Excel Basics
| am going to run through all of the menu’s and the most common commands.

File Menu
"= Open... Chrl+o

Close

= H Save Chrl+5
Save As...

i Save as Wweb Page. ..

: Save Waorkspace. ., k

Wb Page Preview

Page Setup...

I~ Prink &rea g
B & Print Prexview

&5 Print... Ctrl+P

Send To »

Properties

1 E:\DakalLegaliblood works

2 BE:\DakaLegaliblood work:

3 ROl Model

4 Ex\Datatmm. . \CAYATH SWAINE MOORE

© Exit
=

Open: this should open any files stored in your c:\data\excel directory. You
have the option to change this by using the file location bars or typing its
location in the pop up screen.

Close: ...

Save: This saves the open (or new file) to c:\data\excel or wherever it came
from (could be a floppy disk).

Save As: if you want to save it somewhere else eg. on a floppy disk or in a
different format, | would use this if | was sending the file to a friend with an old
spreadsheet package (Lotus or Quattro Pro).

Print Area: If you are working on a rather large spreadsheet and only wanted
to print a selected portion, you would use this to select the area and then print
it.

Print Preview: use this to make sure it will fit on your printer / paper, you can
use the paper / printer set-up options from within here to adjust the
spreadsheet properties.

Send to: If | have finished working on the file | can send it to you instantly,
also a Fax etc.
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Edit menu

At 0 e 5
LY canit Repeat  @hrlH

= . uan

N T Chl+w |
" Copy Chrl+C
R paste Chrl+Y
Paste Special. ..

Faste as Hyperlink:

Fill »
Clear r
Delete. ..

Delete Sheet
Mowve or Copy Sheet...

@& Find... Chrl+F
Replace. .. Ckrl+H
Go Ta.., Ckrl+G
Linls. ..
Ohjech ..

Cut / Copy: removes or copies a single selection or group / multiple selection
Paste puts it where you have selected

Delete: deletes the selection

Delete sheet: removes extra blank spreadsheets

Find Looks for data
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View menu

l@ ol

| Page Ereak Preview

Toolbars k
IT Formula Bar

|T Skatus Bar

Header and Fooker, .. ‘
T Cormrments

Cuskom Yiews. .. k
Full Screen

Z00mM... |

The only options | use regularly are

Header & Footer : Document references etc

Comments These are useful when doing a spreadsheet that is going to be
looked at by more than one person and you want to leave them notes, kind of
post-its

Zoom: this alters the onscreen sizing
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Insert Menu
Zells. .. J.ﬁ.rial - 10 -

| Rows
Zolumns | E | F | C
W orksheet

ﬂ Chatt. ..

Pane Break

Fe Function...
[ame b
ﬁ Commenk

IR <
Object. .. E Etarn File. ..

% Hyperlink,..  Cerl+k

@ Aukoshapes

e Qrganization Chark

4‘ Warddrt, ..
@' From Scanner ar Camera...

Cells — | ignore

Rows to insert a blank row, NB this will insert a row ABOVE the current cell
position

Column inserts a blank column to the LEFT of the current cell position
Worksheet inserts a blank worksheet in this book

Chart (wizard) use this after selecting the data you wish to graph
Function / name Serious mathematical operands for macros (automated data
processing)

Picture puts graphics or word art from a variety of sources

Object ignore

Hyperlink put a link to a local or WWW resource.
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Format Menu

Cells... Chrl+1
R 3
Colurmn »
Sheet r
AutoFormat. ..

Zonditional Formatting. . .

These are easy to understand
Format Cells
Bl Format Cells l

| [ | Aligniment I Forik: | Border | Patterns | Prutectiunl
Cateqgory: ample
N

Murnber
Currency

Accounting General Format cells have no
Date specific number Format,
Time

Percentage

Frackion

Scientific

Text

Special

Custorn LI

[8]4 I Cancel

Format row / column
rofmat row / coiumn

1B cells. . el | - 10
P +L Height...

I Colu e 3 AutaFit

" Sheet »  Hide

LInhide
AutoFormat. ..

Conditional Farmatking. ..

Skyle. ..

a useful tip, around the edge of the screen are numbers and letters 1 to
infinity going down and a — zz going across. If you have something large in a
particular box and you want to resize the cells accordingly select with your
mouse between the numbers and double click, the box will auto adjust, your
cursor will change to 2 parallel lines when this is possible

g
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Tools Menu

% spelling. .. F7
AutaCarrect, ..

Share Workbook. .. L

Track Changes »
Merge Workbaoks,
Prokection k

Cnline Collaboration #

Goal Seek. ..
SCenarios. ..
Auditing »

Macro k

Add-Ins...

Cuskomize, ..

Opkions. ..

| don’t use these too often, F7 is standard and once the options are set it is
rare that | have to tinker again. Protection can be useful if you do not want
someone to plagiarise your work.
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Data menu

%l Sotk...
Eilter 3

Farm. ..
Subtotals. ..

YWalidation. ..

Table...

Texk ko Columns. ..

Copsolidate, ..
Group and Cukline 3

1 PivokTable and PivokChart Repart, ..

et External Data 3
! Refresty [Data

Sort ; | use this command a lot when | need to display information in a variety
of different ways, the others are used for serious Lizard analsis.
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Window menu
1 Mew Window
Arrange...
Hide
nhide. ..

Split
Freeze Panes

| v 1Backl

The two | use here are Split and freeze panes and split, occasionally | have a
sheet where | move data to for analysis that should be hidden, this is a
temporary location that does not need to be seen or printed.
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Help Menu

@ Microsaft Excel Help F1
Hide the Dffice Assistant

W2 what's This?  Shift+F1
Office on the Web
Lokus 1-2-3 Help...

Detect and Repair. ..

About Microsoft Excel

Don't really use this much as the office assistant is usually on.
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