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Vasu Jain is a Technology enthusiast, and a Technology blogger. 

Having worked as a Software Engineer, and being awarded 

Microsoft Most Valuable Professional he has close associations in 

IT industry and has an idea of expectations & requirements of a 

Consumer as well as Enterprise. This book has been written by 

him in keeping these things in mind.  

He has also authored an eBook on Windows 7, Windows 7: Tips & 

Tricks which has crossed over 500,000 downloads in short span of 

18 months.  

Vasu blogs at the website www.WindowsVJ.com and can be 

contacted on Twitter @vasujain. 

http://windowsvj.com/wpblog/2009/12/windowsvj-xclusive-release-windows-7-tips-tricks-ebook/
http://windowsvj.com/wpblog/2009/12/windowsvj-xclusive-release-windows-7-tips-tricks-ebook/
http://www.windowsvj.com/
http://www.twitter.com/vasujain


  Office 2010: Tips & Tricks  
 

6 | P a g e 

© Vasu Jain             http:/www.WindowsVJ.com 
 

The response to my last book æWindows 7 Tips & tricksç was 

fabulous one and motivated me to write another eBook. The 

Readers at my blog wanted me to go further in this. Finally I 

decided to write this book in May 2010.  

Microsoft Office is one of the most popular and user friendly 

office suites in the market.  And this time Microsoft had made it 

bigger by integrating features for Office  Web Apps and Mobile 

Office and significant changes to User Interface and included a lot 

of new features in Office Suite. 

This book is for the users of Office 2010 who wish to learn and 

seek new opportunities via this version of Office.  I have included 

a list of Tutorials, Basics, Tips and tricks which I have known 

during the last one year of trying Office 2010 Suite (Since its Pre-

Beta Build in July 2009)  I have tried my level best to make the 

language of this book as simple  so that a novice can also 

understand.  

The book is divided into seven sections. Section one would be 

covering Office 2010 features as a whole while Section 2 ä 5 

covers features in Word, Excel, PowerPoint & Outlook respectively. 

Chapter Six includes some additional utilities for Office 2010, and 

chapter Seven would dive into Office Web apps and Office Mobile 

Apps. 
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I have personally tried and tested the tips, tricks & tweaks 

discussed in this guide. However, I request fellow readers to be 

cautious while trying it out with your system. Always take a 

backup copy of all important data/registry before attempting t o 

change the system and registry settings. 

Last but not the least- Learn, Share & Grow. Add your knowledge 

to what I have and share it unconditionally with the people who 

are looking for it.  

To increase the ease of access and user readability I have 

hyperlinked all articles and table of contents with each other. Click 

on any article heading to reach the table of content or click any 

content to reach the article. 

The offerings in this book would help any user to curtail the  time 

they spend using æOffice 2010ç and thus enhance their 

productivity  as an individual and as a team. This book does not 

serve as a complete guide but is a drop in the ocean and 

unleashes few new features in Office 2010 Suite as well.  

The contents of this book are copyrighted.  I have tried my best to 

make this book error free but still if you find any error please mail 

me and I will correct them. The contents of this book can be 

found over my website www.WindowsVJ.com as well. 

 

          Vasu Jain 

http://www.windowsvj.com/
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1.      System requirements for Office 2010  

2.    Price List for Office 2010 

3.    How to Install Office 2010: Installation Screenshots 

4.    Take Screenshots from Office 2010 inbuilt Tool  

5.    Convert Office 2010 docs Formats using inbuilt converter 

6.    Backstage Concept in Office 2010 

7.    Enhanced Security  using æProtected Viewç Mode 

8.    Office Orb replaced by Menu Button 

9.    Translate Text in Microsoft Office 2010 

10.  How to Remove Background from a Picture     
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1.    Special text selection using F8 Key in word 2010 

2.    Make a Blog Post from Word 2010  

3.    Save documents to Sky Drive directly from Office 2010 

4.    Improved Search options in Word 2010 

5.    Word 2010 Short Cut Keys    

6.    Sort a list Alphabetically in Word 2010 

7.    Enable and Add Text to Speech feature in Office 2010 

8.    Format Painter in Word 2010 

9.    Autosave a Microsoft Word Document  

10.  Customize the Default Font in Office Word 2010 

 

 

 

1.    Analyze data efficiently & quickly using Sparklines  

2.    Wrap text using Ribbon option in Excel 2010 

3.    Change Orientation of cell Text in Excel 2010 

4.    Count the Occurrences of a text in an Excel Sheet 

5.    Sorting Excel file by column Attribute 

6.    Excel 2010 Paste Options 

7.    Handy Shortcuts in Excel 2010 

8.    Disable Read-Only Protected View in Office 2010 

9.    Creating a Hyperlink In Excel 

10.  Data Filtration in Excel 2010 using Slicers 
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1.   Save PowerPoint 2010 Presentations as Movies  

