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Your Best STL Learning Tools
Welcome to your Best STL training course.
As part of your training, we provide you with the following tools and resources

to support and enhance your learning experience.

Thank you for choosing Best STL.

p
1 In-course

handbook

\\P
To guide you through your
training while you are on the
course.

Contains unit objectives,

exercises and space to
write notes.

N /
A4

s

Your delegate account
gives you access to:

Delegate
account

» Reference material

» Course exercise files

* Advice & support forum

* Rewards programme

* Promotions & Newsletters

E&OE

Reference
material

\

4 N
Available online through
your delegate account.

Comprehensive reference
material with 100+ pages,
containing step-by-step
instructions.

\

Trainer hints
and tips

\ [+

/Hints and tips available
online from our Microsoft
qualified trainers for:

« All MS Office applications
* VBA

* MS Project

* MS Visio

e Y

4 ™\
3 12 months

access to Microsoft

trainers
8 (o

1

Available through online
support forum.

Need help? Our team of
Microsoft qualified trainers
are on hand to offer advice
and support.

\ /

Save with
Promotions

\ £
s |
Save on further training

courses you book with
Promotions.

* 30% off list price
(time limited)

« £50 off list price
(blue card discount)

Best Training reserves the right to revise this publication and make changes from time to time

in its content without notice.
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NEW FEATURES OF EXCEL 2010

Unit 1
Exploring the Ribbon and Backstage View

We'll explore some of the enhancements to the in$erface beginning
with the biggest one of aBackstage View.

We access the Backstage View by clicking‘fik’ menu that appears
in the top left hand corner of your screen. Baakstdiew actually
replaces the file menu that you might be used tader versions of
Excel and the Office Button of Excel 2007. You#lessome of the most
commonly used commands suchGysn, CloseandSave By default if
you haven’t opened the spreadsheet alread{Ribeent’ section is
displayed where you can access recently used wokisbho

When you open an Excel workbook, the Ribbon whiehwere

accustomed in Excel 2007 displays all of its comasa\s you browse
through the various tabs you will see some new cantts and features
have been added but the Ribbon works just as inditkcel 2007, each
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tab containing groups and within those groups weazzess the most
commonly used commands.

Baskl - Micraase Exivl = = I

Bage Lipasd Farmulat Bt Py

If we go back to th®ackstage Viewwith a spreadsheet open, you'll
notice the default section selectedmo’ where we have quick, easy
access t&’ermissions Sharing andVersions You'll also sed-ile
Properties and information about your file on the right haside. You
can also accedinting, Help, Exit andExcel Options from Backstage
View. Excel Optionsallows you to customise your Excel environment.

Home Insert Mailings Review View

ﬂ Save
[ﬂ Save As
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Page Layout References Developer
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[ Close
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Check for

Share
Issues -

Document ~

Permissions

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

Prepare for Sharing
Before sharing this file, be aware
that it contains:
Document properties,
template name, author's

Properties ~

Size &50KB
Pages 10
Waords 1704
Total Editing Time
Title

Tags

42 Minutes

Comments

Related Dates
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3 Exit
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Above the Ribbon we have tliguick Access Toolbarwhich appears in
the top left hand corner. Here you will have quacid easyccess to the
commands you use most often.

You cancustomisethis by clicking the drop down arrow on the right
hand side and selecting any of the commands thpegtaapn the menu,
this will add the command to the Quick Access Taalhif there are
other commands that don’t appear on this menwthatvant, you can
access more commands by clickigre Commandsat the bottom of
the menu and adding any of the Excel commandset@tlick Access

Toolbar.

el Cpthone

i

SR

n
25

=B~ 0~ - -] ) (I
s 8 Feo ef<lc

U~ I - B - B O~
H

B3
g3 |
5o

izations: | Rgset =
Import/Export ~

oK

Cancel

Access Keys

These arshortcuts to opening the tabs of the Ribbon and accessing
commands within the Ribbon. You use access keywdégsing the Alt
key followed by another key or a sequence of oklegs.
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Contextual Tabs

These are further tabs that the Ribbon contdihey house commands
that are specific to certain objectsFor example, when you insert a
chart into your presentation, only then will it peat the ‘Chart Tools’
contextual tab. This tab will contain all the red@e¥ commands to
modify the design, layout and format of the chart.

