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Course goals

e —

See how the 2010 Office system has changed, and why.
Use the Ribbon to do what you're used to doing.

Using the new “Office File Tab” button.
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Overview: A new look to familiar programs

When you open a 2010 Microsoft
) Office system program, you'll see a lot
— that's familiar. But you'll also notice a
L L new look at the top of the window.

Menus and toolbars have been
replaced by the Ribbon, which
contains tabs that you click to get to
commands.

This presentation introduces you to the

Ribbon and other new ways to make
better documents, faster.
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The new Office: Made for you
.
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Clipboard p Font . aragraph P Styles

Yes, there’s a lot of change to familiar Microsoft Office programs.

But it's good change.

With the Ribbon, commands and other tools you need
are now exposed and more readily available.

The cut, copy and paste command will always
appear on the first tab, as they are the most
frequently used.
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What's on the Ribbon?

G0 0): B The three parts of the
Home ] Insert  Pagelay 3  References  Mailings  Review  View Ribbon are tabS,
Calibr Body ===l groups, and
: _; |B I U -abe x, X* Aa~||?¥ - A ~| ;,,;:_ _ commands.

ard = Font P Paragraph

2 . e

@ Tabs sit across the top of the Ribbon. Each one
represents core tasks you do in a given program.

@® Groups are sets of related commands. They remain on
display and readily available, giving you rich visual aids.

® Commands are arranged in groups. A command can be
a button, a menu, or a box where you enter information.
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What's on the Ribbon?

S ——  —

T— J The first tab is the first
Hr:nme‘1 Insert Page Lay = Q References Mailings Review View One Shown by defaUIt.
= A

Calibri (Body) S A &)%) ¢

In Word 2010, for example, that’s the Home tab.

It's got the commands that people use most commonly
when they write documents: font formatting commands
(Font group), paragraph options (Paragraph group),
and text styles (Styles group).
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More commands, but only when you need them

PicureTools B Commands you use
References kailings Review View | Format .
—— o most are available on
— — — R — — [y Picture Shape ~ ﬂ 1 Bring to Front .
|-“ ‘d‘ — d - [ Picture Border - — 4 Send to Back the Rlben a.” the
T Picture Effects = F'r:|5£c|c|n ETEH Wrapping tlme
Picture Styles ] Arrange !
Others appear only
when you need them,
In response to an

action you take.

For example, the Picture Tools in Word appear on the
Ribbon when you insert a picture, and they go away
when you’re done. The Ribbon responds to your action.

So don’t worry if you don'’t see all the commands at all
times. Take the first steps, and what you need will
appeatr.
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More options if you need them

Home Insert Cresign Aimatinns Slide Shcn:'u.r Review View Format Sometlmes an arrOW, Ca.”ed
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s corner of a group.

- Slide = % Delete
Clipboard T clides 115

 Slides | Outline x |

This means more options
are available for the group.
Hover the mouse over the
dialog box launcher, and
R you'll see a note on the

[] superscript Offset: E' [ ] Egualize Character Height Opt|0n avallable'
[] subscript [ small Caps

For example, to get to a less commonly used font option
in PowerPoint® 2010:

@ On the Home tab, click the arrow B in the Font group.

@® The Font dialog box opens, with the full selection of font
commands.
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Preview before you select

—
—

LR | Are you familiar with
.Hnme Insert Page Layout References Mailings Review View the try_undo_try CyCIef)

Lo

You make a change,

it's not what you want,

and so you undo and

@ and usually needs the highest quality sound. C

1gevity is a lesser factor, but still considered because keep tryl ng u nt| I yo u
A New Formula get Wha'[ yOU had in

ns and very successful amateurs are often judged by
strument-making industry can be accepted when thei m I N d
7 it takes time and tradition to compete in this market .

