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Wolf Law Tech Topics Brown Bag: 
Get Ahead of the Curve with 
Windows 7 and Office 2010



Overview

Windows 7
Tips and Tricks
Cool Shortcuts

Office 2010
New to Office
Look and Feel



Windows 7

Use the Search functionality
Quick Launch Files

Pin to taskbar

No more “My”



Libraries

Documents, Pictures, Music, Videos
All are Libraries

Can add many folder locations to a library
Quickly organize (take the time)

Search



Desktop Customization



Shortcuts

Start-p
projector

Start-d
Desktop

Start-#
Quick launch pinned program



SkillSoft Training: Windows 7



Office 2010



2003 to 2007/2010

http://bit.ly/InteractiveOffice
Use IE7+

http://bit.ly/Office2010Train



The Ribbon

Tabs instead of Menu’s
Drop-down Menu’s
Section Options



New File Menu

Info Menu
Protect Document
Prepare Documents

Print Menu
Print Preview



New Paste

Destination Theme
Mimics text theme by place inserted

Current Theme
Copy’s text as it appears originally

Text Only
will insert in default program theme
Great Option for those that like to format



Security

Default Setting
All downloaded files open in Protected View
Click “Enable Editing” to allow for changes



Office Products

Excel – Similar to 2007
User Interface Updates
Few Button Re-Names

Powerpoint – Similar to 2007
Insert Screenshot
Video’s are much Easier now

Word – Similar to 2007
Cooler, Newer Word Art

Outlook – NEW and Improved!!!



Open Questions


