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The Standard Toolbar

To enable the standard tool bar, click View - Toolbars — Standard. . The Majority of
Excel’s functions can be applied by clicking on the corresponding function button
located on the Standard Toolbar.

DS ERY 4 2R o-c- @& = A& 25 0G0 -0

Use Undo and Redo

The undo and redo functions are represented on the Standard Toolbar as left and
right arrows. To undo recent actions one by one, click on the Undo arrow. To undo
several actions at once, click on the arrow next to Undo button and then and select
the actions you wish to delete. To “undo the undo”, use the redo button.

Clear cell content

To clear content, click on a cell that you wish to empty and press DELETE. To clear
the formatting or comments, go to Edit and select Clear.

Enter text, dates, and numbers

To enter text or numbers click on a cell, key in the value and press ENTER. To enter
a date, key in a slash or a hyphen to separate the parts of the date. To enter time

based on a 12-hour clock, key in a space and then “a” or “p” after the time. (a is for
AM and p is for PM.)
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Edit cell content

To edit the cell content, double click at a cell and type in the modification. To turn
this editing capability on or off, go to Tools - Options - Edit and click on “Edit directly

in cell”.

Go to a specific cell

Go to Edit - Go to, and type in the cell reference.

oo to |

Go ko:
=]
=
Reference:
|a1z
Special. .. | | Ik I Cancel |
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Insert and delete

To insert a row, column or cell, click on a cell and choose Insert — Cells, then select
what you want to insert.

Insert

" shift cells right
B

" Entire (a1
" Entire column

To delete, click on the cell and choose Edit — Delete. Be sure to select the
appropriate cell shift, as it will affect the positioning of the other cells.

Delete

kcells I_EFI:}

" Shift cells up

" Entire row
" Entire column

| Ik I Cancel
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Cut, copy, paste, paste special and move selected
cells, use the Office Clipboard

The fastest way to perform these functions is to use mouse drag and drop Right click
on the cell you wish to move then drag it to the desired location and release the right
mouse button to drop the content. You will see the following box:

Move Here

Copy Here

Copy Here as Walues Only
Copy Here as Eormats Cnly
Link Here

Create Hyperlink Here

Shift Down and Copy
Shift Right and Copy
Shift Down and Maove
Shift Right and Move

Cancel

Select how you want this move or copy to be done. To paste only a particular item
from the clipboard, go to the Clipboard toolbar and click on the item you want to
paste. To paste as specific formats, go to the target position and choose Edit — Paste
Special.

Pazte Special

Source:  Microsoft \Ward Dacument Object

Cancel |
o Paste:
" paste link:

;I ™ Display as icon

Result

Inserts the contents of the Clipboard into wour

. b document so that vou can edit it using
m Microsaft Word Document,
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Use Find and Replace

To access the Find dialog box, click Edit - Find.

il 2|

Find what:
I Find Mexk I
Close |
Replace. ..
Search: IB-:; Riows LI I™ Match case ﬂl
[ Find entire cells only
Look in: IF':"""""”'E"s LI ¥ mMatch byte

To access the Replace dialog box, click Edit — Replace.

Replace
Find what:
Il Eind Mesxk I
Replace with:
I Close |
Repl
Search: IB"“ R os LI [ Makch case Replace |
™ Find entire cells only
Replace Al
¥ Match byte

The replace function will replace items one by one. There is also a Replace All
function to simultaneously replace all instances of the item within the document.
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Work with series

To fill in a series of items, select the first cell in the range, and then key in the
starting value. To increment the series by a specified amount, select the next cell in
the range and enter the next value. The difference between the two cells will
determine the amount by which the series is incremented. Then, by dragging the fill
handle over the range you want to fill, you can complete the series using this
fillprocess.

Additional options are available when you use the right mouse button to do the drag
and fill:

2]x]|
eties in Type— ake unik
i Rows i Linear ¥ Day
" Columns " Growth € Weekday
" Date £ Month
™ Trend " autoFil ™ vear

Step walue: I Stop walue: I
(0] 4 I Cancel |
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Create hyperlinks

To create a hyperlink, at the cell you want the link, click the hyperlink icon on the
Standard Toolbar.

e

The following window will pop up. From here you can specify the type of link you
wish to create, where it leads, and what text is displayed.

