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[N] Micrasoft Onelote 2010 =
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@ Microsoft PowerPoint 2010 b
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More on Office.com: downloads | images | templates

ALLSITES | TRUSTED SITES

Remove a page break
Article | Delete a manual page break in Word 2010, and
delete additional pages.

Insert a page break

Article | Add a manual page break in Word 2010, and
adjust page breaks automatically by using options
settings.
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Word Options

EENGRGE Options — Advanced ||| ==

Display

2
3. 1enMdq Use overtype mode prosfing
4

save

Aanijy OK

[ Advanced

Customize Ribbon
Quick Actess Toolbar
Addns

Trust Center

Advanced options for working with Word.

Editing options

Typing replaces selected text
When selecting, automatically select entire word
Allow text to be dragged and dropped
Use CTRL = Click o follow hyperlink
[T] Automatically create drawing canvas when inserting AutoShapes
Use smart paragraph selection
Usg smart cursoring
[C] use the Insert key to control gvertype mode.
[] Prompt to update stule
[] Use Normal style for bulleted or numbered lists I
[ Keep track of formatting
[] Mark formatting inconsistencies o

ol i ] 5
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Key Applications

Available Templates Adjacency Letter

AfjscencyLeter | Adjcency Merge Leter

04/11/57



mstiudin lalugluuuaien (Save As)

a A d .
i ANNLIND File

*  AANIADNAIAA Save As

v Y
1. dennaalngd
a 1 4 g: 4 4
2. nanlu¥ed File name: 1iioaaye 11ld
A A A Y v =R A
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Includes: 2 locations

¢ Fevorites
B Desktop

J} Downloads

HName

\JJ Flash Player Pro
] RecentPlaces i GemPrayer

) microsoft

My Data Sources

'J) OneNote Notebooks
L ovi
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"
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() Hide Folders.

Tags: Add e tag
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Tumiiaamde Save As

4. Aan1|y New Folder | (ssess

B

%v » Libraries » Documents » .|&"
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Send Using E-mail

11113183 Save & Send 5

Send as
Attachment

Attach 2 copy of this document to an e-mail
Everyone receives separate copies of this
document
Changes and feedback need to be
incorporated manually

e @ swove

R B soetosnucpome et
New Q) rwn e
srnt

Create an e-mail that contains a link to this
document
Everyone works on the same copy of this
document
Everyone always
Keeps the e-

A\ Document must be saved in 2 shared
location

Attach a PDF copy of this document to an
e-mail
Document looks the same on most
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Preserves fonts, formatting
Content cannot be easily

File Types
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D Send as XPS
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£ Options
Bon

Attach a XPS copy of this document to an
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Preserves fonts, formatting, and images
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