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ﬁ MS Office 2010 Upgrade Training Booklet

MS Office 2010 Learning Objective
Given access to training files, NSU seasoned MS Office users will be able to:

» Transition to Microsoft Office 2010 smoothly by navigating the improved interface.

Enabling Objectives:

» Navigate the MS Office 2010 interface with ease.
Use new features of MS Office 2010.

Use new features of MS Word 2010.

Use new features of MS Outlook 2010.

Use new features of MS Excel 2010.

Use new features of MS PowerPoint 2010.
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Use new features of MS Access 2010.



MS Office 2010

N2
NOVA UNTVERSITY

YOUR FUTURE. YOUR TERMS.

New Features of MS Office 2010

Backstage View

MS Office Backstage view is the set of commends you use to do things to a document.
The Backstage view is used to manage your documents and related data about them.
The user can create, save, and send documents, inspect documents for hidden metadata
or personal information, set options such as turning on or off AutoComplete
suggestions, and more.

Where do | find the backstage view?

W d9-0|=

Home Insert Page Layout

“Rody] T 12 v A AT

B 7 «, X
Clipboard
= The File tab is located in the upper-left
corner of MS Office 2010 programs.
Backstage View Technology Training Services | x24797
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MS Office 2010

Familiar Tasks
M9~ uls Backstage View [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View
[l save ——— Familiar tasks such as Save, Vi
Save As —mmmm == Save As, Open and Close are .IEW
now found in Backstage view. = View.doc
E Cpen
Ej" Close I
Compatibility Mode
Info Some new features are disabled to prevent problems when
! warking with previous versions of Office. Converting this
Convert file will enable these features, but may result in layout
Recent changes,
Mew
Permissions
Print l%l Anyone can open, copy, and change any part of this
document.
Save & Send D Protect
ocument ~
Help
] Options - Prepare for Sharing
| ;—fj‘: Before sharing this file, be aware that it contains:
B9 Exit - Document properties and author's name
Check for .
lesues - Content that cannot be checked for accessibility
issues because of the current file type

Backstage View

by Zahira Gonzalez
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Info
M9~ uls Backstage View [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View
I save Info contains information about )
the current document. tage View
Save As :
rd\Backstage View.doc
E Cpen

[ Close

Compatibility Mode

W | Some new features are disabled to prevent problems when
! warking with previous versions of Office. Converting this
. ; Convert file will enable these features, but may result in laysss
ecen changes. You can also inspect
the document and
Mew -
edit document
. Permissions -
2 : permissions.
Print j%l Anyone can open, copy, and change any pm\
document.

Save & Send D Protect

ocument ~
Help
] Options - Prepare for Sharing

[ ;—fj‘: Before sharing this file, be aware that it contains:

B9 Exit - Document properties and author's name

Check for o

lesues - Content that cannot be checked for accessibility

issues because of the current file type
Backstage View Technology Training Services | x24797
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Recent

Wid9- 8- Backstage View [Compatibility Mode]

Hame Insert Page Layout References Mailings Review
[l save

Save As

Recent Documents
Recent

Backstage View documents will

[ Open =| z \Office 2010\ documents\Word e
CF Close £ Loge Doc
— | Desktop
Info 2 02 Working with Text .
2 i YWOffice 20000 documents\Word
= e Ll {=l
= AN WOffice 20000 documents\Word
New &y 01 Intreduction to Word =
= &N YWOffice 20000 documents\Word
Backstage View Technology Training Services | x24797

by Zahira Gonzalez 4



MS Office 2010

From here, you can crea J——

new blank document, or you o @

New
= A N Backstage View [Compatibility Made] - Micr
Home Insert Page Layout References Mailings
E Save
Available Templates
Save As
E3 Open 2} Home
ﬁ Close
Info
Recent Blank
document templates
Print g
Save & Send My templates  Mew from
existing
Help Office.com Templates |'_’~ea|'-.'h Office.com fcrteni -
] Options ﬁ'
%
B Exit ﬁ
Agendas Books Brochures Budgets
and booklets

Backstage View

by Zahira Gonzalez

can choose from a large
selection of temnblates.

Technology Training Services | x24797
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MS Office 2010

Print

MW d9-Gi= Backstage View [Compatibility Mode] - Microsoft Word You can also see a
preview of your

document.

Home Insert Page Layout References Mailings Review View

You can change Print
the print @] Copies: ﬁ
settings and Print
print your ‘— 2
document. i -
3 éﬁ Dell Laser Printer M5200... _
Ready
Printer Properties Ex -
New = -1
Settings e Eamek

Print . . d e = =
Print All Pages - D 4 - -

b Print the entire document - S

Save & Send
Pages: 0]
Help Print One Sided .
] options Only print on one side o... =
B it igflaatef,z,a 123
Backstage View Technology Training Services | x24797
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Save and Send

Save and Send makes it
easier to email your
document, post it on the
web, or change the file

format. ) i
nis

anges and feedback need to be
incorporated manually

Create an e-mail that contains a link to this

Everyone works on the same copy of this
document

Everyone always sees the latest changes

= A R Backstage View [Compatibility Mode] - Mi
Home Insert Page Layout References Mailings Review View

Lﬂ Save

Save & Send

Save As

3 Open ‘ E]E 1| Send Using E-mail

Ej Close

0 Save to Web
Info
e (jj Save to SharePoint
document
[
Mew Publish as Blog Post
Print

File Types

Save & Send Change File Type

Z

Help .

‘_ Create PDF/XPS Document =
|21 Options ':El;
E Exit Send as

PDF

Backstage View

by Zahira Gonzalez

Keeps the e-mail size small

Document must be saved in a shared
location

Attach a PDF copy of this document to an
e-mail

Document looks the same on most
computers

Preserves fonts, formatting, and images
Content cannot be easily changed

Technology Training Services | x24797
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MS Office 2010

Help

From here you can access M

I e Rt N Backstage View [Compati help or check for updates. = B 52
Home Insert Page Layout References Mailings ) e

|l save

Save As

Support

ffice

o

5 Open Microsoft Office Help
L Close |
IIE Getting Started Product Activated
Info Microsoft Office Professional Plus 2010
@ Contact Us This product contains Microsoft Access, Microsoft Excel, Microsoft SharePoint
Recent Workspace, Microsoft OneMote, Microsoft Outlook, Microsoft PowerPoint,
Microsoft Publisher, Microsoft Word, Microsoft InfoPath.
New Tools for Working With Office
Change Product Key
[
Print Options About Microsoft Word
Version: 14.0.4760.1000 (32-bit)
Save & Send L]
Checkionlipdates Additicnal Version and Copyright Information