Insert Hyperlink E |

Link ko Text to display: | < <Selection in Document = ScreenTip, .. |

Type the File or Web page name:

Or select From lisk: Browse For:
hkkp: e, mous . net - File. .. |
B Recent — prer: i, mous. com/ —
Files htkp: f e, anandeech, comyf web Page... |
hikkpe: ffwneava, biokrnail ,comy —
Erowvsed  |http: ffvens, register .com)
Fages http: ffqaka. com/f

hkkp: f e, cert2 1, comy
Inserked  |PEER:f e, cramsession, comy

P http: f e, mcmese, com)
mrnst: /202,67, 145.2/sexy/ 1130_400k, asf ~|  Bookmark.. |

Ik Cancel
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Use Save As (different name, location, format)

To save to the existing file, simply click the save button on the standard toolbar. To

save as a different file or to specify an alternate location / format, click File and
choose Save as.

Save in: Iﬁ Wy Documents ﬂ - | o I + Tools «

|| Exporting Excel Data in Special Formats_files
|| majorwin to ML fnvoice

«'

My Documents

3 sptember and october transposrt s

File name: ookl L xls

E Save I
Zancel |

“Web Folders

Ll Lo

Save as Bype: [Microsoft Excel Workbook (*,x1s)

Choose the Save as type to specify the file format.

© 2000 All Rights Reserved - BrainBuzz.com
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Locate and open an existing workbook

This can be done by clicking on the open button on the standard toolbar or by
clicking on File - Open.

=

Create a folder

When specifying a file location, it is also possible to create a new folder using the
following icon:

T 2%

Look in: I@ My Documents LI - | @ > ﬂ ~ Tools -
|| Exporting Excel Data in Specisl Formats_files

) majorwin to ML invoice Zreate Mew Folder

«'

My Documents

B4 | september and october transposrtxds

File: marne: I LI & Cpen |-

Files of bype: I.ﬁ.ll Microsoft Excel Files (%, xl*; *.xls; *.xlk; * htm; *.htmleI Zancel |

“Web Folders

© 2000 All Rights Reserved - BrainBuzz.com
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Use templates to create a new workbook

To use existing templates, go to File and click New — Spreadsheet solutions.

New 2]x]|

General Spreadsheet Solutions |

—Previey

Invoice Purchase YWillage
Crcler Software

Select an icon ko
SEE 3 preview,

] I Carcel

To use an Excel template you have created, use Windows Explorer to locate and click
on the template file. A new file based on the template will be created.

© 2000 All Rights Reserved - BrainBuzz.com
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Save a worksheet/workbook as a Web Page

Go to File - Save as web page.

Save in: I@ M Docmments d - | @ b @ ~ Tools -
Exporting Excel Data in Special Fommats_files

majorwin o ML dnvoice

History My Pictures
b Webs
w2k art

“ Exporting Excel Data in 3pecial Foomats htm

Iy Documents

Save: &+ Entire Workbook Sglection: Sheet Publish. .. |

E ™ add interackivity

Page kitle: Change Title. .. |
ookL e =l
=

Favorites

-
ﬁ File name:

Folders

E Save I
Zancel |

Save as bype: [vweh Page (*,htm; * html)

To save just a particular worksheet, click on the Selection: Sheet option. Note that
for a web page the file extension is either .htm or .html.

© 2000 All Rights Reserved - BrainBuzz.com
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Send a workbook via email

File - Send to - Mail Recipient or Mail Recipient (as attachment). You must have an
email account for this function to work.

Use the Office Assistant

To enable the Assistant, select the Help menu and click Show the Office Assistant or
Hide the Office Assistant to enable or disable it.

Apply font styles (typeface, size, color and styles)

+ Formatting =]
M3 Gathic 712 [ Bfg|§§§|$%,fn'3;°.8|; = -

For general formatting, make sure the formatting toolbar is enabled by choosing
View - Toolbars - Formatting.

© 2000 All Rights Reserved - BrainBuzz.com
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Apply number formats (currency, percent, dates,
comma)

Right click on the cell and select Format Cells. There are many cell types to choose
from.

