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Alternative Format Statement

This publication is available in alternative media upon request.

Statement of Non-Discrimination

The Pennsylvania State University is committed to the policy that all persons shall have equal
access to programs, facilities, admission, and employment without regard to personal characteristics
notrelated to ability, performance, or qualifications as determined by University policy or by
state or federal authorities. It is the policy of the University to maintain an academic and work
environment free of discrimination, including harassment. The Pennsylvania State University
prohibits discrimination and harassment against any person because of age, ancestry, color,
disability or handicap, national origin, race, religious creed, sex, sexual orientation, or veteran
status. Discrimination or harassment against faculty, staff, or students will notbe tolerated at The
Pennsylvania State University. Direct all inquiries regarding the non-discrimination policy to the
Affirmative Action Director, The Pennsylvania State University, 328 Boucke Building, University
Park, PA 16802-5901; Tel 814-865-4700/V, 814-863-1150/TTY.
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Office 2010 New Features: Overview

OBJECTIVES

Participants will be able to
Examine enhanced interface components
Identify tools in the Backstage View
Locate Ribbon customization and printing options
Explore new features in Word, Excel, PowerPoint, and Access

FAMILIAR FEATURES FROM OFFICE 2007
File formats including .docx, .xlsx, .pptx, and .accdb
Interface look and feel, including the Ribbon, Quick Access Toolbar, Help icon, Status Bar,
and main application workspace
Names of the Ribbon tabs, command groups, and locations of commonly used
commands
Icons used to represent commands in the Ribbon
The ability to customize the Quick Access Toolbar

OFFICE 2010 INTERFACE
The Office 2010 user interface looks similar to the Office 2007 user interface, with some
enhancements that may help increase user efficiency.

Window Options

The application icon, in the upper left corner of the window, contains commands to restore,
minimize, maximize, and close the active window, much like the commands located in the
upper right corner.

Restore

— Minimize

¥ Close Alt+F4
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Backstage View

The Backstage View, or File tab, replaces the Office Button, present in Office 2007 applications.
Familiar commands, such as Save, Save As, Open, and Close, are located near the top of the tab.
Icons to view and edit application Options and to Exit the application are located at the bottom
of the list. Command categories, including a Recent files list and Help, are located in the middle
of the tab. The Info category includes several familiar features, once found in a variety of places,
now in one location. There are enhancements to some features such as New, Print, and Save &
Send. The following provides more detail on several categories found in the Backstage View.

Home Insert Page Layout References Mailings Review View Developer Add-Ins
| save . L.
Information about Description
@ Save As ’ . i it T
C:\Documents and Settings\hakl22\Desktop\Description.docx
[5 Open
= i
4 Close £3) 3 - .
= Permissions - :
_ EB\J Anyone can open, copy, and change any part of this document. ot
Protect ——
Recent Document ~
New Properties ~
. Size 4.3KB
Prepare for Sharing :‘ e i 8
Print ((t23 Before sharing this file, be aware that it contains: Nrj =
Chv- f Document properties and author's name T "Ir; 2 e ll~! o
eck for otal Editing Time Vinutes
Save & Send e Custom XML data THie
Tags
beip Comments
] Options . Versions
S £ 3 3 e Related Dates
R ) There are no previous versions of this file.
Exit — Last Modified Today, 8:14 AM
Manage . .
Versiona Created Today, 8:02 AM
Last Printed
Related People
Author hak122
Last Modified By hak122
Related Documents
[ Open File Location
Show All Properties
Info

The Info portion of the Backstage View contains information about permissions, versions, and
properties of the file. The name of the file is listed at the top of the window, and a detailed list of
the file properties is provided along the right. In Access 2010, a link to the database properties
dialog box is available in this area.
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New

The New category contains options for creating a new file. The options vary depending on the

application being used. All applications provide tools to create a new blank file or one from an

Office.com template. An icon is provided with each named option for creating a new file.

