Migrating to Office 2010
The Environment

The first thing most people notice about Office 20107 is that the user interface is completely different.  Many people panic when they realize that both toolbars and menu bars are no longer available.  One of the benefits of using Microsoft Office is that all of the applications have a similar look and feel, so while we are showing pictures of Word 2010, you can expect the same elements to be present in Excel and PowerPoint as well.  

When you first launch Word 10 it will appear as it does below.  At the top of the Word window is the title bar.  The Title Bar will tell you the name of the file you are using and the name of the name of the program that is open.  Just to the left of the title, you will see a new element to Office 2010.  Moving over on the title bar to the right, you will find the Quick Access toolbar.  This is the only toolbar left in Office 2010.  It will likely have only three buttons, but it is customizable.  Below the Title Bar, you will find the Ribbon.  The Ribbon has tabbed sets of commands.  These commands are on buttons to make the action quicker than using menus.  The buttons are grouped into sets that are labeled directly below the set.  The new series of tabs is designed to be more intuitive than previous versions of the program.
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In addition to buttons on a tabbed Ribbon, you will see that these sets have built in dialog box launchers for the control and options that you may be comfortable with from older versions of the program.  By clicking on these launchers, you can have full access to the tools available for that group of commands.
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A Different Naming Convention
One of the first things you may notice about the new office version is that your file names have changed.  In past versions of Word, Excel and PowerPoint, files were called .doc, .xls and .ppt, respectively.  In Office 2010, these same files are now called .docx, .xlsx, and .pptx.  Why the change?  The new file formats are XML based, and therefore require the extra letter to indicate that this is so.  The Extensible Markup Language (XML) is a general-purpose language that will allow for smaller files, and for easier recovery of the files, should something happen.  The most important thing to know about .docx files is that older versions of Word, in general, cannot open them.  This means that if you are sharing files with someone who is on an older version of Word, Excel or PowerPoint, you must intentionally resave the file using the older file format.  To do this, simply go to the FILE TAB and click the option for SAVE AS.

When the SAVE AS dialog box opens, it will appear as it does below.  At the bottom of the box, you will have a line called File Name for the name of the file.  Below that, you will have an option for “Save as type.”  The “Save as type” option is a drop down menu, so clicking on the arrow will give you all of your options.  Choose the option called “Office 97-2003 Document (.doc)” and then click the SAVE button.  This will make your new file reverse compatible. [image: image3.png]e
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Adding to the Quick Access Toolbar
There are no more toolbars in Office 2010, or at least not the way you may be used to seeing them.  What we have instead is the Quick Access Toolbar.  By default, there are only three buttons on this toolbar, which will allow you to SAVE, UNDO and REDO.

You can, however, add to this toolbar if there are actions that you perform often enough to want to keep them at your fingertips.  To add buttons to it, right click on the Quick Access Toolbar, and choose the option called Customize Quick Access Toolbar.  You should see the window below.
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To add a button, choose it from the list, and click the Add button in the middle of the window.  You may add as many as you like before clicking the OK button at the bottom of the open window.

Charts in Excel
Creating Charts in Excel has become easier with Office 2010.  It is, however, a perfect example of a new feature in this suite called the Contextual Tabbed Set of Commands.  To create a chart in Excel 2010, you will simply select all of the data you would like to chart, go to the Tab labeled Insert, and click the button that corresponds to the kind of chart you would like to create.  Notice that there are buttons for the most commonly used chart types such as columns and pie charts immediately available.  Any other kind of chart will use the Other Charts option.  Clicking any of these buttons will give you a menu where you can choose a sub-type.  For example, if you are doing a pie chart, would you like it to be a flat or 3D chart?
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As soon as you choose the sub-type, a chart appears on the spreadsheet in front of you.  Editing the chart to something more than the default setting will require the Contextual Tabbed Set of Commands.

With Contextual Tabbed Sets of Commands, you only have access to those commands in the specific circumstances.  When you click anywhere but on the chart, the Contextual Tabbed Set of Commands goes away.  Notice that the special tabs are color coded so that you can identify them as contextual.  You will see that they are also labeled as Chart Tools, and have afforded us three new tabs for design, layout and formatting for the chart only.  
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The Design Tab will let us make changes to chart types, and locations, as well as the quick layouts that are available as a template.  You will also see that next to many of these options there are scroll bars for more choices.  
The Layout Tab lets us make changes like adding data labels to our charts, as well as adding titles or removing the legend.  

The Format Tab will let you work with the chart as though it were an object.  That means, you can change the background color, the color of the border and add word art.  Within a few clicks, a very professional chart will emerge. 
Clicking anywhere else but the chart makes these Contextual Tabbed Sets of Commands disappear, and clicking onto the chart again will bring them back.

Picture Tools in PowerPoint
Working with pictures in PowerPoint also makes use of Contextual Tabbed Sets of Commands.  The options for creatively manipulating photos and clipart have grown in Office 2010, and it is easier than ever to accomplish what you set out to do.
Once a picture is inserted onto a PowerPoint slide, and as long as the picture is selected, you get a Contextual Tabbed Sets of Commands called Picture Tools.  This one tab, called Format, gives you access to many of the photo and picture editing tools formally only found in photo editing software.  

The first thing that most people notice is the set of possible frames and borders for the newly inserted photo.  Remember that as you move your mouse over each of the options, that choice will be previewed in the document.  When you find a border you like, clicking on the corresponding button will apply that effect.  

The rest of the photo tools available are just as easy to use.  There is an option where you can change the color variations on the photo or simply increase or decrease brightness and contrast.  While prior versions of the program allowed you to resize your picture, now you also have options for changing the shape entirely or adding a special effect like a soft glow or a shadow.
Clicking anywhere else but the photo makes the Contextual Tabbed Sets of Command disappear, and clicking onto the photo again will bring it back.
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Quick Access Toolbar





The Ribbon with tabbed sets of commands





Dialog box launcher








