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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use collaboration
features of Microsoft Office Word 2010. This guide is suitable as a training handout, or simply an easy to use
reference guide, for any type of user.

The following topics are covered:
Turning On/Off Track Changes, Tracking Table Changes, Show/Hide the Reviewing Pane,
Accepting/Rejecting Changes.
Inserting Comments, Reviewing Comments, Show/Hide Comments, Deleting Comments, Changing What is
Shown, Showing Deletions and Moves in Balloons, Hiding Formatting Changes, Turning Off/On Tracking
Formatting.
Hide/Show Specific Authors, Changing Author, Forcing Landscape Printing, Comparing Two Documents:
Combining Multiple Documents, Comparing with Previous Versions, Comparing Documents Side by Side.
Protecting your Document, Removing Personal or Hidden Information from a Document, Restricting
Editing, Blocking Others from Editing Part of a Document Stored on SharePoint, Unblocking.
Sharing a Document on OneDrive, Sending a Link to a OneDrive Folder, Sharing a Document on a
SharePoint, Co-Authoring, Using the Navigation Pane While Co-Authoring, Resolving Conflicts.
This guide is one of several titles available for Word 2010: Word 2010 Introduction, Word 2010 Formatting,
Word 2010 Advanced, Word 2010 Mail, Merge & Forms, Word 2010 Templates & Macros, Word 2010
Collaboration Features.
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From reader reviews:

John Newton:

This Microsoft Word 2010 Collaboration Features Quick Reference Guide (Cheat Sheet of Instructions, Tips
& Shortcuts - Laminated Card) usually are reliable for you who want to certainly be a successful person,
why. The main reason of this Microsoft Word 2010 Collaboration Features Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card) can be one of many great books you must have is
usually giving you more than just simple looking at food but feed anyone with information that possibly will
shock your prior knowledge. This book is usually handy, you can bring it everywhere you go and whenever
your conditions in the e-book and printed people. Beside that this Microsoft Word 2010 Collaboration
Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) giving
you an enormous of experience including rich vocabulary, giving you test of critical thinking that could it
useful in your day action. So , let's have it and revel in reading.

Amy Quist:

The book untitled Microsoft Word 2010 Collaboration Features Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) contain a lot of information on it. The writer explains your
girlfriend idea with easy method. The language is very simple to implement all the people, so do definitely
not worry, you can easy to read the idea. The book was written by famous author. The author gives you in
the new time of literary works. It is possible to read this book because you can read on your smart phone, or
device, so you can read the book with anywhere and anytime. If you want to buy the e-book, you can start
their official web-site as well as order it. Have a nice go through.

Tara Cassell:

Many people spending their time period by playing outside with friends, fun activity along with family or
just watching TV all day every day. You can have new activity to pay your whole day by studying a book.
Ugh, think reading a book can actually hard because you have to bring the book everywhere? It fine you can
have the e-book, getting everywhere you want in your Touch screen phone. Like Microsoft Word 2010
Collaboration Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) which is keeping the e-book version. So , try out this book? Let's view.

Sherry Fitzgerald:

What is your hobby? Have you heard that will question when you got college students? We believe that that
problem was given by teacher to their students. Many kinds of hobby, Everybody has different hobby.
Therefore you know that little person including reading or as reading become their hobby. You need to know
that reading is very important along with book as to be the thing. Book is important thing to provide you
knowledge, except your teacher or lecturer. You find good news or update regarding something by book.
Amount types of books that can you choose to use be your object. One of them is this Microsoft Word 2010



Collaboration Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
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