Print

Printing options have been reconfigured in Office 2010. Printing options are shown on the left
side, and a print preview is provided on the right. This is the only location for viewing a print
preview. The page/slide navigation for the preview is along the bottom of the window, and a
Zoom to Page control is located in the lower right. In Word and PowerPoint, a Zoom Slider is
found in the lower right as well. Excel has a Show Margins option to allow for a visual when
resizing worksheet margins. The Print button in the upper portion of the window replaces the

OK button to confirm the print job. The Print and Print Preview options in Access are different

and are similar to the Access 2007 Print options.

I“ Home Insert Page Layout References Mailings Review View Developer Add-Ins 9
= save
Print
B save As I )}
; Copies: 1
7 Open .
.. Print
[ Close
Info Printer Office 2010 New Features: Overview (via Adobe Connect)
119 Willard1 on Athena.staff.win.psu.edu . PigrenisitessMone.
Recent 2, Offline: 2 documents waiting Description:
Printer Properties
New IMPORTANT: If you would like to use a handout during class, be sure to print the handout available at
Settings http://its.psu.edu/training/handouts/.
m Print All Pages This demonstration will focus on the Microsoft Office 2010 interface. New features and enhancements,
Print the entire document 3 such as the Backstage view and Ribbon customization options, will be explored. Revamped printing
Save & Send options will also be addressed in this session. Participants will have an opportunity to briefly view some
Pages: new features in Word, Excel, PowerPoint, and Access.
Help
] Print on Both Sides - Objectives
5 1= Flip pages on long edge
J P * Examine enhanced interface components
) EB Collated .
Exit 12:3: 323323 * Identify tools in the Backstage view
j Portrait Orientation v * Locate Ribbon customization and printing options
* Explore new features in Word, Excel, PowerPoint, and Access
_J Letter .
85"x11 Visitthe following link at the starting time indicated above to participate in this live overview:
https://breeze.psu.edu/office2010overview
Normal Margins s
Left: 1" Right: 1 If you need technical assistance prior to attending this session presented via Adobe Connect, please
contact the ITS Help Desk. Official support of Adobe Connect for Penn State faculty, staff, and students is
1 Page Per Sheet ¥ provided by the ITS Help Desks at [http://helpdesk.psu.edu http://helpdesk psu.edu], 814-863-2494, or
814-863-1035.
Page Setup
1 ofl 81% © @

Office 2010 New Features: Overview




Save & Send

Options for sending files via e-mail, publishing them to the Web using Windows Live, and
saving to a SharePoint site are located here. The Change File Type option lists a variety of file
types. Starting the file saving process in this way is an alternative to going directly to the
traditional Save As dialog box; yet, clicking the Save As button located here launches the Save As
dialog box as well. This category is called Save & Publish in Access 2010.

View Developer Add-Ins

Home Insert Page Layout References Mailings Review
|l save
Save & Send
R Save As
(3 Open 103 s Send Using E-mail
[ Close
Q Save to Web
Info
Recent ) Save to SharePoint
New g“] Publish as Blog Post
A File Types
Saveigend H— Change File Type 1
Help =
Create PDF/XPS Document
|1 options -
Exit

Change File Type

Document File Types

; @4 Document

| =| Uses the Word Document format

|Eb:| OpenDocument Text
| =

Uses the OpenDocument Text format

Other File Types

Plain Text
- Contains only the text in your document

g‘-\ Single File Web Page

Web page is stored as a single file

i

Save As

@,;j Word 97-2003 Document

Uses the Word 97-2003 Document format

@;. Template
Starting point for new documents

@j Rich Text Format

Preserves text formatting information

IT! Save as Another File Type

Help

The Help feature located in the Backstage View provides links to Microsoft Office online tools,
along with tools to access application Options and Check for Updates. Application Help may also
be accessed using the blue circle with the white question mark in the upper right corner of the

interface.
“ Home Insert Page Layout References Mailings Review View Developer Add-Ins !o ’
s save g
upport ]

