Office 2010 Quick-Start
Note: This guide is applicable to Microsoft Word, Excel, PowerPoint, and
Publisher. The screenshots used in this guide are from Microsoft Word, but
the options and tasks presented in this guide are standard in each program
with slight variations.
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Your First Look: The Updated Ribbon (Menu)
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Most of the ribbon tabs in Office 2010 look exactly as they did in Office 2007, making it easier for you to
transition to the program. You should take note of just a couple of changes to the ribbon (or menu).

No more Office Button
Instead of the office button, Office 2010 has reverted back to a “File” tab
which contains all of the options the office button provided such as save,
open, and print. See The New “File” Tab and Backstage View section of
this guide for more details.

Customize the Ribbon (Menu)
Office 2010 makes it
possible for you to create
your own customized tabs
and groups based on the
buttons you most
frequently use.
Customize the ribbon:
Right-click in an empty
space on the ribbon > Select
Customize the Ribbon…
Or…
Select File > Options >
Customize Ribbon.

Select an
action to
[Add >>]
to your
new tab
or group.

Create a new tab
1. Select the [New Tab]
option if you would
like to create an
entirely new tab (like
“My Favorites,” “Frequently Used,” etc.).
2. Highlight the new tab and click [Rename].

Create a New Tab or New Group to
add to your ribbon.

Create a new group (existing tab)
1. If you only want to create a new group, select an already existing tab in the right pane (e.g., Insert,
Review, etc.) > Select [New Group] to insert a new group within the tab.
2. Select [Rename] to name the group.
Add buttons to group
1. To add buttons, select your new group or tab > Click to select the button you would like to add in the
left pane > Click [Add >>].
2. Click [OK] when you are finished.
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See more of your document as you work on it
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In Office 2010, Microsoft created an easy way for you to “collapse” the top ribbon
(menu) to view more of your document while you are typing and editing. Select the
icon in the top right corner of your screen to hide the ribbon. Select the
your ribbon once more.

icon to view

The New “File” Tab and Backstage View
The new File tab provides a Backstage View, or a full-screen view of many document properties. This
Backstage View contains three “panes” that display different options and information. You can click the File
tab again (or any of the other tabs) to leave Backstage View and return to your document.

How do I see document properties and protection options?
The File > Info menu
displays document
properties (such as size,
pages, number of words,
etc.) in the right pane.
Select an option in the
central pane (Permissions,
Prepare for Sharing, or
Versions) to see how you
can modify your document
for security, perform
document inspections for
sharing, and view previous
versions of the document.

How do I convert an old office document to an office 2010 document?
The File > Info menu will show an extra option called Compatibility Mode if you are editing a document
created with an older version of office. If your document says
Compatibility Mode at the top to the right of the title, press the
[Convert] button to convert the file to an Office 2010 document.
Converting the document will allow you to use the new features
contained in Office 2010.
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How can I change the document to a PDF
or revert to an older version of office?
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In File > Save & Send you can easily create a PDF of your
document, change the file type (e.g., from Word 2010 to
Word 97-2003), or send a document in an e-mail.

What if I want to create a new document
or find a template?
The File > New option allows
you to select the kind of file
you would like to create.

Preview the selected
template on the right.

In the center pane you will see
a list of the most used
document types (including
“Blank document”) and a list
of templates from Office.com.
An automatic preview will
display in the right pane when
you select an option. Click the
[Create] button to get started.

Print Menu Changes
How do I use the new print
menu?

Click to Print.

Automatic Print
Preview.

In the File > Print option, you will
notice that the print menu looks quite
different. Your document will now
Preview automatically in the right
pane. In the center pane are all of the
print Settings that you would normally
see in alternative menus.

Where is the Print button?
The biggest difference is the actual
[Print] button, which is at the top of
the screen instead of the bottom
(outlined in bold).
Let’s leave the File option now to take a look at some new graphic editing options.
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New Graphic Edit Options
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What are my new options for formatting pictures?
After you insert a picture or object, the Picture Tools [Format] conditional tab will open. Within this tab are a
number of options in the new Adjust group (bolded below) to digitally enhance your picture.

Artistic Effects
Select the Artistic Effects
drop-down menu and
mouse over the various
options for a live preview.
Some options include pencil
gray scale, line drawing,
paintbrush, etc. (displayed
right).

Select your picture and look through
the new picture formatting options.
Hover over an option to see a preview
of the change to your picture.

Color
Select the Color drop-down
menu for more color
options, including sepia and
black and white.

Corrections
View the Corrections dropdown menu for options in
sharpening and brightness &
contrast.

Remove Picture Background
You can remove the background of a picture (or unwanted sections) by selecting the [Remove Background]
button. Use the menu options to mark the areas you would like to keep and remove > Select [Keep Changes]
when you are finished. To show the background again, select [Remove Background] > [Discard Changes].
Related to the graphic options are the new “Paste Options.” Read below to find out more.

What are “Paste Options” ?
When you copy and paste an item, you will notice that you now have extra
paste options. If you hover over each option, you can see a preview of what the
text will look like if you select the option you are considering. The available
paste options will vary according to what is being copied (e.g., numbers,
pictures, text, etc.).For pasting text, you will have the options of Keep text
formatting which keeps the original styles and formatting, Merge formatting
which changes the styles to those of your current document, and Keep text
only which doesn’t apply any formatting.
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Is there a way for me to group items together?
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Yes! Unlike Office 2007, where you were unable to group
text boxes, shapes, and inserted pictures together, Office
2010 allows you to group each of these items as a single
object.
1. If you have inserted a picture, right-click the
picture > Select Wrap Text. Make sure the format
is set to square or tight. You will not be able to
group the picture if it is not formatted to one of
these settings.
2. Next, hold down the [Shift] key and click to select
each item you would like to group.
3. Under the Drawing Tools or Picture Tools
contextual tab, Locate the Arrange group > Select
the [Group] option > Click Group.
4. Right-click on the grouped objects to change the
Wrap Text option back to square or tight.

Final Thoughts…
Even though most of the Office program has stayed the same and will not be difficult for you to adjust to, the
improvements listed in this guide will allow you to have a better Office experience. Please take advantage of
the cool new features that Office 2010 has to offer.

How to get help
Software classes will be offered throughout the academic year to help familiarize you with the new software
features. Check out computer help pages (www.cedarville.edu/computerhelp) for self-directed step-by-step
help with common Office 2010 tasks.
Remember that you will have control over when you upgrade to Office 2010. Look for an e-mail from
Computer Services inviting you to upgrade.
Contact Computer Services with any questions or concerns. Assistance hours are Monday-Friday, 8:00 – 5:00.
We are happy to help!

Computer Services
Main Office (937) 766-7905
Tyler Digital Communication Building – Room 122
E-Mail Computer Help
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