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Lesson 2
Using Backstage
Learning Objectives

Students will learn to:
· Access and use Backstage view
· Print with Backstage

· Change the Excel environment in Backstage

· Access and use Excel templates

MOS Skills

· Print only selected worksheets




1.2.1
· Print an entire workbook




1.2.2

· Apply printing options




1.2.4

· Manipulate the Quick Access Toolbar



1.3.1

· Customize the Ribbon




1.3.2

· Manipulate Excel default settings




1.3.3
· Manipulate workbook properties




1.3.4

· Manipulate workbook files and folders



1.3.5
Lesson Summary – Lecture Notes
Lesson 2 presents the essential information that students need to begin using Microsoft Office Excel 2010 Backstage.

Review with the students how to open Excel, both from the Start menu and from the desktop. If students are familiar with older versions of Excel, they will immediately notice differences in Excel 2010 from 2007. Students may find it helpful to refer to Figure 2-1, which shows various components of the Backstage area. Explain that in this version, most while most document manipulation commands are located on the Ribbon across the top of the screen, the document management commands are located in the Backstage area. Click each button in turn in the Backstage area and explain that buttons are organized to group document management commands that are used most often. 

Click the Microsoft File Tab at the upper-left corner of the screen (a 2010 new feature). Explain that it contains commands such as Print and Save that let you manipulate entire workbooks.

Explain how to use Backstage to save a Document. Include the use of keyboard shortcuts, Also point out the Alt-key activation to show the keyboard shortcuts. Include the keyboard shortcuts for opening, closing, save as, and new.

Walk through the print preview area in Backstage. Explain the basics of preparing a document for printing and explain this will be taught in a later lesson. 

Explain how to set a print area. Explain how to change the set print area.

Demonstrate how to print selected worksheets with the print options in Backstage. 

Demonstrate how to print an entire workbook with Backstage. 
Demonstrate how to change or modify and apply printing options. Include Margins, page orientation, scaling and gridlines.

Demonstrate how to change printing to a non-default printer. Include how to revert to the default settings.

Demonstrate how to customize both the Quick Access toolbar and the Ribbon, Tabs and Groups. Review how to insert, rename, add commands to and also how to revert back to the default settings. Encourage the students to do this as often as possible to make it good practice. It is a suggestion that at the beginning of each lesson forward, that you ask the student to create a new customized Quick Access toolbar and Ribbon, to be able to add that lesson’s most commonly used commands. At the end of the Lesson have them revert back to the default.

Introduce the student to the Excel default setting. Have them alter most of the settings and then revert to default. It might be good practice to have them review this and alter these settings at the beginning of each lesson.

Walk the student through the document Panel from Backstage. Have them review both default and advanced properties. Make not of Dates, Creator, File size, etc.
Introduced in Office 2007, is the Quick Access Toolbar on the left side of the title bar, just above the Ribbon. Show students the default commands that are located on this toolbar. Demonstrate how the toolbar can be customized by using Backstage.

ey Terms
default settings
Standard settings installed by an application as presets so that the application has the same settings each and every time it is accessed.
Definitive Command
A command that closes Backstage view back and returns the user to a workbook.
Document properties
Document information that identifies who created the document, when it was created, how large the file is, and other important information about the workbook.
Fast Command
A command that provides quick access to common functions and is located on the left navigation pane.
Print options
Options to customize and manipulate a workbook for printing, such as margins, orientation, scale, and collation. 
tab
Component of the navigation pane that a user can click to access groups of related functions and commands.
template
Files designed with formatting and formulas, complete with designs, tools, and specific data types included.
Solutions for Step-by-Step Exercises
The Contoso Cookbook Recipes  solution file is located in the Solutions/Lesson02 folder and is referenced in the following step-by-step exercises:
· Save a Document with Backstage
· Print and Print Preview with Backstage

· Set a Print Area

· Print Selected Worksheets with Backstage

· Print Select Workbooks with Backstage
· Apply Printing Options with Backstage

· Change a Printer with Backstage

· Alter Document Properties in Backstage

Answers Key 

Knowledge Assessment

Fill in the Blank
Complete the following sentences by writing the correct word or words in the blanks provided.