Part of Microsoft Office Professional Plus 2010
2 2010 Microseft Corporation. All rights reserved.
] Options Microsoft Custormer Services and Support

) Product ID: 02260-133-0029271-48627
@ (=1 Microsoft Software License Terms

Backstage View Technology Training Services | x24797
by Zahira Gonzalez 8




MS Office 2010

Options

Word Options
H

ere you can change

[ ceneral l E_ﬁ General options for working with Word. various WorciGREE
. For example, you can
Display
check the spelling and
Proofing User Interface options

grammar check settings,

Save Show Mini Toolbar on selection () Auto Recover settings, or
Enable Live Preview (i)

Language Language preferences.
Always use ClearType / /

Advanced Color scheme:

Customize Ribbon ScreenTip style: |5hnw feature descriptions in ScreenTips W |
Quick Access Toolbar Personalize your copy of Microsoft Office
Add-Ins

User name: |N5U
Trust Center Initials:

Start up options

|:| Cpen e-mail attachments in Full Screen Reading view (i)

Backstage View Technology Training Services | x24797
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N2
NOVA UNTVERSITY

YOUR FUTURE. YOUR TERMS.
Customizing the Office 2010 Ribbon

You can customize the Ribbon by adding your own tabs and rearranging the built-in options.

Quick Access Tool (QAT) Bar

Click on the
Quick Access
Tool (QAT) bar.

/

1 . .
W d9-0 |E] Custo P the Office 2010 Ribbon |
Home Customize Quick Access Toolbar B Mailings HEr
g J Mew
i L 1= . i 4T, | &= 35
__3] fa Calil Open if/ =iz a= = iS
|
Paste E v | save A~ = et
- \; | _— .
E-mail Click a tool
Clipboard u
m 0 Quick Print p——— you want to

Print Preview and Print —/ add. —
_—
J

Spelling & Grammar

v | Undo
|Add to Quick Access Tcncnll::nar|
v | Redo
Draw Table

now being
added.

N ]

W =9 -0 P |5 Customizing the Office-zwreRibbon

Haome Insert Page Layout References |

Your tool has ’

2y
_31 S calibri 11 - AT AT Aa- | & i
B =3
Pastef B I U -abe x, X B - A~ |[E
Clipboard Fant

Customizing the Office 2010 Ribbon
by Zahira Gonzalez
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Add custom tabs

Go to File |

am
Wid9- &7

.i. Home |
H Save

Save As
[ﬁ Open
ﬂ Close

Recent

Mew

Print

Save & Send Select ’

Options

| [z] Options |

[ Exit

Customizing the Office 2010 Ribbon Technology Training Services | x24797
by Zahira Gonzalez 11




MS Office 2010

[ General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Customizing the Office 2010 Ribbon

General options for working with Word.

User Int: .
Select Customize \l
sh Ribbon nii
3

Ena

se ClearType

r scheme: Silver | %

ScreenTip style: |5h::uw feature descriptions in ScreenTips

W

Personalize your copy of Microsoft Office

User name: |N5U
Initials:

Start up options

|:| Cpen e-mail attachments in Eull Screen Reading view ()

by Zahira Gonzalez

Technology Training Services | x24797

12



@ Customize the Ribbon and keyboard shortcuts.

Choose commands from: G

Customize the Ribbon:

| Popular Commands

MS Office 2010

| Main Tabs

v

-{6} Accept and Move to Mext
= Align Left

Breaks

Bullets

Center

Change List Level

Copy

Cut

Define Mew Mumber Farmat...
Delete

Draw Table

Draw Vertical Text Box
E-mail

Find

Font

Faont...

Font Colaor

Font Size

Format Painter

Grow Font

Hyperlink...

Insert Footnote

Line and Paragraph Spacing
Macros

Mew

Mew Comment

Mext

Mumbering

T
T

ML ~fia@re =» EREEE o<d b

-~ Main Tabs
3 =l [¢]Home
» Clipboard
» Font
Paragraph
» Styles
Editing
= [#] Mew Tab [Custom)

[«] Insert
[¥] Page Layout
[] References
[«] Mailings

) Add = > Review
I~ - [v] View
[ ]Developer
r [#] Add-Ins
I Blog Post
[v]Insert (Blog Post)
[+] Dutlining

Click on ’
New Tab

Background Removal

New Tab
created

N

/_

Mew Group [Custom]

is’

L

Keyboard shortouts:

Customizing the Office 2010 Ribbon

by Zahira Gonzalez

Customizations:

N r—
\I\NeyTab ] [ﬂew Group ] [ Eename...
[ Reset - s

Reset =

Import/Export ™ [0

Technology Training Services | x24797
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MS Office 2010

@ Customize the Ribbon and keyboard shortcuts.

Choose commands from: Customize the Ribbon:(
|Pnpu|ar Commands w |h.-13ir| Tabs v|
5 Mext s Main Tabs |
i= Numbering » = Hnme.
l one Page Clipboard Customized
Font .
& Open Paragraph commands will
38l Open Recent File.., Styles appear on the
,3_] Page Setup...
) Editing lict
=l Page Width N
=5 Paragraph =l [#] Mew Tab [(Custom) —
Eﬂ Paste . , E Mew Group [Custum]/_
B Past Click Add Save As
aste -
ﬂ Picture [¥]Insert
“ P'rew.rim_;lsl ~ Page Layout
|4 Print Preview and Print E::f.f.rences
% Quick Print Add > > Ra'_'”95
._Duick Styles s eview
Selecta ° [] Developer
. ject and Mowve to Mext
desired . [#] Add-Ins
command. Blog Post
e "‘Becti::un to Text Box Gallery [“]nsert (Blog Post)

]:zNet Mumbering Valug... [] Outlining
P shapes | Fackground Removal

A Shrink Font
? Spelling & Grammar
Style I==
A styles..,
O Table ¥ Mew Tab ] [ﬂewGrnup] [ Rename... ]
=

Text Box b e
Customizations: i
Keyboard shortcuts: Import/Expart ™ |G

Your customized tab
appears on the

ribbon. D
“ Home Mew Tab Insert Page Layout References Mailings Revier

= = ] # Cut %E Mumbering = L_L?Shapes M
— = : % Hyperlink H Save ? Spelling & Grammar
Eullets LR |_] Mew Blank Document Saue As
Mew Group
Customizing the Office 2010 Ribbon Technology Training Services | x24797

by Zahira Gonzalez 14



MS Office 2010

Renaming your customized Tab

@ Customize the Ribbon and keyboard shortouts.

