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Navigate through worksheets. Change from worksheet to worksheet.

—p Name box, shows currently selected cell.

—p  Formatting Menu Formula box, shows content of the cell.

—> Standard Menu

Standard Menu
=AM -0,

DBRESRY [ BRES o- o-

O Open new workbook.

= Open an existing workbook or document

H  save changes. Or save new workbook as, a name and location must be given.

& Print current worksheet to the Windows default printer, or already selected printer.
& Print preview. See your worksheet before printing it. See Print Preview.

v

Spell check text within selected cells.

®  Cut selected text or object (Ctrl + X).

i

Copy selected text or object (Ctrl + C).
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B Ppaste clipboard content (Ctrl + V).

& Format Painter. This allows you to highlight and format a number of cells to the
same format (colour, size, font, background etc.) as the selected cell.

7 Undo last action (Ctrl + Z).
7 ™ Clicking ~ will allow you to choose which operation you wish to undo.

£ Redo last undone action (Ctrl +Y).

S Clicking ~ will allow you to choose which undone operation you wish to redo.

% Inserta hyperlink (Ctrl + K). Allows you to insert a link to a web page.

Z  AutoSum. Addition of all the cells selected.
. Click on a cell where you want the total of an addition of certain cells.

2. Click * .

3. Select all the cells in the addition. A list of cells may be automatically
selected. To deselect these cells click on one of the cells you want in the
addition. Other cells may be added using the Shift and Ctrl keys and the
left mouse button. This will add a group of cells or an individual cell to the
addition.

4. Click on total cell to confirm your choice of cells.

B Paste Function.
Paste Function 21 x]
- Provides a list of all
Furction cakegory: Furckion narme: available Excel functions
Mot Reconth Usad R —— .
al = I el that can be used.
Financial DAY
Dielis B s DAYI3E0 Select the one that you wish
Math & Trig HOLUR,
Skatiskical MIMUTE to use, and follow the on
Lookup & Reference MOMNTH screen help.
Database ety ]
Text SECOMD
Logical TIME
Information | |mmEvaLLE hd
DATE(year;month;day)
Returns the number that represents the date in Microsoft Excel date-time
code.
(] 4 I Cancel
al . .
z Sort a column or selected cells in ascending order.
4
Al Sort a column or selected cells in descending order.
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i Chart Wizard.

Chart Wizard - Step 1 of 4 - Chark Type 2=

Skandard Tvpes I Cusktom Twpes

Chark bvpe:

T

E Bar
@ Lire
i} Pie

w0 B [Scatker)

2= |l
& Coughnut

@f Radar —_—

@ Surface =
®: Bubble

[5sj Stock LI

Chart sub-type: Choose the type of
chart you wish to insert.

Clustered Calumn. Compares walues across
categaries.

Press and Hold to Yiew Sample |

Cancel < Back Finish |
21|
Select the dat by clicking on %4
DatsRangs | Series | elect the data range by clicking on or
enter the range manually.
E
s
44—
e Once you have se}egted the range, select
L whether the data is in Columns or Rows.
N This will have an affect on the chart. See
o | the chart preview example.
1 2 3 4 5
Datarange:  [=Sheet1l$Ge:$G510 =Y
Series in: i~ Rows
& iCalumns |
Cancel = Back I Mext = I Finish I
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= Choose data range.

Chart Wizard - Step 2 of 4 - Chart Source Dakta d

=Sheetl1$D46:$F$6 F

1. Click on the cell which is the start of the chart data.
2. Click on the cell which is the end of the chart data, whilst holding down Shift.

3. Click El to return to chart wizard.

You can now click on Finish, or continue with the last 2 steps to add move detail to
the chart.

Chart Wizard - Step 3 of 4 - Chart Options E i |

I Axes | aridlines | Legend | Diata Labels | Data Table

Chart Litle:
I 1

Cakteqory () axis;
I 10

. O eries]
Yalue () axis: & e
B Zeriesd
I B O Feriesd
Second category (4] axis; 4
| :
Second value () axis; o

I 1
Cancel < Back | Mext = I Einish

You can even specify the location of the chart. By default it will be in the current
worksheet.

Chart Wizard - Step 4 of 4 - Chart Location ed

Flace chark;

" as new sheest: IChartl

n

e B

.

el G agpan ST |
Cancel | < Back | Mexk = | Einish I
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&  This will display the Drawing menu. Please see Drawing Menu.

100% = . .
: Zoom, enlarge or shrink current view.

@ Excel Help (F1).

