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Introduction

If you are one of the millions of people worldwide who rely on Microsoft ® Word to create
documents for business, school, or personal projects, you might have some expectations for
what youdll find in thi stfastes wore nveniertwaystoVh et her vyou

accomplish everyday tasks or new technologies that help take your results to a new level,
Microsoft Word 2010 has the tools you need.

i Create better documents that help your important content shine.
1 Work more quickly and easily when working with others on documents.
T Access and edit your docume f brdine orloretime roadiid s conve

rather than being tied to your computer.

New and improved tools for formatting and managing documents make it easier than evert o
create incredible content. Working with others on documents no longer means waiting your
turn. And, you can access and work on your files where and when your best ideas occur.

Welcome to Word 2010/ our most powerful, intuitive, and customizable release yet.



=a.0ffice

Word 2010: At-a-Glance

Bring you

Todayds document s r argdstsftafams, complepréperts &nd papeesr s
that used to require a professional print shop. But one thing is common to all of them#fi your
documentsrepresentyo ur i deas . T h atheindo b& mgre thyao just worsion
paper.

Word 2010 gives you the tools to create the professional, polished documents that help you
express yourself effectively.

Give your text the power to jump off the page

Effective document design is about helping you convey your important information. When you
need your text to be as powerful as your images, Word 2010 offers flexible and easyto-use
tools that give new life to your words.

1 Apply impressivetext effects i such as gradient fills and reflectionsfi directly to the text
in your document, as easily as applying bold or underline.

1 Put a creative flourish on your documents by getting the most out of OpenType fonts.
New OpenType typography features provide support for ligatures, stylistic sets, and
more.

Create visually compelling documents

Whether good or bad, the colors, effects, and graphics in documents always get noticed. So, if
youdre not a graphic desi fgimetospendahthylook of yoarn 6 t
documents, how can you create a customized, weltcrafted look? Word 2010 provides an array
of new and improved features that help you look like a design pro and help your documents
make the right statement every time.

1 Use new and improved picture editing tools fi including professional-quality artistic
effects and advanced correction, color and cropping toolsfi and fine-tune the pictures in
your documents without the need for additional photo -editing programs.

have
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1 Take advantage d more professionally-designed, customizable Office themes and

coordinating Word templates . Use themes toapply consistent colors, fonts, and graphic
formatting effects throughout all of your Microsoft Office 2010 documents in just a few
clicks.

i Explore a wide selection of additional SmartArt graphics fi including many new layouts
for organization charts and picture diagramsii to create inspiring graphics just by typing
a bulleted list.

Get easier access to the right tools, at the right time

New and improved features can help you be more productive, but only if you can find them
when you need them. Fortunately, the enhanced, customizableRibbon in Word 2010 makes it
easy to uncover more commands so you can focus on the end product, not how to get there.

Wantan easier time making sure the documetat youdre
share? Wishing for a faster, more direct way to print something? The new Microsoft Office

Bac k st ag edn halpiyauwchieve all of this and more. You can now more easily pint,

share, and manage your documents, and customize your Word 2010 experience, all from one

convenient location.

Save time and simplify your work

No matter what type of documents you create, you want to focus on your content, not the tasks
associated with creating and managing documents. Word 2010 delivers new and improved tools
that simplify and save time at every step.

1 Find your way with the improved Navigation Pane with integrated Find tools in Word
2010. Jump to the right place in your document, easily rearrange content, and find what
you need quickly with a new results list and automatic hit highlighting.

1 Recover files that you closed without saving! You can now recoverfiles after you
accidentally close without saving, even if you had never saved the document.

1 Save time and improve results with intuitive features such as the newPaste with Live
Preview and an improved Contextual Spell Checker . Getting it right the first time is
always faster than doing it over.
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1 Keep your thoughts and ideas organized and accessible while planning and authoring
your document by using the new Linked Notes feature with Word 2010 and Microsoft
OneNote® 2010.

Work toge

You may need to share documents with colleagues classmatesor friends, or perhaps you need
to work with others on a team project. Regardless, the complications and delays that can arise
when sharing or working together on content can be frustrating to say the least. That is, until
now. Word 2010 makes waiting your turn a thing of the past and gives you new and improved
tools that make sharing your work simple and hassle-free.

Redefine working together on documents
Word 2010 provides easy ways to bring people together. New and improved technologies help
break down barriers so you can share and collaborate more efficiently and effectively.

1 You can now edit the same document, at the same time, as other people in other
locations.* You can evencommunicate instantly as you work, directly from Word.?

i1 Collaborate with confidence using new, improved and simplified security tools. For
example, the new Protected View helps you make informed decisions when opening
unknown files, before exposing your computer to possible vulnerabilities.

1 Break down language barriers with improved translation tools  and language settings .

Anywhere

I f your ideas, deadlines, and work emergemcies
your desk, you are certainly not alone. Fortunately, Word 2010 gives you the power to get things
done when and where you want.

' Co-authoring requires Microsoft SharePoint® Foundation 2010 for business or a free Windows LiveE 1D for personal use. Co
authoring via Windows Live will become available in the second half of calendar year 2010

2 Instant messaging requires one of the following: Microsoft Office Communications Server 2007 R2 with Microsoft Office
Communicator 2007 R2; Windows Live Messenger, or another instant messaging application that supports IMessenger. Voice calls
require Office Communications Server 2007 R2 with Office Communicator 2007 R2 or an instant messaging application that supports
IMessengerAdvancel.

Microsoft 4
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Work when and where you choose

I t 8ds e agourWoml 20lGadocementswi t h you and stay on top of yoc
on the go.

1 Microsoft Word Web App enables you to view a high fidelity version of your
documents and make light edits using some of the same formatting and editing tools
that are in Word 2010, from virtually any computer with a Web browser. ?

1 Microsoft Word Mo bile2010 gi ves you a |l ightweight editor f
especially designed for easy use on yourWindows phone.*

Whet her youdr e wnakirtgepog, revising yourdeanr papem, working with a
volunteer team on the next big fundraiser, or getting things done on the run, Word 2010 makes
it easier to get what you need done more quickly, with more flexibility, and with better results.

® Microsoft Office Web Apps require an appropriate device, Internet connection, supported Internet Explorer, Firefox, or Safari
browser, and either SharePoint Foundation 2010 for business or a free Windows Live ID for personal use. Editing in Word Web Ap
via Windows Live will become available in the second half of calendar year 2010. There are some differences between theefatures of
Office Web Apps and the Office 2010 applications.