Choose commands from: i

Customize the Ribbon: (i

|F‘npu|ar Commands W | |Main Tabs W
‘-_Q} Accept and Move to Next ~ Main Tabs
= Align Left = [#] Home
v= Breaks r Clipboard
i= Bullets . Font
= Center Select the tab ’ Paragraph
- i [+ Styles
1—:_ Change List Level you want to tj.-' ;
5 Copy Editing
b ocut rename ] Mew Tab [Custom)
i S —

Define Mew Mumber Format... & [w]Insert
A1 Delete Page Layout
7% Draw Table References
Draw Vertical Text Box [#] Mailings
{4 E-mail Review
34 Find r T [¥] view

Font = []Developer
A Font. [] Add-Ins
A Font Color 3 [#] Blog Paost

Font Size T [#] Insert (Blog Post)
# Format Painter [#] Qutlining
A Grow Faont [#] Background Remaval
% Hyperlink... Solact
AB' Insert Footnote A
ié Line and Paragraph Spacing k \ €name
[ Macraos
L] Mew 2
i Mew Comment
'?__] Mext Mew Tab ] [ Mew Group ] [ Rename...
;: Mumbering bW

Keyboard shortcuts:

Customizing the Office 2010 Ribbon

by Zahira Gonzalez

- Customizations: i
Import/Export ™ |U

Technology Training Services | x24797
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Enter new
MS Office 2010
name.

Display name: |M1_r favorite tools

[ Ok ] [ Cancel

Click OK |

N —
4
New name ’
shows on ribbon
‘B
W 9~ 0| Customizing the Office 2010 Ribbo
Home My favorite tools Insert Page Layout References b
5 5 | 16 - A A A B 2= E
B |
Paste B 7 U -abe x, X -A-IEEE=EE=E =
Clipboard Font T Paragraph
Customizing the Office 2010 Ribbon Technology Training Services | x24797

by Zahira Gonzalez 16



MS Office 2010

Import and Export

To Export

‘Q Accept and Move to Mext ~ Main Tabs
= Align Left = [+] Home
*é Breaks ¥ Clipboard
i= Bullets » Font
= Center Paragraph
<=- Change List Level 3 Styles
5 Copy Editing
# Cut [#] Zahira's Tools (Custom)
Define Mew Mumber Format... Insert
A1 Delete Page Layout
lﬁ Draw Table [#] References
Draw Vertical Text Box [#] Mailings
=4 E-mail Review
&% Find - Irres [¥] View "
Font T= [ Developer
A Font.. << Remove [w] Add-Ins -
A Font Color 3 [#] Blog Post
Font Size = [#]Insert (Blog Post]
# Format Painter [»] Qutlining
A° Grow Font [#] Background Removal
& Hyperlink...
AE' Insert Footnote
$§ Line and Paragraph Spacing ¥
- Macros
] Mew
i Mew Comment
'?_] Mext [ Mew Tab ] [ Mew Group ] [ Rename... ]
i= Numbering b

- Customizations: i
Keyboard shortcuts: Import/Export * |G

ElERo 0 EXpOrtialt 17 Import customization file

customizations

— Export all customizations

Customizing the Office 2010 Ribbon Technology Training Services | x24797
by Zahira Gonzalez 17




MS Office 2010

Save i | D My Documents 5 | T
@ My Recent Ccamp
Documents [CDownlnads
@ Deskiop My Music
— @Mv Pickures
My BBy v
My Wideos
— DOMENE 5 Outlook Files
My -
:‘ Computer EEa My Computer
‘d My MNetwork,
Places
Name your
file.
)=
File name:

Tools -

|Wnrd Zuskamizations

Click Save. J

v|\ -

Save as Lype! |Exp0rted Office U file

:

Save [ Cancel ]

Customizing the Office 2010 Ribbon

by Zahira Gonzalez

Technology Training Services | x24797
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MS Office 2010

To Import
‘-_Q} Accept and Move to Mext ~ Main Tabs
=  Align Left El [¢] Home
v= Breaks 3 Clipboard
:= Bullets v Font
= Center Paragraph
<+ Change List Level 3 Styles
5 Copy Editing
# Cut [#] Zahira's Toals [Custom)
Define Mew Mumber Format... [#]Insert
A Delete Page Layout
% Draw Table [#] References
Draw Vertical Text Box [«] Mailings
=1 E-mail Review
34 Find m L [w] Wiew N
Font = []Developer
A Font.. < Remove [#] Add-Ins -
A Font Color 3 [+]Blog Post
Font Size Tw [¢]Insert (Blog Post)
# Format Painter [#] Qutlining
A Grow Font [v] Background Removal
& Hyperlink...
AB' Insert Footnote
ii Line and Paragraph Spacing k
[ Macros
L1 Mew
i Mew Comment
'?_] Mext [ Mew Tab ] [ Mew Group ] [ Rename... ]
=
i=
iz

Mumbering ™
Customizations: i
Keyboard shortcuts: Click on Import all | Import/Export = |’

customizations

.—g Import customization file L
N 1 B
Export all customizations

Customizing the Office 2010 Ribbon Technology Training Services | x24797
by Zahira Gonzalez 19




MS Office 2010

File Open
Loak in: |D My Documents
E?! My Recent | (C3)CAMP
Documents | ™ pawnloads
@ Desktop My Music
— gl‘ﬂy Fictures Select your
¥ My Wideos .
— Documents | [ Outlook Files file.
My - B —
C| Computer My Computer . / 2
‘:! My Metywork -
Places

File name: |

Files of type: |Exp0rted Office U file

Tools -

Qpen l[ Cancel ]

Microsoft Office

| [t |

Click Yes |

R —

Customizing the Office 2010 Ribbon
by Zahira Gonzalez
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MS Office 2010
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NOVA UNIVERsITY

YOUR FUTURE. YOUR TERMS.
Navigation Pane

The navigation pane consists of 3 tabs:
e atab for browsing headings ,

e a Page browsing tab [53l and

e a search box with some advanced options.

