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Excel Screen Layout 
Excel 2010 has many layout differences, some of which are shown in the screen 

shots below:  

 
There are new view options, and the zoom is now easily available. 

 

Insert a New Worksheet 
Apart from the usual right-click on a sheet and selecting Insert > Worksheet, you 

can click on the Insert Worksheet tab, as shown above. 

Sparklines 
New in Microsoft Excel 2010, a Sparkline is a tiny 

chart in a worksheet cell that provides a visual 

representation of data.  Use Sparklines to show 

trends in a series of values, such as seasonal 

increases or decreases, economic cycles or to 

highlight maximum and minimum values.  Position a Sparkline near its data for 

greatest impact. 

The following shows a column Sparkline in cell G2.  The Sparkline gets its data 

from cells A2:F2 and displays a chart inside a cell that shows the sales trend.   

Scaling 
To adjust the scale to force Excel to print a document one-page wide, (if there are 

not too many columns to render the text size too small to be legible), click on 

Page Layout and Scale to Fit. 

The drop-down lists allow you to choose how many columns will show on each 

page (Width) and how many rows will be displayed (Height).  Click the bottom 

arrow to show the Page Setup dialogue box which has a similar layout to Excel 

2003. 
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Improved Conditional Formatting 
Conditional formatting makes it easy to highlight 

interesting cells or ranges of cells, emphasize unusual 

values and visualise data by using data bars, colour 

scales and icon sets.  Excel 2010 includes even greater 

formatting flexibility. 

More options for data bars Excel 2010 comes with new 

formatting options for data bars.  You can apply solid 

fills or borders to the data bar, or set the bar direction 

from right-to-left instead of left-to-right.  In addition, 

data bars for negative values appear on the opposite 

side of an axis from positive values, as shown here. 

Working with Tables 
Tables make it easy to format data, 

sort, filter, add totals and use 

formulae.  Excel automatically adds 

formatting that makes tables stand 

out from any other data on your 

spread sheet.  In addition, if you do 

not like the formatting you see at 

first, Excel has many table formats to select from.   

Click any cell in your table to show the Table Tools contextual tab. This tab 

contains everything you need to modify the look and functionality of your table: 

 

Feature #1 Adding a Total Row 
Click Table Tools – Design > Total Row to show 

a new row at the bottom of your existing table. 

Choosing  this displays another row at the 

bottom of the table. By default, the word 

“Total” is displayed in the leftmost cell. In this 

example, the number of rows in this table is 

displayed in column D. 

Each cell in the total row is customisable, 

including the cell that says Total. Simply click a 

cell and then click the pull-down arrow to choose a calculation. 

Calculated Columns 
Excel handles formulae at the top of a table column.  Type the formula in the top 

cell of the table and press Enter.  Excel automatically fills the formula all the way 

down the column for you.  In H2 below, the formula =G2*20% has been entered 

to calculate VAT on the figure in G2.  (Excel replaces G2 with [@VALUE]).  Pressing 

Enter will see Excel copy the formula down to the last line of the table. 

 

Feature #2 Auto Headings 
Select any cell within the Table, then simply Scroll down and notice the top row / 

column headers 

 