* An appropriate device is required. Some mobile functionality requires an Internet connection. Office Mobile 2010 is not included in
Office 2010 applications, suites, or Office Web Apps. It willbe available at the general availability of Office 2010 on Windows phones
(Windows Mobile 6.5 or above). There are some differences betweenthe features of Office Mobile 2010 and the Office 2010
applications.

Microsoft 5
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Word 2010: A Closer Look

Bring your ideas

Give your text the power to jump off the page

Text Effects New!

You already use graphics and images to call attention to important content in your documents.
Now, you can apply the same types of formatting that you use for those graphics and images
directly to document text. Unlike WordArt from earlier versio ns of Word, you apply text effects
to actual document text, so you can still edit and spell check that text and even add text effects
to paragraph, character, list, or table styles.

Avalilable text effects include gradient fills, custom shadows, reflection, glow, soft edges, bevels
and more, as well as a range of preset gallery options that enable you to quickly apply a
coordinated set of effects.

Figure 1: Find the Text Effects
gallery in the Font group on
the Home tab.

& outline

£y Shadow

/%, Reflection

& Glow

Note : When you access the command labeled WordArt from the Insert tab in Word 2010, you
now get an editable text box with in which you can use the same text effects discussed here.
These same effects are also available to any text in Microsoft PowerPoirit 2010 and to text in
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graphics in Microsoft Excel® 2010. Text effects were introduced in PowerPoint and Excelin Office
2007 and are referred to as WordArt in those applications.

Quick Tip: For additional text effects that you do not see in the Text Effects gallery, click the dialog box
launcher icon in the Font group. At the bottom of the Font dialog box, click Text Effects to open a dialog
box that includes effects such as gradient fills, gradient lines, and 3D bevels.

OpenType Typography New!

I n Wor d sadylt@dmakeiamn ilpact with your text by taking advantage of the typography
capabilities in many OpenType fonts. For example,explore the OpenType typography features in
existing fonts such as Calibri, Corbel, and Cambria. Or try Gabriola, a new font irDffice 2010
that offers a rich array of Stylistic Sets

Word 2010 provides support for the following OpenType typography features:

9 Ligatures: Ligatures give your document the look of professional typesetting by
combining character pairs, as shown inFigure 2.
Figure 2: Standard

Ligatures join character pairs such as ff and ﬁl ligatures applied to text

in the Constantia font.

1 Stylistic Sets: Use stylistic sets to add flair to your documents, as shown inFigure 3.

Welcome to Word 2010

Figure 3: Text in the Gabriola
Welcome toWord 2010 font, using stylistic sets 1,4,

and 7.
; ) e
@e\éome to \/\(/;% 2010
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i Alternate Number Forms and Number Spacing : Control the appearance and layout of
numbers in your text using number forms and number spacing alternatives, as you see in
Figure 4.

Use the same font both for numeric data, such as Figure 4: Number Forms and Number

12345 and within text, such as 12345, Spacing applied to text in the Cambria font.

1 OpenType Kerning : When you apply the font kerning in Word that you already know ,
Word 2010 now uses the OpenType valueswhen available in the font for a more precise
result as specified by the font designer.

Note : SeveralOpenType typography features are also available in Microsoft Publisher 2010.

Create visually compelling documents

Picture Editing Tools New and Improved!

Word 2010 gives you the freedom to be your own graphic artist with a range of new and
improved tools for working with images.

1 Apply all new Artistic Hfects, such as paint strokes, glass, pencil sketch, and pastels.

i Grab only what you want from your image and leave the rest behind with the new
Remove Background tool.

Figure 5: An original image (top left) and the same image with the glow edges (center) and
glass (right) artistic effects applied, and with background elements removed (bottom) . Picture
styles and effects are also applied to the top row of images to provide shapes,reflection,
gradient border, shadow, bevel, and 3-D rotation.

Microsoft 8
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1 Explore new $harpen and Soften correction tools along with improved Brightness and
Contrast.

1 Experiment with new color tools including Color Saturation and Color Tone, as well asan
improved Recolor tool.

1 Perfect your pictures quickly with an advanced cropping tool that enables you to crop to
a shape or to a selected aspect ratio, or to pan and zcom in on key image elements just
by dragging and resizing the picture within the crop area.

Figure 6: An advanced cropping tool displays your full image in shadow while you crop.

Quick Tip: Use Live Preview to save time when editing photos. Point to an option in the Correction ,
Color, or Artistic Effects gal | eri es t o see the settings applie
see exactly what you want in the galleries, clické Optio ns at the bottom of any of those galleries for a
dialog box that offers advanced formatting choices.

Note : The same new and improved picture editing tools are also available in PowerPoint 2010,
Excel 2010, and Microsoft Outlook® 2010.

t

(o]
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Insert Screenshot New!

Want even more ways to add the impact of images to your documents? Take screenshots in
your other open windows directly from Word 2010. Or, select from a gallery of available
screenshots automatically populated by your open windows.

Note : The ability to take screenshots directly from Office 2010 programs is also available in
PowerPoint, Excel, Outlook, Publisher and OneNote.

Additional Office Themes Improved!

You want all your documents to have a consistent, professional lookii but who has the time for
all that formatting? You do, because Office themes enable you to apply a coordinated set of
fonts, colors, and graphic effects to your entire document in just a couple of clicks.

Themes were introduced in Office 2007 for Word, PowerPoint, Excel, and Outlo&, enabling you
to apply a consistent, professional look to all of your content. Office 2010 adds 20 additional
built-in, professionally-designed themes for a total of 40 built -in designs, as well as easy access
to many additional themes on Office.com. Cugomize or create your own themes for an

effortless way to implement your own personal or business branding, or use the designs
provided to quickly add impact to any content.

Wd9- 0=

MOme Insert Page Layout Referel
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Quick Tip s:

1

In Word 2010, you can also apply theme effects or other theme fills to shapes. The other theme fills
available are the PowerPoint slide backgrounds from your themefi making it easy to coordinate all of
your Office 2010 documents. To access the fills that math your PowerPoint slide backgrounds, select
the shape to fill and then, on the Drawing Tools Format tab, in the Shape Styles group, expand the
Shape Styles gallery and then point to Other Theme Fills . (Note that these same fills are also
available to shapes in PowerPoint and Excel and were introduced in those programs in Office 2007.)

Word 2010 also includes several new, professionallydesigned templates that coordinate with Office
themes. For example, create a new document based on the Adjacency Repdrtemplate and then point
to different themes in the Themes gallery to see how the graphic elements in that template change,
as shown in Figure 8. Notice that shapes used as backgrounds on the first two pages of this template
use the slide background fills noted in the preceding tip. To access templates that are installed with
Word 2010, click the File tab to open the new Backstage view, click New and then click Sample
Templates .

