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Microsoft Office Mobile: An Overview

These days, you may rely on a mobile device to stayconnected to business, family, friends, and
the world at | arge. Whether youdre waiting
a meeting with a client, or sitting on the couch at home, Microsoft ® Office Mobile can help you
get things done !

Make quick updates to Office documents, stay on top of your schedule and email, or take notes
on the go. Work with Office documents stored on your phone, sent to you via email attachment,
or browse, edit, and update documents and notes stored on a SharePant 2010 site. You can
also store your OneNote notes online in Windows Live® SkyDrive® and keep them synchronized
to your phone > With Of f i c e Madsierlthan ever to 8tay on top of your personal and
businessinformation virtually anytime, anywhere.

! Microsoft Office Mobile includes Microsoft Word Mobile, Microsoft Exce® Mobile, Microsoft PowerPoint® Mobile, Microsoft
OneNote® Mobile, and Microsoft SharePoint® Workspace Mobile. Office Mobile is not included in Office 2010 applications, suites, or
Office Web Apps. Some features require an Internet connection.

2 Requires a free Windows Live IDto save and access notes via SkyDvie.

Microsoft 1
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Office Mobile: At-a-Glance

Take a glance at how Office Mobile is designed to give you a great productivity experience on
your Windows Phone. Get a closer look at the new and improved features in the Closer Look
section that follow s.

Use new views to quickly locate and take action on email. Stay on top of your calendar and
easily manage your schedule. Review, edit, or comment on Office documents and use new
navigation tools to quickly jump to the right place every time.

Take notes when youdre away from your computer an
quick list or supplement your notes with pictures and voice clips. Best of all, you can do it

without the need to maintain m ultiple sets of notes. Keep your notes in sync and review or

update them on your phone, PC, or web browser?

Office Mobile offers access to Office documents and information so that you can collaborate
with only your phon e. Attend a live PowerPoint presentation broadcast, work on shared Office
documents and notes stored on a SharePoint 2010 site, or, update and distribute your files right
from your Office Mobile application.

3 Requires a free Windows Live ID to save and access notes via SkyDriv&Veb functionality uses Office Web Apps, which require a
supported Internet Explorer, Firefox, or Safari browser

Microsoft 2
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Office Mobile: A Closer Look

The new Office hub keeps your files at your fingertips so you can locate and manage all of your
Office documents and notes in a single, easyto-access location. Open documents right from the
new Office hub and view rich formatting, such as graphics, charts, and improved SmartArt®
graphics in PowerPoint Mobile. Make lightweight edits to Word documents, Excel workbooks,
PowerPoint presentations, and OneNote notes with easyto-use tools across the Office Mobile
applications.

The Office hub, shown in Figure 1, integrates your Word, Excel, PowerPoint and OneNote files,
giving you a single, simplified location to manage your Office documents. Work with Office
documents and notes saved on your phone, synchronized with a SharePoint 2010 site, or
OneNote notes stored in Windows Live SkyDrive.

When you first acc e stwe OnheNae view, Soiyouean btartakingynatas 6 | |
right away.

A swipe, left or right, is all it takes to quickly jump between the views, enabling you to
quickly locate the file you need.

Filesin the Office hub are arranged in the order they were last edited or viewed so you can
access your recently used documents and notes faster.

Browse team SharePoint sites, document libraries,or otherlistseven when youlre aw:
the office.
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OneNote Documents  SharePoint (
@ new note @ all @ new document @ open URL @ all @ all G
Microsoft ~ f Usin School %] Budget details %] Introduction to Sale Presentations
Officcon J OneNote [ Supplie! t t t q
Windows -y ;
Phone 7 %] Half Yearly Sales Re *] Handbook Tag Team Site |
Shopping | Bills to pay [ Colors %] Marketing plan %] Food expenses Specifications :
list this montl .
®] Job waiver %] Quarterly results  Contract templates anc
®] Interview questions %] Marketing Returning devices

Figure 1 - Tap the Office tile on your Start screen to quickly accessthe Office hub.

Quick Tip s:

1 TapAll near the top of the view to drill down to more files and additional views. For example, tap
All below OneNote to access all of your notes and view them by page or notebook.

1 To create a new Word or Excel document or OneNote note, tap New document or New note @

near the top of the view.

1 Press and hold a document or note to obtain options for managing that file. For example, to delete a

file, press and hold a document and then from the context menu, tap Delete.

T Dondét see the Office Hub on your Start screen?

the application list, press and hold Office , and then tap Pin to start.




a.0ffice

The redesigned user interface enables you to work more intuitively across the Office Mobile
applications. The app bar, located at the bottom of the screen, makes it easy to discover and
utilize the features Office Mobile has to offer and the on -screen keyboard makes typing on small
devices a breeze.

The app bar automatically adapts to your task at hand to give you the tools you need when
you need them. For example, when you tap a cell that contains a comment in an Excel
workbook, the comments pane slides out and tools for working with comments, such as
navigation options, automatically display, as shown in Figure 2.

