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About the Author

Vasu Jain is a Software Engineer by profession and a Technology
Lover by other means. He is a Microsoft Most Valuable
Professional in Windows Desktop Experience category since 2010.
He loves to work with new technologies around. He is one of
Active member at Microsoft Windows Community for India. He
also loves trouble shooting and sharing Technical Knowledge
believing “"Sharing S Caringec.
www.WindowsVJ.com ,where he share about latest technologies,

tips & tricks, reviews, tutorials, News etc.

Hi s | ast book &Wi ndows 7: Tips & T
downloads in short span of 6 months.
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Introduction & Acknowledaement

The response to my | ast book
fabulous one and motivated me to write another eBook. The
Readers at my blog wanted me to go further in this. Finally |
decided to write this book in May 2010.

Microsoft Office is one of the most popular and user friendly
office suites in the market. And this time Microsoft had made it
bigger by integrating features for Office Web Apps and Mobile
Office and significant changes to User Interface and included a lot
of new features in Office Suite.

This book is for the users of Office 2010 who wish to learn and
seek new opportunities via this version of Office. | have included

a list of Tutorials, Basics, Tips and tricks which | have known

during the last one year of trying Office 2010 Suite (Since its Pre
Beta Build in July 2009) | have tried my level best to make the
language of this book as simple so that a novice can also
understand.

The book is divided into seven sections. Section one would be
covering Office 2010 features as a whole while Section 24 5

covers features in Word, Excel, PowerPoint & Outlook respectively.

Chapter Six includes some additional utilities for Office 2010, and
chapter Seven would dive into Office Web apps and Office Mobile
Apps.
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| have personally tried and tested the tips, tricks & tweaks
discussed in this guide. However, | request fellow readers to be
cautious while trying it out with your system. Always take a
backup copy of all important data/registry before attempting t o
change the system and registry settings.

Last but not the least- Learn, Share & Grow. Add your knowledge
to what | have and share it unconditionally with the people who
are looking for it.

To increase the ease of access and user readability | have
hyperlinked all articles and table of contents with each other. Click
on any article heading to reach the table of content or click any
content to reach the article.

The contents of this book are copyrighted. | have tried my best to
make this book error free but still if you find any error please mail
me and | will correct them. The contents of this book can be

found over my website www.WindowsVJ.comas well.

Vasu Jain
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System requirements for Office 2010

System requirements for office 2010 are:

1. Office 2010 will be available in both 32-bit and 64-bit versions. You need
not to worry about the version of windows you are using. You would be
asked to choose between 32 & 64 @ time of installation.

2. Office 2010 will run on Windows XP SP3, Windows Vista, and Windows 7.

32-bit Operating Systems

Windows Windows Windows XP Windows Windows Server 2003 R2
7 Vista SP1 S5P3 Server 2008 with MSXML 6.0
32-hit
Office 2010 “! "’! ‘f "'! J
64-bit Operating Systems
Windows Windows Windows Server Windows Windows Server 2003
7 Vista 5P1 2008 R2 Server 2008 R2 with MSXML 6.0
32-bit
oficeol0 v v v v
64-bit
Office 2010 "f "f "f "f
3. You donet need t o apaheloaranaing2@TY, dwar e

will support Office 2010. Like Windows 7 has demonstrated, MS realize that
taking advantage of the hardware you already own is just as important as

supporting all the new technology coming out.

Office 2003 Office 2007 Office 2010

© Vasu Jain
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Processor 233 NMHz 200 MHz o000 MHz
RAM 128 MB 256 MB 226 MB
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Price List for Office 2010

Microsoft Office Home and Student will cost $149, Office Home and
Business will cost $279, Office Professional will cost $499, and Office
Professional Academic will cost only $99. The prices of Product Key card
differ; refer to the chart below which outlines the cost of each version.

Office Home and Student? Office Home and Business Office Professiona
Managing home and homework The freedom to do it ali Best-in-ciass tools
virtuaily anywhere work happens to gro 7

Jjust got easier

$149.99 $279.99
Buy now Buy now
w.L] Word 2010
y Transform your ideas into professional- L &
- looking documents.
Y| Excel2010
“\3: Achieve valuable insights with powerful ’ @ &

analysis tools.,

'PJ PowerPoint 2010
‘ “ Turn your ideas into impactful % & Y]
presentations.

N\,j OneNote 2010
l I Collect your information in one
——=~  easy-to-find place,

J Outlook 2010

| Stay connected to your world with our

e most up-to-date e-mail and calendar
tools.

A- Access 2010
4-4' Track and report important information
S > with easy-to-use database tools.

" I i PR
Microsoft has partnered with major retailers & PC manufacturers, as a
result of which new PCs from these partners would be bundled with Office
2010 Suite. However, to unlock the copy of Office 2010 software
preloaded by the PC manufacturers, users need to purchase Product Ke
Cards from Microsoft.
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The Product Key Cardwill only be available for purchase via major OEMs
and electronic retail outlets. The Product Key Card is a singlelicense card
with a key that unlocks Office 2010 software. It doesn't have a DVD inside,
making it more environmentally friendly, since it is smaller than the full

package DVD product.
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