(] = "~ 5 |= PresentationZ.pptx - Microsoft Chart il ools | —= = EZ
ﬁ Hom | Inse | Desi| Tran | Anin | Slidi | Rewi | Wiewv |De5igr|| Layout Format = '@
B W, E E Se de (@ >
il . 2 e S A e s
Change Save As Switch Select Edit Refresh Cruick ik
Chart Type Template Row/Column Data Crata Crata Layout Styles =
Type Data Chart La_-\.--:lutg_ Chart Styles
=1 [E=lusel |

Live Preview

Live preview is a new technology that shows theiltef applying an
editing or formatting change as the user movegdtheter over various
formatting options presented on the Ribbon.

it - A AT ||| ==
U E || Sk A = ===
Eant Theme Colors
I | Excel et L
- [

Black; Text 1, Lighter 5025
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Unit 2

Adding Context to Numbers using Sparklines

When dealing with large quantities of numericaldata spreadsheet it
can sometimes be difficult to pick out trends. Neviexcel 2010 is
something calle@parklines, tiny charts that fit within a cell and give
a visual trend summary alongside along side your da.

To create Sparklines:

- Goto thélnsert’ tab on the Ribbon and head to 8@arklines
group.

- Select thaype of graph you want to see, iaini line graph,
column or win/loss.To save time you can select the data before
selecting the graph you want.

= s b Ex 1ol =]
Home Page Layout Formul Dat Ma Develop ~ @
Tabl lllustrations harts parklir Filter Link Text nbols
cs - b &
B c Jiiiis G 1 o Q =
= | Type Sparklines s
Create Sparkl
3 YP P Quarter 1 | Quarter 2 | Quarter 3 | Quarter 4 reate Sparines R
Choose the data that you want
Line 100,00€ | 200,00€| 300,00€| 150,00€ || DateRenge: | =
o
Choose where you want the sparklines to be placed
| Columns 100,00€ | 200,00€| 300,00€| 150,00€ et =
Win/Loss €| 10000€| 100,00€ (- 150,00€ oK [ cance |
7
9
10

it Sheet 1, <Sheet D et

Enter | ‘_;] |

| BB O &

- Select the graph you want, this will open 8parklines dialogue
box where thelata rangeis already selected.
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- Now you need to select where you want the Sparkbregppear, the
‘Location Range.’

- Click on to the box to the right of the ‘Locatiomiyye’ text box to
temporarily collapse the dialogue box giving youess to the
spreadsheet.

- Select a cell and click the same button to exphadSparkline
dialogue box. Click OK.

r b
Create Sparklines l 2 -53-]
Choose the data that you want
Data Range: | AZ:A13 Ed
Choose where you want the sparklines to be placed
Location Range: | SCS3 |£|
oK | [ Cancel |

This gives us graphic representation indicating any trends in the
data.

You can apply this Sparkline to other ranges oadgt going to the right
hand corner of the cell that contains the Sparldime hovering you
mouse over the handle, your cursor will turn imterosshair, if you
drag this to other cells, Sparklines will also agp®er them too (the
same process when copying formulas to a rangellsf)ce

There are different Sparklines,¢bange Sparkline:

- Select the first cellyou inserted the Sparkline in to, when you do
this theSparkline Tools, Contextual tabappears.

