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CHANGES IN MS OFFICE 2010
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To show some of the changes in MS Office 2010.

MS Word

There’s a new paste feature when you right-click to paste:

=i}
==
[, Paste Options:

¥
%#’

You can move over the most recent copied item and see what it would look like if pasted without
clicking.

File=> Insert

Insert Page Layout References Mailings Review

B ERED 2l e

e Table Picture Clip Shapes Smartirt Chart | Screenshot
ak

- Art - -

Tables INustrations

The screenshot feature works well. This may make Gadwin obsolete.
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File-> Info->Related Documents—>Open File Location

Wl "9~ 6=

.i. Home
Q Save

Save As
5 Open
[ Close

|

-

o=
Properties -
Size 1.04MEBE
Pages 15
Waords 298
Total Editing Time 129 Minutes
Title Add a title
Tags Add a tag
Comments Add comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

Today, 1:37 FM
6/1/2010 2:33 PM
Today, 1:20 PM

nrava
Add an author

nrava

Related Documents

IC3) Open File Location

Show All Properties

Related Documents

I Open File Location

Show Fewer Properties

Document Author: Nick Rava
\\sasdweb2\sasd\2009Tech\TechTips\MSOffice

Page 2

Revised: 6/8/2010



File  Edit

Vi

Favaorites  Tools

Help

OBack x O - LE

®
P Search

f{? Folders

[ —

Automatic Print Preview under File=>Print

This is a test

Address I@ Visasdweb2lsasdi2009Tech TechTipsiMSOFfice

Easier way to change file type:

Changes in M5 Office 2010 - Microsoft Word

Add-Ins Acrobat

™ e AN
Home Insert Fage Layout References Mailings Review View
H Save
Save & Send
Save As
= Open @E 3| Send Using E-mail
ﬁ Close
a Save to Web
Info
Recent Ll Save to SharePoint
New @ Publish as Blog Post
Print File Types

Save & Send

Change File Type

Document File Types

@u Document
=1 Uses the Word Document format

OpenDocument Text
Uses the OpenDocument Text format

E“ Word 97-2003 Document
=| Uses the Word 97-2003 Document format

| Template
=4 Starting point for new documents

ﬂ Change File Type

B

Other File Types

Plain Text
Contains only the text in your decument

Single File Web Page
Web page is stored as a single file

<

@uj Rich Text Format

Preserves text formatting information

E Save as Another File Type
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Autosave feature:

M "9~ O

Insert

Page Layout

Changes in M5 ¢

References Mailings Review View

H Save
Save As
ﬁ Cpen
Lo Close

Recent

Mew

Print

Save & Send

Help

2] Options

d Exit

Information about Changes in MS Office 2010

TAMS Office\Procedures\ Changes in M5 Office 2000.docx

Protect
Document =

:j_

o

Check for
Iszues -

)

Permissions
Anyone can open, copy, and change any part of this document,

Prepare for Sharing

Before sharing this file, be aware that it contains:
Document properties and author's name
Headers and footers
Custom AML data

Content that people with disabilities are unable to read

=

Manage
Yersions ~

Versions
Today, 3:05 PM (autosave)

Teday, 2:55 PM (autosave)
Today, 2:44 PM (autosave)

Some of the properties components are interesting:
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Insert

Page Layout

References Mailings

Review

View

Q Save
Save As
5 Open
ﬁ Close

Recent

MNew

Print

Save & Send

Help

|21 Options

9 Ext

Information about Changes in MS Office 2010

TAMS Office\Procedures’\ Changes in M5 Office 2010.doex

Protect
Document ~

-
A

E\ﬂ

Check for
Issues -

|

Manage
Versions =

Permissions

Prepare for Sharing
Before sharing this file, be aware that it contains:

Anycne can open, copy, and change any part of this document.

