	With your upgrade to Windows 7, we’ll also be including a copy of Microsoft Office 2010. Thankfully, you won’t have as much to get used to as you did with Windows 7, but in this document we’ll be reviewing the subtle changes that will make navigating the Office programs slightly easier.

Microsoft Word
	Not a lot is different in the new version of Microsoft Word, but as you’ll find there are a couple of handy new additions that will make some processes a lot easier. For the first new feature, we’ll click the Insert tab on the ribbon at the top. You’ll see all of the options you’re used to, with one addition; the Illustrations block now has a Screenshot button. What this basically does is allow you to take an image of anything on your screen and then paste that image directly into your Word document.
[image: I:\Jack's XP to 7\Office\tenScreenshot.jpg]
After you select Screen Clipping, your Word window will minimize, allowing you to take a screenshot of any of your other open windows. Click and drag a box over the area you want to capture, and when it is at the desired size, release.
[image: I:\Jack's XP to 7\Office\tenScreenshotHighlight.jpg]
	Once you release the mouse, the picture will automatically save, and insert itself into your Word document. The place of insertion will depend on where your cursor was in Word last.
[image: I:\Jack's XP to 7\Office\tenScreenshotPasted.jpg]
	Another thing that’s been improved in Microsoft Word is the search function. In Word 2007, you could locate a certain word in any document by using the Ctrl + F combination and then typing what you were looking for. You may remember it looking like the image below.
[image: I:\Jack's XP to 7\Office\sevenFindReplace.JPG]
	In Office 2010, this window takes a new form, as a Navigation Pane that appears to the left of your document. Not only does it find and highlight every instance of the word you search for simultaneously, but under your query in the Navigation Pane it will display every sentence in which the word appears. It will look something like the image below.
[image: I:\Jack's XP to 7\Office\tenFindReplace.jpg]
	A brand-new feature in Microsoft Word is Paste Preview, a utility that lets you view how pasted content will look before you actually paste it into the document. This can be done with any content that can be pasted. Make sure the content in your clipboard and right-click the document as if you were about to paste it. Instead of pasting it, hover your mouse over any of the icons below the paste button and a preview will appear.
[image: I:\Jack's XP to 7\Office\tenPastePreview.jpg]
	The last new feature in Microsoft Word 2010 is the ability to create text effects dynamically within the document. Previously, in Microsoft Word 2007, you were only able to add effects to text using something called Word Art, but with Word 2010, any text can be instantly edited to have special effects like glow or shadow. To access these effects, select the glowing Text Effects icon in the Font block of your Home tab.
[image: I:\Jack's XP to 7\Office\tenTextEffectsIcon.jpg]
	After clicking the Text Effects icon, you will see a number of preset effects, which you can quickly select if you see one you like. Alternatively, you can use the options at the bottom of the Text Effects menu to manually select Shadow, Glow, Reflection and Outline. As you hover your mouse over any of these options, the text you have selected will change to preview the new setting even before you click to apply it.
[image: I:\Jack's XP to 7\Office\tenTextEffectsPreview.jpg]

	This concludes our tour of the new features in Microsoft Word. To review, we’ve gone over the screenshot feature, the new Navigation Pane search function, the right-click paste preview function, and the new Text Effect options. Next, we will look at a few changes between Microsoft PowerPoint 2007 and 2010.

