Where did it go? Microsoft Word 2010
The Environment

When you first launch Word 2010, 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.  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 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 Microsoft Office Button 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.
Where are my menu items?
There are no more menus in Office 2010, or at least not the way you may be used to seeing them.  What we have instead are the Quick Access Toolbar and Tabbed Sets of Commands.  If you are more comfortable with older versions of Office, you may be wondering where the menu items are now hidden.  Much of what you used to see under the File and Edit menus are now located on the File Tab.  The View and Insert menus are now View Tab and Insert Tab.  The items from the Format menu are now mostly located under the Page Layout Tab.  Items from the Tools menu are now spread throughout the tabs, but have a significant concentration under the Reference Tab, Mailings Tab and the Review Tab.  
Working with the File Tab
The File Tab has many of the items that you may be more comfortable finding under the File Menu, but you will notice that you can no longer see your document from this view.  The File Tab drops you into an area of Word called the Back Office.  In the Back Office, you have access to a host of information about your document.  You’ll see that you can click on the option called “Info” and learn everything there is to know about the document; the number of words as well as the creation dates.  Options for opening, saving, printing and exiting are all under this one tab.  You should also notice an option for something simply called Word Options.  Every possible way to customize your environment is in that one location.
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From this one box, you can change the default colors for Word, as well as the default file type when you save.  This is also where you will go to change your spell check dictionary and what other AutoFormat and Autocorrect features you would like to use.
What else has changed?
Among other changes, the default margins for Office 2010 have changed to be an inch all around the page.  Previously, the margins were an inch at the top and bottom with an inch and a quarter on each side.  To reset the margins to prior settings, go to the Page Layout Tab and select the button for margin.  You can select the Office 2003 default by choosing it from the menu.  To make this change permanent, you will have to open the Page Set up Dialog box by clicking on the Dialog Box Launcher.  Once the dialog box opens, you can adjust the margins to reflect the old standard.  In the lower left hand corner of the dialog box, you will find the Default button.  By clicking Default and then OK, each new document will have these settings.

Word 2010 has also changed the default settings for spacing.  The new default is to put a space between paragraphs and to have the entire document spacing at 1.15.  If you prefer to double space or single space your document, you can do so through the Paragraph Dialog box.  Here again, you will need to use the Dialog Box Launcher, located on the Home Tab.  
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