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File Button: The file button is back, replacing the Microsoft Office Button from Office 2007. The file button allows you to
create new documents, open existing documents, print documents and a few new options.

Save As if you want to change the document from

See next page
Office 10 format (.docx) to Office 03 Format (.doc)

ﬂ Save As >

I__’}‘! Open > Open an existing Word document
._.T Close » Closes current Word document
General information about current Word document
Fecent +» | Shows recently opened Word documents
Mew » | Creates a new Word document
Brint > Prints current Word document
FIf

Save options that enable the user to save

\ 4

Save & Send See page 4

the current document online with others

Help
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Saving: When saving a document click then Microsoft Office Button then select save or save as

- r
s | i _ @ Save As @
Home I \\._./“\._./' | | «« Users » » My Documents - | g | | Search My Documents 2 |
lﬂ Save Organize « Mew folder 4== - [7]
Save As | Downloads it MName Date modified Type
e :;4- Recent Places
[ Open Mo items match your search.
[ Close = Libraries
3 Documents
J" Music 1
=] Pictures
Recent BE videos
MNew M Computer
£, Local Disk (C:)
Print & arcgis (sthumsl _ T 3
File name: -
Save & Send
Save as type: [Word Document (*.docx) -
Help Authors: IC Labs Tags: Add atag
] Options [] Save Thumbnail
@ Exik ~ Hide Folders Tools - Save ] [ Cancel

To change the Word document so it can be opened in Word 2003

File name:

Dodl.docx

Save as type: [Word Document (*.docx)

Authors:

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)

Word 97-2003 Document (*.doc)

Word Template (* -:Iotx)

Save & Send |H Change File Type @j

Word 97-2003 Docume
Uses the Word 97-2003

Prepare: If you are going to be saving the document as a Word 2003 document run Compatibility Checker before saving
the document. Not all features of Word 2010 were available for Word 2003, Compatibility Checker shows you what was
available and what was not available in Word 2003.
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W]l = I=—
Home Insert Page Layout References Mailings Review

|l save .
Information about Documentl
R Save As
=] o
[Z Open . Permissions
o Close E'El‘i';_l Anyone can open, copy, and change a
Protect
Document =
Recent
_ Prepare for Sharing
New | ﬂ Before sharing this file, be aware that 1
= Document properties and author'
Print Check for
Issues -
Save & Send - Inspect Document
I"-:;r' Check the document for hidden properties
Help or personal information,
& Check Accessibility
:] Options _@ Check the document for content that people
with disabilities might find difficult to read.
B9 Eat [] 3 Check Compatibility
% Check for features not supported by earlier
wersions of Word,

Printing: To print click the file button and select print
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Wl
Home Insert Page Layout References Mailings Reviey

H Save
Save As

Lj Open

Print

Copiest 1
Print
,__f Close

Info Printer i

@ﬂ!’; 55103-9050-3-M5-Duplex on icprint2

Recent 8 Ready

Printer Properties
Mew

Settings

m 4 Print All Pages .

4 Print the entire document

Save & Send
Pages: i
Help =| Print on Both Sides .
=/ Flip pages on long edge
=] Options — -
= Collated
B Bt uul,z,a 123 123
j Portrait Orientation -
J Letter .
g5"x11

Mermal Margins
+— Left 1" Right: 1"

v

Changes the printer

J 1 Page Per Sheet -

Page Setup
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Change how many pages
print on 1 sheet of paper
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Save and Send: Save options that enable the user to save the current project online with others

W]l = e

Home Insert Page Layout References Mailings R

i save Save & Send
[El save As ¥ |
23 Open Q Send Using E-mail 4
= Close Allows the user to save current project
@ Save to Web — | tothe Windows Live SkyDrive
Info
i Note: To do this the user
Recent Save to SharePoint

needs to sign into their
Windows Live account

Mew @ Publish as Blog Post

S File Types

Save & Send e Change File Type Allows the users to change file type.
ey E _—

See page 2 for more information

Help

Create PDF/XPS Docurment
:] Options =

4 Exit
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Home: contains formatting and editing icons

_—

Home Insert Page Layout References Mailings Review View Add-Ins [l
B W o ;

& Cut - . . ML | t— L oi— _ a— == A 34 Find -
Calibri (Body) = 11 + A° A7 | Aav B, =-i=-h=r | EEE 4] T PR %

