Introduction to Microsoft Office 2010

Microsoft Office 2010, which replaces Microsoft Office 2007, offers
v ® Microsoft® a more refined user interface along with enhanced collaboration tools.
w0 Offl Ce This introduction to Office 2010 covers the main changes to the user
N interface. Programs covered include Word, PowerPoint, Excel, and
Outlook.

What’'s new in Office 2010?

Here are a few noticeable major changes for Office 2010 as a whole:
e The Office Ribbon, which first made its appearance in Office 2007, now appears in all Office
2010 applications including Outlook. This replaces a traditional menu structure (File, Edit, etc.).
e The Office Button has been replaced with a File tab.
e The File tab takes you to the Backstage View, where you can save, print, and perform a variety
of other file management tasks.

Other changes are mentioned under a specific application below.

Word 2010

Open Word 2010 by clicking on Start > All Programs - Microsoft Office - Microsoft Word 2010

Please note: Apart from the Navigation Panel, the other changes in Word 2010 mentioned below also
apply to other Office 2010 programs.

Office Ribbon T —
Home Insert Page Layout References

The Office Ribbon appearing at the top of the screen “J 5 | rmesNewRom |12 ~| A* A7 | Aa~ | B

should Iook_ familiar to you i_f you have used Word 2007. By } B e WA -

Note there is now a File tab instead of an Office Button. e -

BaCkStage V|eW e — T D ocumen A Microsoft Word™

e Insert Page Layout References Mailings Review  View  Add-Ins

Information about Documentl

Click on the File tab and you will be taken to the Backstage
View. This is where you can perform a variety of file
management tasks (Save, New, Print, etc.). ER

Permissions

==, Anyone can open, copy, and change any part of this document.

_ Prepare for Sharing
New ( j Before sharing this file, be aware that it contains:
Auther's name
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Paste Preview

7
Word 2010 allows you to preview the appearance of content before you W d 9~ =
paste it. The easiest way to do this is to place the cursor where you want Home TPREEH
to paste something and then right click on your mouse and look for Paste =

Options. You can also click on the arrow underneath the Paste icon in 3 ' Times New Rom ~ 1
the Home tab. You will then see three different paste options: Pste | 4 B I U - e
o Keep Source Formatting - This attempts to keep the appearance ||| Paste Options:
of what you copied. 2 |% A
e Merge Formatting - This will take what you copied and paste it Paste Special..

using the styles/formatting of your Word document.
o Keep Text Only - This strips out formatting (apart from line
breaks/paragraphs). ||

Set Default Paste...

Note that if you paste by clicking on Ctrl-V or by pressing on the Paste button itself, the content will
first paste using the Keep Source Formatting option. You will then see a small icon below the pasted
content that gives you other paste options. Click on this icon and you will then see a preview of the
other paste options as you hover over each one.

Navigation Pane
W] e @~ = Office 2010 Overview.docx [Compatibility Mode] - Microsoft Word
The Navigation Pane allows you to view the structure of = '
/ A TmesMewRom-ll - A N Mac (W E-E-T EE N T eI | AaBbCe
your document and more easily search for content. Pt PP T T gl o ug | oy ey

e To search for something in your document, click |~
on Find in the Home tab. B[EE -~

e The Navigation Pane will appear on the leftand | s nevmior  Ieoet s 200
show you all instances of that particular string of | woene ‘“h;m:‘fm ?2“‘{;\??‘:&%3‘1‘3%?22‘%2;‘Si;‘ﬁ%}
text. Click on one of the matches to go to that Seesieies
particular area of the document.