~ Add or Remove buttons

This allows you to add or remove buttons from this toolbar
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Autasunm
= Paske Function

ort gscending

L

ork Descending
Chart Wizard

rawing

slefefefa]efefsfsefsfefefa]cfafcfcfafefa]s]

l@ ﬁﬁﬂﬂﬂmwusﬁﬁﬁ#ﬁ@mﬂﬂm

Microsaft Excel Help Fi
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= futoFiker
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Reset Toolbar

Cuskomize, ..
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Formatting Menu

J.ﬁ.rial - 10 =

=
by
=
m
il
il
it
)
3
:

TGX t — imes Mew Foman |: 12 =
T Georgia
it& GiovannilTCTT
% Haettenschvseiler

T Impact
% Latha

% Lucida Console

% Lucida Sans Unicode
i hMangal

T Marlett 0 w D_hJD - D(_\
T Microsoft Sans Serif

B 7 U | == Font

b

Monohype (hrarvd

Tp M3 Cutlook ;Q:DGDQ:@D D[ﬂﬁﬂl:l -

TeXt - Size Times Mew Roman - |:

'3"',‘3"'1”,"2 =
I

11
1z
14
16
15
20
2
|

26 "l

Text_Bold B Z U | (Ctrl + B)

Text — ltalic| B Z T |(Ctr1+I)
MfUnderline| B 7 |g |(Ctrl +U)

==

=== Align text Left

Centre text

F

Merge cells and centre text.
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Currency. The number within the selected cell is changed and shown as money eg. 3
becomes 300 €

Percentage style. The number within the selected cell is changed and shown as a
percentage 1 becomes 100%. Therefore 50% is 0,5.

Comma style, correct formatting of decimal places is applied. Therefore 2 becomes
2,00 and 0,6 becomes 0,60, as the comma style is set to two decimal places.

Currency, Percentage and Comma styles are amongst the styles that can be changes by
going to main menu Format—¥>  Styles.

Increase decimal place by one in the number within the selected cell. Therefore 2,3
becomes 2,30.

Decrease decimal place by one in the number within the selected cell. Therefore 2,36
becomes 2.4.

-
L]

Decrease text indentation (Shift + <TAB>)

ikl
"

Increase text indentation (<TAB>)

= Setselected cells border to border style selected.
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> - Fill

Change the background colour of selected cells, or the colour of the selected object.

1. Select cell or object by clicking on the cell/object with the left mouse button.
2. Click on the little downward pointing arrow to the left of the Fill icon.

3. Choose the new fill colour.
|

| Ho Fil |
EEEEEEEN
EEEEEENN
EDDNEEEN
EO0EOENEDO
o o o 5

Fill Effects...

4. Colour changes

& - Text Colour

1. Select cell (go to step 3) or select text by clicking and holding down left mouse button.
2. Move mouse left to right, so as the text to be changed is highlighted.

3. Click on the little downward pointing arrow to the left of the Text Colour icon.

4. Choose the new fill colour.
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Add or Remove buttons

This allows you to add or remove buttons from the Formatting toolbar

Fonk:

Fonk Size:
EBold

Italic
ndetline
Alian Left
Cenker

Align Right:
Merge and Center
CUFrency
Percent Skyle
Comma Skyle

e 52 A R A0 =~

Increase Decimal

Decrease Decimal
Decrease Indenk
Increase Indent
orders

il Calar

O E

& Eont Calar
A
C

cfefefefefefefefefefefefefefefefefef<]

AutoFormat. ..
ells... Chrl+1

2

s
ncrease Fonk Size

-

>,

I
Decrease Font Size

Reset Toolbar

Cuskormize. ..
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Print Preview

Ereviu:uusl Zoom | Prinl;...l Eetup...l Marginsl PageBreakPregiewl Close | Help |

Preview: Page 1 of 2 | [ [ [ |

K

If there are 2 or more pages the
or to navigate through the pages.

7 )
— Zoom in/out.

-11 -
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Pt | Print setup

—Printer
Mame: IC% Lexmark %1100 Series j Properties... |
Status: Idle
Type: Lexmark %1100 Series
Wehiere: IISEOO1L
Comment: [ Prink ko File
—Print range —_opies
Lo : =
= Murnber of copies: Iﬁ
" Pagefs)  From: I ﬂ To: I ﬂ
—Print what
rink wha Ij;l Ijg W c allate
" Selection " Entire workbook,
% Active sheet(s)

Prewigw | O, I Cancel |

Name: The name of the default Windows printer, or currently selected printer.
Click with left mouse button and choose the printer you want to print to.

Marne: C—ﬁ Lexmark X1100 Series - Properties I

Prink ko B\ ]
Cliclk

Skatus:

Tvpe:
Where:
Cormrnent:

age range — =
o all | | FOmber af Copies: |1 E“

-

Print to File Sends the documents to a file rather than a printer.

-12 -
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Properties |

This will show the properties form of your printer, this will differ depending on which
printer or fax machine is chosen and their make or model. The list of options will be
nearly the same for all printers.

