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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.
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1 In-course

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

Contains unit objectives,

exercises and space to
write notes.
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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

I
a NS
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
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4 ™\
12 months
3 access to Microsoft

trainers
. )
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Available through online
support forum.

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

\ /

Save with
Promotions

\ £
a |
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 WORD 2010

UNIT 1
Exploring the Improved Ribbon and Backstage View

The Ribbon replaces traditional menus and tooldisa visual layout of
commands, organised into a set of tabs, to hel@ipduhe features you
need fast. The Ribbon was introduced in Office 20@Yen it enhanced a
few of the Microsoft Office applications. In Offi@)10, every application
has the Ribbon.
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Word 2010 Ribbon
By default Word has eight takisile Home, Insert, Page Layout,
References, Mailings Review and View.

Access Keys

These are shortcuts to opening the tabs of thedRilalnd accessing
commands within the Ribbon. You use access keywégsing thelt
key followed by another key or a sequence of otheskey

Contextual Tabs

These are further tabs that the Ribbon containgy louse commands
that arespecific to certain objectsFor example, when you insert a
chart into your document, only then will it presémt‘Chart Tools’
contextual tab. This tab will contain all the redet commands to
modify the design, layout and format of the chart.
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Live Preview

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

(11 ~||A AT ===
U-E- O AE E F|FE
Font ‘ Theme Colors
T | ' HEEREEN
'ﬁr Excel -
0|
| ‘ Black, Text 1, Lighter 50%
|

Customising the Ribbon

A new feature to 2010 is that we can now custoitleeRibbon, for
exampleremove any of the tabs we don’t use or even add yoawn
personal tab.

To do this, go back tBackstage viewand selecOptions. On the left
hand side in the navigation pane sef@égstomise Ribbon Here’s
where you get to see the list of commands thabeamdded to any of
the tabs. Also you’ll notice the tabs have checlksiaanything with a
checkmark is visible on the Ribbon, anything withawheckmark, like
Developer for example, will not be present on thigbRn.
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At the bottom of the dialogue box is\&w Tab button, when clicked a
new tab is created which has its own checkmarlovbét New Group
this is where we add the commands to.

To do this make suidew groupis selected and then on the left-hand
side of the dialogue boselect the command/ou would want in your
personalised tab, e.g. cut, copy, paste and dlieRdd button. Once all
commands are selected, you caname the tah select théNew tab, at
the bottom of the dialogue box click tRenamebutton. Click OK and
your new tab will now appear on the Ribbon.

You can modify your new tab at any time by goingko#o the File tab,
selecting Options and clicking Customise Ribbon.

Best STL 2010 www.microsofttraining.net 5
0845 5194 797




BACKSTAGE VIEW

The biggest enhancement to Office 2010 is the Bagksview. In the
top left corner click thé&ile tab to access the backstage view. This
replaces the Office button from Office 2007 andRile menu from
previous versions. Backstage view is availabldli®#ice 2010
applications.

Backstage view is a single location for essentiaformation about
your documentsuch as permissions, sharing and versions and
commonly used commands relating to the file itslh as New, Open,
Save, Save As.
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When you have a document open, Backstage viewaisill show you
the pathway of where the document is saved, amarlst properties.
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If you close the document, using the ‘Close’ comdchemBackstage
view and then return to Backstage view (click tlle fab) your default
view is Recent documents, showing the file you hjaseclosed in the
Recent documents list. If you always want to haasgyeaccess to this
document you can pin it to the list by clicking {esh-pin. This
document will now always be present on the Receatichents list,
unless you un-pin it from the list or right-clidke document and select
‘Remove from list’

So with Backstage View you've got quick & easy asct not just
information about your document but all of thosenocaonly used
commands and with the ribbon you’ve got more conusappearing
on the Ribbon and you can personalise it, brandinéMicrosoft Word
2010.
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UNIT 2
Expanding a Search to Include Graphics, Tables, Cha rts

and More...

Finding specific content in your Word document blgays been fast &
easy but here in Word 2010 the search functiondidy's built-in has
been vastly improved/{ou can expand your searches to graphics,
charts, tables, footnotes and more to quickly findvhat you need.

To do this on thélome tab on the far right hand side, in tBgliting
group, click theFind button, this opens up thiavigation panewhich
appears on the left-hand side of your screen.

W d Ols Document?2 [Compatibility Mode] - Microsoft Word o @ =
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Enter a search term in the text box at the tofn@fMavigation pane, i.e.
a word in the document, you don’t have to hit eoteclick anything the
search functionality kicks straight in and will &alou to the page where
your search term appears and highlights the wotdardocument.
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o Achieved an almost eleven-fold increase in netincome before non-recurring
1 match = items, to $10.6 million from S1 million a year ago;

o Completely eliminated our long-term debt, which was $20.2 million last fiscal
year;

¢ Improved our stockholders’ equity to $10.7 million from a negative net worth of
$24.3 million;

® Increased our management portfolio to more than 87 million square feet under
management at year-end from 60 million square feet; and

o Increased our market capitalization to $275.3 million at June 30, from $27.6
million at the same time last year.