Save As M * Microgon®

X Microsoft Office Help ’ a I Ce

. *
& Open Get help using Microsoft Office. v
[ Close

Product Activated
Info ;
| Getting Started Microsoft Office Professional Plus 2010
| ""\ See what's new and find resources to help you This product contains Microsoft Access, Microsoft Excel, Microsoft SharePoint Workspace, Microsoft
Recent — ' learn the basics quickly OneNote, Microsoft Outlook, Microsoft PowerPoint, Microsoft Publisher, Microsoft Word, Microsoft
InfoPath.

hew ) Contact Us Change Product Key

) ) Let us know if you need help or how we can make
Print Office better. About Microsoft Word
Save & Send Version: 14.0.4760.1000 (32-bit)

Tools for Working With Office Additional Version and Copyright Information
. . Part of Microsoft Office Professional Plus 2010
L C')pt“’"s © 2010 Microsoft Corporation. All rights reserved.
3 options 5| Cheombelinguaggidspayzancothengrogram Microsoft Customer Services and Support
settings.
) = g Product ID: 02260-018-0000106-48012
8 e Microsoft Software License Terms
@* Check for Updates
Get the latest updates available for Microsoft
| i Office
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Ribbon

The Ribbon is arranged in tabs. Each tab houses categorized groups of application-specific
commands. Each application has a certain number of default tabs and may show contextual tabs
with additional tools when certain elements in the file are active. In Office 2010, the Ribbon can
be minimized, as well as customized.

Home Insert Page Layout References Mailings Review View Add-Ins

J . Palatino Linotyr ~ 11~ A" A" | Aav &)

y A 34 Find ~
219 | samvcar| AABBC AaBbCe AsBbce A :

24c Replace

&y ~ v 1 Body Header 2 Header3 Header4 | _| Change

Paste B 7 U ~abe x, X* % . A
a = z s = 7| styles~ | g Select~

J Format Painter
Clipboard ‘ Font

Styles " Editing

Minimizing the Ribbon
There are three ways to minimize the Ribbon and show only the tab names. The first two
methods described below were available in the previous version, and the third option is new to
Office 2010.
Right-click method:
1. Right-click a Ribbon tab. A short-cut menu appears.
2. Select Minimize the Ribbon. A check mark will be placed by this option to
indicate it was selected.
3. Repeat steps 1 & 2 to maximize the Ribbon.
Double-click method:

1. Double-click a Ribbon tab.

2. Repeat step 1 to maximize the Ribbon.
Minimize the Ribbon button method:

1. Click the Minimize the Ribbon button (upward pointing chevron) in the upper
right corner of the window next to the blue Help circle. The chevron will toggle to
point downward.

2. Click the Minimize the Ribbon button (downward pointing chevron) in the
upper right corner of the window to maximize the Ribbon.

= B OER

(=)
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Customizing the Ribbon

Custom tabs and groups can be added to the Ribbon, commands can be added to custom groups,
and the names of existing tabs and groups can be changed. The tools to perform these processes
are found in the Customize Ribbon category in the application Options dialog box. The application
Options dialog box can be accessed directly from the Options command in the Backstage View/File
tab list, in the Backstage list's Help category under Tools for Working with Offfice, or by right-clicking
a Ribbon tab and selecting Customize the Ribbon...

Word Options

General

Fﬂﬁ Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: i Customize the Ribbon: (i

Proofing |P0pu|ar Commands hd |I'\.-13ir1 Tabs b

Save

‘_{} Accept and Move to MNext ~ Main Tabs

= align Left J &= [¥] Home

Breaks . Clipboard
Bullets » Font
Center Paragraph
Change List Level » Styles
Copy Editing
cut [w]Insert

Define Mew Mumber Format...
Delete

Draw Table

Drraw Wertical Text Box

E-mail

Find Add > >
Font I~
Fant... << Remove
Font Color 4
Font Size I~
Farmat Painter

Grow Font

Hypearlink...