1.02

Whipped cream

Average Monthly Store Supply Purchases

Case (5) 30 350 51,500
Case (5) 4 550 5200
Case (5) 50 60 53,000
Case (200] 3 350 51500
Cage (200] 0 e 5300
Case (200] 40 550 52,000
Bag 10 530 300
Packets (100 0 340 51,200
Case (200] 1 550 S50

Average Supply Purchases

3000 mMilk
mSoy milk

pWhipped cream

Ben Smith:
Biggest purchase - look into
obtaining discount

@ ©® e

When editing an Office document the on-screen keyboard automatically displays, enabling
you start typing right away. Utilize predictive text while typing or tap a previously typed
word to quickly obtain avail able spelling suggestions or word alternatives, as shown in
Figure 3.
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Our new eco-friendly stores will expand
our presence across North America,
Europe, India, and Japan. We will
new stores in each of the
regions identified over the next four
et o e o et Figure 3 - Predictive text along with
spelling suggestions and alternative
qwe T r tyuiop words are readily available at the top of

the on-screen keyboard.

a s d f gh j kI
4 z x ¢ v b nm &

&3 , © space R

@ ® 0O

Quick Tip s:

I Leave the app bar minimized to maximize your screen real estate or tapMore =s= to expand the
app bar for additional options.

I To dismiss the keyboard, press theBack button on your Windows Phone.

Comments - New!

Review your Office documents anytime, anywhere. Use the new omments feature to add new
comments or quickly navigate to existing comments in a few simple taps.

T Work on a document with your team or flag areas that need to be revised when you have
more time available for editing.

1 As you navigate existing comments, the view of your file automatically adjusts to the
location of that comment, making it easy to view the surrounding content.

Microsoft 6
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T New comments are automatically associated with the Office user name stored on your
phone so each contributor is easily identified.

1:32

Headquartered in Seattle, Washington,

with retail in more than -StOVES Figure 4 8 Tap a comment bubble in a

across  the globe, Fourth Coffee Word document to switch to comment

pr‘owdes premium m to consumers mode.

Comment 1 of 2 : Kai
Should we also include our new line
of chai teas here?

Quick Tip s:

1 To quickly locate existing comments, in the app bar, tap Outline , and then tap a comment
indicator to view that comment.

1 To change your Office user name, from the Start screenflick right, tap Settings, tap Applications , tap
Office , and then tap User name.

File format support - Improved!

Files created on the Office 2010 desktop applications can be opened in your Office Mobile
applications without requiring add -ons or additional modification . The following table provides
a list of file extensions for all Office file formats that can be opened and edited in the respective
Office Mobile application.

Application Supported file formats

Word .doc, .docx, .dot, .dotx, .dotm, .docm .txt, .rtf
Excel Xls, xlIsx, .xlt, .xltx, .xIsm, .xItm

PowerPoint pptx, .pptm

OneNote .one
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Note : PowerPoint files with the following file extensions will open as read only files in

PowerPoint Mobile: .ppt, .pps, .ppsXx, .ppsm

N

Pro

duct sp
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View Word documents with rich formatting,
such as bullets and numbering or table
borders and shading, and graphics, such as
pictures and charts.

Create new documents and save them to
your phone or email them to others.

Text in Word documents will automatically
reflow for optimized viewing on your phone.

Useformatting options including font
formatting A bold, italic, underline, and
strikethrough A along with font color, font
size, and text highlight.

Take advantage ofessential authoring
capabilities such as AutoCorrect predictive
text, and spell check.

Undo multiple actions or redo your last
action.

12:53

Our new eco-friendly stores will expand
our presence across North America,
Europe, India, and - We will
introduce new stores in each of the
regions identified over the next four

quarters.

= L i

' g :
-

R N o,

G ECs

Total projected revenue for next year

with new store openings are as follows:

@ ® 60O
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Excel Mobile
2:24 1 View entire spreadsheets, including charts and
=sum(E4:E12) formatting.

- Average Monthly Store Supply Purchases 1 Update and instantly recalculate workbooks on
: Milk Case (3) 30 550 51,500 the gO.
| Soy milk Case (3) 4 550 5200

Whipped cream " case 5) 50 560 53,000
= e cups Casa 6] 3 Bl e 1 Create new workbooks and save them to your
| Tall cups Case (200 10 550 5500 .
. [ Case (20 © 0 s phone or email them to others.
L LN Sugar Bag 10 230 5300
EH Raw sugar Packets [100) E] 540 51,200
e e 1 e 1 Add or edit formulas and use 114 frequently
& used functions.
:: Average Supply Purchases
17 3500 . . . . .
| o0 Mk 1 Use esential cell formatting options includ ing
o | 200 SO font styles, fill color, number formatting, and
| e merging or unmerging cells.
= o mlarge cups
b3 000 B
2= N - s 1 Filter lists and preform multilevel sorts.
27 fi} _-__._-_— mion dairy creamer

Total .
- 1 Take advantage ofthe freeze panes option so
- you can view multiple areas of your workbook at
= the same time.
@ @ @ 1 Easily view longer cell entries in a separate pane.
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View your presentations full
screen with rich graphics,
such as pictures, charts, and
improved SmartArt.