2.   Edit Videos inside a Presentation in PowerPoint 2010 

3.   Broadcast PowerPoint Presentations over the web  

4.   Copy PowerPoint effects using Animation Painter 

5.   Preview & Apply PowerPoint Themes to Presentations 

6.   Show Date and Time on a Slide in PowerPoint 2010 

7.   Creating a theme in PowerPoint 2010 

8.   Equation Editor Tool in PowerPoint 2010 

9.   Compare Two Presentations in PowerPoint 2010 

10.  Co-Authoring a Presentation in PowerPoint 2010 

 

 

1.    Import Phone Contacts from Excel to Office Outlook 2010 

2.   Key Tips in Outlook 2010 

3.   How to create Quicksteps in Outlook 2010 

4.   Configure Email Account with Microsoft Outlook 2010  

5.   How to Add email Signatures in Outlook 2010 

6.   Jumplists in Outlook 2010 

7.   Outlook Social Connector 

8.   Send Text Message in Outlook 2010 

9.   Customize Navigation Pane in Outlook 2010 

10. Create a Business Card using Microsoft Publisher 2010 
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1. Twitter Add-in for Outlook 2010  

2. Facebook add-in for Outlook 2010  

3. Enable tabs in Microsoft Office 2010 

4. Office 2010 add-in to detect grammar mistakes 

5. View Presentations using PowerPoint Viewer 

6. Add-in to Compare Worksheets in Excel 2010 

7. Office Compatibility Pack for Word, Excel, and PowerPoint 

File Formats 

8. Forgotten Attachment Detector for Outlook 2010  

 

 

1. Microsoft Office Web Apps  

2. Microsoft Off ice Mobile 2010 

 

 

 

1. Windows 7 EBook : Review 
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System requirements for Office 2010 

System requirements for office 2010 are: 

1. Office 2010 will be available in both 32-bit and 64-bit versions. You need 

not to worry about the version of windows you are using. You would be 

asked to choose between 32 & 64 @ time of installation. 

2. Office 2010 will run on Windows XP SP3, Windows Vista, and Windows 7. 

 

 

3. You donét need to replace hardware that is capable of running 2007, it 

will support Office 2010. Like Windows 7 has demonstrated, MS realize that 

taking advantage of the hardware you already own is just as important as 

supporting all the new technology coming out.  
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Price List for Office 2010 

Microsoft Office Home and Student will cost $149, Office Home and 

Business will cost $279, Office Professional will cost $499, and Office 

Professional Academic will cost only $99. The prices of Product Key card 

differ; refer to the chart below which outlines the cost of each version. 

 

  

Microsoft has partnered with major retailers & PC manufacturers, as a 

result of which new PCs from these partners would be bundled with Office 

2010 Suite. However, to unlock the copy of Office 2010 software 

preloaded by the PC manufacturers, users need to purchase Product Key 

Cards from Microsoft.  
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The Product Key Card will only be available for purchase via major OEMs 

and electronic retail outlets. The Product Key Card is a single-license card 

with a key that unlocks Office 2010 software. It doesn't have a DVD inside, 

making it more environmentally friendly, since it is smaller than the full 

package DVD product.  
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How to Install Microsoft Office 2010: Installation Screenshots 

 

Office 2010, SharePoint 2010, Visio 2010 and Project 2010 release-to-

manufacturing version have been made available to MSDN/ TechNet 

subscribers 22 April 2010. Here are the Screenshots of installation of office 

2010 RTM built 14.0.4760.1000 (64 Bit). 

 

http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k102.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k1011.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k102.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k1011.png
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http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k1021.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k103.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k1021.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k103.png
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http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k104.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k105.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k104.png
http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k105.png
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http://windowsvj.com/wpblog/wp-content/uploads/2010/04/o2k106.png
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Office 2010: Take Screenshots from Word, Excel, PowerPoint 

inbuilt Tool  

Microsoft Office 2010 has a Built-In Screen Capture Tool through which 

screen shots of the currently open windows can be taken easily and 

attached in the document from where it is taken. Word, Excel & PowerPoint 

have the èScreenshoté feature under èInserté & it snaps screen shots of the 

currently open windows for one -click insert. This screenshot may be saved 

for further use as well.  

Taking Screenshots in Microsoft Office Word 2010  using inbuilt tool:  

1. Open a document in Microsoft Office Word 2010 

 

2. Navigate to èInserté tab and click on èScreenshoté option which is as 

shown in the screenshot above. 

3. It will show you the active windows on your computer. If you want to 

take a full snap of those active windows, then select the windows from the 

list 

4. Screen clipping option can be selected to take a screenshot of selective 

area only and you can select the area to take screenshot 

5. Screenshot will be copied to your Microsoft Office Word document  

6. Save the screenshot on your local computer by right click on image & 

selecting èSave as Pictureé from menu 

http://windowsvj.com/wpblog/wp-content/uploads/2009/12/wss-1.png

























































































































































































































































































































































































































