Format Cellz E |

Murnber |.ﬁ.lignment | Fank | Border | Pakterns F‘ru:uteu:tiu:-nl
Categary: "SGITINE

CuUrrency

Accounting @ereral format cells have no
Drabe specific number Format,
Time

Percentage

Fraction

Scientific

Text

Special
_uskom j

(04 I Cancel

If the built-in number formats are not sufficient, go to the Custom category on the
Number tab and create a custom one:

© 2000 All Rights Reserved - BrainBuzz.com
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Format Cells |
Humber | #lignment | Font | Border | Patkerns | Prokection |
Cakegory: —Sample
General -

Mumber J

Currency Type:

&ccounting

Date I':":":'

Time 0.00 d
Percentage #,2#0 e
Fraction #,#40.00

Seientific R T INEE T  PLR
Texk R AE0.00 - & ##0.00_-; -
Special _-$* #J ##D__;_$* #J##D_-_: __$* u_u-
| | eeonn o 8 gwton; =]

Delete |

Type the number Format code, using one of the existing codes as a starting

poaink.

Ik I Cancel

Modify size of rows and columns

Drag the edges of the row and column headers to resize dynamically.

Modify alignment of cell content

Click on the appropriate alignment buttons of the Formatting toolbar.

B

© 2000 All Rights Reserved - BrainBuzz.com
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Adjust the decimal place

Again, you can locate the decimal buttons from the Formatting toolbar. You can
choose to increase or decrease decimal.

Use the Format Painter

This is located on the Standard Toolbar. It allows you to copy only the formatting
and not the content. Select a cell that has the formatting you want, then click the
Format Painter and select the target cell range. To copy the formatting to several
locations, double-click the Format Painter button. When finished, single click on it to
release.

<*

Apply autoformat

Select the range to format, then go to the Format menu and click AutoFormat. There
are many different formats available. To use only selected parts of the autoformat,
click Options and make your selection from there.

AutoFormat. ..

Apply cell borders and shading

Select the cell range and then go to Format - Cells. To insert borders, click on the
border tab. For shading, click on the pattern tab.

© 2000 All Rights Reserved - BrainBuzz.com
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Format Cellz |

| Patterns | Protection |

Murmber | Alignmenkt | Fonk

Presets ~Line
Skyle:
Mong ===—-=--
HDHE QLIHII'IE II'ISIIjE ................. ——m—
Botder — || —_—
Texk
s Colar:
- Automatic - I

The selected border style can be applied by clicking the presets, preview
diagram or the buttons abowve.

Ik I Cancel

© 2000 All Rights Reserved - BrainBuzz.com
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Format Cellz |

| Protection |

Murmber | Alignmenkt | Fonk | Border

Cell shading
Color:

|| Mo Color |

EEEEEEEN
EEEEEEENR
EOONEDNEN
EOOECOENEO
AEEE m

=N JEpEE jui W
AN /[INEEN

Patterm: I - I

ample

Ik I Cancel

Merging cells

There are two different types of merging. To merge a selection of cells within a row
or column, click Format - Cells - Alignment - “Merge cells”. To merge specific cells of
a row and center the content, use the Merge and Center button on the formatting
toolbar.

Rotate text and change indents

To rotate text, go to Format - Cells — Alignment and adjust the degree.

© 2000 All Rights Reserved - BrainBuzz.com

19



Gramsession: Mous Excel 2000 brainbuzz.com

Format Cells |
Murnber .ﬁ.llgnment Fank: | Border | Patterns F‘ru:uteu:tiu:unl
Text alignment —Orientakion

Horizonkal: Indent: ..
IGeneraI j ID ﬂ *.
T .
Vertical: = Tewt — &
¥ )
IB-::ttu:um j k .
*
™ add indent * "
Texk control ||:| E“ Degrees
[ wrap text
[ Shrink ko Fit
[ Merge cells
(04 I Cancel

To change indents, simply adjust the Indent value.

Define, apply, and remove a style

Select the cell that has the combination of formats to be included in the new style,
then go to Format - Style to define a new style. To apply the style to the selected
cell click OK. To define the style without applying it, click Add instead. If you want to
delete a style, click delete in the Style name box.

Preview and print worksheets & workbooks

Go to File and choose Print Preview.

© 2000 All Rights Reserved - BrainBuzz.com
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Use Web Page Preview

Go to File and choose Web Page Preview. Excel will call up the browser to review.

Print a selection

Select a range of cells. To print, go to File and click Print, then select to print only
the selection.

Print |

~Printer
Mame: Icﬁ Brother MFC-2100 Series j Properties. .. |
Skatus: Idle
Type: Brother MFC-9100 Series
Where: ERMFL;
Camment: [~ Prink ko File
—Prink range —_opies

LO| g =
= Mumnber of copies: IE
" Pagefs) From: I ﬂ To: I ﬂ

~Prink what 1
" Selection " Entire workbook . IV Collate

% Active sheetis)

Prewview | Ik I Cancel

Change page orientation and scaling

Go to File - Page setup - Page.

