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Name: _________________________________ Date:  ____________________ Pd: ________
Software Orientation
Which tab do you click to access the backstage view?  _______________________
	Backstage view provides commands to _______________ permission, _______________ documents, _______________ documents, and _______________ versions.
Protecting a Document
When you are working in a business setting, there will be times when you are asked to create or review _______________ documents, such as budgets, employee evaluations, or hiring correspondence, that others may be unauthorized to access. To help you _______________ these tasks and maintain security, Word has commands that you can use to restrict access to a document. 
	You can set an access _______________ for a document, _______________ a document, and mark a document as _______________. 
	The _______________ Permissions command makes it possible to limit another user’s ability to read or make changes to a document.
Setting an Access Password for a Document
You can _______________ a document with a password so that only people with _______________ to the password can open or _______________ the document.
Protecting a Document as Read Only
You can _______________ document from formatting _______________ and restrict _______________ by protecting it. 
	A _______________ can be set as to read only, _______________ only, and limited formatting styles. 
Applying Protection Using the Ribbon
_______________ protects a document and cannot be opened without a ___________.
Opening Documents in Protected View
Protecting your document from an _______________ location is necessary to avoid _______________, worms, or other kinds of _______________ that may harm your computer. 
	Documents _______________ by email as _______________ could possibly harm your computer. 
Managing Document Versions
Document _______________ can be managed in Backstage using the Info command and selecting which version to save. 
	In the _______________ command in Backstage, there is an option to Recover Unsaved Document and your work is saved in intervals. 
	You will be able to _______________ versions of your document as long as you haven’t _______________ your document or program. 
	Also, if Word stops working for some reason, then it will be recovered, but you will not be able to see your previous versions until the document is saved. 
	Under _______________ Versions, you can also browse for unsaved files. 
Restoring an Earlier Version of Your Document
The Save _______________ saves documents automatically by time and it will indicate Today for the _______________ day. 
	As you modify your document, AutoRecover will _______________ changes. These updates to different versions can be located in _______________ view under Manage Versions. 
Recovering Unsaved Documents
As you work on documents, you can browse or recover unsaved files through _______________ Versions in Backstage. 
	You can also open a _______________ based on the time or the last version within that session. 
Sharing Documents
Word contains a feature that will remove _______________ information from your document. 
	The Document _______________ is used to find and remove hidden data and personal information in Word 2010 documents as well as earlier versions. 
	It is a good idea to practice _______________ the document before _______________ a copy such as an email attachment. 
Checking Accessibility
The _______________ Checker determines if there are potential errors in your document and will alert you that the content may be difficult for an individual with a disability to read. _______________ is defined as being accessible to those with disabilities. 
	Before sharing your document, it is important to inspect your document in case someone with a _______________ will be opening the document. 
Checking Compatibility
Before sharing documents, it is good practice to check whether the document is error free and the _______________ appears _______________. 
	Word’s _______________ Check will ensure that a document’s features are compatible with other versions of Word. 
	The Compatibility Checker searches a document for _______________ that are not supported by earlier versions of Word and lists a summary of these features. 
Sending Documents
Documents are often sent via email, web, and Internet fax. 
	In Backstage view, you can save the document in a PDF and XPS format and attach it to email. You can also _______________ and _______________ a document in different file _______________. 
Sending Documents via SkyDrive
Windows Live _______________ is an online file storage service provided by Microsoft. 
	Microsoft has provided _______________ of free online storage space, and SkyDrive is _______________ protected—so you control who has access to your files.
	You can share your Word, Excel, PowerPoint, and OneNote documents; create your personal album; share pictures; create and send emails, and manage your contacts; add and share calendar events; access Messenger with real-time chat; and stay updated and connected to your social networking sites, such as Facebook, MySpace, and LinkedIn.
	Sending Document via Internet Fax
	Word provides the _______________ Fax feature without the use of a fax machine. 
	You can send Office documents _______________ as Internet faxes. 
	To set up your computer to send Internet faxes, you would need to install the Windows Fax Printer Driver or rely on a Fax Service provider.
Registering and Publishing a Blog Post
A _______________ is an online interactive location where anyone can leave comments. 
	Blogs are maintained by companies, instructors, and individuals who post information, events, news, and more. 
	Word provides a feature where you can register your Blog’s URL, add a post, and publish it.