What’s new in Office 20107
Here are a few noticeable major changes for Office 2010 as a whole:

* The Office Ribbon, which first made its appearance in Office
2010 applications including Outlook. This replaces a traditior

If your document is marked up with headers, the e o 2010 ppictionsnuding Ouioce Tis rpaces
Navigation Pane also makes it easier to view the layout | + Th e ubtakes youto e Backae View, whee you
of your document and rearrange content. :

To view the Navigation Pane at any time, click on the View tab and check the box next to Navigation
Pane.
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Insert a Screenshot or Screen Clipping

i '_'!_,J Hyperlink L
- - 'a-' 4 E:
!f you want to insert another open program or w!ndgw asan Ciy L& Bookmark =
image, you can insert a screenshot or a screen clipping. screenshot Header
- 'H] Cross-reference -
e Click on the Insert tab and choose Screenshot. g Avalable Windows ;
e You will see a list of Available Windows. _ _
e Choose the one you want to paste. R - —

Choose Screen Clipping if you only want a picture of a portion of & B -

the screen from another open program or window. If you have
issues using Screen Clipping, simply insert an entire Available &4 Screen Clipping
Screenshot and then crop and resize the pasted image. -

Background Removal Tool

While there are a variety of new effects and color corrections you can apply to images in Word 2010, the
Background Removal tool is probably the most notable. This allows you to choose only the part of an
image you want to keep.

(|| = 9~ & Picture Tools
Background Removal View Format
Gis G @7 J
b : L)
Mark Areas Mark Areas Delete | Discard All  Keep
to Keep to Remove Mark Changes (Changes

Refine Close

e Click on an image and choose Picture Tools (which will appear
after clicking on the image).

e Click on Remove Background

e Adjust the “box” around the part of the image you want to keep.

e Use Mark Areas to Keep and Mark Areas to Remove to draw lines
in particular areas you want to keep or remove.

e Use Delete Mark to remove a mark you no longer need.

e Click on Keep Changes when finished.

To make further changes, simply go back to Remove Background and
make further adjustments. To restore the entire background, choose
Discard All Changes after clicking on Remove Background.
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PowerPoint 2010

Open PowerPoint 2010 by clicking on Start > All Programs -> Microsoft Office = Microsoft PowerPoint 2010

Transitions and Animations

PowerPoint 2010 now has separate tabs for Transitions and Animations. A variety of new choices are
available in each. Transitions control the appearance of each slide as a whole. Animations control the
appearance of content in a particular slide.

F - = —_— :
|E“ = - = -ﬁ:}werpomt example.pptc - Microsoft Powerpom_
Home Insert Design Transitions Animations Slide Show Review
—1,
(=0 —=| i, Sound: [Mo Sound] -
) ] o = ! . .
1 - S & Duration: 0070 I
Preview Effect
| Hone cut Fade 7| Options = | 38 Apply To Al
Preview Transition to This Slide Timing

To add or change a transition:

e Clickonaslide

e Click on the Transitions tab

e Choose a transition from the top. Note the ability to scroll through multiple rows of transitions.
You can view multiple rows at once by clicking on the More button.

e After choosing a transition, you can make various changes, including Effect Options, Duration,

and Apply to All.
e Click on Preview to see what your transition will look like.
Tt ol note T Microsoft Powerpornt T [ ——
|E|| = e |= powerpoint example.pptx - Microsoft PowerPoint Drawing ... ||_=
File Home Insert Design Transitions Animations Slide Show Review View Add-Ins Format (4] ‘
| c—
*, A i 3 Animation Pane b Start On Click = Reorder Animation
kb \' * Lir - J Trigger = O Duration:  Auto :
Preview Add _
i - Mone Aot Fade v Animation * %«Animation Painter | & Delay: 00,00 s
Preview Animation " Advanced Animation Timing

To add or change an animation:

Click on a slide and choose some content (for example, the first item in a bulleted list).
Click on the Animations tab.

Choose the desired animation effect.

Choose other content in the same slide and add animation to that.

Use Move Earlier and Move Later to reorder the appearance of the animation in the slide as
desired.

e To delete a particular animation, just click on the number next to the animation and press the
Delete key on your keyboard (or change the animation to “None”).
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Insert a video from your computer and edit it

By default, PowerPoint 2010 now makes any video you insert a part of the PowerPoint file. So, you
won’t have to worry about placing a copy of the video on your flash drive, CD, etc. You also have the
ability to edit the video.

