
 
 

 

What’s New in Excel 2010? 

New Ribbon Bar Interface & Backstage View 

New and improved features can help you be more 
productive, but only if you can find them when you 
need them. Like the other Microsoft Office 2010 
programs, Excel 2010 includes the Microsoft Office 
ribbon bar, which consists of a customizable visual 
system of tools and commands. 
 
 
 
 
 
 
 
 

 
 
Click the File tab to open Backstage view, where you 
create new files, open existing files, save, send, 
protect, preview, and print files, set options for Excel, 
and more. 
 
 
 
 

Workbook management tools 
Excel 2010 comes with tools that can help you manage, protect, and share your content. 
 Recover previous versions    You can now recover versions of files that you closed without 

saving. This is helpful when you forget to manually save, when you save changes that you 
didn't mean to save, or when you just want to revert to an earlier version of your 
workbook.  

 Protected view    Excel 2010 includes a Protected View, so you can make more informed 
decisions before exposing your computer to possible vulnerabilities. By default, 
documents that originate from an Internet source are opened in Protected View. When 
this happens, you see a warning on the Message bar, along with the option to enable 
editing. You can control which originating sources trigger Protected View. You can also set 
specific file types to open in Protected View regardless of where they originate. 



 
 

 

Sparklines 
 
You can use sparklines—tiny charts that fit 
in a cell—to visually summarize trends 
alongside data. Because sparklines show 
trends in a small amount of space, they 
are especially useful for dashboards or 
other places where you need to show a 
snapshot of your business in an easy-to-
understand visual format. In the following 
image, the sparklines that appear in the 
Trend column let you see at a glance how 
each department performed in May. 

 
 
 
 
 

Improved PivotTables & Slicers 
 

PivotTables are now easier to use and 
more responsive.  One key improvement is 
the addition of slicers.  Slicers are visual 
controls that let you quickly filter data in a 
PivotTable in an interactive, intuitive way. If 
you insert a slicer, you can use buttons to 
quickly segment and filter the data to display 
just what you need. In addition, when you 
apply more than one filter to your PivotTable, 
you no longer have to open a list to see which 
filters are applied to the data. Instead, it is 
shown there on the screen in the slicer. You 
can make slicers match your workbook 
formatting and easily reuse them in other 
PivotTables, PivotCharts, and cube functions. 

 

 
 
 

 

Improved Filter Capabilities 
 



 
 

 

In addition to slicers, which are described earlier in this article, Excel 2010 comes with new 
features that make it easier to sort and filter data.  
 New search filter    When you filter data in Excel tables, PivotTables, and PivotCharts, you 

can use a new search box, which helps you to find what you need in long lists. For 
example, to find a specific product in a catalog that stocks over 100,000 items, start by 
typing your search term, and relevant items instantly appear in the list. You can narrow 
the results further by deselecting the items you don't want to see. 

 

 Filter and sort regardless of 
location    In an Excel table, table headers 
replace regular worksheet headers at the top 
of columns when you scroll down in a long 
table. AutoFilter buttons now remain visible 
along with table headers in your table 
columns, so you can sort and filter data quickly 
without having to scroll all the way back up to 
the top of the table.  

 
Templates 
 

Excel 2010 allows you to apply built-in templates, to apply your own custom templates, and to 
search from a variety of templates on Office.com.  Office.com provides a wide selection of 
popular Excel templates, including budgets, and may new and improved templates. 
To find a template in Excel 2010, do the following: 

1. On the File tab, click New. 
2. Under Available Templates, do one of the following: 
 To reuse a template that you’ve recently used, click Recent Templates, click the template 

that you want, and then click Create. 
 To use your own template that you already have installed, click My Templates, select the 

template that you want, and then click OK. 
 To find a template on Office.com, under Office.com Templates, click a template category, 

select the template that you want, and then click Download to download the template 
from Office.com to your computer. 