[Type the
d .

[Type the document title]

[Type the
document title]

Figure 8:

Original
Adjacency

Report template
(top) and,
clockwise from

[Type the
document titie]

the document

top with Black

Tie, Austin,
Angles, and
Hardcover

Iypeth docurmen e i themes applied.

[Type the document title]
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T Quick Tip s: You can mix and match theme elements to create a custom look in no time. Sdect
separate theme colors, theme fonts, and theme formatting effects from their respective galleries on
the Page Layout tab, in the Themes group. Then, use the Save Current Theme option at the bottom

of the Themes gallery to save your selections as a cusim theme that you can apply to content in
Word, PowerPoint, Excel, Outlook, and even Microsoft Access 2010.

1 In addition to the 40 built -in themes available from the Themes gallery,explore the Office.com
category in that gallery and check it oftenfi selectthemes appear automatically as they become

available.

Additional SmartArt Graphics

Improved!

You know that a graphic can often help display your important points more effectively than just

text.

That 6s why

i tos

s 0 i ngpaphictfoayour content andhmake s e

it look its best. Fortunately, Office 2010 adds dozens of additional SmartArt layouts for a total of
more than 130 different diagrams that you can create as easily as typing a bulleted list.

These popular graphics, introduced in Office 2007, make it possible for anyone to create truly
impressive diagrams. SmartArt layouts include a broad range of options from lists to process,
cycle, and relationship diagramsthat can help you convey related ideas and non-linear concepts

with greater visual impact.

The new layouts added in Office 2010 include additional organization charts, picture diagrams,

and many more. You also get improved tools for working with picture diagrams, such as the

ability to easily add or replace images from within the text pane or replace selected images in

your diagram using the Change Picture Command on the Picture Tools Format tab.

-
Choose a Smarthrt Graphic

n

& een
g
b4

3 il SR

All

List

Process
Cycle
Hierarchy
Relationship
Matrix

Pyramid

i

Picture

Office.com

»

m

Captioned Pictures

Use to show pictures with multiple levels of
text. Waorks best with a small amount of
Level 1 text and a medium amount of Level 2
text.

Figure 9: The
Choose aSmartArt
Graphic dialog box,
available on the
Insert tab in the
[llustrations group.
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Quick Tips:

1

When you insert or select a SmartArt graphic, the SmartArt Tools Design and Layout tabs become
available on the Ribbon. On the SmartArt Tools Design tab, find galleries of formatting effect styles
and color options that automatically coordinate with your theme. Also find the Layouts gallery on
that tab, from which you can select a different layout and just click to apply it to your selected

di agram. Content youdve already aatedietde newolayquo u r

When you insert a SmartArt graphic, a text pane automatically appears. Type in that text pane to
populate shapes in your graphic with text, press ENTERo add new shapes, and use the TAB and
SHIFT+TAB keys just as you do in a bulletd list, to promote or demote shapes or text within shapes.

Notice the Office.com category in the SmartArt dialog box. Check that category periodically for select
new layouts that are added automatically asthey become available.

Note : SmartArt graphics are also available in PowerPoint 2010, Excel 2010, and Outlook 2010.

Shapes and Shape Effects Improved!

Word 2010 provides full support for Office Art. That means you now have many of the advanced
capabilities for working with shapes in Word that you have in PowerPoint and Excel. Select from
additional shape types and enjoy more tools, timesavers, and formatting flexibility. For example,
just select a shape and start typing to add text.

Additionally, you can apply the same formatting effects to shapes that you can apply to other
graphics in your documents, such as bevels, reflections, and soft edges. As with SmartArt

graphic styles and chart styles, shape styles now also coordinate automatically with your theme
fonts, colors, and effects.

Microsoft 13
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References Mailings Review View }Aﬁj:l:im{
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p— : Figure 10: The Shape Styles group
e on the Drawing Tools Format tab
u Shadow ¥ provides styles that automatically
] Retection > coordinate with your active
() gow , document theme as well as a wide

sorteages selection of effects.

(oo
") sorotation »

Quick Tips:

1 Try new keyboard shortcuts for working with shapes. Select the shape and then use SHIFF the arrow
keys on your keyboard to resize the shape. Or, hold the ALT keys while you press left or right arrow
keys to rotate a shape.Add CTRL to these key combinations to resize or rotate in smaller increments.

1 Also new to Word 2010, check out the Selection Pane.Find this pane on the Home tab, in the Editing
group or on the Drawing Tools Format or Picture Tools Format tabs, in the Arrange group. the
Selection Paneenables you to easily select, renameyeorder or hide graphics in your document.

1 Expand the Shape Styles gallery for the optionOther Theme Fills , which enables you to apply the
PowerPoint slide backgrounds from your theme as shape fills. See the information on Office themes
earlier in this guide for more detail and examples.

Get easier access to the right tools, at the right time
Ribbon Improved!

Locate the commands you need when you want them and where you want them. The improved,

customizable Ribbon, avaibble in all Office 2010 applications, replaces traditional menus and

tool bars to give you a more personalized work exp:
find and use the full range of features that Word provides fi so that you can get more done in

less time.

1 Create your own tabs or customize built-in tabs on the Ribbon to personalize the Word 2010
experience to your work style.

Microsoft 14
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i The standard tabs that you see on the Ribbon are organized to display commands relevant
to a given task, so that you can find what you need more quickly.

1 The Ribbon also provides contextual tabs to give you exactly the right tools for the task. For
example, when you click in a table, contextual tabs appear on the Ribbon to provide easy
access to all the features you need fa working with that table.

W Hd9-0 - My Report.docx - Microsaft Word
Home Insert Page Layout References Mailings

Deslqn Layout

=&

Product 1

156

308

143 186

Product 2

222

287

326 333

Product 3

197

270

441 220

Product 4

122

376

357 189

Figure 11: Contextual tabs automatically display when you need them.

Microsoft Office Backstage View New!

Review View A} ‘)
Select ~ Insert Below Merge Cells  §] 0.1 % A= ] Repeat Header Rows
I»& 9 G - “Z Rep
\}\ew Gridlines HH nsert Left [ split Cells i1 === ._] =5 — =% Convert to Text
= =¥
Delete | Insert . Text Cell Sort
[5 Properties > above [l Insert Right | =splitTable | E AutoFit - =l =l I birection Margins Jfe Formula
Table Rows & Columns £l Merge Cell Size Alignment Data
il
-
Q1 Q2 Q3 Q4

On the left edge of the Ribbon you see the File tab. Just click that tab for an all-access pass that

makes it easier than ever to manage your files and customize your Word experience.