To insert the video: [ e e

o @
e (o to the slide where you want to place a video. s
e Click on the Insert tab. &5 ‘\@
e Click on the arrow below Video and choose Video from File. | Video | Audio I
e Browse to the location of the video and click on Insert. —~ ,
] &.;], Video from File...
To edit the video Video from Web Site...
Clip Art Video...
. . I M
e Click on the video.
e Click on Video Tools on the top of the screen.
e Under Format, you can make a variety of changes such as adding a color effect or a border.
e Under Video Tools, choose Playback.
e Click on Trim Video.
e Adjust the start and end time and click on OK.
|E|| = L N powerpoint example.pptr - Microsoft PowerPoint - Video Tools | =aaC]
Home Insert Design Transitions Animations Slide Show Review View Add-Ins I Format. Playback
[> z:z Ecmor - N — . g\ﬁdeo Shape * j Bring Forward ~ ;v b 1] 391 -
=l poster Frame = | | - [ video Border ~ 5end Backward =
Play | Comections & oster ra.me d ﬂ d T = | eo Border en .ac War _ﬂ Crop 3 60 .
- &5 Reset Design ~ ¥ | i Video Effects = IEhSeled:mn Pane Sk U
Preview Adjust Video Styles Fl Arrange Size ]
. RllH9-0|= powerpoint example.ppbx - Microsoft PowerPoint - Video Tools. [|le=2LE)
Home Insert Design Transitions Animations Slide Show Review View Add-Ins Format _"Playback I
D %% W@W F1ade Duration ‘ﬁ Bl start: On Click " |1 Loop until stopped
- ’ 4¢] FadeIn: 0000 all [ Play Full Screen
s e e e 3] Fade Out: 0000 = VOIUME B Hide While Not Playing [ Rewind after Playing
Preview Bookmarks Editing Video Options

PowerPoint will keep the entire video stored in the file, so you can always go back to Video Tools and
revert back to the original video appearance (under Format - Reset Design) or change the length of the
video (under Playback = Trim Video).
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Insert a video from a website

PowerPoint allows you to embed a video from a website such as YouTube. Please note an internet
connection is required to play back these types of videos.

e Go to the slide where you want to insert a video from a website. — =

e Click on the Insert tab. =

e Click on the arrow underneath Video and choose Video from o @
Web Site. %

e Outside of PowerPoint, go to the site with a video you want to &4 “\@
use and look for the embed code. This is not the same as the | Video | Audio
address for the site appearing at the top of your web browser. -
For example, the embed code for a YouTube video begins with =7
“<object width...” as opposed to http://www.youtube.com/

Video from File...

Video from Web Site...

e Copy this code, go back into PowerPoint, and paste this code in Sip Artvideo..
the window that came up after clicking on Insert Video from
Web Site.
e Resize the video if needed.
rInsert Video From Web Site M

To inzert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and
paste it into the text box below;

<object width="480" height="385"> <param name="movie"

value ="http://www, youtube.com/v /b557Tqgl tgU&amp;hl=en_US&amp;fs=1"> < /param =<param
name ="allowFullScreen” value ="true™= < fparam = <param name ="allowscriptaccess” value="always"=>
< fparam = <embed src="htip:/fwww. youtube, comfv/b557Tggl taU&amp;hl=en_US&amp;fs=1"
type="application fx-shoduwave-flash” allowscriptaccess ="always" allowfullscreen="true" width="4a0"
height="335"> «/embed » < /object=|

Help and examples

[ Insert l [ Cancel ]

Note that you have fewer editing options for a video inserted from a website.

Page 6 of 10



Introduction to Microsoft Office 2010

Excel 2010

Open Excel 2010 by clicking on Start = All Programs = Microsoft Office = Microsoft Excel 2010

Sparklines

Sparklines provide a clear and compact visual representation of data through small charts within
worksheet cells. Unlike a traditional chart, they are meant to be embedded into the data they represent.

