
Read & Download (PDF Kindle) 
Office 2010: The Missing Manual

 Nancy Conner

http://dl.neutronbyte.com/pdf-file/18oYWaTP/e/GERQ/KqPw/JPVP/Office-2010-The-Missing-Manual
http://dl.neutronbyte.com/pdf-file/18oYWaTP/e/GERQ/KqPw/JPVP/Office-2010-The-Missing-Manual
http://dl.neutronbyte.com/pdf-file/18oYWaTP/e/GERQ/KqPw/JPVP/Office-2010-The-Missing-Manual
http://dl.neutronbyte.com/pdf-file/18oYWaTP/e/GERQ/KqPw/JPVP/Office-2010-The-Missing-Manual


Whether you're new to Microsoft Office or have used it for years, this clear and friendly primer
helps you be productive with Word, Outlook, Excel, PowerPoint, Access, and the rest of the
Office apps from day one. Learn what's new in Office 2010 and get a complete, step-by-step
guide to each of its main programs, along with details on Publisher, OneNote, and Office Web
Apps. With this Missing Manual on hand, you'll be creating professional-quality documents,
spreadsheets, presentations, and databases in no time.Office 2010: The Missing Manual is a
great way to master Office 2010 without having to stock up on a shelfload of books. Packed with
illustrations and friendly advice, it's truly the book that should have been in the box.Learn
everything from basic word processing to desktop and web publishing with WordUse tables,
graphics, and videos to create sophisticated Word documentsManage your contacts and keep
track of your schedule with OutlookQuickly create and edit PowerPoint presentations, and snazz
them up with videos and soundBuild spreadsheets, use functions and formulas, and create
charts and graphics with ExcelDesign databases and manage large stores of text, numbers, and
pictures with AccessSix Things to Love about Office 2010Office 2007 represented an Office
revolution, introducing the Ribbon--a screen-top strip of buttons, organized around common
tasks, that replaced the unwieldy collection of toolbars found in earlier versions. The Ribbon
forever changed the way people worked with Word, Excel, PowerPoint, and the other Office
programs. Office 2010 doesn’t shake things up the way its predecessor did, but it does fine-tune
the entire machine and adds some nifty new features. Whether you’re upgrading from Office
2007 or you’re a holdout from an earlier version of Office, here are six things you’ll love about
Office 2010:Customizable ribbon. The Ribbon helps you find the command you want by making
common commands visible as easy-to-spot buttons organized into related groups. Of course, no
one knows how you work as well as you do, and that’s why you can now customize the Ribbon.
Hand-tailor the Ribbon by organizing its commands in a way that makes sense to you. You can
add new tabs, create your own groups, add or remove buttons, and more. Never again scratch
your head wondering where to find the command you want.Backstage view. With Office 2010,
Microsoft introduces Backstage view, a smart new way to work with files. Backstage view
gathers together everything that you might do with a file (as opposed to what you might do to a
file): create a new file, open an existing one, save, print, set permissions, or share. In Word, for
example, when you’re finished editing a document, you go Backstage to print it or email it to a
colleague. You get Backstage by clicking the File tab, the leftmost tab on every Ribbon. Clicking
here takes you out of editing view and shows information about the file itself--that’s why they call
it Backstage.Better photo-editing tools. Okay, so Office 2010 isn’t Photoshop--but it was never
intended to be. Still, you can add cool effects and edit your photos without having to switch to a
photo editor. Crop photos, remove distracting backgrounds, and capture screenshots of open
windows--right from Office.Paste preview. If you’ve ever been frustrated by having to reformat
text pasted into an Office file from another source, you’ll appreciate this feature. Paste Preview



shows you a live preview of how pasted-in text will look in your document, spreadsheet, or other
file. You can switch between paste options to make sure that your work looks the way you want it
to.Protected view. Lots of people think nothing of downloading and opening files that they find on
the Internet--even when they have no idea who created these documents. To protect your
computer, Office programs open downloaded files in Protected view, showing a read-only
version of the file that can’t do nasty things to your computer. If you trust the source from which
you got the file, you’re an easy click away from enabling full-fledged editing.Borrow interface
metaphors from the physical world. Lean on users’ real-world experience to create intuitive
experiences. People will try anything on a touchscreen, for example, that they’d logically try on a
physical object or with a mouse-driven cursor. Besides these practical benefits, using an
everyday object as an interface metaphor imbues an app with the same associations that folks
might have with the real McCoy--a shelf of books, a retro alarm clock, a much-used chessboard,
a toy robot.Office Web Apps. Microsoft has put its most popular Office programs on the Web--for
free. With Internet access and a Windows Live ID, you can work with Web-only versions Word,
Excel, PowerPoint, and OneNote from just about anywhere. Store your files on SkyDrive, which
provides 25 GB of storage space, and work on them whenever and wherever you want. And
Office Web Apps makes sharing your files easier than ever before.