The new Backstage view replaces the traditional File menu to provide asingle location for all of
your document management tasks. For example:

T When you first

open

Backstage

Vi

ew,

youodr e

can manage document protection options, view and edit file properties, inspect the
document for proprietary information you may not want to share, and much more.

1 From the Save & Sendtab in Backstage view, you can send yourdocument as aWord
2010 attachment, or as a PDF or XPSile. You can also publish your document as a blog
post or save the document to an online location for access to incredible new
collaboration features discussed later in this guide.

i The Print tab, shown in Figure 12, provides a new, integrated print experience with a full

page Print Preview right alongside all of the print options you need .

15
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FEECIE Word 2010 Report.docx - Microsoft Word [= | [
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Il save
Print =
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& open print
o close S
. Printer
J Printer
Recent 2D Ready
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New
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Print
Print All Pages
! Print the entire document
Save & Send
Pages
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Collated
e . Word 2010 Report
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] e
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Custom Margins

D 1Page Per Sheet

Page Setup

41 lof11 » 61% O—0—

@@

Figure 12: The new
integrated Print
environment
available from
Backstage view.

Quick Tip: Check out the Recent tab in Backstage view for lists of both recently accessed files and
recently accessed locations. Pin files or locations to that tabto move them to the top and keep them

easily accessible. In addition, you can remove a recently used file or location by mht-clicking the list item
and then clicking Remove from list..

The Ribbon helps you create your content. Backstage view helps you manage it.

Save time and simplify your work

Navigation Pane

Improved!

The improved Navigation Pane in Word 2010 (formerly called the Document Map) transforms

the document navigation user experience, providing a visual representation of the heading
structure of your document.

Using the Navigation Pane, you can do the following:

1 Browse headings to quickly find your place within a document and just click to go to that

locatio

n.

1 Drag and drop to quickly and easily rearrange headings and the content beneath them.

i1 Locate where someone else is currently editing in the document, or where their most

recent changes were.

Microsoft
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I> Power User Tips
I Where to Find It
-
I Version Comparison A
b FAQ o
I> Requirements\Disclosures ren 1 o 3
4 [ »
Section:3  Page: 190163 | Words: 13,516 | B | | \EEI B = = 100% @—D—@I

Figure 13: Drag and drop headings in the improved Navigation Pane to quickly rearrange
document content.

Find Tools Improved!

The improved Find experienceis now seamlessly integrated in the Navigation Pane. Word 2010
automatically searches asyoutypet he t er m vy o u dvisually highlghingalbmatches.

T

The new results view in the Navigation pane shows a quick preview of all search
matchesfi click any preview to jump to that point in the document.

The headings view highlights the areas inthe document in which results appear.
The thumbnails view filters to show you just the set of pages that contain a search result.

From the Navigation Pane, you can alsobrowse the document by object type, including
graphics, tables, equations, footnotes, endnotes, and comments.

The familiar Find and Replacedialog box is still available for more advanced searches
and Replacetasks.
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Wik 9-3|+ Quarterly Report.docx - Micrasoft Word |
File Home | Insert  Pagelayout  Refersmces  Mailings  Review  View @ .
= .. e e #na - Figure 14:
Arial (Body] v 11+ A Aav | B 2T %
(B o 1) A v z AaBbCcl AaBbCcl AABE AaBbC _ a5, Replace
3 fa
Paste o . - . i i | Change
e 4 B I U e X, X A bee] THormal Mo Spacing Headingl  Heading2 Coan9e | Iy Select- The
Clipboard Font 5 Paragraph 7 Styles 5| Editing
Navigation *%| | Heading 2 ' & improved
sta N
controls x T You can easily change the formatting of selected text in the document g Toolstab to .
6 matches text by choosing a look for the selected text from the Quick Styles e the for . F|n d tools ,
EIEAE oo gallery on the Home tab. You can also format text directly by using the
= - other controls on the Home tab. Most controls offer a choice of using of the sidebar text | nte I'ated
Z';:g“t’h’fsfjﬁ f;’:fr“‘j":gn the look from the current theme or using a format that you specify box g
the Home tab, Most controls directly. box.] . t th
affera into e
To change the overall look of your document, choose new Theme
the other controls on the elements on the Page Layout tab. To change the looks available in the N H H
:2:‘;::Z'r’\jfi;tg(?::'f:::"” Quick Style gallery, use the Change Current Quick Style Set command. avi g atl on
from the Both the Themes gallery and the Quick Styles gallery provide reset L .
commands so that you can always restore the look of your document to I p ane., Inc I u d e
. 1
also format text directly by the original contained in your current template.

using the other controls on
the Home tab. Most control
fhe Home tab. Hlost conirol HEADING 3
On the Insert tab, the galleries include items that are designed to

coordinate with the overall look of your document. You can use these

the new

the other controls on the

search results

Home tab. Most controls offer galleries to insert tables, headers, footers, lists, cover pages, and other
a choice of using the look o N
from the document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look. p ane s h own
also format text directly by
using the other controls on
the Home tab. Most controls here.

offera

age 2] Heading 2
the other controls on the
Home iah_Mast canfrals affer

Quick Tip: Use the familiar CTRL+F shortcut to activate theSearch Document box in the Navigation
pane. To access the Find and Replace dialog box, click the arrow on the right edge of theSearch
Document box and then click Advanced Find . Or, press CTRL+Hto open the Find and Replace dialog
box to the Replace tab and CTRL+G to open that dialog box to the Go To tab.

Recover Unsaved Versions New!

Wedve all done it. You work for a while, get the
without saving. Maybe you thought the save prompt
or maybe you were just distracted while closing the file. The result is the saméi your work and

the time you spent to create it have been lost. Well, not anymore!

Expanding on the AutoRecover capabilities that you may know from earlier versions of Microsoft
Office, Office 2010 now recovers versiors of files that you close without saving.® Easily access
and manage recovered documents right from the Info tab in B ackstage view, as shown here.

® Recovering available unsaveddocuments and autosave versionsrequires you elect to save AutoRecover information. To keep an
autosave version until your next editing session you must also elect to keep the last autosaved version when you close without
saving. To access these options, in Backstage ®&iv click Options and then click Save.