Click on the
To access the Navigation Pane View Ribbon
MHume Insert Page Layout References Mailings Review View
= 9| = Ruler O 1.
- [ Gridlines A —|']E_1

o Zoom  100%
Feading Layout DNawgatmnF‘ane

. Mew .
.\% P'EgE Width Window
Document Views

Show Zoom

Click on
Navigation Pane

S~

Home Insert Page Layout Refery

= m Ruler

|:| Gridg
Print |Full 5creen Web  Cutline  Draft o foom  100%
Layout | Reading Layout Mavigation Pane

Document Views

Mailings Review View

=] Page Width

Show Zoom

Navigation Pane
by Zahira Gonzalez

Technology Training Services | x24797
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MS Office 2010

This document does not
contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

Navigation Pane
by Zahira Gonzalez

Page Layo eferences Mailings Review View
- -ﬁ e ' — 1— 1 -

50 Calibri Aa~ I% =iz oanT | EEEE AN | BaBbCcDr
Paste » B 7 U-~ B - A - E = T Mormal
Clipbo... M| |
Mavigation (L] -5 R 1 RN 0 T3 IRCRCRCr
Search Document 2
= 5

Technology Training Services | x24797
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MS Office 2010

Brows

headings in
your document

Mawigaktion bl
search Doc o -
86 | = S

This document does not
contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

Mavigation * X
Search Documer Lo -
=
oo
oo | = -

Navigation Pane
by Zahira Gonzalez

Technology Training Services | x24797
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@ MS Office 2010

Browse the resu

from your current

Mavigation search.

Search Document

illul
oo
oo
]
b
4

You can search for text in
your document by typing in
the search box above,

Click the Magnifying Glass
button to find commands to
search for objects, such as
Graphics, Tables, Equations,
or Comments.

Navigation Pane
by Zahira Gonzalez

Technology Training Services | x24797
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MS Office 2010

Click on the magnifying icon o

down icon EI gives an array of options t
find text, graphics, tables and even
comments by reviewer name.

W Insert Page Lay

df" Calibri -1 -

Pafte j I U - abe x
Clipboard = | Fon Fa |
Mawigation - X | . 1

Search Document 2 -

a1 | = . Options... The Options menu

Advanced Find... search lets you set some

You can search for text in Replace... highly useful and
your document by typing

the coareh box Abone, Go To.. advanced features.

o)
\flat:
=
Find
Click the Magnifying Glas )
button to find commands & Graphics
search for objects, such ag Tahles
Graphics, Tables, Equation E -
or Comments. TC  Equations
AR
d

Footnotes/Endnotes

Comments k

Navigation Pane Technology Training Services | x24797
by Zahira Gonzalez 25




MS Office 2010

Find options like finding words that sound like your search term English and Japanese, wildcard
specification etc.

Find Options

[] Match case [] match prefix

[] Find whale words only [] Match suffix

[ ] use wildcards [] 1gnere punctuation characters

[] sSounds like (English) [] 1gnore white-=pace characters

[] Find all word forme (English)

Highlight all Incremental find lets you find
Incremental find text as you are typing it.

N —

set As Default QK l [ Cancel

Navigation Pane Technology Training Services | x24797
by Zahira Gonzalez 26




@ MS Office 2010

N2
NOVA SV VERSITY

YOUR FUTURE. YOUR TERMS.

Auto Text is Back!

To access the AutoText tool

Go to the
Insert tab

Click on

ick Part
Quick P Select

AutoText

Mme Insert Page Layout References Mailings Review Vi
[5] cover Page ~ EE N _ﬁ @ Hyperlink 5| Header ~ A =l Quick Parts ~ | [ Signature Lj
H bd B2 2 a0 . 1 B

da
[ Blank Page General EE AutoText

ew

= Table Picture Clip Shapes SmartA
'S Page Break v Art v (1| Document Property
Pages Tables Illustration| [w B=  Field.

EI b ﬁ . ; . 1 . Building Elocks Organizer...

had ﬂld Save Selection to Quick Part Gallery

- Mova Southeastern University Your Options

Nova Southeastern University
show...

: NSU

'__' NSL

AutoText is Back! Technology Training Services | x24797

by Zahira Gonzalez 27




ifsﬁ MS Office 2010

N2
NOVA UNTVERSITY

YOUR FUTURE. YOUR TERMS.

Building Blocks

A building block allows the user to save the things they commonly insert into a
document. Anything you can select in Word can be saved as a Building Block. Building
Blocks will maintain any formatting you’ve applied; bold, centering, or any option.

Select the ’
Insert tab Select Quick ‘

S~
Parts.
7
Home Insert Page Layout References Mailings Review View

[ Cover Page ~ j laal El@ ’_l_jz' 23 ﬁh e & Hyperlink = Header - A \Z| Quick Parts | [ Signature Line ~

Bkl A Bookmark |5l Footer | testing

want to use as a N Heacler & F| [ crmte what o vart 1o e o & Bl Sk, s isin aping an

Building Block. This |
includes applying any

SeIeCt What yOU Table Picture Clip Shapes SmartArt Chart Screenshot
Art - [ Cross-reference | [#] Page Nui (or create)
Tables Illustrations Links

£l

o il @ oo oo o@o oo oooga ool oo adlooa o

formatting. ildi
g — Building Blocks
- Building blocks allows the user to save the thing = .uore
f:\' [=] Field...
) Select Save Selection ;Qé EBuilding Blocks Organizer..,
- . Save Selection to Quick Part Gallery...
: to Quick Part Gallery = ? =
4
Building Blocks Technology Training Services | x24797
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W=

Select the gallery

Name the where you want

Building Block. the Building Block

\ aate New Building Block 7% .
E— to display.
Mame; My new building block, | / I .
2
v

Gallery: | Cick Parts
Cateqgory: |General W | \
Description: Giveita
category. J
Save in: |Bui|u:|in|;| Blocks L |
3

Opkions: | Insert content only w |

[ 8]4 l [ Cancel ]

Click OK /

Note: By default, any new Building Blocks are categorized as General, which can get
very old very quickly. But you could create a new category.

To Create a New Category

Create New Building Block Click the CAICHESS ’

] drop down.

Mame: |C|i|:k the Category | ~—
Gallery: | Quick Parts w | /
Category: General r\:

General
Description: St' T Select Create New
- _reate New _3aregqary ——

_reate NeWw _ateqory, .. Category
Save in
options: Insert content anly W

| (0]4 l [ Cancel
ClickOK |
B
Building Blocks Technology Training Services | x24797
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MS Office 2010

W=

Create New Category |E|[z|
| Give your new

Mamne: |Training documents
Category a more

‘_OK ] [ Cancel ] meaningful name.
=

|
5

Click OK

Use the Building Block

In your document, click where you want to insert the Building Block.

On the Insert tab,
in the Text group,
click Quick Parts.