PN e excel exampleisx - Microsoft Excel Sparkiine oot | [C=1E X
“ Home Insert Page Layout Formulas Data Review View Add-Ins Design & e o EE RS
[ .
#‘2 v E TR LT [C] High Point [T First Point | ] - — IF
‘ [ Low Point [[] Last Paint \/\/\ \/\/\ < n' I{_f] Ungroup
Edit Line |Column Win/Loss _ Auis :
Data ~ [[] Negative Points [[] Markers = - <2 Clear =
Sparkline Type Show Style Group
G3 - S v
A B | c|[ o] e [F G H [ ) K L E
1 -l
2 Jan Feb Mar Apr May
3 |John 3 4 1 1 5| T~
4 Mike 2 4 3 2 ] I
5 |Sally 3 2 2 5 2| —
6 Tom 1 3 0 4 2
7 |loe 1] 3 1 2 4|
)

To insert a sparkline:

e Click on the cell where you want the sparkline to appear.

e Click on the Insert tab and choose one of the Sparklines options (Line, Column, or Win/Loss)

e Choose the data you want for Data Range. You can either select the cells directly with your
mouse or type in the range.

e Choose where you want the sparklines to appear in Location Range. Again, you can either select
the cells with your mouse or type in the range.

To delete a sparkline:
e Click on the sparklines you want to remove.

e Click on Sparkline Tools.
e Click on the Clear button.
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Slicers

Slicers are objects you can use to filter the data in pivot tables, which you can move around or resize on
the screen. When data in the pivot table changes, the slicer is automatically updated.

To create a slicer:

e Click anywhere in the PivotTable report

[ Numberof children % | | Education *®
for which you want to create a slicer. . sachelors
This displays the PivotTable Tools, . e —
adding an Options and a Design tab. = High school
e On the Options tab, in the Sort & Filter 3 Partial College
group, click Insert Slicer. 4 Partial High School
e Inthe Insert Slicers dialog box, select the 5

check box of the PivotTable fields for

which you want to create a slicer. profit Column tabeis =
e Click OK. Aslicer is displayed for every  Rowlabels =/ Fya1 EXCCR FY,ch BN Sy ot
. #Accessories $ 34281 $ 37923 § 38,693 § 42,330 $ 153,227
field that you selected. ¥ Bikes 4 772,452 $1,002,393 $1,040,803 $1,233,476 $ 4,049,125
e Ineach S"cer, click the items on which # Clothing 5 10,231 5 12,3% S5 11,253 5 15267 S 49,145

yOU want to fllter Grand Total  § 816,964 51,052,712 51,090,748 $1,291,074 $ 4,251,498

To select more than one item, hold down CTRL, and then click the items on which you want to filter.

Outlook 2010

Open Outlook 2010 by clicking on Start = All Programs = Microsoft Office = Microsoft Outlook 2010

[ % [+ T i - JPryba@ehe.osu.edu - Microsoft Outlook |
it | Home 5end / Receive Folder View Add-Ins
: i] 'f,.,.,'gl wlanore x | N ;é —w_-:ld SN 25 Maove ta: 7 i To Manager
it %= Clean Up ~ ¢ w = 2 Team E-mail & Done
M il Delet Reply Reply F d i, -
E_:.I:r” Ite:'lh:' & Junk - i ey iﬁly SRIC- T More i Reply & Delete 7 Create New =
Mew D_E_l__e'[e F!tj_?_l’ff”'j QIJ|-7I-__SE|15

Office Ribbon

The Office Ribbon is now in Outlook and replaces the traditional menus that showed up in previous
versions. Note the commands showing up under certain tabs will change depending on which folder you
are in (Mail, Calendar, Contacts, etc).

A few examples of new locations for commands include:

e Out of Office Assistant — Now located under the File tab.
e Recover Deleted Items — Now located under Folder = Recover Deleted Items.
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Ignore

Outlook has always had a variety of ways to help clean up and sort your email. Outlook 2010 adds the
Ignore feature to this. For example, if you find yourself bombarded with replies to a message asking
something like “Where should be go for lunch today?,” just click on the message, click on Ignore, and
all current and future messages in this conversation will be deleted. Please be careful when using this
feature, as you may miss out on a message you actually want.