1.
The area where you can save, choose a template, change document properties, and close or exit Excel is the __________.

Answer: Backstage View

Section Ref: Changing the Excel Environment in Backstage
Difficulty: Easy
2.
To change a printer or margin settings, you click the File tab and use the __________ options.

Answer: Print
Section Ref: Printing with Backstage
Difficulty: Easy
3.
You can customize the __________ for quicker access to the most commonly used commands.

Answer: Quick Access Toolbar
Section Ref: Changing the Excel Environment in Backstage
Difficulty: Medium
4.
To create custom tabs and groups, you can use the Customize the __________ feature.

Answer: Ribbon
Section Ref: Changing the Excel Environment in Backstage
Difficulty: Medium
5.
The __________ command in the Backstage navigation pane enables you to view and open your most recently used workbooks.

Answer: Recent
Section Ref: Printing with Backstage
Difficulty: Easy
6.
To view and alter your workbook’s properties, you would access the __________ window in Backstage.

Answer: Info
Section Ref: Changing the Excel Environment with Backstage
Difficulty: Medium
7.
When you are modifying the Ribbon, you begin by creating a custom __________.

Answer: Tab
Section Ref: Changing the Excel Environment in Backstage
Difficulty: Medium
8.
To open Backstage, you click on the ______.

Answer: File Tab
Section Ref: Accessing and Using Backstage View
Difficulty: Easy
9.
You can change Excel’s default settings by accessing Backstage and clicking _______ in the navigation pane.

Answer: Options
Section Ref: Changing the Excel Environment in Backstage
Difficulty: Medium
10.
The __________ contain vital information about your workbook such as file size, author, and date created.

Answer: Document Properties
Section Ref: Changing the Excel Environment in Backstage
Difficulty: Medium
True / False

Circle T if the statement is true or F if the statement is false.

T
F
1.
You do not have the ability to modify the number of default worksheets in a workbook.

Answer: False

Section Ref: Changing the Excel Environment in Backstage
Difficulty: Medium
T
F
2.
Backstage view enables you to access the Microsoft website for custom templates.

Answer: True
Section Ref: Accessing and Using Excel Templates
Difficulty: Medium
T
F
3.
Use Ctrl+N to create a new workbook.

Answer: True
Section Ref: Accessing and Using Backstage View
Difficulty: Easy
T
F
4.
When you want to access an Excel template, you click on the Template command in the Theme group on the Page Layout tab.

Answer: False

Section Ref: Accessing and Using Excel Templates
Difficulty: Hard
T
F
5.
You cannot have more than one worksheet in an Excel workbook.

Answer: False

Section Ref: Changing the Excel Environment in Backstage
Difficulty: Easy
T
F
6.
You can view templates in the Recent section of Backstage view.

Answer: False

Section Ref: Accessing and Using Excel Templates
Difficulty: Medium
T
F
7.
You can access Backstage view by pressing Ctrl+N. 

Answer: False

Section Ref: Accessing and Using Backstage View
Difficulty: Medium
T
F
8.
By default, Excel starts a new workbook with four worksheets.

Answer: False

Section Ref: Changing the Excel Environment in Backstage
Difficulty: Easy
T
F
9.
In Excel, you can add your most commonly used commands to the Quick Access Toolbar.

Answer: True
Section Ref: Changing the Excel Environment in Backstage
Difficulty: Easy
T
F
10.
Backstage view has replaced the Microsoft Office button.

Answer: True
Section Ref: Accessing and Using Backstage View
Difficulty: Easy
Solutions for Competency Assessment 

Project 2-1

The solution for Project 2-1 is named Movies2_1 and is located in the Solutions/Lesson02 folder.

Project 2-2

The solution for Project 2-2 is named Movies2_2 and is located in the Solutions/Lesson02 folder.

Solutions for Proficiency Assessment

Project 2-3

The solution for Project 2-3 is named Equipment2_3 and is located in the Solutions/Lesson02 folder.

Project 2-4

There is no solution for Project 2-4. 

Solutions for Mastery Assessment

Project 2-5

The solution for Project 2-5 is named Invoice2_5 and is located in the Solutions/Lesson02 folder.

Project 2-6

There is no solution for Project 2-6. 
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