Please see your printer manual for more details
The other Print options are quite clearly understandable. If in doubt, click with the

left mouse button on the object you wish help with and press F1 for MS Excel help.
What's This?

You can also click with the right mouse button and when you see
click with the left mouse button and you obtain a quick help message.

Setup... . :
il Page formatting options.

2=

__________ F‘ agEI Margins | HeaderFooker | Sheet: |
Crientation
[
[
¥ Portrait i Landscape
Scaling opkions. ..

 adiust bo: 100 < % normal size

" Fit ko |1 5‘ page(s) wide by |1 5‘ Eall

Paper size: I.ﬁ.4

=
Prirk quality: IE-IIIIZI dpi j
First page number: I.ﬁ.utu

Here you can set the page form and size, the headers and footers, page order and margins.

-13 -
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Allows you to change the margins shown below by clicking on the margin line, hold down
left mouse button and drag mouse.

i
1]
HEi

=101.x]

1
2

5 2,00 1
4 s.nn::m' 200%| 2,00 '
5 0% 0F I

3 i ]

7

8

3

13
14 -
44 [» [ nSheet1 &Eheetz f Sheets / | [ ] |_J

The Page Break position, can be adjusted by clicking on the line and dragging it in the
desired direction.

To return to the view normal:-

L& Click
Click Maormal Wiews

Zlose . . .
= Close Print Preview view.

Llpl MS Excel help. Opens directly on the Print Preview help page.

-14 -
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Drawing Menu

1. Please ensure that the following toolbar is visible.

JD[an [Zg G,

This is the Drawing toolbar. If it is not available follow the steps below.

1.1. Right click on the upper Excel menu bar.

Ed Microsoft Excel

JEiIe Edit View Insert Format Tools Data ‘Window Help

|7 Standard

JD@E‘QQR‘B}‘%E@|“‘NT }FFnrmatting
| aria vIDv|BI g|§§§|£ Chart
A1 - = Clipboard

A B C ] E
1
2
| 3
4
5
5]
7
a
Ready | [

1.2. Select Drawing

-15 -

Control Toolbox

Drawing

External Data
Farms

Picture
PivokTable
Reviewing
Wisual Basic
Wieh

Wordart

Crnsknmize. .

(1
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AutoShapes [autoshapes ~

&% Lines AEFTAVES
Ea::h: Shapes » - O & Il\.
S, 0000
%3 gtars and Banners  k B ot
%b Callouts 3 @ g
; ¥ I::Smi-le';.f Féceﬁ: I
JD[awv [:3@ |.ﬁ.gt|:|5hapes*\x \i[ﬁ\[]{}@
lage 1 Sec 1 111 [AE 2,4cm C 14 >

You will see a cursor (pointer) like this  +

1. Click with left mouse button where you want to draw the object.
2. Holding the left mouse button down, resize the object on moving the mouse.
3. Release left mouse button when object size is correct.

Placing the cursor over one of these white squares will produce one of the following cursors.

i \ / < > The object may be pulled in the shown direction so as to
resize and reshape the object. This is done by holding

down the left mouse button and moving the mouse in the
desired direction.

f‘ The object may be moved. By holding down the left
+++ mouse button, and moving the mouse, the object can be
displaced.

4. When finished, click with left mouse button anywhere but the on but object.

5. Left or right clicking on the object will permit changes to be made once again.

-16 -
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Line ™
1. Click on the Line button.
2. Click and hold down left mouse button, at the desired position in the document.
3. Move the mouse in the direction in which the line must be drawn.
4. Release the left mouse button when the line is the correct length.
Arrow
1. Click on the Arrow button.
2. Click and hold down left mouse button, at the desired position in the document.
3. Move the mouse in the direction in which the arrow must point.
4. Release the left mouse button when the arrow line is the correct length.
Rectangle [
1. Click on the Rectangle button.
2. Click and hold down left mouse button, at the desired position in the document.
3. Move the mouse in the direction in which the rectangle must be drawn.
4. Release the left mouse button rectangle is of the desired size and form.
Oval ©
1. Click on the Oval button.
2. Click and hold down left mouse button, at the desired position in the document.
3. Move the mouse in the direction in which the oval must be drawn.
4. Release the left mouse button oval is of the desired size and form.

Changing objects

Click on the object using the left mouse button.

Placing the cursor over one of these white squares or in the middle of the object will produce

one of the following cursors.

P

-+ —

resize and reshape the object. This is done by holding

down the left mouse button and moving the mouse in the

desired direction.
The object may be moved. By holding down the left

mouse button, and moving the mouse, the object can be
moved.

-17 -

The object may be pulled in the shown direction so as to
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Text Box
You will see a cursor (pointer) like this +

1. Click and hold down left mouse button at the position where the Text
Box is desired.

Move mouse to size and position the text box.