Insert Footnote

Line and Paragraph Spacing 4
Macras

Mew

Mew Comment

Mext Mew Tab ] [ﬂewGroupl [ Rename... l
MNumbering L

— Custoamizations: i
Keyboard shortcuts: Import/Export = [0

Language

Advanced

Customize Ribbon l

Quick Access Toolbar

s B T

Add-Ins

Trust Center

MELL i e »r EDEEE

I 0K l [ Cancel

Add and name a custom Ribbon tab:

1. Within the application Options dialog box, click the New Tab button.
Select New Tab (Custom) in the list.
Click the Rename button.
Type the new name and click the OK button in the Rename dialog box.
Click the OK button for application Options dialog box.

Ore LN
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Add and name a custom group on an existing Ribbon tab:
1. In the application Options dialog box, click the New Group button.

Select New Group (Custom) from the list.

Click the Rename button.

Type the new name and click the OK button in the Rename dialog box.

Click the OK button for application Options dialog box.
commands to custom groups:

Select a custom group name.

Select a command from the list on the left.

Click the Add>> button.

Click the OK button for application Options dialog box.

Ad

S R o

NEW & ENHANCED FEATURES

Features Available in Multiple Applications

Paste Preview

Paste Options include a variety of ways to paste text, either with or without formatting. The Paste
Preview feature is used to preview the ways text can be pasted before it is actually pasted. Upon
a right-click in the place where the text is to be pasted, a short-cut menu displays the various
Paste Option buttons for the application. A preview of the text with each option is displayed
when hovering over the options. When an option is selected with a click, the text is pasted
accordingly. This feature is available in Word, PowerPoint, and Excel after a piece of text is
copied and ready to be pasted.

<m

A Font..
=q Paragraph...

= Bullets | »
i=  MNumbering | »
Ay styles
gi‘_,_j Hyperlink...
Look Up 4
Synonyms

£ Translate

| T

Additional Actions
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Screenshot Feature

The Screenshot feature is located on the Insert tab in Word, PowerPoint, and Excel. This feature
captures screenshots from all open applications and allows them to be selected and pasted into
the active file. The Screen Clipping command allows the screenshot to be cropped as needed
before being pasted in the active file.

“ Home New Tab Page Layout References
= — ‘ g ___,—) —

uan | —— as = L/ =

j? ‘ = hal mp (¥ 2

Cover Blank Page Table Picture Clip Shapes SmartArt

Page~ Page Break v Art v
Pages Tables Ilustrations Available Windows

Review View Add-Ins

@ 3 @ BEM

Hyperlink Bookmark Cross-reference Header Footer Page

Il

5

@s+ Screen Clipping

Artistic Effects

The Artistic Effects feature is available on the Picture Tools contextual tab when an image is
added to a file in PowerPoint, Word, and Excel. This feature can be used to add a variety of
effects, such as Light Screen and Paint Strokes to an image. Live Preview is associated with this
tool.

PllEH9-0 |~

Home Insert . Transitions Animations Slide Show Review View Add-Ins

Format

" e | Ni Compress Pictures = lE __‘ T — _—
: . | Blg Change Picture || | el -: I;
Remove Corrections Colgr | Artistic | 5 : s ! d d d d
Background - » \Effects v/ Reset Picture ~

Adju

Slides Outline |

1

By Artistic Effects Options...

Office 2010 New Features: Overview 9

s B Number ~

Te
Bc



Word 2010

Navigation Pane

The Navigation Pane is part of the Find feature in the Editing group of the Home tab. When the
Find tool is used, the pane opens on the left side of the Word interface. A search term is entered
in the search box, and the resulting text is highlighted in the document and appears in the pane
within the context used in the document.