Quick Steps

Quick Steps allow you to do multiple things at one time with a message. This feature is accessible from
the Home tab while viewing your mail.

Note there are a few Quick Steps that are already in Outlook. They include:

Move to: ? - Move a message to another folder

Team E-mail - Composes a message to a team of coworkers

Reply & Delete - Will let you reply to a message and delete the original
To Manager - Forwards a message to your supervisor

Some Quick Steps require additional setup the first time you run them. Just follow the directions on the
screen if you want to use the Quick Step or simply cancel if you don’t want to use the Quick Step.

Click on Create New if you want to make your own Quick Step. Click on the More button and choose
Manage Quick Steps if you want to make changes to or remove a Quick Step

People Pane

» Feel free to cﬁange the font from Arial to something else if you

i i want. Just try to keep the sizes and colors consistent.
The 'People _Pane allows you to easily view _ o The red color used for PAES News, EHE News, etc, has a red
email, meetings, and other data about a particular value of 153 (0 for areen and blue). If vou ever need to b
person . .
[ o I -
A minimized version of this shows up as the :
. . , All folders are up to date. 2| Connected to Microsoft Exchange ||| Ed
bottom of each email. Click on the person’s
name to view more.
You’ll first see an overview of all email, meetings,  som prypa ves communeatons specaist coteaeof . [ 2
and data. The icon for this looks like a house. o S Word doc _ FOTPM AR )
R R . R . @ Office 2010 Overview.doox (25 KB)
There are other icons available, including mail, E A Re Table 234 PM 7/14/2010
attachments, and meetings. The other icons (for & 2 RE Table 1:08 PM 7/14/2010
- H (=1 RE: key 12:29 PM 7/14/2010
neWS feeds and Sta‘tus UpdateS) WI” Ilkely nOt d ; = \LI'\.TE'NE tolog into Carmen  9:52 AM 7/14/2010
[L1)
ShOW anythmg When you CIICk on them' =F Add = (5 RE: Service Motice 8:43 AM 7/14/2010 =

[=] FW: Ticket 15033 Pending 8:35 AM 7/14/2010 v
- Updated) --» R rt on EHE

Note the People Pane allows you to view Lters o M, Jonn Pryba [pryba. 1@ .

information for others included in a particular

message. Just click on the toggle icon and choose another person.
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© Please respond.

Cal en d ar p reVI eW I n m eetl n g req u eStS C-:unfli-:ts with another appointment on your Calendar.
Required: John Pryba
When: ‘Wednesday, July 21, 2010 8:30 AM-2:30 AM
Location:

When someone sends you a meeting request, a PreView [ wednesdsy, isiy 21

of your calendar will show up in the message itself. gam

Project Update
Laura Fathauer
[s] 00 work on professional development
outline

This more easily lets you know whether or not the
proposed meeting time conflicts with other items on 100
your calendar that particular day. You can also scroll up
and down in the calendar preview if needed.

When: Wednesday, July 21, 2010 8:30 AM-9:30 AM (GMT-05:00) Eastern
Time (US & Canada).

Delete email addresses showing up while Ald9 s Untitled - Message (HTML)

using AutoComplete G Message | Insert  Options  FormatText  Revie
- - A () ) Attacr

Have you ever started typing someone’s name or email oot BLU|E-E RS ) B

address in the To field only to see some suggestions that |~ =~ T T | S

are no longer relevant? Previous versions of Outlook

allowed you to delete them, but Outlook 2010 makes this o | LEo ) [k

process easier. Just move the mouse cursor over the sﬁ Ce.. | || JohnPryba Pryba@ehe.osu.edu> X

email address and click on the X that appears to the right Subject:

of it.

Questions?

Additional Office 2010 resources will be made available on the OTEL website. Just go to
http://ehe.osu.edu/otel/help/ and look for Office 2010 in the list at the top of the page.

If you have any further questions about Office 2010, please contact the OTEL Service Desk at
servicedesk@ehe.osu.edu or 7-TECH (247-8324).
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