The Ribbon now takes the place of menus, and is divided into tabs.
The ribbon is used to put your options in plain view.

**The individual items listed below are specific to Word. However, they will give you an idea of how the tabs
are set up.**
HOME






Text formatting – font, size, bold, italic, etc.
Styles – headings, title, subtitle, etc.
Find/Replace
Line spacing
Bullets/Lists

INSERT
 Picture, clipart, shapes, symbols
 Headers/Footers
 Page numbers
 Word Art
 Tables/Charts
PAGE LAYOUT
 Margins
 Orientation
 Columns

REFERENCES
 End notes
 Foot notes
 Citations
MAILINGS
 Mail merge
REVIEW
 Spell check
 Thesaurus
 Word count
 Grammar
VIEW
 How you want to look at your document

Each tab contains groups of functions that are commonly used together. For more options with some groups,
you can click on the Expand button.

These work basically the same as before.
TIP – If you ever want to save something as a PDF:
File  Save As  Save As Type: PDF

Save a file, but don’t remember where? Look here.

Printing Trouble? Try these first.
 Make sure you have the right
printer selected
 Make sure you hit the big PRINT
button.
You may need to uninstall/reinstall
your printer. See pg. 11 of the tech
handbook for instructions.

Depending on what you click on, you may have special “On Demand” tabs that pop up in your ribbon. These
have specific functions related to what you’re working with (i.e. pictures, Word Art, etc.)

The default spacing on your Microsoft Word may not be what you want. To change this:
1.
2.
3.
4.

Click the Line Spacing button
Click Line Spacing Options
Set “After” to 0 pt.
Set “Line Spacing” to Single

All of these options can be found under the Insert tab. There are many pre-set options, so just click on the
button and pick which one works best for you!

Any files you have saved were most likely created in an older version of Microsoft. While they will still open in
Office 2010, you will not be able to use many of the newer Office functions. You can tell if it needs to be
converted by looking at the top of your document. If it says “Compatibility Mode,” it is an older version.
To Convert:
Open your document, and then go to the File menu. You will see a big button that says “Convert.” Click on
this, and your document will be changed to Office 2010. Make sure you save!
Note:
This applies to all Office documents, including Excel & PowerPoint.

Cells can be formatting using the options below, which are found on the Home tab.

Insert:
Cells
Columns
Rows
Sheets

Delete:
Cells
Columns
Rows
Sheets

Format:
Row height
Column width
Auto-fit
Rename sheet

You can change cell & table styles by using the options below, which are found on the Home tab.

Display data
using
conditional
formatting,
such as colors
& symbols.

Choose from preset table designs
here, or click on
New Table Style to
create your own.

Change cell
display
(background &
font color, etc)
using pre-set
options.

The Formulas tab displays all possible function options. These are divided into groups based on their type.

To sort lists, use the

3.

2.

button on the Home tab.

To make a custom sort:
1.
Highlight the information you want to sort
2.
Select Custom Sort under the Sort & Filter option
Add the appropriate information for Column, Sort On, & Order
To add other sorting criteria:
1.
Click the Add Level button
Add the appropriate information for Column Sort On, & Order
3.
Click OK

Reading Pane
When clicking on a specific email, this is
where you will be able to read it. You can
also double-click the email to open it in a
new window.

Navigation Pane
Here you can see
your Inbox,
Calendar, Tasks,
Contacts, & Notes

Viewing Pane
Here you can see
Here you can see
the contents of
whichever folder
you have
selected.
To-Do Bar
Here you can see
your calendar, and
any upcoming
events or tasks you
may have
scheduled.

The Navigation Pane & To-Do Bar can both be minimized by clicking their individual < or > buttons.

If you would like to add a personal signature:
1. Open a new email and click on the Signature button, then click Signatures.
2. Click New, and give your signature a name.
3. Use the box at the bottom to design your signature. Click OK when you’re done.

To make Outlook check your spelling before sending an email:
File  Options  Mail  Check the box for “Always check spelling before sending.”

With Outlook 2010, you can easily share calendars with your co-workers. To do so:

1.
2.
3.
4.

Right-click on your calendar
Go to Share
Select “Share Calendar”
Enter who you would like to share
your calendar with and press Send

Creating Contact Groups:
Click on Contacts in your Navigation Pane, and then click New Contact Group.
Name your contact group.
Click the Add Members button. (Here, you can choose to add from pre-existing contacts. You can
also add a new contact. For this, just enter their name and email address.)
Once you have all of your contacts added, click Save and Close.
Emailing Contact Groups:
If you remember the names of your contact groups, you can simply type it into the To section in a new
message. If you don’t remember:
Click the “To” button in your new email.
If you want to add UA staff, select All Users. If you want to add users you added into your contacts,
select Contacts.
Select the recipient.

(This is found in the upper right corner of all Office programs.)

Also…
http://office.microsoft.com/en-us/support/training-FX101782702.aspx?redir=0