About the AuthorNancy Conner has a Ph.D. in English from Brown University and has taught
writing, including technical writing, to college students for more than a dozen years. She is
currently a freelance copyeditor, specializing in technical books covering topics ranging from the
MS Office suite to programming languages to advanced network security.Matthew MacDonald is
a science and technology writer with well over a dozen books to his name. Web novices can
tiptoe out onto the Internet with him in Creating a Website: The Missing Manual. HTML fans can
learn about the cutting edge of web design in HTML5: The Missing Manual. And human beings
of all description can discover just how strange they really are in the quirky handbooks Your
Brain: The Missing Manual and Your Body: The Missing Manual.
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B. Kirzner, “An Excelent Introduction to 2010. I usually get one of these mega-books on each
upgrade of software, and this was a very good choice. It does what it says it is going to do, and I
am using it repeatedly as I explore Office 2010. The information has been correct every time I
look, and leads to aspects I didn't know I wanted to know about until informed in this manual.
Sort of like Windows 7, that anticipates problems and solutions without your having to ask.The
only complaints I have are the lack of color, which has turned out to be a very minimal lose, and
the lack of depth in some not so unusual areas, like style in Word, which has a very complex set
of functions. It is covered, but I left it hungry.I will most likely get a dedicated book on Word, or
just keep following up with searches on the MS Office 2010 Site. The video tutorials there are, by
the way, quite good introductions to various parts of every Office program.bmkmd”

B J Bobbe, “Office 2010 the missing manual. Super price for what you get! This book is well
written and covers the BASICS of using this Microsoft (M/S) product. But there is so much to
know about the Office Suite products that this book, even at 900+ pages, cannot possibly cover
the detailed information that I would like to have. I dislike having to go online for help information
from M/S and become lost in the process. I cannot understand why M/S cannot include the
equivalent of an electronic manual with their products. Most laptop PCs have memory & hard-
drives in the megabytes and memory-sticks (& cards) in the gigabytes. So if your looking for
information on how to use this M/S Office product you'll have to keep looking. Please let me
know if you do. For the neophyte user of M/S Office this book definitely gets you off the ground
and is well worth the cost.”

Patricia Fulda, “Vitally Important Manual for Office 2010. I have been buying copies of this for all
my friends who are using 2010. The motto of The Missing Manual series is "the book they
should have put in the box." How very true! This is dauntingly thick because it covers ALL the
programs on 2010, but it is the usual Missing Manual format: just read down the table of
contents to see what you want to do ("Save a document," for example), then turn to the 2-3
pages that tell you just how to go about it. Highly recommended!”

Christine Sroka-Williams, “Great Book but.... This is a great book that covers the Office 2010
basics. As one other review mentioned, it does not get into the more advanced features of the
software. The thing that bugged me was Appendix C-E covering Access Queries, Reports &
Forms. They were NOT included in the book so you had to search for them on the O'Reilly
website. I bought the book because I wanted a hard copy, not to have to download additional
content & read it on screen. If you're going to refer to this content in other places in the book,
please include it IN the book.”

Surya-Patricia Lane Hood, “It's a great manual. I love the manual as it is easy to 'digest'. I highly



recommend the book for new Office 2010 users.The only problem I had was with Amazon over
the length of time it took to get here - nearly three weeks. I bought Office 2010, a computer, a
new printer, scanner and the manual at the same time. I received everything in just over a week
but this manual lingered in the abyss nearly two weeks longer. I was not a happy camper over
Amazon's lengthy shipping and handling time.”

JR, “Office 2010: The Missing Manual (Missing Manuals). very good for what it covers, and in
the absence of a product manual, but I found some more advanced topics missing, e.g. Outlook
2010 macros / visual basic, and message editing screen defaults (both of which to some extent
are shortcomings in the program itself).”

Qualbob, “Excellent detail. This book helped me to quickly transition .... Although bought for
kindle I find this easier to read on my laptop. Excellent detail. This book helped me to quickly
transition from 2003. On the strength of this experience I have since bought the Missing Manual
for Windows 8.1.”

James Sale, “comprehensive and readable. The missing manuals series I have found
consistently informative and readable - as they say, it's what should be in the box, but isn't. I
strongly recommend this book on office”

C. Collins, “A really useful reference book. Arrived quickly, as described. A really useful
reference book, I wouldn't be without it!”

The book by Nancy Conner has a rating of  5 out of 4.3. 92 people have provided feedback.
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