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Opening Microsoft Excel

1. Click on the START button. 2. Click on PROGRAMS. 3. Click on MICROSOFT EXCEL.

The Excel Screen

Title Bar Menu Bar Standard Toolbar

Name Box

Active Cell

Select All Button

Formula Bar

Minimize Buttons

Restore Buttons

Close Button

Close Window Button

Worksheet

Status Bar

Tab Scrolling Buttons

Sheet Tabs

Scroll Bars
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Title Bar:

Menu Bar:

Standard: Toolbar

Displays the name of the current program and workbook. Displays the names of the Excel menus. Displays the buttons of the most frequently used functions.

Name Box:

Displays the coordinates of the active cell.

Formula Bar:

Displays the contents of the active cell.

Status Bar:

Displays information about a selected command as well as the status of certain keys, such as CapsLock and NumLock

Scroll Bars:

Used to move through the worksheet. You can move up, down, left, and right.

Select All Button

Selects every cell in a worksheet.

Sheet Tabs:

Displays the names of the worksheets within a workbook.

Tab Scrolling Buttons:

Used to scroll through the worksheets in a workbook.

Worksheet:

A single page in a workbook, divided into rows and columns. Columns and rows intersect to form cells.

Active Cell:

The cell surrounded by a border where you enter or edit data.

Minimize button:

Maximize/Restore: button

Minimizes the window to a button on the Windows taskbar.

Toggles (switches back and forth) between displaying a window in its maximum size and restoring a window to its previous size.

Close Window Button: Closes the current window.

Close Button:

Closes the current program.

Tip

Move the mouse pointer over a button on the toolbar and a ToolTip will appear. This is the name of the button which gives a brief description of its purpose.

2

OPENING AND CLOSING A WORKBOOK

Opening A New Workbook: 1. Click on the FILE menu. 2. Click on NEW. 3. Click OK

OR 1. Click on the NEW button.

Existing Workbook: 1. Click on the FILE menu. 2. Click on OPEN. 3. Once the explorer window opens, select the files you wish to open. 4. Click OPEN.

OR

1. Click on the OPEN button . 2. Once the explorer window opens, select the file you wish to open. 3. Click OPEN.

Closing a Workbook: 1. Click on the CLOSE WINDOW button

in the top-right corner of the window. OR 1. Click on the FILE menu. 2. Click CLOSE.

Close button
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NAVIGATING THROUGH A WORKSHEET

TO MOVE Left one column Right one column To the first column in the worksheet To the last column in the worksheet To the last column in the row with data To the first column in the row with data

Up one row Down one row To the next worksheet Page To the previous worksheet Page Up one screen Down one screen Beginning of worksheet To the last cell with data Left one screen Right One Screen

PRESS [ ] or Shift + Tab

[ ] or Tab [Ctrl] [ ] [Ctrl] [ ] [Ctrl] [ ] [Ctrl] [ ] [ ] or Shift + Enter [ ] or Enter [Ctrl] [Page Down] [Ctrl] [Page Up] [Page Up] [Page Down] [Ctrl] [Home] [Ctrl] [End] [Alt] [Page Up] [Alt] [Page Down]
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Moving Between Worksheets: 1. Click on the desired sheet tab at the bottom left of the Excel window.

Scrolling Through a Worksheet 1. Click on the left, right , up, or down scroll arrows to move one column/row.

OR Drag the horizontal or vertical scroll box along the scroll bar to move the window in the corresponding direction. OR Click the scroll bar (either to the left or right of the horizontal scroll box, or above or below the vertical scroll box) to move the window in the direction of the mouse pointer.

Renaming Worksheets 1. Double-click the desired sheet tab. 2. Type the new name. 3. Press ENTER.

Tip

You can right-click a sheet tab to insert or delete worksheets.
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