Microsoft 18
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Permissions
Anyane 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

Customn XML data

Content that people with disabilities find difficult to read

Versions
Today, 11:17 AM (autosave)
Today, 10:29 AM (autosave)

Properties
Size

Pages

‘Words

Total Editing Time
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Tags

Camments

Related Dates
Last Modified
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Last Printed

Related People
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Last Modified By

Related Documents

30 Minutes
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Today, 10:57 AM
Today, 10:09 AM

@ Ayca Yuksel

@ Ayca Yuksel

J4 openFile Lacation

Show All Properties

Figure 15: Access
recovered versions
of your documents
on the Info tab in
Backstage view,
under the Versions
heading.

I You can recover drafts of documents that were never saved. Find this option in

Backstage view, on the Info tab, under the Manage Versions button.

9 Also access up to the last fiveauto save versions of your previously saved active
document from the Info tab in Backstage view. By default, the last autosave version
remains availabletemporarily if you close the document without saving.

Quick Tips:

1 Need to quickly access other content in the folder where your active document is stored? In
Backstage view, on thelnfo tab, just click Open File Location . Find this option under the heading

Related Documents in the Properties pane shown in Figure 15.

9 Learn more about working with recovered versions in the Power UserTips section of this guide.

Paste with Live Preview New!

Save time when reusing content within Word 2010 or across applications. Paste with Live
Preview enables you to preview various Paste Options, such as Keep Source Formatting or Keep
Text only, so you can see how your pasted content will look prior to actually pasting. Instead of
using Undo and trying again, Paste with Live Preview now helps you get it right the first time.

Microsoft
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@l H9-0|= Document? - Micros
Home Insert Page Layout References Mailings Review View
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Calibri (Body) ~ 11~ A A"

P Figure 16: Point to a

paste option to preview
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Keep Source Formatting (K]
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Quick Tip: You can still access paste options after you paste and change your mind without having to
undo actions. Click the icon that appears alongside pasted content to expand Paste Options. Or, if you
prefer to use the keyboard, press CTRL to expand Paste Optionand then use the left and right arrow keys
to move through options. If you select a new option, the result automatically updates.

Note : Paste with Live Preview is also available in PowerPoint 2010, Excel 2010, Outlook 2010,
and for text in Publisher 2010.

OneNote Linked Notes New!

You do research and gather content while working on documents. But, how do you keep all of
the pieces connected and find the information you need when you need it?

OneNote 2010 makes it easy by creating links not just to the docume nt youdr e wor ki ng ¢
to the location where you were working in the document when you took a given note. Dock

OneNote on the side of your desktop and take notes while you work on your Word 2010

document. As you see inFigure 17, OneNote adds an icon in the margin beside your notes. Just

click that icon when reviewing your notes later to open the source file and jump straight to the

information you need.
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Execut...hange the overall look of

Infroduction
On the Insert tab, the galleries include items that are designed to coordinate
with the overall lock of yvour document. You can use these galleries to insert

e Press F1 for more help.

Figure 17: The OneNote Linked Notes feature adds an icon in the margin of each paragraph
as you take notes in the docked OneNote pane, indicating the source program and providing
a link to your location in the source file at the time you took the note .

Quick Tip: To take Linked Notes while working in Word, start with a previously-saved document in Word
2010 file format and take your notes in a OneNote 2010 notebook.

Note : This OneNote 2010 feature is also available when workingin PowerPoint 2010 or when
browsing the Web using Windows® Internet Explorer® 6 or later.

Contextual Spell Checker Improved!

The improved contextual spell-checker in Word 2010 delivers a context sensitive speller that
corrects your spelling errors when a word is correctly spelled but misused. For example,
oeconomical conditiondé will be flagged so you can



=a.0ffice

Work together more

Redefine working together on documents

Co-authoring New!

Save time, simplifytasks, and improve your teamwork. Co-authoring capabilities in Word 2010
enable you to simultaneously edit the same document with colleagues or friends.® Automatically
see who else is editing and where they are working in the document. You can even initiate a
conversation with other editors instantly, right from Word 2010. ’

Jennifer Kensok R

Rj: In a call
% PRODUCT MAMAGER
= ® - B v

@ Jennifer Kensok |—Lorem-ipsum-dolor-sit-amet,{onsectetuer-adipiscing-elit.-Maecenas-porttitor{ongue-massa.-Fusce-

suada-libero,-sit-amet-commodo-magna-eros-

To aveid conflicts, you cannot edit in this area until
lennifer Kensok finishes editing it and uploads to the server.

Figure 18: Clearly see where another editor is working in the same documentand connect
with them without leaving Word .

1 Wherever you see the name of another editor, as shown in Figure 18, you see presence
information that tells you the personos
contact card from which you can begin a conversation.

1 Just save the document to see changes from other editors as you work. Your changes
also become available to other editors each time you save.

® Co-authoring requires SharePoint Foundation 2010 for business or a Windows Live ID for personal use. Ceauthoring in Word 2010
via Windows Live will become available in the second half of calendar year 2010.

" Instant messaging requires one of the following: Microsoft Office Communications Server 2007 R2 with Microsoft Office
Communicator 2007 R2; Windows Live Messenger, or another instant messaging application that supports IMessenger. Voice calls
require Office Communications Server 2007 R2 with Office Communicator 2007 R2 or an instant messaging application that supports
IMessengerAdvancel.

Microsoft 22
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i View the names of all current editors at-a-glance from a pop-up list on the Status bar at
the botto m of the screen. Or, as shown inFigure 19, see and connect with other editors,
check sync status, and more from the Info tab in Backstage view?

1 If another editor goes offline while they have the file open for editing, you can still access
the document and make your changes. When that person is next online and saves the
file, the changes they made are merged with yours and you can then see their changes.

Information about Fourth Coffee Business Plan

hared D Coffee Business Plan.docx

n
5 Close
~ Documen t Updates Available
Info H‘ When you save this document, it will be updated to include changes made
by other authors.
Recent Save
New
Print People Currently Editing
Last updated today at 2:41 PM
Save & Send Senda 3
Message * |
Help =
L) AycaVuksel
23 Options —
@ e

Permissions

g}'] Anyone can

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

Custom XML data
Content that people with disabilities are unable to read

Versions an d Check Out

[E=RER >

> @

1.02MB
5

827

12 Minutes

Today, 230 PM
11/12/2009 9:22 PM

10/29/2009 7:13 PM

Related People
Author

Last Modified By

Figure 19: When in a co-
authoring session, you
see availability of
updates from other
editors and can contact
other current editors
from Backstage view.

from Word.

conversation’

Quick Tip : Corporate users in companies running Microsoft SharePoinf® Foundation 2010 can use co
authoring within their firewall. With Microsoft Office Communicator now integrated with several Office
2010 applications, you can view presence information and initiate instant messaging or voice calls directly

If you're in a small company or use Word 2010 for your home or school work, you can take advantage of
co-authoring capabilities through Windows Live E. All you need is a free Windows LivelD to
simultaneously edit documents with others. An instant messenger account (such as the free Windows Live
Messenger) is required to view availability of other document authors and start an instant messaging

& Communication with other authors from the People Currently Editing pane in Backstage view requires Microsoft Office
Communications Server 2007 R2 with MicrosoftOffice Communicator 2007 R2 or another instant messaging application that

supports IMessengerAdvanced.