Now you can see a live preview of your choice before
you make a selection, which saves you time and gives
you better results.
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Put commands on your own toolbar

Do you often use
Home Insert Page Layout References Mailings Review View Commands that aren,t
Qv, ﬂﬂesearch g'j* \j S Delete b y | f_:, Final Showing Markup aS qUICkIy a.vallable aS

fﬂ Thesaurus % ] Previous i =] Show Markup ~ - ?
ling & . MNew Track | Balloons — H
3 d FE & i et =
bmmar g Iranslate a5 Comment - Mext Beio Codclacconn ool yOU d Ilke
Proofing Comments

Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon You can eaSIIy add
Minimize the Ribbon .
N them to the Quick

Access Toolbar.

Located above the Ribbon when you first start your
Microsoft Office program, the Quick Access Toolbar
puts commands where they're always visible and near
at hand.
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Working with different screen resolutions

Everything described
- Hc-me_ Insert Page Layout Formulas Data Review , W SO far applles If your
= TR I il Bl screen is set to high
P iew " B Fun screen Message Bar resolution and the
Waorkbook Views Show/Hide program Wln dOW |S

_::::_-:-'-=-':-_.._._ [ A -~ = - -
0 maximized.
Hame Insert Page Layout Farmulas Data Review View

Resolution |

_ S If not, things look
Maormal| Page Layout Show/Hide| Zoom 100% Zoomto - i
view 3| Selection || O Freeze Panes~ (] | d|ffe|‘ent_

Waorkbook Views Window

an l_l s C o :‘ - = Y ._E‘ MNew Window E 1

How? Like this:

« Low resolution: If your screen is set to a low resolution, a
few groups on the Ribbon will display the group name only,
not the commands in the group. Click the arrow on the group
button to display the commands.

« Screen not maximized: Some groups will display only the
group names.

Get up to speed with the
2010 Office system



Suggestions for practice

— p— e ———

Add a bulleted list in Word.
Apply heading styles in Word.
Insert a picture into a Word document.

Add a button to the Quick Access Toolbar, and then delete one.
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Now it’s time to look
beyond the Ribbon
and see what else Is
new.

The Microsoft File Tab has changed. There are also new keyboard shortcuts.

In this lesson, you’ll find out how to work with some of the new options.
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What happened to the File menu?

The Microsoft File
, Tab appearsin E.IE“
Pagelayout  References the Upper'IEft O e |
Calibri(Body) * 11 ~* A" A" | Aar B IS i=.fTe ESE 4 corner of the window
BZ U -sex,x A% -A[E R AEERITTE in several Microsoft
Shtass s Zaat : : Office programs, such
as Word and Excel.

But the File Tab offers more commands than the old File
menu did.
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What happened to the File menu?

The Microsoft File
Tab also leads you to
the program settings
that control things like
your preferences for
correcting spelling.

In previous versions of Office programs you could set
options in the Options dialog box, which you opened
through the Tools menu.

Many of those options can now be found when you click
the Microsoft File Tab Button.
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Where do | start a blank document?

When you create a

Mew Presentation

Templates — new document,
| Blank and recent — WOrkbOOk,
Installed Templates .. presentatlon’ Or
My templates... ;
Mew from existing... database, yOU ” get a
Microsoft Office Onfine. | || full, colorful window to

Featured Presentation

help you begin.

Agendas Recently Used Templates

Award certificates
Calendars

Caontent slides

You can start with a blank or existing file, as you're
accustomed to doing.

Or to jump-start your authoring work, look on the left.
Under Microsoft Office Online, click Featured, and
choose from the catalog of links to online templates and
training courses.
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Live Print Preview

-
Home Insert Page Layout References Mailings Review View ‘ N eW P rI nt M e n u

H Save

Print

s When you select

13 N b}
Info Printer ;?gl;:;;’g&ty Councll P rl n t fro m th e

New York, NY 10007
./ HP Laserlet 4300 PCL 6 Jme2, 2010

-5 File tab, in addition

Printer Properties Allan Huber Selig
E The Office ofthe Conmmissioner of - g
st to all the printin
- 245 Park Averue, 315 Floor
Print All Pages New York, NY 10167

