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Microsoft Word 2010 offers the best of all worlds: enhanced features 
to create professional-quality documents, easier ways to work together 
with people, and almost-anywhere access to your files.Designed to 
give you the finest document-formatting tools, Word 2010 also helps 
you easily organize and write your documents more efficiently, and 
stay within reach so you can capture your best ideas whenever and 
wherever they occur.

Add impressive formatting effects—such as gradient fills and reflections
—directly to the text in your document. You can now apply many of 
the same effects to text and shapes that you might already use for 
pictures, charts, and SmartArt graphics.

Recover draft versions of files that you closed without saving. 
That’s right. The version recovery feature is just one of many 
new features available from the new Microsoft Office Backstage™ 
view. Backstage view replaces the traditional File menu in all 
Office 2010 applications to provide a centralized, organized 
space for all document management tasks.

Word 2010 simplifies how you access features. Let LeaderQuest 
training show your organizations staff how to increase productivity 
by applying these features the correct way. 

The new Microsoft Office Backstage™ view replaces the traditional 
File menu to let you save, share, print, and publish your documents 
with just a few clicks. With the improved Ribbon, you can access 
your favorite commands even more quickly by customizing tabs 
or creating your own to personalize the experience to your work style.

LeaderQuest has the best Word 2010 instructors in the industry 
so learn from the best.  Your company only benefits from the new 
features in Word 2010 if your staff understands them.

Get trained by LeaderQuest Certified Instructors and get productive.
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Microsoft Word 2010 training from LeaderQuest will validate you have the latest
skills needed by today's business professionals.

Some "key" new features in Word 2010 ...

Let LeaderQuest ensure you get the most value for your training dollar.

Discover an improved search and navigation experience. Locating the 
information you need is faster and easier in Word 2010. With the new 
and improved Find experience, you can now view a summary of search 
results in a single pane, and click to access any individual result. 
The improved Navigation Pane provides you a visual outline of your 
document so you can browse, sort, and find what you need quickly. 

Access and share your documents from virtually anywhere.
Post your documents online and then access, view, and edit 
them from most any computer or your Windows phone. With 
Word 2010, you can take advantage of a best-in-class 
document experience across multiple locations and devices. 

Microsoft Word Web App. Edit documents in a Web browser 
when you’re away from your office, home, or school without 
compromising the quality of your viewing experience.
Microsoft Word Mobile. Stay current and take immediate 
action using an enhanced mobile version of Word on 
Windows Phone 7 devices.

Use new and improved picture editing tools—including versatile 
artistic effects and advanced correction, color, and cropping tools
—to fine-tune every picture in your document to look its absolute best.

Make a statement with a wide selection of SmartArt graphics— 
including many new layouts for organization charts and picture 
diagrams—to create impressive graphics as easily as typing a 
bulleted list. SmartArt graphics automatically coordinate with 
your chosen document theme, so great-looking formatting for 
all your document content is just a couple of clicks away.

Make your entire organization more productive by understanding how
to use all of these powerfull new features in Microsoft Word 2010.


