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

QUICK REFERENCE GUIDE

C1 THE OFFICE 2010 INTERFACE  1:30:35
1 The Fluent Interface
2 Windows with a View
3 The Ribbon
4 Using & Customizing the Quick Access Toolbar
5 Customizing the Ribbon
6 The Backstage View
7 Using O�ce 2010 Help

C2 WORKING WITH OFFICE 2010 FILE FORMATS 57:06
1 Opening Existing & Recent Files
2 O�ce File Formats & XML
3 Updating Files to the New Format
4 Using the Compatibility Checker & Reverting Files
5 Saving & Sharing Files to Other Formats

C3 KEEPING CONSISTENT WITH THEMES 53:10
1 Exploring the Concept of Themes
2 Working with Theme Fonts
3 A Word about Color
4 De�ning & Applying Theme Colors
5 Selecting Theme E�ects
6 Saving & Applying Custom Themes

C4 MANIPULATING & ENHANCING TEXT  1:07:51
1 Basic Text Formatting
2 Applying Text E�ects
3 Using AutoCorrect
4 Inserting Symbols & Equations
5 Finding & Replacing Content
6 Using the Clipboard, Paste Options & Format Painter

C5 COMMUNICATING CLEARLY WITH SMARTART® 33:13
1 Inserting a SmartArt Graphic
2 Adding Text to the SmartArt Diagram
3 Adjusting the Design & Formatting

C6 ADJUSTING IMAGES LIKE A PRO  1:27:41
1 Shape Basics
2 Formatting Graphics
3 Selecting & Arranging Graphics
4 Adding Clip Art
5 Inserting Screenshots
6 Picture Corrections & Color E�ects
7 Optimizing Images with Picture Styles
8 Removing Backgrounds

C7 PREPARING & DISTRIBUTING FILES  1:17:19
1 Comparing & Commenting Files
2 Keeping Track of File Changes
3 Proo�ng & Researching for Files
4 Using Translation Tools
5 Preparing for Sharing
6 Finalizing Files
7 Printing & Distributing Files
8 Credits