Document properties and author's name

Headers and footers

Custom XML data

Content that pecple with disabilities are unable to read

Versions

Today, 3:05 PM (autosave)
Today, 2:55 PM (autosave)
Today, 2:44 PM (autosave)
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Properties =
Size

Pages

Words

Total Editing Time
Title

Tags
Comments
Template
Status
Categaries
Subject
Hyperlink Base
Company

Related Dates
Last Modified
Created

Last Printed

Related People
Manager
Authaor

Last Modified By

Related Documents

Today, 3:01 PM
Today, 233 PM

[ Open File Location

Show Fewer Properties

Revised:
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Properties =

Size 221KB

Pages 5

Waords &0

Total Editing Time | 35 Minutes |
Title Add a title

Tags &dd

Comments Add comments
Template Mormal

Status Add text
Categories Add a category
Subject Specify the subject

Hyperlink Base Add text
Company SASD

Related Dates

Last Modified Today, 3:01 PM
Created Today, 2:33 PM
Last Printed leve

Related People

Manager Specify the manage
Author nrava
Last Modified By | nrava |

Related Documents
Iy Open File Location

Show Fewer Properties

Language translation options:
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% ¥ axtan
flate Lang'uage CGI‘:_IEmm.;nt Delete Previous Mext

| i[=k Translate Document [English (U.5.) to Arabic]

|_ﬂ?-£.' Show a machine translation in a Web
browser,

=L,  Translate Selected Text

@& Show a translation from local and online
services in the Research Pane,

= Mini Translator [French (France)]
a;;__

Point to a word or select a phrase to view a
quick translatian.

Choase Translation Language...

/~ Translator - Windows Internet Explorer

=]
N o e = rm .
\\_-jrn—/ = Ia,. http:p’,iwww‘micrusufttranslator‘:um,ibv‘aspx?rsF=Ofﬁ:eTrans&ID=en_ar&a=http°/aﬁa%2f%2fwww.wmduws\ivetrans\atur.cum%qufﬁcetrans°f02fducserver.as;j |EH"1‘ | X | Ip Live Search |P "
File Edit Yiew Favortes Tools  Help % @Convert ~ A Select
.7 Favarites | 95 @] Web Slice Gallery ~
»
55 Translator IR -+ [ fm - Page~ Safety~ Tools -~ (@~

ghe
Microsofi® is not responsible for the content below Powered by Translator

ranslate www.windowslivetranslator.com/offi | English {Auto-Detecte: A4 rabic v Ews
T late URL [http:/h ind| et lat mioffi | Englizh (Aute-Detected) Arabi Wi EE

Translated: 100% Go to original page

Changes in MS Office 2010 2010 pl& MS Off

MS Word

There's a new paste feature when you right-click to paste:

el Gl ol 1 56 L 3

X X

You can move over the most recent copied items and see what the items would look like if

G g el 1) el o le iy pealiall
pasted without clicking.

X

AAL}OH;AI“ v ;hw‘_
This Folder Sync option may be troublesome

X
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Newer editions of bibliography styles:

References Mailings Review View
rt Endnate = Cﬂ Manage Sources
- Foatnote = e (R, style: APAFiftt ~
Insert o
otes Citation = ﬁjElhllagraphy* C
; u Citations & Bibliography

APAFH‘[ ,I____I. =¥ Update
| APA Fifth Edition :
{ Chicago Fifteenth Edition
| GBETT14 2005
| GOST - Name Sort
| GOST - Title Sort
[SC 890 - First Element and Date
IS0 890 - Mumerical Reference
| MLA Sixth Edition
SISTO2
Turabian Sixth Edition

T T AT TATTRE

MS PowerPoint

There appears to be few changes in PowerPoint besides those that were mentioned for Word.
However, something that was not mentioned previously was the Acrobat tab on the menu bar:

\E“ H g (L] |: Presentationl - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show Review View Acrobat
-] | = ==
I = & I
——

Create Preferences Create and Create and Send
POF Attach to Email For Review

Create Adobe PDF | Create and Email| Review And Comment

When clicking on Preferences, an error occurs. This happens in Word as well.
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*F'_ Microsoft PowerPoint |

Microsoft PowerPoint has encountered a problem and needs to close. 'We .P*:
are zory for the inconvemence. = |

The information you were working on might be lozt. Microzoft PowerPoint can by to recowver
it far o,
¥ Fecover my work and restart Microsoft PowerPoint

Pleaze tell Microzoft about this problem.