I Print the entire document

save fusend Otlo l I Orall
Pages: © Dear Commissioner Selig:
Hel ;
=P . Print One Sided We are pleased to inform youthat we have chosen to accept yowrbid, dated une 1,2010,

B ot Only print on one side of the page to perfonm sporting entertainment services at our facility ata cost of $100,000. aval I ab I e yo u WI I I
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_ Collated According to the terms of yourbid, we expect youto begin work immediately upon
B Exit 123 123 123 receipt of this letter, and to complete work no laterthan Qctober 30,2010 We will issue

payment uponsatisfactary completion of work. aI S O S e e a I Ive
Iy
Portrait Orientation

We look forward to working with you.

s preview of your

17 Office 2003 Default Margins

L= Left 125" Right: 125" [Your Name] p rl n te d d O C U m e n

[Tite]
D 1 Page Per Sheet

Page Setup
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What about favorite keyboard shortcuts?

ok D D Eyou reI;/ on the
JEJL ;J_q_J_L‘ J E L keyboard more than

» wmllee - the mouse, you'll want
qﬁ; e l:ua H9-06 - to know that the
|.|J:|1 [rh:]‘_rlf Page Layout _ References | Home Insert Rlben d@SIgn Comes
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MMarket Analysis

Market Analysis Market Analysis

This change brings two big advantages over previous
versions of Office programs:

» There are shortcuts for every single button on the
Ribbon.

« Shortcuts often require fewer keys.
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What about favorite keyboard shortcuts?

~ H he new shortcuts

= o 3
1 E_]L quL YT asohaea new
»Em » e name: Key Tips.

I'r?—j Li il El . |:| = I'-E?:-_I_ H q o u =
- Haome Ins Page Layout References = Home Insert Th . t h n
e e e Lot Reference ome | _nsen e picture shows a

] Es el (6]
gy Research (=

v e - [A a2 IERIEEIETEE  example of using Key
T ;Trrlf o A2 A = ﬂ’ LIEES R Tips to remove a

(4] [5] [6] [7] [1] C
Proofing |jr|llr"—| |I;| l—l |l| |£"=| Clipboard ™

s heading style in Word.

Market Analysis Market Analysis Masket Analyss

Press ALT to make the Key Tips appear.

Press H to select the Home tab.

Press E to select the Clear Formatting button in the
Font group to remove the heading style.
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What about favorite keyboard shortcuts?

What about the old keyboard shortcuts?

Keyboard shortcuts of old that begin with CTRL are still intact, and
you can use them as you always have.

For example, the shortcut CTRL+C still copies something to the
clipboard, and the shortcut CTRL+V still pastes something from the
clipboard.
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What if | can’t find a command?

If you can'’t find the
command you’re
looking for, there’s
help.

For Word 2010, Excel 2010, and PowerPoint 2010,
there’s a visual, interactive reference guide to help you
quickly learn where things are.
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What's changed and why
e

" The first time you

open Outlook 2010,

you'll again see the

Ribbon across the top

of the window.

The Ribbon

Calendar Contacts To-Do Bar

2=

One of the most dramatic changes in Outlook, the
Ribbon gives Outlook its new look.

But as you get up to speed, you'll see that the change
IS more than visual—it's there to help you get things
done more easily and with fewer steps.
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Introducing the Ribbon

Here’s a new e-mail
Message _ Insert Crptions Format Text message The Rlbbon
Calibri (Body) - 11 - [iZ - i= -|[2E == ﬂ g‘ég IS at the tOp of the

B I U -|A-¥-|EE = | Address Check || At window.

Book MNames
EBasic Text ! Mames

Untitled - MessageT

# Format Painter
The Ribbon is visible
each time you create
or edit something in
Outlook.

Why the new system? Microsoft carefully researched
how people use commands in Outlook.

