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Introduction

This workshop will provide an overview of
the new and enhanced features of the
Windows 7 operating system and Office
2010 suite.




Learning Objectives

During this workshop, you will learn the new and
Improved features of:

 Windows 7

Office 2010 suite and how to customize
applications

Outlook 2010’s Conversation View
OneNote 2010
Word and Excel 2010
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Windows 7

Windows 7 has been redesigned to help you work
more efficiently. Its enhanced file management
features make it easier to locate and access
programs and files, and to organize them in a way
that makes sense to you and the way you work.
The following features will be discussed:

 Taskbar

» Windows Explorer

 Searching

. .




Windows 7 Taskbar

The Windows 7 taskbar has been redesigned to
make it easier to switch between open windows
and access the programs you need.

Windows Explorer icon Show desktop button




Taskbar Previews

e The

taskbar preview

feature lets you

quic
winc

Ky view your open
OWS.

e Sim

oly point to a

taskbar icon to display
thumbnail previews of
Its open windows.

e You

may also close

open windows via the
thumbnail previews.




Jump Lists

« Jump Lists let you
quickly access the
files, folders, and
websites you use most
often.

* To view a Jump List,
right-click a program
icon on the taskbar.

« To open an item, select
it from the Jump List.
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& Unpin this program from taskbar
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Pinning

You can pin frequently-used programs to the
taskbar for easy access. Taskbar icons can also be
rearranged In an order that makes the most sense

to you.

Recent
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Close window
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Properties

Pin from the Start menu



Windows Explorer

Windows Explorer now offers more ways to access
and view specific programs and files.
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Documents Library

Using the new
pDocuments
Ibrary, you can
oring frequently-
used files together
In one place on
your PC,
regardless of
where they are
stored.
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Office 2010 Suite

All Office 2010 applications are now similar in
appearance.

The Ribbon displays in all programs, including
Outlook.

The Office button has been replaced by the

File tab located in the upper left corner of the
Ribbon.




Backstage View

Click the File tab to display the Backstage view,
where you can perform basic file functions and set
program options, such as customizing applications.

(W]l 9 - O . g
Home Insert Page Layout References Mailings Review View Add-Ins

| save
Recent Documents

Save As
= (W] n,j Workshop content
[ Open lj = E:\Workshop Windows 7 and Office 2010
[ Close (W] Excel 2010

= My Documents\Presentations
Info \E_? PowerPoint 2010

= My Documents
New
Print
Save & Send
Help
[ Addans -
] Options
B3 Exit

Documentl - Microsoft Word

Acrobat

Recent Places

G EE

Workshop Windows 7 and Office 2010
E:\Workshop Windows 7 and Office 2010

Presentations
C\Users\kdemott.PDP\Documents\Presentations

Documents
C:\Users\kdemott.PDP\Documents




Customizing the Ribbon

You can customize
the Ribbon
according to the wa
you work with a
specific program.

For example, you
can create a new ta
on the Ribbon with
your frequently-use
commands.
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Customizing the Quick Access

Toolbar

You can also
customize the Quick
Access toolbar by
adding the
commands you use
the most.

Keyboard shortcuts:
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Outlook 2010’s Conversation View

« The Conversation view helps you manage
related messages by organizing them into
groups called “conversations.”

 When you enable Conversation view, all
messages with the same subject are grouped
Into a conversation with only the most recent
message displayed.

* You can either read the most recent message,
or view the entire conversation thread.

s
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Enabling the Conversation View

« Conversation view Is
turned off by default.

 Enable it via the Show

Send / Receive Folder View

Home

Add-Ins

as Conversations
checkbox on the View

Change View Reset
View v Settings View

Current View Conversations

!;_3
@ Show as Conversations |=& Date

Y Flag: Start Date

tab.
* You can choose this =]
VieW for One fOIder Or a” Show messages arranged by conversations

folders, and select how A -

[ All folders ] [ This folder ] [ Cancel

you want conversations
to be displayed.




Using the Conversation View
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OneNote 2010

OneNote Is a component of the Office 2010 suite
that gives you a place to record and store your
notes in one easily accessible location.
You can use OneNote to capture:

* Meeting minutes

* Notes from conference calls

* Internet research

* Anything you would normally jot down in a
notebook or on a sticky note

L




OneNote 2010 (cont

| |
e Your notes are
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OneNote 2010 (cont.)

Click
anywhere
on a page |
and start
typing.

Editing
tools are
available
viathe
Ribbon
tabs.
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Need to check on the time allotted for
thedemo.

