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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:

Patsy Marshall:

In other case, little persons like to read book Microsoft Word 2010 Collaboration Features Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card). You can choose the best book if
you love reading a book. Provided that we know about how is important a new book Microsoft Word 2010
Collaboration Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card). You can add expertise and of course you can around the world by just a book. Absolutely right, due to
the fact from book you can understand everything! From your country till foreign or abroad you may be
known. About simple point until wonderful thing you could know that. In this era, you can open a book or
maybe searching by internet product. It is called e-book. You need to use it when you feel uninterested to go
to the library. Let's study.

Suzanne Macdougall:

In this 21st millennium, people become competitive in each and every way. By being competitive today,
people have do something to make them survives, being in the middle of often the crowded place and notice
by surrounding. One thing that occasionally many people have underestimated the idea for a while is
reading. Yeah, by reading a publication your ability to survive raise then having chance to stand than other is
high. In your case who want to start reading some sort of book, we give you this Microsoft Word 2010
Collaboration Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) book as nice and daily reading reserve. Why, because this book is usually more than just a book.

Julian Eaton:

Reading a e-book tends to be new life style in this particular era globalization. With reading you can get a lot
of information that can give you benefit in your life. Along with book everyone in this world can certainly
share their idea. Textbooks can also inspire a lot of people. Plenty of author can inspire all their reader with
their story as well as their experience. Not only situation that share in the guides. But also they write about
the knowledge about something that you need illustration. How to get the good score toefl, or how to teach
your children, there are many kinds of book which exist now. The authors on this planet always try to
improve their skill in writing, they also doing some investigation before they write on their book. One of
them is this Microsoft Word 2010 Collaboration Features Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card).

Teresa Thomas:

Do you have something that you enjoy such as book? The publication lovers usually prefer to pick book like
comic, short story and the biggest some may be novel. Now, why not hoping Microsoft Word 2010
Collaboration Features Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Card) that give your satisfaction preference will be satisfied by reading this book. Reading routine all over



the world can be said as the opportunity for people to know world much better then how they react to the
world. It can't be explained constantly that reading habit only for the geeky individual but for all of you who
wants to become success person. So , for every you who want to start reading as your good habit, you are
able to pick Microsoft Word 2010 Collaboration Features Quick Reference Guide (Cheat Sheet of
Instructions, Tips & Shortcuts - Laminated Card) become your own personal starter.
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