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     Office 2010 Tutorials 

Microsoft Office 2010 Overview  - sign up for this using your El Camino 
email address. 

 

California State University, Los Angeles PDF Handouts   

Outlook Tutorial   

Organizing Your Folders - Creating New Data File for Personal Folders 

Add a Personal Folder (otherwise known as a PST file) to Outlook 2010 so you can store your 
email locally on your own computer. 

1. Select File > Account Settings then Account Settings… again.  

2. Click the Data Files tab, then click Add.. 

3. Browse to an existing PST file that you already have, OR provide a file name to create a new 
Personal Folder (ex: your first initial last name). Click OK. 

4. Click Close and the personal folder is created.  You will see it on the left.  Now you are ready 
to add sub-folders to this folder. 

5.  To add sub-folders, right click on new personal folder and select new Folder. 

mailto:fvasilomanolakis@elcamino.edu
http://www.onefortraining.org/node/470
http://www.calstatela.edu/its/docs/office.php#office2010
http://office.microsoft.com/en-us/outlook-help/find-everyday-commands-in-outlook-2010-RZ101809884.aspx?section=2
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Link to instructions with screenshots:  http://www.technipages.com/outlook-2010-add-personal-
folder-pst-file.html  

Word Tutorial   

Getting Started with Excel 2010 

What’s New in Excel 2010   

New Office 2010 File Formats 
 

Options for Working with Office 2003 Files 

1. No Changes. When you are editing a file originally created in an Office 2003 program, you can 
continue to work in Compatibility Mode and save the file as usual without changing the file 
format. That is, keep working with it and saving as before; the file will not be automatically 
changed to a new version. These Office 2003 files can still be opened from Office 2010 or any 
earlier version. 

2. Save As to Newest Version. You can save any Office 2003 or earlier file as a Microsoft 
Office 2010 (or Office 2007) version. The Save As option is found under the Backstage View/File 
tab (Office 2010) or the Office Button (Office 2007). The downside is that unless you specify a 
different location or delete the older file, both files will remain in the same location but with 
different file extensions. 

3. Convert to Newest Version. To take advantage of all of the latest features in your current 
version of Microsoft Office, you can convert a file to the appropriate Office 2010/2007 file 
format. For example, the Convert command in Microsoft Word converts and replaces a 
document with the .doc format, and upgrades the file to the .docx format. The Convert option is 
recommended over Save As. 

Converting your file gives you access to the new and enhanced features in Office 2010 or Office 2007. 

How to Convert Older Office Files to the New Format 
Note: Before proceeding with the convert process, consider if you want to first backup your files. 

How to Recover Earlier Versions of a File in Office 2010 
 

mailto:fvasilomanolakis@elcamino.edu
http://www.technipages.com/outlook-2010-add-personal-folder-pst-file.html
http://www.technipages.com/outlook-2010-add-personal-folder-pst-file.html
http://office.microsoft.com/en-us/word-help/acquaint-yourself-with-the-ribbon-RZ101816356.aspx?section=2
http://office.microsoft.com/en-us/excel-help/getting-started-with-excel-2010-HA010370218.aspx
http://office.microsoft.com/en-us/excel-help/what-s-new-in-excel-2010-HA010369709.aspx
http://www.softwarepro.com/articles/off_2010_newfileformats.htm
http://www.softwarepro.com/articles/office_convert_files.htm
http://office.microsoft.com/en-us/excel-help/recover-earlier-versions-of-a-file-in-office-2010-HA010356735.aspx
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