As a result of that research, some Outlook commands

are now more prominent, and common commands are
displayed and grouped in ways that make them easy to
find and use.
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The Ribbon shows what you need

7 B - N 1 ) Untitled - Message (HTML) 5 nce agaln’ you’”
Message Insert Options Format Text encounter the Rlbbon
atbr oty -1 -|[i= - = (38 =] | (8B} @S ] # when you take certain

: 2) Untitled - Appointment  attacn [P ([0 ARSIV (AR 1S
. File~:
Appointment Insert Format Text : :

% ] Calendar SRR |:__Ej - .3r

creating messages,
calendar entries, or
contacts.

= >< Delete

: 3 ) Untitled - Contact

|| & Re

Contact Insert Format Text

| U save & New =) | (8=l B3 Activities | &7y (82l @ i3
H 5 &= e &l

2y Send - -] Certificates
) General| Details . E-mail Meeting Call

The Ribbon shows tabs and commands appropriate for
what you're doing.

That is, the tabs on the Ribbon will differ depending on
the area of Outlook you're working in.
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There's more than meets the eye

A small arrow at the
bottom of a group
means there’s more
available than what
you see.

D) d 9 U + < Untitled - Message (HTML)
- |
Message Insert Options Format Text

Calibri [Body] ~ 11 - [:=

This button H is called
the Dialog Box
Launcher.

The picture shows that to see a full list of font options,
you'd click the arrow next to the Basic Text group on the
Message tab of a new e-mail message.
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The Quick Access Toolbar

_“"-—_

Untitled - Message (HTML)

Message Insert Options Format Text

Calibri [Body) - 11 - | = - :— ~r||t_ a--| 8 ﬂ

;Fcrmat Painter Book Mames

Clipboard [= EBasic Text Fl Mames

B I U -||A-®-(|E = al ||| Address L_heck A

The Quick Access
Toolbar is also

available in Outlook
2010.

What's best about the Quick Access Toolbar? What's on

It is up to you.

That is, you can add your favorite commands to it with a

simple right-click.
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More about options
--‘-— -

I.-:::-'-'-" o H )Y @ @
'1 Messaqe Insert QOptions Format Text
Y New Mail Message

Create New Outlook Item

=1, Mail Message

~ 2. Appointment
H Save .
_ﬁi. Meeting Request

]
| Close

; Editor Options

In Outlook 2010, you

set options from a few
different locations.

Options for writing e-mail

If you want to change your settings for writing e-mail—
for example, to make the spelling checker stop ignoring
words in uppercase—you do that from the Editor

Options dialog box.
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New “Search” Feature

i

EERE ) The expanded

File Home  Send/Receive  Folder  View | Search

g o o | 0% B “Search” function
Baswtoses | Y — U L SentTo~ | Inportant helpS you locate

emails quickly.

Al Mail From Subjed  Has  Categarized - Recent Search | Close
tems L5 All Outlook ttems Attachments Unread o More ” Searches ™ Tools™ | Search

Scope Refine Options Close

19)

25 0|0 From Subject Received Size | Categories

4 Favorites
[ Inbox (3
[ Sentitems
£ Unread Mail

4 Date; Older
@ Deleted Items

Lall, Christa,. Q) shorteut cutover Tue §/18/2009 ...
Lall, Christo.., RE: Updated Council Stat Maon 7/20/200..
Passin, Perry - RE: can't log into the new 1Q Wed 7/15/200...
Passin, Perry  RE: IQ Website Wed 7/15/200...
Passin, Perry  [Q Website Tue 7/14/2009 ..
Rehman, Fai.. Testing the naw I URL Wed 7/8/2009 ...
Lall, Christo.., RE:IQ praject Maon7/6/2009 ..
Rehman, Fai.. IQ Roll out procedure Thu7/2/20091...