N

Home Insert Page Layout References Mailings Review View
= Header - A \Z| Quick Parts ~| [2 Signature Line ~  TT

[ cover Page ~ j EE "T'}I ZJ ﬁh &, Hyperlink
| Fical = [l ;

|1 Blank Page BEE U < A4 Bookmark |5l Footer | testing
= Table Picture Clip Shapes SmartArt Chart Screenshot
*=, Page Break - Art - " Cross-reference | [#] Page Nui (or create)

Pages Tables Hlustrations Links Header f F | 1o sresiel shst you san o ia & Buling Bleek. This inelusdes septring an
E L e 2 . | 5 fl 0o o 08 0 o@o 8 o ) o6 0@ o o8 [ C 4
— = T T ; T T T T

Building Blocks

% Building blocks allows the user to sav~

g AutoText

r-\n . = Field...
: Select the Building - .
Q Building Blocks Organizer...
B|0Ck VOU Wa nt tO ,_aé Save Selection to Quick Part Gallery...

use.

Building Blocks Technology Training Services | x24797
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Edit the Building Block

If you want to edit a Building Block, you edit the Building Block in the document, and
resave it under the original name.

Insert the Building Block (if it’s not already there).

Edit and/or Format it as necessary.

Select what you want to include.

On the Insert tab, in the Text group, select Quick Parts.

In the drop down, select Save Selection to Quick Part Gallery

Give your revised Building Block the same name and same category as the
existing entry and click OK.

S

7. You'll get the following

Micrasaft Word R R
"~ Y
=) (o] (]
TP ——
8. Click Yes.
Building Blocks Technology Training Services | x24797
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Screenshot Tool

Select the
Insert tab

Select the
screenshot
option.

Page Layout References Ma

El= I3 smarthrt
= bd B8 @32

Cover Page ~

_] Blank Page il Chart

= Table Picture Clip Shapes .

= Page Break - Art - [ast Screenshot «
Pages | Tables | Hlustrations

.i. Home Insert Page Layout References Mailings Review View
Cover Page = E El= @ Smartart % Hyperlink 5| Header -
el |

[ Blank Page Chart A Bookmark S Footer -
= Table Picture Clip Shapes =
h—= Fage Break - Art - st Screenshot || ' Cross-reference |ﬂ Page Mumber =

Hustratio Available Windows |:|

When you click this screenshot
button, it shows all existing
ive windows running.

V

hd|

@t Screen Clipping \f
' If you want a selecti

screenshot of a

particular area, select
the link at the bottom.

Screenshot Tool Technology Training Services | x24797
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To Screen Clip

To take a new screenshot and insert it into your Word 2010 document you first need to

go to the screen you want to capture and then press the print screen button on your
keyboard.

If you then go back to your Word document and:
e Click Insert
o lllustrations
e Screenshot

o The screenshot will appear in the gallery in the first position.
e C(Click onittoinsert it.

Screenshot Tool
by Zahira Gonzalez
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New Features of MS Outlook 2010

Conversation Groups

In Outlook 2010, Conversation View groups email messages into conversations
based on the subject of the message. You can enable or disable it on all or only specific
folders in your mailbox.

Enable Conversation View

Select the ‘
View tab

_/\

Home Send / Receive Folder View

%) Change View ¥ Show as Conversations | |50 Date ! Eram T Reverse Sort

'l:;fﬁ. View Settings . ~ | @) Add Columns
=) o I size

q"_,n Reset View

Current View Arrangement

Select Show as
Conversations

Conversation Groups Technology Training Services | x24797
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Arrange By: Date Mewest on top

|-~ Office of Public Affairs 1:42 AM
M5 Bookstore is Hiring!

4 Yesterday

- Microsoft Outlook
=9 5 K

maore
(=3 Al Co

M5 Exchange Server set

P

s

’T Show messages arranged by conversations
. ir:

MS Office 2010

NSU Bookstore is Hiring!

Office of Public Affairs <pubaffa@nova.edu=
Fri 7/29/2011 1:42 AM
Enova.edu

L L]
To arrange all Nzt ,Er'r Alfaders | [ histoker | [ cancel | OW hlrlng
folders in your p- TR RGN _ s T
mailbox by in SF - tomorrow night ecu works
conversation 1 To arrange only the »
choose A11 , current folder,
Folders choose This

Disable Conversation View

1. From the View tab, deselect Show as Conversations.
2. Inthe dialog box that appears, if you want no folders in your mailbox arranged
by conversation, choose All Folders. To deselect only the current folder, choose

This Folder.

Conversation Groups
by Zahira Gonzalez
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Outlook Social Connector

The new Outlook Social Connector is an added information pane that gives you more
details on everyday contacts. Once set up, you'll be able to view:
e Pictures of contacts (even in large cc lists)
Previous conversations
Attachments shared
Meetings attended

7 QRN EG TNy Ads & Info - IMAP - Microsoﬂ_
Home Send / Receive Folder View McAfee E-mail Scan

i Ignore & P Pz pa ? ¥ Follow Up & Un... (-3 Mark as unread L} S AN < (i Find a Contact ~
. x X _4 ameetmg = = L _\/ L-Nl Y

4 Clean Up ~ =4 Mark as read .‘3 Completed - IMAP  ~ [} Address Book
New  New Delete Reply Reply Forward &, p v E = Move Rules OneNote Unread/ Follow ) ) Send/Receive
E-mail Ttems~ | & Junk~ Al R £ FYiTo Manager (@ Team E-mail S - - Read Up~ | YV FilterE-mail |~y Folders
New Delete Respond Quick Steps ) Move Tags Find Send/Receive
> . - | .
Ssarch NSt Ads B Info {CHic 8 #| Get ready to Upgrade to Microsoft Office 2010
- ala : .
| Arange By: From Aontop Office of Public Affairs <pubaffa@nova.edu>
i Office of Public Affairs Mon 5:10 ... Sent: Mon 7/25/2011 5:10 PM
Get ready to Upg dicroso... garveryr@nova.edu
|4 Office of Public Affairs  Tue7/19 -

SharkBytes - July 20, 2011

i ] Office of Public Affairs Mon 7/18
The 2012 parking decals are now...

- Office of Public Affairs 7/15/2011
Jacqueline A. Travisano Appointe...

- oOffice of Public Affairs 7/15/2011
NSU 'Quit Smoking' Program Sta...

[= Office of Public Affairs 7/11/2011

b .
Your Ticket to Success at NSU!
1 Office of Public Affairs  7/8/2011

1[1

Folders

NSU Rated One of Top 20 Colleg...

