To help locate a topic, press Ctrl+F to access the find command.
GENERAL
Can I open previous versions of Office files in Office 2010?
Yes. Files created in previous versions of Office can be opened using the Office 2010 version of the applications. Supported files vary by product. 
Can I open Office 2010 files using previous versions of Office?
Yes, Office 2010 files can be opened with Office 2007. If you have Office 2000, XP, or 2003, you will need to download the free Compatibility Pack (already installed on City network). However, new features and formatting capabilities found in the new version might be lost when saving to or opening from previous versions of the software.
What is the Office Backstage™ view?
The new Microsoft Office Backstage view replaces the traditional file menu to let you save, share, print, and publish your presentations with just a few clicks.
What is the Ribbon?
The Ribbon replaces traditional menus and toolbars with a fresh, highly visual layout of commands, organized into a set of tabs, to help you find the features you need fast. With the improved Ribbon in Office 2010, you can access your favorite commands even more quickly by customizing tabs or creating your own to personalize the experience to your work style.
Are there Office 2010 resources and training available from Microsoft?
Yes, visit the Getting Started with Microsoft Office 2010 or reference the Office 2010 – Learning Resources on CityTalk
What does .docx and .xlsx mean? 
When you are in MS 2003 Word and save a document, the extension on the file will be .doc, but if you are in MS 2010 Word and save a document, the extension on the file will be .docx.  This same extension scheme also is in MS 2003 Excel - the extension is .xls and in MS 2010 – the extension is .xlsx
Where is the ‘x’ to close out my document?  I can only find the ‘x’ which closes the Application.
Close document is now found in backstage view on the File tab. You can also add Close document to your Quick Access Toolbar.
Why does my Quick Access Toolbar show up on my laptop, but not on a different laptop when I’m logged in as myself?
Because it is PC specific not ID specific.
Where did my ribbon go?
Click on one of the tabs to restore your ribbon. 
Adding and Deleting applications from the start menu
[image: ][image: ][image: ]

Right-click on any software that you want to add to the Start Menu, select “Pin to Start Menu” and it will appear on the left (see below):
To remove an application from the Start menu, right-click on the application and select “Unpin from Start Menu”.
Where are the network drives when you open or save a document in Office 2010?
	
Default “Look in:” goes to My Documents (which is your H: drive): [image: cid:image001.jpg@01CC8360.40F9E600]
	
My Computer lets you see all your local and mapped network drives: [image: cid:image002.jpg@01CC8360.40F9E600]



OUTLOOK
What can I do about Junk Mail?
On the “Home” ribbon, you can click on the Junk icon, and choose Junk E-mail Options.  Here you can set your options for Junk E-mail filtering.  You should check your Junk E-mail folder to make sure legitimate e-mail does not get filtered out as junk.  You can add e-mail accounts to the Safe Senders list to ensure they are not accidentally marked as Junk.  You can find more info about Junk E-mail settings in Outlook 2010 by clicking here. 
Problems sending email 
When mailbox capacity is reached, emails that you attempt to send stay in your Outbox, rather than being sent.  You must delete email to get below the maximum capacity.  Once you get below the capacity limit, emails will automatically be sent.
Connection Issues
Pay special attention to the status bar in Outlook to view your connection status to the email server.  You have the ability to work offline, but sent emails will be stored in your outbox.  Outgoing and incoming emails will sync (sent and received) when you are connected to the network.
The below status bar image appears like this when you are not connected to the network[image: Description: Description: C:\Users\millejj0\AppData\Local\Temp\SnipImage-{694080C0-7895-4A51-987C-8AA92FB08ACE}.PNG]
The below status bar image appears like this when you are connected to the network[image: ]
Auto-Archiving
This feature has been disabled to avoid confusion about missing and lost mail.  Archiving will have to be done manually.  Refer to the online training materials for details on manually archiving - manually archiving.
Please also remember to clean out your calendars, because these will also take up disk space.  To archive your calendar -  Calendar Archiving
Deleted Items
Deleted items in outlook will now be deleted upon exiting Outlook.  The previous 7 days of deleted emails are retrievable via the ‘recover deleted items’ button on the ‘folder’ ribbon.   Refer to the online training materials for details on - recovering deleted items.


Forward meeting request notifications
With Outlook 2010, when a person sends out a Meeting Request and one of the recipients Forward’s it to a new attendee, the Meeting Organizer gets notified.  When the meeting is forwarded, it uses “on behalf of” to show the new recipient that they are not the meeting organizer.  

How to Propose a new meeting time
A user has the ability to open up a meeting on their Calendar, change the time and forward to others for a time that does not really exist.   The original meeting on the organizers Calendar never changes. 
Below are the steps: 
	Accept the meeting
	Go to your own calendar and change the meeting time – save it
	Forward the meeting back to the meeting organizer (and recipients) who have 
	the option of accepting that new meeting time
View your available outlook space
Please notice your available Outlook free space now displays on your status bar – in the lower left hand screen of outlook.
	[image: Description: cid:image001.jpg@01CD5F48.8C4441E0]
[bookmark: _GoBack]
WORD
Adobe Acrobat Plug-in INCOMPATIBLE with Office 2010
If you have Adobe Acrobat installed on your machine, you could have the below tab as part of your ‘ribbon’ on top. 
[image: ]
Please take note, that our current version of Adobe Acrobat do NOT support this ribbon.  Most buttons will not do anything when pressed, while others may provide you an error similar to the one below.
[image: cid:image002.png@01CC6D65.463C4060] 
To create a PDF from Office 2010, please follow one of the below steps:
1. File  Save As  choose Save As Type, and select PDF. [image: ]
**You DO NOT need Adobe Acrobat installed to perform this step.
2.  Choose FilePrint and select the Adobe PDF as your printer
[image: ]



Excel
Unable To see sheet tabs at bottom of spreadsheet
Excel now uses a window manager and if one of your spreadsheets is in less than a full-screen view and the bottom portion has been moved below the window manager view, you will be unable to view the sheets tabs as they are off screen. Maximize the window or drag it up into view to remedy. See below for view missing sheet tabs and maximized to show sheet tabs:

[image: ] [image: ]
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