View slide transitions,
builds, and animations i
including motion paths .

Review and update
presentation speaker notes.

Edit slide text and move or
hide slides.

FOURTH

Art Walk Thursdays
Poetry & Music Festival
Live Music Fridays

Black &White Movie Night

@

Display Custom Shows stored in your presentation.

Zoom in on your slides and then easily pan to view the smaller details.

Note : Find new and improved features for the Office Mobile applications and product highlights
for OneNote Mobile and SharePoint Mobile in the sections that follow.

10
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Navigate your documents more efficiently

Use new and improved navigation tools to jump to the right place every time. More natural
gesture support lets you pinch, stretch, and flick your way through a file with ease.

The new Outline pane, available in Word Mobile, Excel Mobile, and PowerPoint Mobile, gives
you a quick overview of your file and provides you with instant navigation, saving you valuable
time.

The Outline pane is automatically generated using exigting content in your files, such as
document headings in a Word document, sheets and charts in an Excel workbook, and slides
in a Power Point presentation. Il f your fil
comment indicator next to its associated entry in the Outline pane.

7:44

Our new eco-friendly stores will expand
our presence across North America,
Europe, India, and - We will
introduce new stores in each of the
regions identified over the next four
quarters.

Fourth Coffee Business Plan.docx

Business Plan:
Executive Summary
Customer Targets
New Choices

Global Expansion Plans

e

cont
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Navigable Table of Contents - New!

Get multilevel document navigation through the new navigable Table of Contents. The Outline
pane provides quick navigation using the primary headings in a Word document but for larger
files, it may not provide enough detail. Fortunately, a hyperlinked Table of Contents can now be
used to jump to your desired location so you can quickly get to the details you need.

8:37

FOURTH

COFFEE

Business Plan: Going
Organic & Green
Executive Summary

Operations Plan

Product Flow
Food and Beverage Resources

Environmental Products

®@®6e 0 "

Figure 6 0 Tap an entry in the Table of
Contents to jump to that location in the
document.

Quick Tip: Use the Outline pane to quickly return to the Table of Contents in a document and save time.

Find feature Improved !

Save time scrolling and use the improved Find feature to quickly navigate your documents. The
Find feature is readily available right from the app bar in Word Mobile and Excel Mobile and
enables you to quickly search your documents by keyword.

12




Total [sige][E8Ele| revenue for next year

with new store openings across the

Figure 7 6 Tap Find @ on the app bar to

four geography are as follows: _
search your Word and Excel files.

Region Ql Q2 d

North America 906 1209 99

South America 753 695 97

Europe 346 234 64

Asia 321 524 44
projected

@

Quick Tip: To exit find mode, tap the Back button on your phone or tap anywhere in the document

(o]

r workbook.

Gesture support - Improved !

Improved gesture support gives you more natural ways to intuitively interact with the Office
Mobile applications and hone in on just the right details . Use the following and more when
working with the Office hub and files opened in the Office Mobile applications:

1
1

Pinch your fingers to zoom in and stretch your fingers to zoom out.
To scroll or pan, swipe or flick in the direction you wish to navigate.

Press and hold a selection or file to display a context menu to view additional options for
working with that item.

Tap to select and then hold and drag to extend text selection in Word Mobile and OneNote
Mobile or cells in Excel Mobile.

Microsoft 13
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Quick Tip s:
T In Excel Mobile you can quickly zoom in or out by double -tapping.

1 To selectcells in Excel Mobile, first turn on selection mode. To do this, press and holda cell to display
the context menu and then tap Select cells.

DX organized

Whet her youdre managing a team, organi zingit@add am
i mportant to stay on top of your e ma Ackesswbue n  y o u €
email from a variety of email providers and use new views and tools to help you quickly locate

vital messages and easily manage your email right from your phone.

Send and receive email from almost any email account, including Microsoft Exchange®, your
Internet Service Provider, or an Internethosted e-mail account, such as Windows Live Hotmai®
or Google Gmail.

Simplified setup helps take the guesswork out of configuring an email account on your
phone. Just tap your account type on the Account Setup screen, shown in Figure 8, and for
most providers, all thatoés required to setup Vyol

Improved Exchange support enables you to configure multiple Exchange Server accounts on
your phone.

Download new content for your email account automatically as new items arrive, at a
specified interval such as every 30 minutes, or choose to download new content manually.



Office

ADD AN ACCOUNT

& Windows Live

il, Xbox LIVE, Messenger, and othe

@2 Outlook |

' Yahoo! Mail

Google

other account

advanced setup

After you set up an email account, a live tile will display on the Start screen, making it easy to
locate a specific account, such as Outlook or Hotmail, and view the count of new messages
at-a-glance, as shown inFigure 9.

Microsoft 15


































