"w'e have created an error report that you can zend to help us improve Microzoft
PowerPaint, wie will treat this repart as confidential and anonymous.

"what data does thiz error report contain ?

Why zhould | report b Microsaft?

Send Eror Repart | Don't Send |

Microsoft PowerPoink x|

» | PowerPoint expetienced a serious problem with the ‘acrobat pdfmaker office com addin' add-in. IF you have seen this message multiple tmes, you
\"/ should disable this add-in and check to see if an update is available. Do you want to disable this add-in?

fes Mo |

MS Excel

Under File=>View there is a feature called Zoom to Selection

(&l - =

Home Insert Page Layout Formulas Data Review View Add-Ins

. | | j| | IE g‘ Rule Formula Bar '-{ By

Mormal| Page Page Break @ Custom  Full Gridlines Headings Zoom 100% | Zoom to
Layout  Preview Views Screen Selection
Waorkbook Views Show Zoom
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| H9-t- |5 Bookl - Microsoft Excel

m_Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
Lﬁ =l B Ruler Farmula Bar t% i

Split A View Side by S

T Hide _1‘ Synchronous 5
MNormal| Page Page Break @ Custom Full 7 Gridli 7| Headi Zoom 100% Zoomto Mew  Arrange Freeze _
Layout  Preview Views Screen reiines ekl Selection | Window Al Panes~ _J Unhide = 34 Reset Window
Workbook Views Show Zoom Window
| 19 -0 |
File->Freeze Panes
| lg Lt JE |= Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
= f . 3 1
=l E=a Ruler Formula Bar _EI
Mormal| Page Page Break = Custom  Full Gridlines Headings Zoom 100% Zoomto Mew  Arrangf Freeze
Layout | Preview WViews Screen Selection | Window  All Panes -
Winrkhnnk Wisarc Shnar Tnnm
Freeze Panes
Keep a portion of the sheet visible
while the rest of the sheet scrolls.
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Freeze
Panes =| ] Unhide = 4 Reset Window Position

Split L] View Side by Side

T Hide @7 synchronous Scrolling

W

==

Unfreeze Panes

Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row

Keep the top row visible while scrolling
through the rest of the worksheet,

Freeze First Column

Keep the first column visible while scralling

through the rest of the worksheet.
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Additional Notes

Other changes to MS Office 2010 can be discovered by a Google search. According to
Wikipedia, “New features are also said to include a built-in screen capture tool, a background
removal tool, a protected document mode, new SmartArt templates and author permissions.”

Confirmed features of Office 2010 include:

« Ribbon interface and Backstage View across all applications
e Background Removal Tool

e Letter Styling

e The Word 2007 Equation editor will become common to all applications, replacing
MS Equation 3.0

e New SmartArt templates

o New text and image editing effects

e Screen Capturing and Clipping tools
« Live collaboration functions

e Jumplists in Windows 7

New animations in Powerpoint 2010
For a more critical perspective of Office 2010, see the following article:

http://www.infoworld.com/d/windows/why-i-hate-microsoft-office-2010-586

Also, and on a different note, SASD is not using the Folder Sync.

% Procedures
- I

File Edit ‘Miew Favorites Tools  Help

@ Back - \.._.J‘I - l_‘_ﬁ' /-.-.j Search H—L' Folders * | h_l Falder Sync
Address |9 T:\Servers\Procedures
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http://en.wikipedia.org/wiki/Microsoft_Office_2010
http://www.infoworld.com/d/windows/why-i-hate-microsoft-office-2010-586

Shared Folder Synchronization =

Shared Folder Synchroniz...

SharePoint Warkspace
Faleer Synchranization
allows you to synchronize
Wincdows folders with other
people and with your other
computers,

@ start synchronizing
‘Pracecuras’

a Learn mare about
SharePoint Warkspace
Shared Folders
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