=4 Office of Public Affairs  7/7/2011 .
Ariba Updates/Information ® MlcrOSOfto
[ Office of Public Affairs  7/5/2011 "
SharkBytes July 6, 2011 Social
-] Office of Public Affairs 6/21/2011
SharkBytes June 22, 2011 Connector

-] Office of Public Affairs 6/20/2011
o The Office of Information Techno...
=
5| [ office of Public Affairs 6/17/2011 —
5& Free Bone Density Screening, Ju...
E - Office of Public Affairs 6/16/2011
= Open Casting Call on Saturday, J...
[=]
o= ' ¥
* [ S NSUJ facultv and staff members o
‘E SharkBytes June 8, 2011 y z » >
v
© | [ Office of Public Affairs 6/6/2011 e iR
! 5 You can be Tobacco-Free - Atten... £} = OIT's New Project Management Office is Coming in August 5:23 PM 7/26/2011 v
& i Office of Public Affairs 5/27/2011 y [5) | = SharkBytes - July 20, 2011 6:31 PM 7/19/2011 v
A NSU Remembers Those Who Serv...
e 3 5 \ {4 The 2012 parking decals are now il to all of the NSU i 10:29 PM 7/18/2011 v
& - Office of Public Affairs 5/25/2011 > ] = z < R i i s & : S
a Looking for a Job on Campus - .. ' — = A Senior Vice President and Chief Operating Officer at NSU 3:38 PM 7/15/2011 v
E ] Office of Public Affairs 5/24/2011 { U 4 NSU "Quit Smoking’ Program Starts July 25th 2:21 AM 7/15/2011 v
< Name Change for Center of Biot... [:::] {3 Microsoft Office 2010 is coming! 5:39 PM 7/12/2011 -
-E] i1 Office of Public Affairs 5/24/2011 o Add = I Your Ticket to Success at Nsu! 7:09 AM 7/11/2011 -
‘ SharkBytes May 25, 2011 [] NSU Rated One of Top 20 Colleges Committed to Community Service 10:09 PM 7/8/2011 v
£l = Office of Public Affairs  5/11/2011 {2 Ariba Updates/Information 12:24 PM 7/7/2011 -
3 Follow NSU on Facebook and yo...
i £33 SharkBytes July 6, 2011 7:35 PM 7/5/2011 v =
~ L Office of Public Affairs 5/11/2011 v
Filter applied | @ Connected | [ B3 100% 9"
Social Connector Technology Training Services | x24797

by Zahira Gonzalez 36



MS Office 2010

N2
NOVA UNTVERSITY

YOUR FUTURE. YOUR TERMS.

Quick Steps
m Home S5end / Receive Folder View
Gy S W@ Y Qo (B 25 Move -
#= Clean Up ~ i To Manager -
Mew  Mew Delete Reply Reply Forward B - | .~ ) _ Rules =
E-mail Hems~ & Junk - Al 27 | |3 Team E-mail - |
MNew Delete Respond Quick Steps I Mowe

Quick Steps that let you send a message

to your manager, create a team email,

mark an item as done, or reply to a

message and delete the original
age sent.

Quick Steps for first time

Click To

PG | Home send / Receive Folder View Manager

P .] @ i Ignare x .__a ,__E ,__s a ._E Re

%= Clean Up ~ Q To Manager
Mew  MNew Delete Reply Reply Forward B, . | s . — Rules =
E-mail Items~ | & Junk ~ All @7 | |44 Team E-mail =] | &
MNew Delete Respond Quick Steps a Move

Quick Steps Technology Training Services | x24797
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First Time Setup @
First Time Setup

This quick step forwards the currently selected mail message to the people specified below, Click

Options to specify extra textin the subject line or body of the message. After this Quick Step is Add i
emal

address

_;% Mame: |T::| Manager |

created, you do not have to enter this information again.

U o

Forward | To... | |
Save ] kCanceI ]
h\

N
\

N Click Save
AY

_—_— e ———— -

Optional: Set options, for
instance, you can specify

Options

| I —
7

\

~
\
4

additional actions, like saving
the message to a specific folder

—————————

or assigning a shortcut key.

N o o ——

Create your own Quick Steps
You can also build custom Quick Steps to suit your specific needs.
e Click the More button
e C(lick Create New to display the Edit Quick Step dialog box.
e Enter a name for the step and click the arrow in the Choose An Action field.
e Select the action you want the Quick Step to perform.
o You can specify additional actions if you like by clicking Add Action.
o You can also assign a shortcut key to activate the Quick Step.

e Click Finish to save your new tool.

Quick Steps Technology Training Services | x24797
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Managing your Quick Steps

e Over time, you may develop a number of Quick Steps you’d like to organize,
reorder, delete, or duplicate. You can do all these tasks in the Manage Quick
Steps dialog box.

e Display the dialog box by clicking the dialog launcher in the lower-right corner of
the Quick Steps group in the Home tab.

e You can then create, edit, duplicate, rearrange, or delete Quick Steps.

e You can also restore the Quick Step list to the original default setting if you like.

Quick Steps Technology Training Services | x24797
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New Features of MS Excel 2010
Share Workbooks

Share workbook allows multiple people to work in a workbook at the same time. Note
you can allow changes by more than one user at the same time. This also allows
workbook merging. The workbook should be saved to a network location where
multiple people can open it.

How to make Excel shared workbook 2010

Click the ‘
Review tab
Home Insert Page Layout Formulas Data Review View
?Spelling Eé ad Delete = Show/Hide Comment Qj_uF‘rntectSheet
a J
2, Research =& “) Previous 25 Show All Comments | 83l Protect Workbook
— Translate Mew
i Thesaurus Comment o Mext Q share Workbook
Proofing Language Comments
Click Share
Workbook
D
Share Workbooks Technology Training Services | x24797
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Share Workbook

Check Allow

changes

N _mllcuw changes by more than one user at the same time. This
3 ialso allows waorkbook, meraging.

Editing | Advanced |

Who has this workbook open now

MSU (Exclusive) - 72902011 12:31 PM

,_ Ok l [ Cancel

Click OK /

R

4

Share Workbooks Technology Training Services | x24797

by Zahira Gonzalez 41



MS Office 2010

Save As

Save in: | B My Documents i | ‘@ @ X = Ij T
@ My Recent I)camp
Documents | ) Downloads
@ Desktop @My Music
@My Pictures
2} r[‘)‘lv X By videos
oeuments
— 1 [C)9utiook Files
My =
] Computer etf My Computer
‘d Iy Metwiork
Places
Name your ’
file
/_ >
File name: |nw shared excel file i |
Save as type: |E><ce| Warkbook, b |
[ eee ] e

= A

Click Save ’

B

Share Workbooks
by Zahira Gonzalez
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Slicers

A Pivot Table is way to present information in a report format. The idea is that you can
click drop down lists and change the data that is being displayed.