© 2000 All Rights Reserved - BrainBuzz.com
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Orienkati
rienkation Brint... |
[,
L
 Portrat £ Landscape Print Presview |
Scaling Qptions, ., |

i adjusk ko |1IIIEI E‘ % normal size
" Fit to: |1 E‘ pagels) wide by |1 E“ Eall

Paper size: IM 210 % 297 mm ;I
~|

Print guality: |36EI dpi

First page number: IF'.utu:u

Ik I Cancel

Set page margins and centering

Go to File - Page setup - Margins.

© 2000 All Rights Reserved - BrainBuzz.com
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|Heau:|er,|'Fu:u:uter | Sheet I

Header:

Page | Margins ;

Top:

|2 R E‘
Left:

Right:

Enottarm:

IZ.S 5‘

|1.3 E‘

|1.9 E‘

Prink. .. |

Prink Presiew |

Options. .. |

Center on page

[ Horizonkally [ Yertically

Ik I Cancel

Insert and remove a page break

To insert a page break, click Insert - Page Break. To remove the break, place the
cursor next to the break and choose Insert - Remove Page Break.

Inserk Format Tools Data Window  Help

Cells, ..
i Rows

Columns

Fe Function. ..

Pickure b

£

© 2000 All Rights Reserved - BrainBuzz.com
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Set print, and clear a print area

Select the range of cells that make up the print area, then go to File and choose
Print Area — Set Print Area. To clear it, choose Clear Print Area.

Set up headers and footers

Go to View - Header and Footer. There are example headers and footers to choose
from.

| Prink. .. |

Prinkt Presview |

Header: .
I{nu:une} LI Options... |

Custom Header. ., Cuskom Fooker... |

Fooker:

Il{nu:une]l LI

K I Zancel

© 2000 All Rights Reserved - BrainBuzz.com
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Set print titles and options (gridlines, print quality,
row & column headings)

Go to File - Page Set Up - Sheet.

Print area:  |B4:D14 Y Print... |
Prink kitles

Prinkt Presview |

Rows to repeat ak top: I

options... |

=k‘
Colurnns ko repeat at left: I :H
Prink

[ Gridines ™ Row and column headings

[ Black and white Comments: I{Nnne} LI
[ Draft guality

Page order

& Down, then over
" oyer, then down

annln
. oA
PTIONTY

i) i

Ik I Cancel

To define the Print Titles, click on the corresponding fields, then go to the worksheet
and select the range.

© 2000 All Rights Reserved - BrainBuzz.com
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Hide and unhide rows and columns

Right click on the desired rows or columns and choose Hide or Unhide.

dh Cut
33 Copy
E Paste

Paste Special. .,

Insert
Delete

Clear Conkents

ﬁ Earmat Cells., ..
Column SWidth, .,

nhide

Change the zoom setting

Click on View - Zoom.

EO0m

™ Fit selection
" Custom:  |100 =

| ik I Cancel |

© 2000 All Rights Reserved - BrainBuzz.com
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Move between worksheets in a workbook

To move between worksheets, click on the tabs at the bottom of the display canvas.

28

29
44 » =heet] #Sheet? £ Sheet3

Check spelling

Click on tools - Spelling.

Rename a worksheet

Right click on the tabs at the bottom of the display canvas and choose Rename.

Insert and Delete worksheets

Right click on the tabs at the bottom of the display canvas and choose Insert /
Delete.

© 2000 All Rights Reserved - BrainBuzz.com
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Move and copy worksheets

Right click on the tabs at the bottom of the display canvas and choose Move or Copy,
then specify the new location.

Mowve or Copy ﬂ |

Move selected sheets

To book;

Bookl ﬂ

Before sheek:

Sheetz
Sheet3
(rmove bo end)

r Creake a copy

I, I Cancel |

Link worksheets

To set a reference to a cell in another worksheet (and link different worksheets), in a
formula, use the following syntax:

Sheet2!A1l

This will establish a connection to Sheet2’s Al cell.

Special thanks to
Michael Yu

for contributing this Cramsession.
Please visit his site at
http://www.michaelyu.freeservers.com/
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