Mawigation v X
office Ko

17 of 17 matches

—
EREE - |8

What Has stayed the Same in
Office 2010 2

Office 2010 Interface 2

Office 2010 Mew Features:
Che Py e

PowerPoint 2010

Slide Sections

The Sections command is located in the Slides group of the Home tab. Sections can be added to a
presentation to organize slides. The sections can be named and removed as needed. When
sections have been added, they may be collapsed and expanded as needed.

|

File Home Insert Design Transitions Anim
[
i ¥ Cut l = Layc
=53 Cop u=| Reset

Paste L i Mew fe ... B I U

- # Format Painte slide = | 5 >ection = -

AR - | Add Section
Slides Outline ]g

PowerPoir:
Overview ‘H
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Excel 2010
Sparklines

The Sparklines feature is found in the Sparklines group of the Insert tab. Sparklines are small
charts in individual cells. They may be used to summarize data and show trends. There are
three types of Sparklines: Line, Column, and Win/Loss. When the command is selected, a dialog
box appears to collect the Data Range to be used and the Location Range where the mini charts
will be placed. When a Sparkline is inserted into a worksheet, the Sparkline Tools Design

contextual tab appears on the Ribbon to provide formatting options.
A

File Home Insert Formulas Data Review View

bd BE @ ™ G

Page Layout

Add-Ins

il @ byl )

PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column Line Pie Bar Area Scatter Other Line Column Win/Loss
v Art v > he v v ¥ b Charts ~
Tabies Illustrations Charts Sparklines
S14 > g Je |
A B C D E F G H J
1 33 27 223 283} o AT
2 175 567 137 879 ——0u—
3 25 2 54 B et
4 14 1 4 49 ——_

Access 2010
Table Datasheet View Fields Tab

The Fields tab, present under the Table Tools contextual tab, contains tools to create and format a
table in Datasheet view. The More Fields command provides an expanded list of field templates,
including Quick Start options used to insert individual and groups of fields based on commonly
used field categories. A Calculated Field option inserts calculations into the table based on field

data type.

Northwind : Database (Access

Home Create External Data Database Tools @ Table
ﬁJ Date & Time -I J—J j‘f Name & Caption 5 Data Type: Date/Time + [ Required ]
aB 12 &3 x [al : g
x [ . mﬁ Default Value - Format: v l] Unique -
View Text Number Curreng elete Modif ! T Validation
5 : $ % R [ indexed -
Views Add & Utheee Properties Formatting Field Validation
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Technology Training Resources

To look for more advanced sessions of today’s training topic, visit
http://its.psu.edu/training/catalog/

To browse or register for future technology training, visit
http://its.psu.edu/training/

To learn about Training On Demand (sessions upon request for groups of 5 or more), visit
http://its.psu.edu/training/ondemand/

To browse or join in online discussions about technology topics at Penn State, visit
http://technologytraining.psu.edu/

To join the Training News List and receive monthly e-mail notification of all upcoming
technology training opportunities, send a blank e-mail to
L-TRAINING-NEWS-SUBSCRIBE-REQUEST@LISTS.PSU.EDU

To find free online books on a variety of popular technology topics, visit
http://proquest.safaribooksonline.com/

To explore hundreds of free video tutorials that are available for self-paced learning, visit
http://its.psu.edu/training/lynda/

Follow us on Twitter at http://twitter.com/psulTStraining/

Become a Facebook fan of ITS Technology Training at
http://www.facebook.com/psuitstraining/

Additional Technology Resources

To contact the ITS Help Desk with general technology-related questions, e-mail
helpdesk@psu.edu or call 814-865-4357 (HELP)

To search for technology-related information in the ITS Knowledge Base, visit
http://kb.its.psu.edu/

To purchase discounted hardware and software at Penn State’s Computer Store, visit
http://computerstore.psu.edu/

PENNSTATE

e Technology Training Provided by ITS Training Services
23 Willard Building « University Park, PA 16802
Phone: (814) 863-9522 « Fax: (814) 865-3556 « itstraining@psu.edu
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