21, 2010

Dear Carol Troup,
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Working with Backstage View

All the tools you need to create, save, share, and choose
options for your Office 2010 files are now available in Back-
stage view. This convenient view presents the various com-
mands as tabs so that you can easily find the task you want to
complete and choose the options you need associated with it.

When you first click the File tab, Backstage view appears
and the Info tab is displayed. This tab displays the file's

Finding File and Program Information

' Click File to display Backstage view.
' Review the file's properties.

@ Choose the tools you want to work with in
the center of the Backstage view window.

To close Backstage view and return to your
file, click the File tab a second time.

=

Click Manage Versions in the Info tab of Backstage
view and choose Recover Draft Versions. A dialog
box opens showing unsaved versions of your file
so that you can open and save the content. In this
way, you can recover information that you might
have accidentally forgotten to save.

22 Working with Backstage View

properties and authors, and gives you access to the commands
you need to set permissions, prepare to save the file, and

work with file versions. Other tabs in Backstage view—such

as Recent, New, Print, and Save & Send—give you access to
existing and new files and help you print and share the files
you create. Additionally, you set program options and get Help
in Backstage view.

Recently views files

Common file tasks

- @ =
s @

& Wide_World_Importers_ products - Microsaft Word

Insert  Pagelayout  References  Mailings  Review  View

i save

Save As
5 open

[ Close

Information about Wide_World_Importers_products
\2010\Office 2010 O&S\Wide_World_Importers_products.docx

Permissions ——

ﬁ Anyone can open, copy, and change any part of this document,
Protect
Recent Document = Properties
S Size 795K8
N Pages 7
. Words 589
, - Prepare for Sharing Total Edifing Time 0 Minutes
print (] Before sharing this file, be aware that it contains: e
= Cropped outimage data
Check for Tags
Save & Send e Custom XML data Comments
Content that people with diabilities are unable to read
Help A seting that automatically removes properties and personal Related Dates
information when the file is saved X
" Last Modified 1/30/2010 34 PM
[ options Allow this information to be saved in your file
Created 1/30/2010 338 PM
(X Last Printed
. Versions
7@ ) There are no previous versions of this file. Related People
Author
Manage
Vo Last Modified By
A Related Documents

| Open File Lacation
@ Edit Links to Files
Show All Properties




Printing a File

@ In Backstage view, click Print.

@ set print options in the center of the Print

window.

' Preview the file by clicking the arrows
near the page number at the bottom of
the document preview to move through
the document.

' Drag the Zoom slider to change the size
of the document display.

@ Click Print to print the file.

ATV \

You can print a document directly to a
OneNote 2010 notebook by clicking the
Printer setting arrow and choosing Send To
OneNote 2010. When the Selection Location
In OneNote dialog box appears, choose the
notebook and section where you want to
insert the document and click OK.
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Getting Help

Nothing can replace this book, of course, but Office 2010

does provide you with other resources to help solve prob-
lems you might encounter. We're using Word Help here
to illustrate the ways you can get help in all your Office

programs.

Browse for Help

‘ In your program, press
the F1 key to display the
Help window for that
program.

‘ Click a category that
reflects what you want to
learn.

‘ Find what you want to
do, and then click the link
that seems relevant to
your question.

@ If the font size is too
small or too large, click
the Change Font Size
button, and choose a
font size from the menu.

‘ To print the topic, click
the Print button.

‘ To return to either the list
or the articles, click the
Back button. To return to
the list of categories, click
the Back button again.
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'Word Home > Word 2010 Help and How-to > Getting started with Word

Getting started with Word 2010

Ifyou know Word 2007, used an earlier version of

4 | Word, or have never used Word before, explore
0 these resources to begin learning how to use the

latest version.

WHAT'S YOUR SITUATION? WHERE TO GO

Familiar with Word 20077 What's new in

m

started with Word 2010

Getting started with Word 2010
’ Introducing the Backstage view
Create a document <

m

Create a document to be used by previous
versions of Word

Word 2010 support

oration Farmatting

ing documents Getting started with YWord
figration

se=all

Get the behind-the- scenes story about il

Word 2010 <

Find out what is new for Word 2010 from the
last version.

Used an earlier version of Word?
Take an online course to learn how to use this
verzion of Word and what it can do for you.

Make the switch
to Word 2010

Missing the menus?

Use an animated guide that lets you point to
menus. toolbars. and commands in Word 2003

Interactive menu
to ribbon guides

All Word |

| @ Connected to Office.com .

| ° Connected to Office.cam




Working in Office 2010

Search for Help

@ Type your Search text. @ Click a search result that seems relevant.

. If you want to specify which Help resources you . If there's more than one page of results, click the Next
want, click the Search down arrow, and then click the button at the top and bottom of the search results to
resource. see any additional pages.

@ Click search. @® Close the window when you've finished.