' 4 Mailbox - Mero, Joe

IETE
@ Drafts

l:ﬂ Sent ltems
@ Deleted ltems

P P &0 B B 0P 6

[ AD acdts

[ Councilstat
> ] DOlosequt
1 HR Try searching again in Al Wail [tems,

g Junk E-ml

Nid v fird whet uni wers canrrhing fir?
LG you [ing Wnat you WEre Searching Jor:
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Include your signature

PR Do you use a personal
Message Insert Options Format Text e_mall Slgna‘ture a‘t the
_. == 28 @@ (] & PR @8 end of your Outlook
|| 222 = ||| |Address Check | Attach Business Calendar Signature|  Follow messagest)

Book MNames File= Card~ Up~
Basic Text Mames Include Business }

Personal

I 7 | Signatures...

At
W

e —
The same signature you used in earlier versions will be
available when you upgrade to Outlook 2007.

If you didn’t use signatures (maybe they seemed too
complex or you could never remember how to create
them or where to find them), you’ll be surprised to see
how easy signatures are in Outlook 2007.
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Include your signature

—. ..
H90e e You can modify
Message | Insett  Options Format Tex existing signatures or
:- == 28 @@ (] & V"R @l create new ones, as
(A - =27 =5[] | Address: Check || Attach Business Calendar [SIpnalii] Follow well as set a default
Basic Text Mames Include Eusiness} N Signa’[ure.

Personal

I 7 | Signatures...

Start by clicking the
arrow under the

e —

The picture shows what happens next:

@ I you created signatures previously, you'll see them
listed here.

® To create new signatures, set a default signature, or
modify existing signatures, click Signatures.
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Want to create a meeting? Invite others
--- -

‘1 Appointment . Insert Format Text ) An app0|ntment |S Just
e ! ﬂ IEl::alerndar TrEE .:z,:_:T_'-. . e :
B =< S L B Esowss (meu ‘e for yourself.
_':_alu.;e:- Ati::i;zer _T:;r Forward - Appointment| Scheduling | ‘X Reminder 15 minutes -~ | Recurrence Ti
N __ L \When others are
— M%Ett—lg | Insert mli:nrmatTE:e_ — InVO|V6d, Create a
._I-FPI \2,] Calendar E =-=-_';J 289 - .
n }( Delete : » - meetlng.

Cancel Appointment| Scheduling Meeting

Inwitation L= Forward = Workspace €47 || &

Attendees

@ On the Appointment tab, click Invite Attendees.

® A To button and box appear. Type names directly in the
box or click the To button to add invitees by selecting
from a list.
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Want to create a meeting? Invite others
--- -

‘1.-'1'-.;:-;:n:|ir1tmer1t . Insert Format Text ) An app0|ntment |S Just
LR a8 ijnl.td g =R EEVS TR g B for yourself.

Save & | Invite Appointment| Scheduling | ‘X Reminder 15 minutes - |Recurrence Ti
Close |Attendees ‘o Forward ~
ctions Show

When others are

: involved, create a
=z \2,] Calendar ﬁ (5 : ;

= | =S g, ”  meeting.

Meeting Insert Format Tex

- }( Delete
Cancel Appointment| Scheduling Meeting
Invitation tap Forward ~ Workspace &7 | &

Attendees

® Once you've entered all of the meeting details, click
Send to send the invitation to the other meeting
participants.
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A new look for contacts

———‘:‘

In Outlook 2010,
Electronic Business
Cards make contacts
easy to view and easy

to share.

4= Contacts

1 [ Jergensen, Gundrn

Katie Jordan g Gundrun Jorgensen

Lund, Pia | [Tupy, Richard
7 PiaLund Richard Tupy

Mavigation Pane

|t .q.h

You'll first notice the new look for contacts when you
click Contacts to switch to that area of Outlook.

You can send Electronic Business Cards through e-mail.
You might want to include your own Electronic Business
Card as part of your e-mail signature.
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Final Words

Extensive help and free
online Office training is
available at:

http://office.microsoft.com/en-us/support/getting-
started-with-office-2010-FX101822272.aspx

from any internet-connected
computer
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