[bookmark: _GoBack]Microsoft PowerPoint
	Besides some new bells and whistles such as additional transitions and animations available for use in your presentations, there are only two additions to PowerPoint 2010 from PowerPoint 2007. These features are video editing tools, and the ability to broadcast your PowerPoint presentation over the web. First we’ll focus on the video editing tools.
	Previously in PowerPoint 2007, you had the ability to embed videos, but they were recognized by the editor as pictures and you had very few customization options. In PowerPoint 2010, as soon as you embed a video, a toolbar appears at the top of the window that gives you several options for controlling and editing your video within the presentation. You can insert a video to your presentation by selecting the Insert tab on the Ribbon menu and clicking the Video icon to the far right.
[image: I:\Jack's XP to 7\Office\tenInsertToolbar.jpg]
	Once you’ve navigated to the video and clicked Insert, it will appear on the current slide and the Video Tools will automatically appear on the Ribbon menu, under a special blue colored tab.
[image: I:\Jack's XP to 7\Office\tenVideoTools.jpg]
	The options under the Format tab will allow you to apply certain effects to your video like a shadow or bezel, change the shape of the video as it appears on your screen, or perform several other small appearance tweaks. If you click the Playback tab under Video Tools, it will let you access tools that deal with the video content itself. 
[image: I:\Jack's XP to 7\Office\tenVideoToolsPlayback.jpg]
	Here, you can add Bookmarks to your video, trim the video to show only specific sections, choose when to play the video, and pick from multiple start and end options. You’ll find PowerPoint now contains enough video editing options to get things exactly right while staying within the program.
	The other new addition to PowerPoint is the Broadcast Slideshow feature. What this option basically does is create your slideshow on the network, so remote viewers can follow along with your presentation in an Internet browser. However, you cannot edit a PowerPoint while others are viewing it, so make sure everything in your presentation is all set before you begin broadcasting. Once you are ready, click the Slide Show tab in the Ribbon menu and select Broadcast Slide Show.
[image: I:\Jack's XP to 7\Office\tenBroadcastSlideshow.jpg]
	The application will then walk you through a setup wizard for broadcasting your slideshow. You will need a Windows Live ID to do this, and it will prompt you to enter your credentials. If you don’t have a Windows Live ID, you can click “Get .NET Passport” and sign up for free. After you’ve entered your username and password, it will give you a link to send to the people connecting remotely to the slide show. Simply give your recipients that link, and they can click it to get directly to your presentation. From that point, their view of the presentation will match the view on your screen, allowing you to show them the presentation at whatever pace you choose. When you want to stop broadcasting, click the End Broadcast button on the yellow tab directly above your presentation.
[image: I:\Jack's XP to 7\Office\tenBroadcastEnd.jpg]
	This concludes the review of new features in Microsoft PowerPoint 2010. These features included PowerPoint’s new video editing tools, and the ability to broadcast a slide show to anyone over the Internet. Next we’ll take a look at the new features in Microsoft Publisher.

Microsoft Publisher
	Much like PowerPoint, not much is new in Microsoft Publisher, but a few things are worth noting. For one, it uses the new Microsoft Ribbon UI that has been adapted in all major Microsoft applications and reviewed in this document, and in the complimentary document on the changes between Windows XP and Windows 7. If you are a regular Publisher user, it may take a little time to get used to the new way things look, but you will be able to find everything you could in the 2007 toolbar in the new Ribbon.
	The major change in Publisher 2010 is the Navigation Pane, a window to the left of your document that allows you to glance over every open page of the project you’re working on without switching to that page. Once you have multiple pages in one document, all of them will appear in the Navigation Pane, like in the image below.
[image: I:\Jack's XP to 7\Office\tenNavigationPane.jpg]
	You can also add new pages to the document by right-clicking in the grey space in the Navigation Pane and clicking Insert Blank Page. This is the only main addition to Microsoft Publisher. There’s only one other program that has any sort of difference from its 2007 counterpart, and that is Microsoft Outlook.

Microsoft Outlook
	There’s only one small difference in Outlook, and that is that it now uses the Ribbon menu like all of the other Office applications. Every other part of the interface should feel the same; you’ll just have to get used to the Ribbon shown below.
[image: I:\Jack's XP to 7\Office\tenOutlookRibbon.jpg]




Conclusion
This concludes the tour of the new major features in Microsoft Office 2010. We hope this will make the transition between the applications as painless as possible. Please do not hesitate to contact the Helpdesk if you have any further questions. We are available Monday through Friday, from 8:00 AM to 6:00 PM, by phone, email or walk-in. Our number is (802) 860-2710, our email is helpdesk@champlain.edu, and the Help Desk is located in Foster 209.
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