® Co-authoring in Word 2010 via Windows Live will become available in the second half of calendar year 2010.

Microsoft
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Streamlined Communications  New!

Connect with your contacts without leaving Word 2010.

As shown in Figure 18 and Figure 19, you see the presence icon = or presence bar l‘/ g in
several places while in a ceauthoring session in Word 2010. In addition to co-authoring, you
can also see presenceinformation for authors, managers, and last editors in the Properties pane
on the Info tab in Backstage view.

When combined with Office Communicator or your favorite instant mes saging application, you
can view information about that person and initiate contact instantly via their contact card, as
shown in Figure 20.*°

Tam out of the office on vacation in Cabo 5an Luca...

Chris Bryant 4 - X
Away - Out of Office for next & hours
MAMNAGER

= Q %_», - - A

Department  Business

Office 55

Waork 1 (425) 555 4567
Maobile 1 (425) 555 4567
Home 1 (425) 555 4567
. o E-mail someone@example.com
ITam out of the office on vacation in Cabo 5an Luca...

Calendar Out of Office for next & hours

Chris Bryant 49 - X Location

Away - Out of Office for next & hours

MAMNAGER

= = Qa - - v Contact Organization Member Of

Figure 20: Hoveryour mouse pointeron a per sonds name
view their contact card and initiate a conversation instantly. Or expand that
card to see additional information about your contact.

% |nstant messaging and presenceinformation requires one of the following: Microsoft Office Communications Server 2007 R2 with
Microsoft Office Communicator 2007 R2; Windows Live Messenger, or another instant messaging application that supports
IMessenger. Voie calls require Office Communications Server 2007 R2 with Office Communicator 2007 R2 or an instant messaging
application that supports IMessengerAdvanced.
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Quick Tips:
1 Click the push-pin near the top of the contact card to keep it on top of other windows and readily
available.

1 Microsoft Exchange users see calendar status on the top portion of the contact card and in the
expanded details.

Note : Presenceinformation and contact card are also available when using ccauthoring in
PowerPoint 2010 and from File Properties in Backstage view in PowerPoint and Excel 2010. In
Outlook 2010, these features are available from many types of Outlook items, such as meeting
requests and e-mail messages. Additionally, inMicrosoft SharePoint® Workspace 2010, presence
and contact card are available from the Members pane in a Microsoft Office Groove workspace.
A separate instant messaging program is not required when using presence in a Groore
workspace.

Protected View New!

Like many people, you probably receive more files today by e-mail attachment or by
downloading from the Web than by any other means. So, how do you help protect your
computer when opening files from potentially unknown sou rces?

Office 2010 introduces Protected View in Word, Excel, and PowerPoint, to help you make more
informed decisions before exposing your computer to possible vulnerabilities. By default,
documents that originate from an Internet source i or that may otherwi se be likely to include
potentially harmful content fi are automatically opened in a Protected View. When this happens,
you see a warning on the Message bar, as shown inFigure 21, along with the option to Enable
Editing.

@‘ H9 d = Travel Itinerary.docx (Protected View) - Microsoft Word ‘ — |
Home Insert Page Layout References Mailings Review View © e
0 Protected View This file originated as an e-mail attachment and might be unsafe. Click for more details. ‘ Enable Editing x '

Figure 21: Documents that originate from an Internet source open automatically in Protected

View.
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Quick Tip: You can control which originating sources trigger Protected View. You can also set specific file
types to open in Protected View regardless of where they originate.

To do either of these tasks, click theFile tab to open Backstage view and then click Options . In the Word
Options dialog box, click Trust Center and then click Trust Center Settings . Then, to manage Protected
View settings, click Protected View . Or, to enable protected view for specific file types, click File Block
Settings .

Trusted Documents New!

You want to be highly protected from potential threats to your computer and to your files. But
why go through repeated security checks after you confirm that a file is trusted?

Office 2010 introduces the Trusted Documents feature for the documents you work with that

contain active content, such as macros. Now, after you confirm that active content in a

document is trusted to enabl e, you dondt have to |
documents you trust so that you can avoid being prompted each time you open the documen t.

Quick Tip: What if you accidentally trust a document that yo
document that you previously trusted? The Trust Center, available through the Word Options dialog box,
gives you one-click access to reset trusted documents or to disable the ability to trust documents
automatically.

Accessibility Checker New!

The new Accessibility Checker inspects your document for content that may be difficult for those
with disabilities to read. When issues are found, the tool provides an explanation of the issues
along with step-by-step help for correcting them.

Quick Tip: When formatting a document to help ensure improved accessibility, note that Word 2010
offers expanded alternative text options. Add alternative text for both title and description in pictures and
in tables. Find Alt Text options in the Format Picture dialog box and the Table Properties dialog box.
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Language Tools Improved!

I f youdre one of the many people who work across |
flexibility to work as you choose. Simplify and customize your multilingual experience with
separate language settings for editing, Help, display, and ScreenTips.

Word Options M

General S .
%’? Set the Office Language Preferences.
Display -
Proofing Choose Editing Languages
Save Add additional languages to edit your documents, The editing languages set language-specific features, including

dictionaries, grammar checking, and sorting

Editing Language Keyboard Layout  Proofing (Spelling, Grammar..)

Advanced English (U.S) <default> Enabled & Installed [ Remove |
French (France) Mot enabled ? Installed ——
Customize Ribbon Japanese Mot enabled % Mot installed | Set as Default |
Quick Access Toolbar
Add additional editing languages A
Addns ! g languages] [~] Add
Trust Center Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help (i)

Display Language Help Language
1. Match Mi Windows - |« | |1 Match Display Language <default=

2. English E] 2. English
| set as Default Set as Default

[+ View display languages installed for each Microsoft Office program

(3

1

% How do I get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language ) | French (France) [francais] EI

% How do [ get more ScreenTip languages from Office.com?

[ ok | [ cance

Figure 22: Easily set separate editingHelp, display, and ScreenTip languages.

Quick Tip s:

1 If you add a language for which proofing tools or keyboard layout are no t installed, you see
notification with links to help you easily correct the issue, as shown in Figure 22.