Release left mouse button.

Enter text.

Click with left mouse button anywhere outside of text box.

Click with left mouse button on Text Box to change text or form.

Sk

Clip Art

Il Insert ClipArt —1Ol =]
J - = J meort Clips @gips Cnline @ﬂelp n«
J Search for clips: IT_I.J|:-E= one of more words. . . ;I J [‘E
Fictures femy Sounds | Iation Clips |
Categories 1 - 51
~ e = "—* s j
roe B
Mew Category Favorites Academic Animals B ackgrounds
il . s =
Borders & Frames Buildings Business Buttons & lcons Cartoons
@ R €0
Cormmunications Dividers & Decor... Downloaded Clips E motions E ntertainmment Ll

1. Click with left mouse button on the categories desired to find a clip art.
2. Click with left mouse button on image.

3. Click with left button on ‘ to insert image into the document.

-18 -
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WordArt 4l
2]
Select a Wordark skyle:
ri"l-ll‘-\ M_rt ? w
Wil Wo wiorda,, (IordArt [WordArt 2
Wordilyt [Word Art [WordArt [yoraz -+ Wormare | £ #
W wordare | -Word Art "r"'"-{JE‘{Li'l[‘E ;L
Wordart [WarGAre |WordAet Wil [sondd?!| 2 o
mwmui.”.W"‘lm- : ; L
ITI Cancel I

1. Select a style from those shown above.

2. Enter the text to be shown.

2]
Fonk: Size:
I'_'H_‘Impact jISG j Bl Il
Text:
(014 Cancel

3. Click with the left mouse button on one of the small white squares.

Jour Text Herg

4. Holding down the left button, move the mouse so as to resize your text.

5. Release left mouse button when text size and position are correct.

-19 -
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Fill &~
To change to entire colour of an object such as a rectangle.

5. Select drawn object by clicking on the object with the left mouse button.
6. Click on the little downward pointing arrow to the left of the Fill icon.
7. Choose the new fill colour.

Tl r
Lr

Tl
Lr LI

|
Mo Fill |

EEEEER
EEEEEN
EENEEEN
EOEOENO
BO00000®EO

Mare Fill Colars, .,

|

(]
mn
]S

Fill Effecks. ..

Sl L-A-ZSERH

1. Colour changes

&

Line Colour

This is used to change the colour of a line already drawn .

1. Select drawn line by clicking on the line with the left mouse button.
2. Click on the little downward pointing arrow to the left of the Line Colour icon.
3. Choose the new fill colour.

Text Colour E

Select text by clicking and holding down left mouse button.

Move mouse left to right, so as the text to be changed is highlighted.

Click on the little downward pointing arrow to the left of the Text Colour icon.
Choose the new fill colour.

P Now

-20 -
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Line Style =
This allows changes to be made to an already drawn line or arrow.

1. Select the line by clicking on it with the left mouse button.

2. Click on the Line Style button =

14 pt
m, O 14 pk

74 pt

1 pt

114 pt

214 pt

OpE ——

415 pt_

& pt

3 pk

4142 pk

414 pt

& pt

Maore Lines. ..

DEHAAE > L-AS=ERd.

3. Choose the new line style.

This allows changes to be made to an already drawn line or arrow.

1. Select the line by clicking on it with the left mouse button.

++++++++++++++++

B4 >-L-A-S=E00.

3. Choose the new line style

-21 -
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Arrow Style =

This allows changes to be made to an already drawn line or arrow.

1. Select the arrow by clicking on it with the left mouse button.
2. Click on the Arrow Style button & with left mouse button.

3. Change style.
4 L 4

Shadow =

This allows you to add a shadow to an object be it a line or an oval etc.

1. Select the object by clicking on it using the left mouse button.
2. Click on Shadow button ®

3. Choose the direction of the shadow

-22 -
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3.p &

This allows you to apply a 3-D effect to an object.

1. Select the object by clicking on it using the left mouse button.
2. Click on 3-D button &

3. Choose the 3-D style.

Add or Remove buttons -

This allows you to add or remove buttons from this toolbar Drawing.

Ciraws
Seleck Objects
*j Frees Roktakte

@5

AuktosShapes

E
=

=

= |

o
ectangle

o A
<
o

wordark. ..

Clip ark. ..

Eill Color
ﬁ Lime Calar

¢RAR O~

Line Stwle
FEEE Dash Skyle
rrow Skyle

é Eont Colar

hadow

cjefefefefeiefefcfefeifeic]efefefs 2]
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e E
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| |ﬂdd or Remove Butktons =
A== 8 @L Reset Toolbar

=% B
T [ovR [French (Fra | GE Custamize. ..
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