@) Word Help o B R @) Word Help = B o=
I Y T T B ©- @A A& [
digital certificates + P Search - . digital certificates + 2 Search -
‘Word Home » Word 2000 Help and How-to > Getting started with Word - _ Word Home -
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Word, or have never used Word before, explore . 3 Digi g <igrakures and ceriilicites
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. =
latestversion. Obtain a digital certificate to create a digital signature
4RTICLE | This article describes how to obtain a digital cert...
View digital signature and certificate details
WHAT'S YOUR SITUATION? WHERE TO GO ARTICLE | You can view information about a digital signat...
I How to tell if a digital signature is trustworthy
Eamiliar with Word 20077 What's new in seTiCLE | Digital signatures and certificates play a central r...
Find out what is new for Word 2010 from the Word 2010 Add er remove a digital signature in Office files [
last version. 4RTICLE | This topic explains digital signatures (also know...
Digitally sign your macre project
Used an earlier version of Word? Make the switch SETELE | TR SR SESTRDEE WA FUtl XA BRI SO0,
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menus. toolbars. and commands in Vord 2003
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Saving Your Work

While you're working on your document, you'll want
to save it frequently to make sure that it's preserved
for posterity—or at least until you've completed it,
printed it, or shared it with others for review. After
you've named and saved the file, the Save As dialog
box won't appear for subsequent saves.

Save the File

‘ In Word, Excel, PowerPoint, and Publisher, you
can click the Save button on the Quick Access
toolbar. In OneNote, your information is saved
for you automatically. And in Access, the file
is saved automatically when you create it,
although you can click the Save button to save
individual items, such as a new table.

‘ Type a name for the file in the File Name box
if you don’t want the name that the program
proposes. File names can be as long as
250 characters and can include spaces, but you
can't use the\ /*? < > and | characters.

‘ If you'll always want to save the file to your
default location, click Hide Folders.

@ I you don’t want to save the file in the sug-
gested format, select the format you want.

‘ Click Save.
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In some applications, like Word 2010, you

will also see the Save Thumbnail check box.

Click this box if you want to see a preview
of the file in a folder window.

After you save the file, continue to work on
it as needed, saving your work frequently
by clicking the Save button or pressing the
keyboard shortcut Ctrl+S.




Office’s File Formats

Beginning with Office 2007, Microsoft Word, Excel, Power-
Point, and Access saved files in a different format that was
more efficient and flexible than the format used in previous
versions. Some people you trade files with may be using dif-
ferent versions that produce files in different formats than the
program you are using in Office 2010. Fortunately, you can
save your Office 2010 files in earlier formats if this is a prob-
lem for you, or you can get a file converter (available from
Microsoft Downloads) that enables your friends and colleagues
to view and work with Office 2010 files.

If you decide not to use the latest formats available in the
various Office 2010 applications, however, be aware that you
won't be able to use some of the programs’ very cool new fea-
tures. For example, features such as video styles in PowerPoint
or text effects in Word will not be available to you. Review
the following descriptions of the formats used in Word, Excel,
and PowerPoint to see which formats work best for you. To
see the list of all available formats, choose Save As from the
Office menu, and, in the Save As dialog box, scroll through the
Save As Type list. To see a description of the Access file format
choices, see "Open an Existing Database File” on page 367.

B Document, Workbook, or Presentation Thisisa
format that was new with Office 2007 that enables all of
the programs’ new features. Files in this format can't be
opened in earlier versions of their respective programs
unless you've downloaded and installed a special
translating filter program. The new format has the standard
file extension with an added “x” (for example, .docx, .xIsx,

.pptx).

B Macro-Enabled Document, Workbook, or
Presentation This is the same format as the Document,
Workbook, or Presentation format, except that it contains
macros.

B XML Document or Presentation This is a plain Text file
that includes all the text and the XML coding. This format is
used primarily in a corporate setting where transforms are
created to extract and/or reformat information that will be
stored for reuse.

B Word, Excel, or PowerPoint Template This new form
of template, first available in Office 2007, also enables the
new features of the program.

B Word, Excel, or PowerPoint Macro-Enabled
Template This is the same format as the Template
format, except that it can contain macros.

Other File Formats for Office Programs

B Word, Excel, or PowerPoint 97-2003 format This
is the binary file format used in previous versions of
these programs. Although it provides compatibility with
earlier versions, saving in this format disables some of the
advanced features of the 2007 programs.

B Word, Excel, or PowerPoint 97-2003 Template This
is the binary file format for templates used in previous
versions of Word.

B Single File Web Page This format creates a Web page
and stores all the graphics in the same file.

B Web Page This format creates a standard HTML-format
Web page whose graphics are stored in a separate folder.

B Rich Text Format This is a binary file that contains the
text and formatting information but little else. It provides
compatibility with many programs.

B Plain Text This text file contains only the text of the
document and no formatting.
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