To put the year in broader perspective, this year marked the Company’s fifth consecutive
year of profitability after a difficult period in the beginning due to extremely challenging
market conditions. Rather than simply ride the wave of a recovering real estate
marketplace and reap short-term rewards, we worked diligently during the year to take
steps that will position the Company for continuous, long-term growth

Page:10f1 | Words:1 | <5 English (USS) B8R z =

In the Navigation pane we also see some informditkepage number
and a bit of context. You’'ll notice up and downocavs above the search
results pane, this allows you to navigate throutjieiomatches found in
the document. When you have finished working wifagticular search,
click the X in the ‘Search Document’ text box, thiears the Navigation
pane for the next search.

To explore the enhanced functionality of the se&ealure, click the
magnifying glass (right hand side of the Searchudwent textbox.) This
displays some additional options below the Finddivea Clicking
Tables will find any tables you have in the docutnéWhen finished
with the Table search, remember to click the Xhm $earch document
textbox to be able to continue with a new search.
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UNIT 3
Checking Spelling Contextually

Traditionally, Word has done an excellent job adgfimg your
documents with built-in spelling and grammar checkiere in Word
2010, thecontext sensitive spelling and grammar screen read@ow
corrects more spelling errors when therd is correct in spelling yet
used incorrectly in a sentence.
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Don't n_c}wo\v to swim

know

ignore

Language
V. Spelling...

&4 Look Up.

4y Paste

The error is indicated by a wavy line underneatau can click into
the word and then right click which presents a migyat shows some
options for selecting spelling if you want to opgnthe spellchecker or
ignore this option or even fix it with a suggestioom Word.

You can also check the document by going toRbeiew tabon the
Ribbon and selectingpelling and Grammar.

To have the option tenable or disable the contextual spelling errors
by going to théBackstageview (File tab), selectin@ptions, within the
Options dialogue box seleetoofing from the navigation pane on the
left hand side. Under the headiMhen Correcting Spelling and
Grammar in Word , check or uncheck theéontextual spelling’ tick
box.
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General

Display

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Internet and file addresses

Flag repeated words
[] Enforce accented uppercase in French
[ suggest from main dictionary only

Custom Dictionaries...
French modes: f;l’raditional and new spellings E
Spanish modes: ‘,L“’f? verb forms or)y El

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling h —

Mark grammar errors as you type

Check grammar with spelling
[] Show readability statistics

Writing Style: |Grammar Only [+ [ Settings..
Recheck Document

Exceptions for: ]@J 10 Reasons.docx E]

[] Hide spelling errors in this document only
7] _Hide errars in this dacument anlv.
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UNIT 4
Adding Screenshots to Your Work

Screenshots are pictures of another window or sagmoof another
window that you might want to copy and use somew/iedse. In the
past you would have to leave Word to get the sate@in Now, with MS
Word 2010 you can add screenshots to a documembutiever leaving

Word.

Open a window with the content of which you arengdor the
screenshot, i.e. a web page, another document)y@rapplication
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Switch back to Word, going to thesert tab on the Ribbon, where
you'll find in thelllustrations group the Screenshotcommand,
clicking this button will present some options.

You'll see the open windows on your computer; theaseavailable

windows if you wanted to add the entire window tmydocument.
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Another option is to choose just a portion of arowindow to add to
your document, this can be done by clicking Scelgoping and

drawing a border around the portion of the windau yant in your
document.

kil
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UNIT 5
Editing Images without Leaving Your Application

Word 2010 provides additional image editing toaldtkn to the
programme so you can edit you photos without uaghdjtional photo
editing programmes.

Select an image in your document, this will expibgesizing handles
around the outside of the image andRineure Tools contextualtab
on the Ribbon.

Clicking Picture Tools will introduce all the pictiediting tools. On the
left hand side you’ll see th&djust group, here you’ll notice new tools
to edit your image, such as:
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Remove Background

Picture Tools HanselPetal_catalog - Microsoft Word c =
ew Formal

Corrections: Here you can sharpen or soften the image or @tre
brightness and contrast, you have preview thuménas you hover over
these you get a live preview in the document.
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Colour: Here you have options for saturation, tone ancbiteuring.
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Artistic effects: Provide options such as blur, paint strokes, bbbt
S0 on, also providing live preview by hovering otleg preview
thumbnails.
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There are also other options suchRasture Styles’ where you caadd
frames, rearrange items, even crop them, all of this dugig within
Word so you don’t need additional photo editing\safe.
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UNIT 6
Previewing What You're Pasting

When it comes to re-using content across docunuerésen
applications, you can save a lot of time in Offa€4.0 withlive preview
for available paste options.

Select the content to be copied, open the secotghaent and click
where you want the copied text to appear. OrHbmne tab click the
Pastebutton dropdown arrow or right click and you'll see paste
options defined by different icons.

Home Insen Page Layout Refe

Lucida Calligrag ~ 10

P.:-.:e J Format Painter B 7 U ~ae X, X
P!’;“eOplionx
= A

Paste Speaal
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As you hover over the icons you can see what tastiepwill look like in
the document, select the appropriate option anddheent is pasted.
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UNIT 7
Adding Flare with Improved Text Effects

If you like adding special effects to your texte ttext effects in Word
2010 have been significantly improved, now you addglow, reflect
andshadoweffects directly to your text.

Select the text you want to add effects to. OrHbme tab in theFont
group you'll find the Text Effect button. When you click this you'll

see a number of presets, as you hove over thesetprou will see a

live preview in your document.
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Below the presets you have the options to addatidies, glows,
shadows, again all providing live previews as youéhover the
different options
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