1 When you set your language preferences in Word 2010, youset them for all applicable Office 2010
languages, including Excel 2010, PowerPoint 2010, Outlook 2010, OneNote 2010, Publisher 2010, andj
(excluding ScreenTip settings) Access 2010SharePoint Workspace 2010and Microsoft InfoPath 2010.
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Translation Tools Improved!

Word 2010 makes it easier than ever to communicate across multiple languages. Get easy
access to translation tools from the Review tab in Word 2010, as shown inFigure 23. Or, use the
improved Mini Translator (formerly called Translation ScreenTips) for onthe-spot translations.

MDme Insert  Pagelayout  References  Mailings | Review | View
v B\ Research a?a ﬁ{g \J 53 Delete 2% Final: 5h
<5 Thesaurus & 3 Previous & 5 show Ma

|83 Show a translation from local and online services in
the Research Pane.

y  Mini Translator [French (France)]
A% Point to a word or select a phrase to view a quick

translation.

Chaose Translation Language...

Figure 24: Enable the Mini Translator
from the translation options on the

Review tab. Then, just hover your mouse
pointer on a word in your document for
instant translation.

Spelling & g Translate|Language  Mew Track )
Grammar fizg Word Count - - Comment T Next Changes - [B] Reviewin ) ) )
Proofing Translate Document [English (U.S.) to French (France)] 251 F|gure 23: Translation tools are available from
% Show a machine translation in a Web browser.
S Tansite Seected Text the Review tab, in the Language group.

Bilingual Dictionary

agree

[2'griz]

1. intransitive verh &tre d'accord; of figures,
accounts saccorder; (reach agreement)
s'entendre; I agreeje suis daccord; it
doesn’t agree with me of foodije ne le
digére pas

2. transitive verb price s'entendre sur; T
Aarae that . ie conviens nue

&= ]=)ee

* Al team members agreed to table that topic for our nextevent.

Quick Tip: English assistance and Windows English texto-speech playback (along with additional text -
to-speech languages for download) are available from the toolbar at the bottom of the Mini Translator,

shown in Figure 24."

Share through ComnNewi cat or

0146

Sometimes you need a virtual meeting space to collaborate on a project with colleagues. With

Word2010 and Microsoft Communi

cator 0146, you

leaving your workfi share your application window as easily as sending an instant message. Or,
share adocument quickly and easily when you send it via instant message right from Word. *2

™ Additional text -to-speech languages are free and available to download from the Microsoft Download Center:

http://www.microsoft.com/download .

“Requires Communicator 06146 and MiBertoas ovfetr sdoomnsu noifc aG oi nonmusn i Scear tvoerr

Communications Server0 146 wi | | become avai kaebdargeai2010.t he second half of

Microsoft
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Quick Tip: Start a sharing session from theSave & Send tab in Backstage view in just a few clicks.
Instantly see your coll eaguesd availability and
view of the application and see any changes you make in reattime.

Note : Share through Office Communicator is also available inPowerPoint 2010 and Excel 2010.

Content Controls Improved!

Content controls were introduced in Word 2007 for reusing dynamic content throughout your
documents and easily creating powerful forms. Word 2010 adds the widely requested check box
control for even more versatile form design.

Home Insert Page Layout References Mailings Review View Developer
. E B Record Macro i—| AaAal[=| [ Design Mode E ,% Schema - @ @ o
E =4 1@ Pause Recording bl =5 _ﬁ EBED | & Properties (3 Transformation T = o
Visual Macros . Add-Ins  COM 2 - Structure . Elock  Restricc | Document Document
Basic £ Macro Security adatns | @ M B8 I8 croup - 4| Expansion Packs | authors - Editing | Template  Panel
Code Add-Ins Controls XML Protect Templates

Figure 25: Find content controls on the Developer tab, in the Controls group.

Quick Tip s:

T I'f you dondét see t heFige2,elickahe Eile tal tadpen Bdckstage viewrand
then click Options . Click Customize Ribbon and then, under the heading Customize the Ribbon
that appears on the right side of that dialog box, check the box labeled Developer to enable that tab.

1 Using Office Open XML, developers can create powerful, flexible templates and documents with
content that updates automatically by binding content contr ols to external data, such as data stored
in a Microsoft SharePoint list.

1 Content controls bound to commonly used document properties are automatically available for your
use in documents, no developer required. On the Insert tab, in the Text group, click Quick Parts and
then click Document Property  to select from a list of available controls. For example, insert the Title
control on your cover page, in headers, or wherever the document title is required. Then, if the title
changes, just update one instance of that control and the rest update automatically.

share
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Work when and where you choose
Word Web App New!

When you want to leave your computer behind or need easy, shareable tools for collaborating
with others, do you have what you need to get things done easily and effectively? Now you do.

Save your Word documents online and then access, edit, and share them from virtually any
computer with an Internet connection. ** Get high-fidelity online viewing for the rich documents
that you create in Word 2010 and easily make light edits on the go using some of the same
tools that you know from Word .

OO » (@ rov e Tor ] x [ oy 5|

Figure 26:
View
documents

in high
fidelity and
easily make
light edits
with Word
Web App.

@ Locat mtrant | Protected Mode O G wimx -

'3 Office Web Apps require an appropriate device, Internet connection, supported Internet Explorer, Firefox, or Safari browser,and
either SharePoint Foundation 2010 (for business) or a free Windows Live ID (for personal use). Editing documents in Word WelApp
via Windows Live will become available in the second half of calendar year 2010. There are some differences between the feates of
Office Web Apps and the Office 2010 applications.

* Microsoft SilverlightE is not required for any functionality but is r ecommended for best results when viewing Word documents in
Office Web Apps.
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1 Copy text from your document or search for document text directly in Word Web App
when in view mode. The search pane provides a linked summary of search results and
automatic highlighting of search hits in the document, similar to the improved search
experience in Word 2010.

1 Use familiar formatting and editing tools that you know from Word, including
AutoCorrect, spell-checking as you type, font and paragraph formatting, and styles.

1 Insert pictures, tables, and even Office.com ClipArt.

Microsoft Office Web Appsfi including Word Web App, Microsoft Excel® Web App, Microsoft
PowerPoint® Web App, and Microsoft OneNote® Web Appfi give you flexible access, a familiar
editing environment, and a selection of features that you already know to help you get your
work done on your terms.

1

Quick Tip s:

Word Web App makes it easy to share files with people who work on earlier versions of Microsoft
Of fice for Windows or Mac, or even mstadlledorttheio s e
computer.