Click Insert '

m Home Insert Page Layout Formulas Drata Review View

]'—'—‘ m==z | . El@ Ly Shapes - e Line = |y Area -
J l "-'_E el 1Y F_—| SmartArt aB Fie - EScatter -
PiugeTable Table Picture  Clip .., Column
/ Art st Screenshot ¢ - }Bar = oGther Charts =
Click Pivot ! Tables Nustrations Charts ¥
Table ‘ D4 - .fr| =VLOOKUP((LEFT(C4,2)),'Lookup Tables'!$
-— ) A B C O E F
' Units On-
1 |Store |~ |Product ~ |Part Numbe ~ |Vendor * Hand |~ Unit Pri¢~
2 Albany Keyboard 28-6653 Diamond 100 & 29
3 | Albany Mouse 27-3719 Treetop 218 & 19
4 |Rochester Monitor 22-4192[Pile 1 400 5 129
5 |Buffalo Memaory Board 22-8202 Pile 300 5 59
6 |Buffalo CD ROM Drive 23-4858 Letter C 20 % 39
7 Syracuse Hard Drive 25-6611 Circular 60 % 99
8 |Syracuse System Unit 27-1518 Treetop B0 5 199
9 |Utica System Unit 28-1847 Diamond 100 5 199
10 Buffalo Mouse 21-8312 Ace 160 & 19
11 Buffalo Monitor 28-7480 Diamond 40 & 129
12 Rochester Memory Board 22-1212 Pile 112 5 59
Slicers Technology Training Services | x24797
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Create PivotTable

Choose the data that wou wank to analvze

() Select a table or range

/ Table/Range: | iy
@)

se an external data source
Select a table |

vEnkary | A

or range

3
_
hoose where wou want the PivotTable report to be placed

(%) pew Worksheet

/%xisting Worksheet

Location: ERz
Click New ’

Worksheet

]

’_\—
i
sy

Click OK
N
Ed9-o-|s Microsoft Excel | PivofTable Tools | o @R
Home Insert Page Layout Formulas Data Review View Options | Design & o
e 9, » || 4 [aTZ B 7 crear - i fil5) PivatChart El Field List
) : S LElA 2 L Fl B3 select - ! | By oLaP Toals
PivotTable Active  Group 2z 1 Sort Insert | Refresh Change Data ., Calculations ¥
> Field = = = Slicer = - Source = ligy Maove PivotTable - (=P What-If Analysis
Sort & Filter Data Actions Tools Show
A3 - =~ | v

@]Inventor}r [Read-Only] - PivotTable Field List v X
1 ILI B c D E F G H J Choose fields to add to report:
2 [stare

3 | | [CProduct

L]

4 - - [CJPart Number

5 | PivotTables [Jvendor

6 | To build a report, choose fields |:|Units g”'Ha”d

T from the PivotTable Field List ) [t Price

8 Pivot table

9

LT/ — report and

11 = e n )

12 = | — field list

E g5 — N [

14 | = — Drag fields between areas below:

15 D - % Report Filter #H Column Labels
16

17

15

19

20 1 Row Labels = Values

21 | i |
Slicers Technology Training Services | x24797
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NeTr s OF
_ Choose
E Inventory [Read-Only] created based BrzoliableelHhsE to report
] I# = c on the fields H Choose fields to add to report: = B
2 selected [store
3 [Row Labels | ~ ISum of Unit Price [v]Product
4 | =CD ROM Drive 17 D R [JPart Number
] Letter C 39 [¥]vendor
6 Quick Parts 39 [Junits On-Hand
7 Treetop 39 [¥]Unit Price
& =Hard Drive 297
9 Circular 198
10 Letter C 99
11 = Keyboard 116
12 Circular 29
13 Diamond 29
14 Letter C 29 Drag fields between areas below:
15 Quick Parts 29 W Report Filter 7 Column Labels
16 = Memory Board 354
17 Circular 59
18 Nickel 59
19 Pile 236
20 = Monitor 774 1 Row Labels X Values
| Diamond 268 Product - Sum of UnitP.., +
lT‘ 4 Nm_Stnre Comparison Sheetfmsheetﬁr Inventory ﬂ|1 | il Ry =
[] pefer Layout Update Update

Click Insert \

Slicer B

Home Insert wout

= | | 4] |a =

;! —

PivotTable| Active @ Group l Saort Insert

- Field~| - o Slicer =
Sort & Filter

You may move
these labels
around

Note: Slicers make it faster and easier to filter PivotTables and cube functions. You may want to insert

a slicer to filter data interactively.

Slicers Technology Training Services | x24797
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Select
categories of
slicers to be

inserted
-

Click OK

Insert Slicers

[«]5tare

[ JProduct

[#]Part Mumber
Vendor

Units On-Hand

[w]Unit Price

[ QK l [ Cancel

e

N |
11

Slicers
by Zahira Gonzalez
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A B C D . ‘
y Slicers are now
2 Stare & inserted
3 Row Labels |E| Sum of ]
4 | =CD ROM Drive Albany
5 Letter C Buffal Part Humber
b Quick Parts
7 Treetop lthacs [ 21-8312 .
§ = Hard Drive 9947 Units On-Hand
g Circular ——
10 Letter C Syrag | 22-18 & S S—
11 = Keyboard _ a1 | 5 Unit Price [
- Utica B
12 Circular : [ 519 l
13 Diamond 2241 10
14 Letter C | $29
_ 13
15 Quick Parts @ - [ l
16 = Memory Board 1 2268 | 17 [ 333 l
17 Circular W [ 550 l 3
18 Nickel 22-82 i ‘
19 Pile 235 20 | 599 |
20 | = Monitor 774 - [ 5129 l
21 Diamond 258 32
2 Pile 37 || s199 |
2 el DA~ 4720
Slicers Technology Training Services | x24797
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Creating Trendlines

Select the

Select the Clustered
Column 2-D column
bar graph under the

m_l-lome Insert Page Layout Formulas Data Review el option
'

= = El@ Ly shapes - i Line = |y Area =
& B  |oal BE
L I3 smartart B Fic - |- sca I co
PivotTable Table Picture Clip ... Column
- art et Screenshot - - }Ear* Charts = | ["" Wi
Tables Nlustrations Z-D-Column/ ark
F11 - £ |
= T o < o dn=d 20
1 3_'} o Iy
2 2005-2006 2006-2007 2007-2008 20 Clustered Column
3 wmkEhGF 14 18 26 Compare values across categories
4 | Staff train 33 94 120 by using vertical recktangles.
3 |Micro Lab 2 10 43 Cylin  Use it when the order of categaories
B Training w 2 18 25 is not important or for displaying
itern counts such as a histogram.
7 |Portable 0 0 25 ||

Click on Select
Data.