- Inthe Type group you cathoose another graph.
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Frice
Ouarier 1 | Ouarter 2 | Gusarber 3 _C_hnrmrﬂ

Type Sparklines

Line 000E [ 20000€ | 0000 | 1s000E

Columns . I AO0O0K | 200,004 wemd | 10004
L ] ]

i
Win/Loss . L L0, O3 1030 € LSOO E
3

- TheShowgroup allows you tchighlight specificpoints on your
graphs, such as high points or low points

- You can als@hange the styleof the graph by making a selection

from theStylesgroup

So whenever you need a visual trend summary alongs your data
Sparklines would be the best option.
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Unit 3
Segmenting and Filtering Data in PivotTables with t he
Slicer

PivotTables in Excel have always offered an exoéleay to drill down
through large amounts of data and get to the kieynmation you need.

New to Excel 2010 is the Slicethis delivers enhanced PivotTable
visual filtering functionality to let you quickly and intuitively drill
down through large amounts of data.

- Select any cell in the PivotTabléo show the PivotTable field list
on the right hand side

- Go to thélnsert’ tab on the Ribbon and in tikdter group. You'll
see theSlicer button.

FAIR™ B A = Bookd - Microsoft Excel = [E 2R
m Home | Insert | Page Layout Formuolas Data - Review  Wiew & @ = eEOER
| — . _'J': = T =
JJ = \a il i —| a A il
L | = )
PivotTable Table | Ilustrations Charts Sparkiines | Sficer | Hyperlink | Text | Symbals
TaIJ_!E: Filter Links
Al - Je -
| A | 3 I ¢ | E F 2
_ ! E
2
3 . 25
4 4 » M| Sheet4 Sheeti . Sheet? ~ Sheet3 [] 4| w | al
Ready | |[EHE M 100% (=) [ (+)
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Click once and you'll see tHasert Slicer dialogue boxwhere we
can select from thearious fieldsthat exist within your spreadsheet
data.

Bview Wiewr Dew

=l (=

Insert Refresh Chan
Sticer = x ]

v

Insert Slicers | % J

[ |Region
[ |Market
[[|state

|

[T]customer Mame

_1 Quantity

[T]sale Amount

|| Equipment Cost

[ ok J[ Cancel |

Once one or more fields are selectdtk OK

Thefiltered fields areinserted on to the spreadsheet inextbox
object which can be moved around just like any other cbje

Hom nsert Pag Review Ve Developer Options Design
-y Q5 3 5
e 4 setect - * Show Values s =
PrwotTable Active Change Dats .
=  Field~ Source = dge Mowve PivotTable | g Fields, Items, & Sets ~
— - — Data ] _-‘--.'.lnn'. - e Calculations =
ES -
A _ B C D E 1 F G H ] }
-
4 Sales Amount Sales Count Jear &
5 601.8216749 27120} 2001
2002
= 2003
9 2004
10 e
11 o
12
14 |
15 |
16
17
18
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This is an excellent way to drill down through dat&@an be done very
quickly and easily showing a breakdown of your daithout having to
manipulate the PivotTable itself.

So if you need to quickly drill down through largeamounts of data
to get a visual or filtered representation of thadata the new Slicer
functionality will achieve this.
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Unit 4
Browsing Large Amounts of Data with Search Filters

There is a brand new search filter built in to EX2@#10 that’s going to
allow you to easily find relevant items amongstgpially thousands or
even millions of items in tables or PivotTables.

When we use a Search Filter we need either a tabde PivotTable to
search through.

- So the first thing to do is twonvert the spreadsheet data in to a
Table or PivotTable and that’'s easily done by selecting the
‘Insert’ tab and clicking oable, if the dialogue box does not pick
up your data range you will need to select the,datauring you
select all column/row headefSlick OK.

Home Insert Fage Layout Formulas Data Fg
. = e e 2R T — 5 - o | .
B o= Bl [ & . k=
/] | EEEE | m5i 1 42 @ ih ]
PivotTable] Table Picture Clip Shapes SmartArt Screenshot | Column
ol At - il -
Tables [Hustrations i
Al - P | Software
I A (FELEL T e T Iy
= Software Sales Paltform Month
2 linventory 5200 .MNET JAN
3 |word editor 590 PHP FEB
4 |presentation tool S40 .MNET APRIL
_ 3 |Media player 5100 PHP AUGUST
& |search engine 2300 .NET SEP
7 |router manager 5120 PHP OCT
2 |Browser 4250 .NET MO
9 |Photo editor SBE0 PHP DEC
10 |[Enhanced Calculater S60 .MNET FEB 1
11
12
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Your data set will now appear inable-like format with drop
down arrows on each column.

