
What’s new in Microsoft Office 2010? 

File Tab 

Use to manage files and 
set options.   

The File tab is a combo of 
old File menu items and 
option settings from the 
Tools menu.  

Save Documents as a PDF 

Click the File menu, choose Save & Send, and select the Create PDF/XPS document option in 

the File Types section.    

 

Then, click Create PDF/XPS, specify the folder for the document, and click Publish. 



What’s new in Microsoft Office 2010? 

Customizable Ribbon 

Built-in Graphic Tools 

Users can add or remove 
commands from the  
Office 2010 Ribbon: 

 

 Add custom groups  
and tabs 

 Rename default groups 
and tabs 

 Change the order of  
default groups and tabs  

Office 2010 applications share an enhanced set of graphic tools for inserting images, videos, 
and other graphical elements.  Users can do a lot of editing to pictures and videos right inside 
Office 2010 - crop, resize, correct colors, correct brightness and contrast, add artistic effects 
and more. 

Perhaps the most useful graphic tool is the one that removes the background from pictures 
and icons. 

Enhanced Security 

Protected View allows users to open a file from an Internet source or email without executing 
macros or embedded scripts.  When you are sure the document is safe, you can unprotect it. 



What’s new in Microsoft Office 2010? 

Paste Preview 

Screenshots 

Paste Preview lets you preview a paste task 
before you actually commit to it. 

First, copy the text and position the  
insertion point marker where you want to 
paste the text.   
 
Then, choose one of the Paste options from 
the Paste drop-down in the Clipboard group.  
Hovering over a paste option previews the 
possibilities. 

On the Insert tab, use the screenshot options in the Illustrations group to create screenshots 
into Word, PowerPoint, Outlook, or Excel. 

Simply click the  
shot you want  
to include in your  
document.   
 
Alternatively,  
choose  
Screen Clipping  
to copy just a  
portion. 

Outlook To Do Bar 

On the right of your  

Outlook window 

there is a  

quick display of   

upcoming meetings  



What’s new in Microsoft Office 2010? 

Quick Print Button 

Instead of going to the File tab and hitting the print button, users may add the Quick Print 
button to the Home screen tab. 

Click the small  
down arrow for the  
Customized Quick  
Access Toolbar just  
above the Insert tab. 

Select Quick Print 
to add the option to the 
Quick Access toolbar. 

Quick Print icon  
is now added to the  
Quick Access Toolbar. 