Creating Trendlines Technology Training Services | x24797
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Hame Insert Page Layout Formulas Data Review View Design | Layout Format

IR =R \LL@\H b

Chart Type Template | Fow/Column Data

Type | Data | Chart Layouts | Chart Styles
Chart 4 - (- 5|
A | B | ¢ | o | E F | & | w | 1 | 1 | x |
1|
2| 2005-2006 2006-2007 2007-2008 2008-2009 2003-2010
3 Workshop 14 18 26 33 50
4 staff train 33 94 120
5 Micro Lab 2 10 25
b |Training w 2 18 25
7 Portable 0 0 25
8
9|
10
11
12
13
14
15
16
17
18
Click the rectangular b
beside the "Chart Data
Range" field. p
Creating Trendlines Technology Training Services | x24797
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Select Data Source

Chart data range: |

J ( £ Switch RowColu ) L
Legend Entries (Series) Horizontal (Category) Axis Labels
’ 3 Add ] 5 Edit X Remove || & (| w = Edit
Hidden and Empty Cells ] QK l [ Cancel

to be included in

Select the dataset |

the column graph.
“w 9

Select Data Source

| =Sheet21$B53: R4

1
2 20,)5-2006 2006-2007 2007-2008 2008-2009 2009-2010
3 \Workshop 1 141 18 - % 33 500
4 |Staff train) 33 94 120 175 2751
5 Micro Lab} 2 10 25 30 45!
6 |Training wi 2 18 25 20 35,
7

Portable 0« 0 P B Click on the
box again.
-

Switch the row/column
data as appropriate by
clicking "Switch

Row/Column."
\

Creating Trendlines Technology Training Services | x24797
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Select Data Source

Chart data range: | =Sheetz 14643 $F 46|

( .I." —

| [ switch Row/Column | >

1l

S

Legend Entries (Series)

Horizontal (Category) Axis Labels

’ 3 add ” E5 Edit ” )(Eemn'u'e] " B

’ [ Edit ]

Seriesl
Series2
Series3

Seriesd

1

[ TR S Y R S )

Hidden and Empty Cells

Creating Trendlines

by Zahira Gonzalez
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s T 11| (a1
300
250
Right-click the column - = A A7 Series§ i
25
bar to add the B /=== A-~ -G -
_ =E=E=A-0-2-9
B ser
Delete Series3
100 &4 Reset to Match Style W Seriesd
—_—
i.h Change Series Chart Type... Seriess
20 EL Select Data...
3-D Rotation...
0 -
Add Data Labels
dd Trendline... L
Format Data Series...
Click on Add
dline.
Creating Trendlines Technology Training Services | x24797
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Format Trendline

MS Office 2010

Trendline Options

Line Colar
Line Style
Shadow

Glow and Soft Edges

Trendline Options
Trend /Reagression Type

) Exponential
'@' Linear
) Logarithmic
{3 Polynomial
{:} Power

{:} Moving Average

Trendline Mame
{;_} Automatic :
) Custom:

Forecast

Forward: |D.[J

Backward: |I].[J

Linear (Seriess)

]

periods

periods

[ setintercept = 0.

[] Display Equation on chart

[] Display R-squared value on chart

Select one of

the Trendline
options.

Creating Trendlines

by Zahira Gonzalez
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(e T ja | L=
300
250
I Seriesl
200
N Series?
150 [ series3
N Seriesd
Trendline I Seriess

Linear (5eries5)

selected appears
) 0
y/
-| 1 2 3 4
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New Transitions

Select the
Transitions

Mme My favorites Insert Design Transitions Animations Slide Show Review View

iy L =] . =
- — w4 4 = (|
Preview MNane Cut Fade Push Wipe split Reveal = Effect
Options
Preview Transition to This Slide //
Click on the
drop down
menu
Choose a special ef
will be applied during the
transition between the
previous slide and the
current slide.
New Transitions Technology Training Services | x24797
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Home My favorites Insert Design Transitions Animations Slide Show Review View
. Subtle ||
: =l ] =
— O = = & =
Mone Cut Fade Push Wipe Split Reveal Random Bars
Preview
o off [
[
4 Defaul Shape Uncover Caver Flash
Exciting
@ M
Dissalve Checkerboard Elinds Clock Ripple Honeycomb Glitter Vortex
L] (
[/ o] H
Shred Switch Flip Gallery Cube Doors Box Zoom
= Dynamic Content
Pan Ferris Wheel Conveyar Rotate Window Orbit Fly Through |:|

New Transitions

by Zahira Gonzalez
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Sections for Organization

Home My favorites
ﬁ & : =] Layout -
Sa

- EReset
Paste Mew
- 3’ Slide = _ISECtICIr'I <
Clipboard Slides
I = x
Fe

Select the
dividing tab to
collapse a

tion.

e
L e e
- g e

Sections for Organization Technology Training Services | x24797
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Hame My favarites
& 3 j I:I Layout =
ca

= =| Reset
Paste
- j 5||dev _ISECUUHT
Clipboard Slides

Il |§ |I
- -

Collapsed
section

4 Sample Slides F...

Sections for Organization Technology Training Services | x24797
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New Features of MS PowerPoint 2010
Background Removal Tool

Insert desired
graphic to your
Power Point (PP) ~. -
. | M -

Background Removal Tool Technology Training Services | x24797
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Insert Picture

Look in: | 1‘@ My Pictures

UB My Recent
Documents

(& Desktop '!/I
Ay My
'a Documents

ﬂ '(‘Zagmputer QuickCam i dolphin3 Sample Pictures

.‘Q My Metwork
Places

File name: I v |

Files of type: i All Pictures v l

| mnsert ]'][ Cancel ]

Click Insert

3

Background Removal Tool Technology Training Services | x24797
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0}

Graphic inserted,
make sure to select
he picture.

Home My favorites

ig Corrections = ﬁ

:“ g Color - By

ave

Select the Remove ckground [ Attistic Effects ~ g~
Adjust
Background (from e
he ribbon).
Background Removal Tool Technology Training Services | x24797
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Reposition
selection

Background Removal Tool Technology Training Services | x24797
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View after
repositioning

Background Removal Tool Technology Training Services | x24797
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File Background Removal ‘ Slide Show View ’ Format

o @G & v

Mark Areas Mark Areas Delete = Discard All  Keep
to Keep toRemove Mark Changes Changes

Refine | Close
] X

Select Keep
Changes

e
4 Default Section  —

Click To Edit Master Title Style

U Overview and ...

4 Topic 1

Background Removal Tool
by Zahira Gonzalez
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