HEE

Bookl - Micro:

_ Home Insert Page Layout Formulas
_L-‘j ‘K‘ Calibri S5 . T R —
Paste il B 7 U e A =EE

Clipboard e ]

—— - sl
iLName__ﬂFNamefv::State [~|Party [~]
3 sions Jeff Alabama R '

& |Murkowsk LIS k- . i

7 |Begich Mark Alaska (B

8 McCain Jehn Arizona R

S Kyl Jon Arizona R

10| Lincoln Blanche Arkansas D

11 Pryor Mark Arkansas D

12 Feinstein Dianne California D

13 Boxer Barbara California D

14 uUdall Mark Colorade D

15 Bennet Michael Colorado D

To filter the relevant data from the talslelectthedrop down

arrow from the column containing the data, choosingniost
applicabléfilter option.

A

:-‘2 1 SortAtal
Z] sgrZtes
Sort by Calor

Eilter by Cofor
Teut Filters

I (Select AN

o Alarto Deaz

[ Alerto Egusquiza

¥ antonio Gonzales
i Clara Zackowits
W Clauda Galindo

il Claudi Alves

¥ Clauda Dos Santos
¥ Glen Sulivan
# Javer Caflas

e LT

Lok ][ conees ] 10881

i,

1028
1277

1526

*
i775

o2

o 3 = c D
8 civ B Cientnome B Order numb B8 Numberof ited

* | Fitar by Cell Cotor |

£ L -

Ma Fill

3rat
4016
4255
10607
10553

. 1pazg

10445

10387

.2-2“rS_uo Paulo  Claudiz Golindo

23 | Curitiba

24 'i_!'m_a

JulioLopez

25 NewYork  John Ballard
26 | Miami Patricia Eriffin.
27 [ T I

Claugdio Dos Santos

10283
10229
10175
10121
10067
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Unit 5
Previewing What You're Pasting

As with all the applications in the Microsoft Of@010 suite, you can
effortlessly reuse content by previewing how inforration will look
when it’s copied and pasted even between applicatis.

- With Excel already open, Open another applicateg.(Word) and
copy the information required.

- Go back to Excel and select where you want yourecbppem to be
pasted

When we paste it, we can get a real-time preview @fhat it's going
to look like before we actually do it.

- Click thePastedrop down button, found on th#Home’ tab in the
Clipboard group.

B | = 9~ -

E Home Insert Page Layout F

o] Cut
% Cu Calibri v 11

= - | LED W
| = |<F Format Painter B I I L

IEFEE R

sl

Paste Values 010

123 u};ﬁ u}

Other Paste Options
%J i Eﬂ -:.-r_?]

Paste Special...
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We'll see two different icons because we’re workiigh text from a
Word document

- Hover your mouse over the first icon, this is goiaKeep the
Source Formatting’ so it's going to appear exactly the way you
would have seen the text in the Word document.revipw will
appear on you spreadsheet.

- Hover your mouse over the second icon, this isggaMatch
Destination Formatting’ that’s the formatting in this spreadsheet

- Click on to an iconto paste the contents

The paste preview can be used when reusing contédndm other files
and even other applications.
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Unit 6
Editing Images without Leaving the Application

With Excel 2010 you can now edit photos withounhgsadditional
photo editing programmes; you can do it right freithin Excel.

Select the imageyou wan to work on, once selected Bieture Tools
contextual tab appears on the Ribbon.

ol

G-

— —] ST T
By trange il =il il il el

Ty - - o
B P | . i - I .
: ‘ - ‘ ‘:- -
+ B iy || g - e | O S e ]
I
5

()

On theleft hand sideof the Ribbon, in thé&djust group we have a
Corrections button which allows us teharpen or softenthe image, as
you hover over the options you will see a live-pegvof what that
option will apply to your image. You can also charnhebrightness
andcontrast.