If your company runs Office Web Apps on Microsoft SharePoint 2010, access and view the documents
you save to your SharePoint site from your smartphone using a mobile version of Word Web App.*®

'* Supported mobile viewers for Word, Excel, and PowerPointWeb Apps on SharePoint 2010include Internet Explorer on Windows
Mobile 5 or later, Safari 4 on iPhone 3 or 3GS BlackBery 4.xand later, Nokia S60, NetFront 3.4 3.5and later, Opera Mobile 8.65
and later, and Openwave 6.2 7.0 and later.

Microsoft 31
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Word Mobile 2010 Improved!

Someti mes youdve got to work when vyokdtunatehmovi ng b
the improved Word Mobile 2010 enables you® to easil

1 Enjoy a familiar experience when creating or editing Word documents on your mobile
device. Essential authoring capabilities include font and paragraphformatting, bullets
and numbering, spell check, and AutoCorrect.

1 Use the new selection mode to select your content with precision.

A% WordMobile © B 4 oK

Global Expansion Plans

The new eco-friendly stores will @

expand our presence across North Figure 27: Open documents that were
America, South America, Europe and

Asia. We will introduce new stores in
each of the regions identified over them on your Windows phone in high-

the next four quarters. fidelity, using Text Reflow technology in
Word Mobile 2010.

created in a desktop application and view

Quick Tip: Easily distribute documents right from your Windows phone. Send your Word documents by
e-mail or save them directly back to SharePoint 2010 by using the new SharePointWorkspace Mobile
2010 application.

'® An appropriate device is required. Some mobile functionality requires an Internet connection. Office Mobile 2010 includes Word
Mobile 2010, Excel Mobile 2010, PowerPoint Mobile 2010, OneNote Mobile 2010 and SharePoint Workspace Mobile 2010. Outlook
Mobile 2010 comes pre-installed on Windows phones and is the default e-mail client. Office Mobile 2010 is not included in Office
2010 applications, suites, or Office Web Apps. It will be available at thegeneral availability of Microsoft Office 2010 on Windows
phones (Windows Mobile 6.5 or above). There are some differences between the features of Office Mobile 2010 and the Office 2010
applications.
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Power User Tips

Are you the office, family, or class Word guru? Do you support, teach, or create documents and
templates for other Word users? If you are a Word power user or would like to be, check out a
few tips and tricks to help you do even more with Word 2010.

Easily format graphics across your Word 2010 documents

Do you want consistent, professional, eye catching formatting and effects for all of the graphics
in your Word 2010 documents? Getting there might be much easier than you think.

1 The quick style galleries available on the Drawing Tools Format tab, SmartArt Tools
Design tab, and Chart Tools Design tab automatically coordinate with the colors, fonts,
and graphic formatting effects of your active document theme .

Try out different theme effects without changing other elements of your theme. On the Page
Layout tab, in the Themes group, point to options in the Effects gallery to see a Live Preview of
those effects on the graphics in your document. When you find effects that you like, just click
once to apply them to all of the Office 2010 graphics in your document. (Note that you have to
have applied quick styles that use theme effects to your graphics in order to see formatting
change when you make selections in the Theme Effects gallery.

1 Apply many of the same custom effectsfi such as shadows, bevels, and gradient fill§ to
text, shapes, SmartArt graphics, charts, and gtures in your Word 2010 documents.
Word provides galleries of easy-to-use choices for formatting any of these content types.
But, if you need to customize effects beyond what you see in the galleries, check out the
format dialog box for each. Format Text Effects, Format Shape, Format Picture, and
several chart element format dialog boxes give you the tools to customize effects such
as multi-stop gradient fills and lines, bevels, lighting, reflections, and more.!’

To quickly access Format Shape, Format Piare, or the chart element format dialog boxes, right -
click the object and then click the format option at the bottom of the shortcut menu. To access
Format Text Effects, press CTRL+D to open thé&ont dialog box and then click Text Effects .

7 In Excel charts, reflection effects are available when formatting text.
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Explore Recover Unsaved Documents and auto save versions

When you work on a document for a while and then close it without saving, Word 2010
automatically saves a copy for you. As you may have already learned in this guide, this exciting
new development in AutoRecover capabilities enables you to easily retrieve documents, even if
you never saved the file. Use the following tips to help you get more from these great new
timesaving tools:

1 While working on a previously saved document, access up to the last fiveautosave
versions while you are still in the document, without leaving Word. So, if you accidentally
delete something and later need it back, you may be able to retrieve that content from
an earlier autosave version. *®

To access availableautosave versions, click theFile tab to open Backstage view. Find available
autosave versions under the Versions heading on the Info tab.

i By default, Word 2010 automatically saves the lastautosave version of your file if you
close without saving.

To turn off this capability, in Backstage view, click Options . In the Word Options dialog box, on
the Savetab, find the setting Keep the last autosaved version if | close without saving

Note : Yourautosave files are stored in the same location as your AutoRecover files. Your
AutoRecover file location can be found in Word Options, on the Savetab.

1 Recover all available unsaved documentgfiles that were never previously saved)from
one convenient location.

On the Info tab in Backstage view, clickManage Versions and then click Recover Unsaved
Documents . Or, at the bottom of the Recent tab in Backstage view, clickRecover Unsaved
Documents . The dialog box that opens displays your UnsavedFiles folder, containing available
unsaved documents.

'8 The ability to retrieve content from an autosave version is limited to five versions and requires that you elect to save AutoRecover
information and keep the last autosave version when you close without saving. To access these options, in Backstage view click
Options and then click Save
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1 The files that you see in the Unsavedriles folder are automatically deleted after four days.

If you ever need to work on a shared or public computer, such as in an Internet café or school
computer | ab, it oussavwddooumentsaremot setained. Ctediteaatnew
document (CTRL+N)but do not save it. Then, in Backstage view, on thelnf o tab, click Manage
Versions and then click Delete all Unsaved Documents .

Note : The Delete All Unsaved Documents option only appears if you are working on a file that
has never been previously saved. If you view Manage Versions options for a previously saed file,
the Delete All Unsaved Documents option will not be available.

Customize the Ribbon

Customizing your Word 2010 experience has never been easier. Add your own groups to any
built-in Ribbon tab, or create your own tabs.

1 To customize the Ribbon, click the File tab to open Backstage view. ClickOptions and
then click Customize Ribbon . From this location, customize tabs to include your favorite
commands from any built-i n t ab as well as many commands t h;

Ribbon or even your own macros.

Notice that you can
also clear the check
box beside any tab
listed in this dialog
box to prevent it
from appearing on
the Ribbon.





















































