Frequent
-:' Google

£ The Professional Development Pr...
TN Making the Ribbon Mine - Micro...
£ Home

£| Home - DCTS

£ Microsoft Store Online

TN Customize Office 2010

& Microsoft Word 2010 - Quick Acc...
m Office 2010: A Complete Overvie...
Tasks

¢ Start InPrivate Browsing

| Open new tab

@ Internet Explorer
o Unpin this program from taskbar

Close window

_INew Page v >
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Insert data
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page.




Word 2010: Navigation Pane

A new feature A
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)

£ Iitroduction creating, saving, and moving OneNote n
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y y Working with OneNote 2010
Using Word 2010 to Edit, Save, and Print ...
search th roug h
headings,
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p ag e S O r notes (concerning inspection results or pr]
) The notes can then be moved to Word 20
search results.

also be copied into CCFS. This is helpful
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Navigation Pane: Headings

 The Navigation pane
defaults to the
headings mode. p-

« To move to a specific FIEE
section, click the C—

section heading. \ —
() You Can reorder \AWorkingwithOneNoteZOlO

Using Word 2010 to Edit, Save, and Print ...

sections by clicking a
heading and dragging
It to a new location in
the Navigation pane.

Navigation

M




Navigation Pane: Pages

* The pages mode displays
thumbnails of every page In
a document.

« Use this mode to find a
specific page or to quickly
check layout and formatting.

* Click a thumbnail to move to
that page.

« Rearrange pages by clicking
and dragging the
thumbnails.




Navigation Pane: Search Results

 The search field
IS always
avallable at the
top of the

Navigation pane

and can be used
In any mode.

 Click a searc

result to be taken [=
to that location In

the document.

\kmigation
OneNote

19 matches

Creating, saving, and moving OneNote 2010
notes to Word 2010

covers several basic Microsoft Windows 7,
OneNote 2010, Word 2010, and Outlook 2010
functions

, and creating documents using Windows 7,
OneNote 2010, Outlook 2010, and Word 2010,
which are

‘Working with OneNote 2010

Concepts OneNote 2010 is a component of the
Microsoft Office 2010 suite and gives you a
place to

. This section demonstrates the process of
creating, saving, and moving OneNote notes to
Word.

Using OneNote should be advantageous to
CCFS field staff. OneNote allows you to record
notes

should be advantageous to CCFS field staff.
OneNote allows you to record notes
(concerning

OneNote 2010 allows you to write notes on your
Lenovo X201 tablet using your stylus and

Before you begin: Open OneNote 2010.

v

X

-

Working with OneNote 2010

Concepts »

OneNote 2010 is a component of the Microsoft Office 2010 suite and gives you
your notes in one easy-to-access location. You can capture and share all types
then easily share and work together with others. This section demonstrates th
creating, saving, and moving OneNote notes to Word.

Using OneNote should be advantageousto CCFS field staff. OneNote allows y
notes (concerning inspection results or provider interviews) while working at a
The notes can then be moved to Word 2010 for further editing or manipulation
also be copied into CCFS. This is helpful when you do not have access to CCFS
provider's site.

OneNote 2010 allows you to write notes on your Lenovo X201 tablet using yo
convert them to a Word document. You can take many kinds of notes and orga:
different tabs.

v Before you begin: Open OneNote 2010.
Steps Comments

1. To create a new note, select
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Word and Excel 2010: New Features

Though many of the common formatting features
used in Word and Excel 2010 are similar to those
In Word and Excel 2007, there are new features in
the 2010 applications.

Some of the features you may find useful for daily
activities and tasks will be discussed on the
following slides.

s



Word and Excel 2010: File Extensions

One very important enhancement is that Word and
Excel files in 2010 now have the same extension
(.docx and .xIsx) as those in 2007. File conversion
IS no longer necessary, making file sharing among
2010 and 2007 users seamless.




Word and Excel 2010: Print and Prin

Preview

* Printing IS now
done via the Print
tab of the
Backstage view.

« When you click
the Print tab,
print preview
automatically
displays.
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4 Print All Pages
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Pages:
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Word and Excel 2010: Live Preview

 Use Live Preview
to view how
copied content will
look once it is

Thisis a demonstration ofthe new Live Preview fea

paSted . Thisis a demonstration ofthe new Live Preview fea
* The paste options — . ...
available to you & 5] [a

depend on the
application and
the content being
pasted.




Wrap Up and Review

During this workshop, you learned the new and
Improved features of:

« Windows 7

Office 2010 suite and how to customize
applications

Outlook 2010’s Conversation View
OneNote 2010
Word and Excel 2010




Questions?




PDP Training

Information for all course offerings provided by
PDP iIs available at:

NY State Intranet:

http://ocfs.state.nyenet/ohrd/docs/catalog.pdf

TrainingSpace:

http:/lwww.trainingspace.org/materials/ctscatalog/default.cfm

* Contact your Staff Development Coordinator or Training Coordinator
to register for classes or obtain a class schedule.