Also in theAdjust group is theColour button, you could for example,
change theaturation of the colours. Hovering over the options will
give you a live-preview. Within the Colour buttoauwcan also change
the Colour Tone, making itcooler or warmer or re-colour the image
with another tint of colour

Artistic effectsin theAdjust group will also apply different effects to
your image. Hovering over the options will provigdve-preview.

ThePicture Stylesgroup will apply smartfinishing touchesto your
Images applying a range bbrders andedgesto the image.
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Unit 7
Visualising Data with Improved Conditional Formatti ng.

Conditional Formatting in Excel 2010 has been impubto let you
quickly visualise and comprehend dataYou’re going to find more
styles, icons and data bars as well as the abilibighlight specified
items like minimum and maximum values in just a fdigks.

First of allhighlight the data you want to apply the conditional
formatting to.

- Go to theHometab and in theStylesgroup select theConditional
Formatting button.

& =, < Conditions.2010xlsx - Microsoft Excel (Technical Preview) B 53
Home Insert Page Layout Formulas Data Review View Maninweb Developer 4 @ = .l's':f!‘ &3
i i o = _ 2 E—_— T
J zv Calibri b b =|=| v M or 4 ccountin v %g‘ _g"d 7‘4 ;:::I:e 5 Ev %? }3
AR NENES : 198 R et S | o | - 0% IS
Clipboard Font Cells Editing
82 . ﬁ}l Highlight Cells Rules » m
E=TS ¥
] » ] c [ o | ¢ [ H LT ropcnomeae » L= T Tl T
.| 100,00¢€ Eloe  o[n
3 200}00 € ‘%J Color Scales 4 E__i j__l E‘_{
: 300’00 € _Eﬂ Iron Sets » | Solid Fill i
Lt = = o
. 400,00 € & ew e Il &
E _‘_', Clear Rules 4 E':_I LI EI
6 500}00 € j Manage Rules... = = ==
2 More Rules...
7 s s an
s| |-500,00€
=
10| -
W 4 ¥ ¥ Sheetl /Sheet2 /Sheets /¥d []4 v
Ready | =] | Average: 107,14€  Count7 Sum: 75000€ | [EH|E M 100% (-————@F)
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Some items in the drop down menu you may be familith
already likeHighlighting Cell Rules, Top/Bottom Rules

. = D

Caonditional | Format Cell
Formatting ~'as Table = Styles =

—_'| Highlight Cells Rules ¥

— 5
E 'ﬁ | Top/Bottom Rules L4
3 —ﬂl =
E Data Bars k
E— Color Scales »
=
*="1 Jcon Sets »
i == ]
= | Mew Rule..,
55 Clear Rules b
j tanage Bules...

[ |

I

ore Rules...

—mm X Aut
= -
— #] Fill-
Insert Delete Format ]
= < < o Cleg
=
5] Greater Than... %

Less Than...

Eetween...

Equal To..

Text that Contains...

A Date Occurring...

Duplicate Values...

There are a few neleon sets;these will apply different icon images to
your selected data depending on what Icon set oose. The Icons
representing the varying values in your selectdd gat, a live-preview
Is available.

= e
@ - =
S Insert =
A =T T
o S . sorcs &
LR ot ~2 7 Filter~ Seleck—
e om | mumeer S 0—y | ces diting
e =]
o G =3 L% L] B
| ;ﬂgn‘ Top/Bottam Rules
Two ree Fou
78 S1 ES
7o 45 =i
=2 sa 76
17 1= 2L
16 54 ==1
aa == 25 = = &
e = i ks R @ * R
B} 75 25 T ® 0@
= 56 54
sop ooa @ LH @
=) a oo e ~ =
A <
F AnwF _ Fm———
L J L J i
@OoC@ @
A= w L
®*dDPEO
More Rules..,
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