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4-page laminated quick reference guide showing instructions for the new and changed features of Microsoft
Office 2010 for Word, Excel, and PowerPoint for users upgrading from Office 2003. Also includes a
command reference for each product, showing Office 2003 commands and their Office 2010 equivalents.

Topics include:

Office: The Ribbon; Backstage View (The File Menu); Quick Access Toolbar; Formatting Text with the
Mini Toolbar; Pasting with Live Preview; Saving as PDF; Emailing a PDF; Co-authoring
(Word/PowerPoint); Work Anywhere (Office Web Apps); Using Themes to Format a Document; SmartArt;
Shape Styles; New or Changed Picture Features; Showing Macro and Form Controls; New File Formats;
Working with Preview File Versions; Other New or Changed Features; Features No Longer Available.

Word: Spacing between Paragraphs; Showing the Ruler; Contextual Spelling; Navigating and Reorganizing
using Headings; Searching Using the Navigation Pane; Creating and Using Quick Styles; Using the Apply
Styles Window; Mail Merge; Building Blocks; Creating a Quick Part Building Block; Inserting a Quick Part;
The Reviewing Pane; Tracking Moved Text; Improved Compare and Combine; Other New or Changed
Features; Features No Longer Available.

Excel: Limit Changes; Resizing the Formula Bar; Formula AutoComplete; Improvements to Named Ranges;
Inserting a Sheet; Page Layout View; Showing Invalid Data; Pasting Cells as a Linked Picture; Changes to
Excel Tables (Lists); Structured References in Excel Tables; Filtering Pivot Tables with Slicers; Other
PivotTable Changes; Inserting a Chart in a Cell (Sparklines); Filter Improvements; New Conditional
Formatting; Sorting by Icon, Cell Color, or Font Color; Other New or Changed Features.

PowerPoint: Organizing Slides with Sections; Resetting Placeholders; Adding Placeholders to a Slide
Master; Adding a Customized Layout; Background Styles; New or Changed Text Features; Using the
Animation Painter; Video Improvements; Linking to a Web Video; Syncing Animation/Text Overlays with
Audio/Video; Creating a Video File; Broadcasting Using the Internet; Other New or Changed Features;
Features No Longer Available.
This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of user.
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From reader reviews:

Jeffrey Lambert:

Reading a reserve can be one of a lot of exercise that everyone in the world adores. Do you like reading book
consequently. There are a lot of reasons why people love it. First reading a reserve will give you a lot of new
facts. When you read a guide you will get new information since book is one of numerous ways to share the
information or their idea. Second, looking at a book will make you actually more imaginative. When you
reading a book especially hype book the author will bring one to imagine the story how the personas do it
anything. Third, it is possible to share your knowledge to others. When you read this What's New in
Microsoft Office 2010 (from 2003) Quick Reference Guide (Cheat Sheet of New Features & Instructions -
Laminated Guide), you can tells your family, friends and soon about yours reserve. Your knowledge can
inspire others, make them reading a book.

Bryan Foxworth:

A lot of people always spent their very own free time to vacation or maybe go to the outside with them loved
ones or their friend. Are you aware? Many a lot of people spent these people free time just watching TV, or
playing video games all day long. If you would like try to find a new activity this is look different you can
read some sort of book. It is really fun in your case. If you enjoy the book that you read you can spent the
whole day to reading a e-book. The book What's New in Microsoft Office 2010 (from 2003) Quick
Reference Guide (Cheat Sheet of New Features & Instructions - Laminated Guide) it doesn't matter what
good to read. There are a lot of those who recommended this book. These folks were enjoying reading this
book. Should you did not have enough space to develop this book you can buy the e-book. You can m0ore
very easily to read this book from the smart phone. The price is not too costly but this book features high
quality.

Ira Atwood:

This What's New in Microsoft Office 2010 (from 2003) Quick Reference Guide (Cheat Sheet of New
Features & Instructions - Laminated Guide) is great book for you because the content which can be full of
information for you who all always deal with world and still have to make decision every minute. That book
reveal it details accurately using great manage word or we can state no rambling sentences within it. So if
you are read this hurriedly you can have whole information in it. Doesn't mean it only provides you with
straight forward sentences but tough core information with lovely delivering sentences. Having What's New
in Microsoft Office 2010 (from 2003) Quick Reference Guide (Cheat Sheet of New Features & Instructions -
Laminated Guide) in your hand like obtaining the world in your arm, info in it is not ridiculous one. We can
say that no e-book that offer you world within ten or fifteen second right but this publication already do that.
So , this is certainly good reading book. Hey Mr. and Mrs. busy do you still doubt that will?



Kenneth Connolly:

This What's New in Microsoft Office 2010 (from 2003) Quick Reference Guide (Cheat Sheet of New
Features & Instructions - Laminated Guide) is brand-new way for you who has fascination to look for some
information given it relief your hunger of knowledge. Getting deeper you in it getting knowledge more you
know or perhaps you who still having small amount of digest in reading this What's New in Microsoft Office
2010 (from 2003) Quick Reference Guide (Cheat Sheet of New Features & Instructions - Laminated Guide)
can be the light food for yourself because the information inside this kind of book is easy to get by anyone.
These books create itself in the form which is reachable by anyone, sure I mean in the e-book contact form.
People who think that in book form make them feel drowsy even dizzy this book is the answer. So there is
not any in reading a guide especially this one. You can find actually looking for. It should be here for a
person. So , don't miss it! Just read this e-book type for your better life in addition to knowledge.
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