_ 23 Copy AaBbCcDc | AaBbCcDc AaBbC: AaBbCc Aalj AaBbCc. | _ 3k Replace
Paste o 2 -3k . A . .E = = i i i 3 3 — Change

. jFormat Painter B I U abe X, X = % = = = T Mormal |7 Mo Spaci.. Headingl  Heading 2 Title Subtitle * Stles~ | Ly Select

Clipboard [P Font P Paragraph P Styles Pl Editing

Insert: objects into the document, such as pictures, cover pages, header/footer, and page number

Home

Insert Page Layout References Mailings Review View Add-Ins
j j = E‘j Tl 2= @ fﬂ “ """ a ' % =E D ':A 4 A= [ signature Line © Tc (9)
= = H | G| B = ST = = = — =
— = HE " Ciy = - - - [53 Date & Time
Cover Blank Page Table Picture Clip Shapes Smartart Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer Page Text  Quick WaordaArt Dr o . Equation Symbaol
Page~ Page Break v Art v - v ~  Numberv | Box+ Parts® v '$d Object ~ v -
Pages Tables Tllustrations Links Header & Footer Symbols

Page Layout: set margins, page orientation, line spacing, and indents

Insert Page Layout References Mailings Review View Add-Ins
e |_.'.->n & [==| 'Sbreaks~ I 4}' . Indent Spacing 7] = Y = angn -
| j Ij | e 8 : sl = - | o _I _I 5 %
= g : g,_-] Line Mumbers = Left: D % = Before: 0 pt G y ! L
Margins Orientation Size Columns . Watermark Page Page ’ == =1| Positian Bring d Selection -,
- - - - be Hyphenation ~ - Color~ Borders | =% Right: 07 ~ | = After 110 pt 2 Text » Forward - Ba rd Pane .k Rotate
Themes Page Setup ra Page Background Paragraph o Arrange

References: bibliographic tools, such as endnotes, footnotes, table of contents, index, and citations

Home

Insert Page Layout References Mailings Review View Add-Ins &
[Ep Add Text - .J';']Insert Endnate ﬁ Manage Sources &) Insert Table of Figures | j (2] Insert Index E# gy Insert Table of Authorities
— |

= |2 update Table f‘\s Mext Footnote = ‘.% Style: | APA Fiftt = = up Table Y Update Inde =Y Ur ahle
Table of Insert . : Insert e Insert Mark Mark
Contents = Footnate k=] Show Notes Citation = @i Bibliography ~ Caption [ Cross-reference Entry Citation

Table of Contents Footnotes ("] Citations & Bibliography Captions Index Table of Authorities
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Mailing: mail merge, labels, and envelopes

Home Insert Page Layout

References 1 Mailings Review View Add-Ins ﬁﬁ
-: (-2, i > “P Rules H 4 4 :

Envelopes Labels | Start Mail Select

ind Recipient »
Merge = Recipients = Racipian ds Bl T l = Auto Check for Erro ge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
Review: spell check, thesaurus, comments, track changes

Home Insert Page Layout

References Mailings Review View Add-Ins ﬁﬁ
Fa BE ABC e = =] = EL % | Finak Show Marku ¥ Previous E
4 = : = F , =2 8 : v p ¥
V Bz s amtmnm >

R
2 show Markup ~

Spelling & Research Thesaurus Word

Translate Language Mew Delets
Grammar

2} Next j n_ -4 \:E

Delete Previous MNext Track e Accept Reject Compare Restrict
Count - - Comment Changes * [ reviewing Pane - . - v : - Editing
Proofing Language Comments Tracking Changes Compare Protect

View: views of the document, zoom, macros, and switch windows icon to switch between open documents
™ e

Home

Insert

Page Layout References Mailings Review View

)] B @ [E o § (33~

&
| [ 2] View Side by Side
== = =
[ Gridiines hfe“ @Two Pages = EE ] 5-5¢ i) }
Print |Full 5creen Web  Outline  Draft

Zoom 100%
Layout | Reading Layout

Add-Ins

|:| Mavigation Pane

% ! New  Arrange Split " Switch Macros
=] Page Width | window Al e t Windows = -
Document Views Show Zoom Window Macros
Add-Ins:
File Home Insert Page Layout References Mailings Review View y Add-Ins ﬁﬁ
l:'? .ﬂ“ [[& settings -

Custom Toolbars
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