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TOTAL TRAINING™ FOR 
Microsoft® Office 2010 Getting Up to Speed New Features

QUICK REFERENCE GUIDE

C1 OFFICE 2010 FIRST GLANCE  34:19
1 The Fluent Interface Revisited
2 The Backstage View
3 Customizing the Ribbon

C2 OFFICE 2010 FILE FORMATS  22:11
1 XML in O�ce
2 Converting Older Files
3 Reverting New Files & Prepare for Sharing

C3 OFFICE 2010 SHARED FEATURES  31:08
1 Using Paste Preview
2 Capturing Images with the Screenshot Tool
3 Correcting Images in O�ce 2010

C4 WHAT'S NEW IN WORD 2010  26:23
1 Using the Navigation Pane
2 Text E�ects, OpenType® Features & Alternative Text
3 Keeping Safe & Opening Unsaved Documents

C5 WHAT'S NEW IN EXCEL® 2010  43:34
1 Applying Cross Sheet Conditional Formatting
2 Exploring Data Bar Enhancements
3 Viewing Data with the Sparkline Tools
4 Filtering Data with Slicers
5 Additional Excel Enhancements

C6 WHAT'S NEW IN POWERPOINT® 2010 51:44
1 Creating Presentation Sections
2 Exploring Video Format Tools
3 Exploring Video Playback Tools
4 Enhanced SmartArt®, Animations & Transitions
5 Creating Video & Broadcasting Presentations

C7 WHAT'S NEW IN ACCESS® 2010  55:29
1 Access 2010 at First Glance 
2 Entering Table Data & Saving a Template
3 Adding Quick Start Field Collections
4 Empowering Databases with Data Macros
5 Making Data Look Good
6 Using the Data Type Gallery
7 Advanced Access Expressions

C8 WHAT'S NEW IN OUTLOOK® 2010  1:00:36
1 Getting Familiar with Interface Updates
2 Monitoring Conversations
3 Taking Control of Your Inbox
4 Simplifying Actions with Quick Steps
5 Keeping Socially Connected

C9 WHAT'S NEW IN ONENOTE® 2010  44:37
1 Creating a OneNote Notebook
2 Adding Notebook Content
3 Keeping Side Notes
4 Searching Your Notes
5 Sharing Your Notebooks

C10 WHAT ABOUT WEB APPS?   44:39
1 What Are Web Apps?
2 Windows Live® SkyDrive®, Silverlight® & Accessing Web Apps
3 Accessing Files & the Excel Web App
4 Creating Files & Using the PowerPoint Web App
5 Credits


