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         Open the book and find:

•  The tools that are common to all 
Office applications

•  Tips for creating effective letters 
and résumés in Word

•  Advice on printing labels and 
envelopes

•  How to speed up your work with 
Autofill

•  How to create a professional 
PowerPoint presentation

•  Hints for creating and sharing 
class notes with OneNote

•  How to save Office files as Web 
pages

•  An introduction to Office Web Apps

Here’s everything you need 
to make the most of these 
essential Office applications
You’re smart — and frugal. You don’t want to pay for stuff 
you don’t need, so the Home and Student edition of Office 
is perfect for you. But you DO want to get all you paid for. 
This book helps you do just that. Learn to use every feature 
of Word, PowerPoint, Excel, and OneNote, how to customize 
them to meet your needs, and how to get things done!

•  Make Office work — find your way around the interface, 
customize the Ribbon, convert old files to Office 2010, and lock 
files with a password 

•  Do something — learn to create annotated reports or a classy 
résumé, develop an eye-catching presentation, or analyze data 
with a worksheet  

•   Find hidden talents — create tables and charts, make SmartArt 
diagrams, and add lines, shapes, and objects

•  Get the Word out — discover Word speed techniques, styling 
secrets, and how to create an index or table of contents  

•  Present with punch — enhance your PowerPoint presentations 
with cool themes, audio, and video 

•  Work with worksheets — get more from Excel by using formulas, 
functions, what-if analysis, and pivot tables 

•  Take note — see how OneNote helps you keep and organize all 
kinds of notes   

Peter Weverka is a veteran For Dummies author who has written about 
a wide variety of applications. Along with two bestselling editions of 
Office All-in-One For Dummies, Peter has written PowerPoint All-in-One 
For Dummies and Microsoft Money For Dummies.
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Introduction

This book is for users of Office 2010 Home and Student edition who want 
to get to the heart of the program without wasting time. Don’t look in 

this book to find out how the different programs in Office work. Look in this 
book to find out how you can get your work done better and faster with these 
programs.

I show you everything you need to make the most of the different Office 
programs. On the way, you have a laugh or two. No matter how much or 
how little skill you bring to the table, this book will make you a better, 
more proficient, more confident user of the Office Home and Student 
edition programs.

Home and Student Edition
This book covers the Home and Student edition of Microsoft Office 2010. 
To find out which edition of Office you have, click the Start button on your 
computer, choose All Programs, and look for the words “Microsoft Office” 
on the pop-up menu. If you see “Microsoft Office Home and Student,” not 
“Microsoft Office,” you have the Home and Student edition.

This little table shows you which software programs are in the Home and 
Student edition and other editions of Office 2010.

Program Home and Student Standard Professional

Word Yes Yes Yes

Excel Yes Yes Yes

PowerPoint Yes Yes Yes

OneNote Yes Yes Yes

Publisher No Yes Yes

Access No No Yes
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What’s in This Book, Anyway?2

What’s in This Book, Anyway?
This book is your guide to making the most of the Office Home and Student 
edition programs. It’s jam-packed with how-to’s, advice, shortcuts, and tips. 
Here’s a bare outline of the six parts of this book:

 ✦ Part I: Common Office Tools: Looks into the many commands and fea-
tures that are common to all or several of the Office programs. Master 
the material in Part I and you will be well on your way to mastering all 
the programs. Part I explains handling text, the proofing tools, charts, 
diagrams, and tables. It explores speed techniques that can make you 
more productive in most of the Office programs, as well as how to draw 
and manipulate lines, shapes, clip-art, and other so-called objects.

 ✦ Part II: Word: Explains the numerous features in Office’s word proces-
sor, including how to create documents from letters to reports. Use the 
techniques described here to turn Word into a desktop-publishing pro-
gram and quickly dispatch office tasks such as mass-mailings. You also 
discover how to get Word’s help in writing indexes, bibliographies, and 
other items of interest to scholars and report writers.

 ✦ Part III: PowerPoint: Demonstrates how to construct a meaningful pre-
sentation that makes the audience say, “Wow!” Included in Part III are 
instructions for making a presentation livelier and more original, both 
when you create your presentation and when you deliver it.

 ✦ Part IV: Excel: Shows the many different ways to crunch the numbers 
with the bean counter in the Office suite. Along the way, you find out 
how to design worksheets that are easy to read and understand, 
use data-validation rules to cut down on entry mistakes, and analyze 
your data. You find out just how useful Excel can be for financial 
analyses, data tracking, and forecasting.

 ✦ Part V: OneNote: Tells you how to take notes and organize notes so that 
you can find them when you need them. You discover how to use the 
different OneNote amenities, including how to capture screenshots in 
notes, take audio notes, and convert handwritten notes to text.

 ✦ Part VI: Office: One Step Beyond: For people who want to take full 
advantage of Office, Part VI delves into customizing the Office programs, 
and recording and running macros. It looks into some auxiliary pro-
grams that come with Office, including the Picture Manager and the Clip 
Organizer. It also looks into alternative ways to distribute your work — 
in a blog or a Web page, for example. Finally, you get a quick tour of 
Office Web Apps, the online versions of Word, Excel, PowerPoint, and 
OneNote.
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