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File Button: The file button is back, replacing the Microsoft Office Button from Office 2007. The file button allows you to
create new documents, open existing documents, print documents and a few new options.

will -
X[z =
H Szl See next page
pag Save As if you want to change the document from
IE Save As » | Office 10 format (.xIsx) to Office 03 Format (.xls)
._j! Cpen - | Open existing Excel spreadsheets
._j Close | Closes current Excel spreadsheet
General information about current Excel spreadsheet
Recent » | Shows recently opened Excel spreadsheets
Mew % | Creates a new Excel spreadsheets
Print + | Prints current Excel spreadsheets

Save options that enable the user to save

Save & Send

v

See page 4

the current spreadsheet online with others

Help

:] Options

b4 Exit

Saving: When saving a document click then Microsoft Office Button then select save or save as
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i |
¥ 1 - -
(]Il I (] Save As (S|
.i |. Home 1 —,
@U | o e Users b v My Documents - |4?| | Search My Documents P [
H Sl Organize = New folder iz - l@l
Save As | Downloads “+  MName : Date modified Type
| Recent Places
Lj Dpen MNe items match your search.
[ Close 4 Libraries
3 Documents
_ J“ Music :
= Pictures
Recent B videos
Mew 18 Computer
£ Local Disk (C3)
Print S arcgis (\stlumsl _ 0 = 1 5
File name: -
Save & Send
Save as type: [Excel Workbook (*.xlsx) -
Help Authors: IC Labs Tags: Add a tag
j Options [ Save Thumbnail
@ Exit = Hide Folders Tools = [ Save ] ’ Cancel
.

To change the Excel document so it can be opened in Excel 2003

File name: Bookd xlsx

Save as type: [Excel Workbook (*.xlsx)

Excel Workbook (*.xdsx)
Excel Macro-Enabled Workbook (*xdsm)

Excel Binary Workbook (*.xlsh)
Excel 97-2003 Workbook (* xls)

XML Data ("xml)

rinmn

Authors: | @_j Excel 97-2003 Workbook (*ds)
) H Change File Type | | Uses the Excel 97-2003 Spreadshest
| format

Prepare: If you are going to be saving the document as an Excel 2003 document run Compatibility Checker before saving
the document. Not all features of Excel 2010 were available for Excel 2003, Compatibility Checker shows you what was
available and what was not available in Excel 2003.

Formulas Data Review

Home Insert Page Layout

|l save .
Information about Book1
Save As
[ Open A Permissions
Ead Anyone can open, copy, and change a
[ Close ‘_lél; Lp pen, copy, g
Inf. Protect
nro - Workbook ~
Recent
Prepare for Sharing
New Before sharing this file, be aware that il
= Document properties and author'
Print Check for
Issues ~
Save & Send =" Inspect Document
.Efl Check the workbook for hidden properties
Help or personal information,

& Check Accessibility

] Options _@ Check _the ‘_.u\fo_rkbo_okfo!' cont_er_1t that people
with disabilities might find difficult to read.
9 Exit

[@] 5 Check Compatibility
Check for features not supported by earlier

versions of Excel.
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Printing: To print click the file button and select print

Data Review

Formulas

Home Insert Page Layout

[ save
Print
Save As
- Copiest 1 -
Open
L Print
Lj Close
Info Printer i
@Q?{ 55103-9050-2-M5-Duplex on icprint2 . Changes the printer
Recent a2, Ready
Printer Properties
MNew
Settings
m Print Active Sheets .
Only print the active sheets
Save & Send :
Pages: S to -
Help J Print on Both Sides .
=7 Flip pages on long edge
i Options £ =
= Collated
X Uul,z,a 123 123
j Portrait Orientation -
J Letter .
85" x11
Marmal Margins .

— Left: 0.7" Right 0.7

j j Mo Scaling .

[100] Print cheets at their actual size
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Save and Send: Save options that enable the user to save the current project online with others

Home Insert Page Layout Formulas Data Review

H Save
Save & 5end
Save As o 1
23 Open UE 5 Send Using E-mail <
Ej Close Allows the user to save current project
@ Save to Web — > | to the Windows Live SkyDrive
Info
Save to SharePoint Note: To do this the user
Recent needs to sign into their
File T Windows Live account
Mew e lypes
— o e Allows the users to change file type.
i ange File £ E——
Print H ? P See page 2 for more information
Saug ﬁ“d Create PDF/XPS Document
Help
:] Options

k9 Exit
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Home: contains formatting and editing icons

x| = Bookl - Microsoft Excel E=macE X

Home Insert Page Layout Formulas Data Review View Add-Ins Team & 9 = B 23

- Jp—

o ot _ ] am| |mm] % Autos -

j % Cu Calibri == % AP §Wrap Text General - i_i'l % '% il- ld Hrosum [ﬁ

- B3 Copy - = 2 (@] Fin -

Paste . B 7 U~ === iEiE Merge B Center ~ | $§ - 9% & | %8 ;%9 | Conditional Format  Cell Insert Delete Format Sort & Find &
- - Format Painter = - 0 e ormatting * as Table * Styles + - - - &2 Clear - Filter* Select~

Clipboard P Font 7 Alignment F} Mumber P Styles Cells Editing

Insert: objects into the file, such as pictures, charts, header/footer, and pivot tables

LRl 7~ T crosort Exc ol s (- sl
m_Home Insert Page Layout Formulas Data Review View Add-Ins Team & e o s

EHEP? & dl oM D &Fim Q@ PIE 4d e T Q

PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column Line Pie Bar Area Scatter Other Line Caolumn Win/Loss Slicer Hyperlink Text Header WordArt Signature Object | Equation Symbol

> Art = > > x . > > x Charts = Box & Footer : Line =
Tables Hlustrations Charts Ta Sparklines Filter Links Text Symbals

Page Layout: set margins, page orientation, gridlines, and headings

.| ™ Bookl - Microsoft Excel g

MHome Insert Page Layout Formulas Data Review View Add-Ins Team [~ e = e E3
nColors' 3 = = =l = Width: Automatic ~ Gridlines Headings I:‘ = tooA
Al O 2 CRse & @&; k) = B E A
[A]Fonts - = ] Height: Automatic ~ View View
Themes Margins Orientation Size Print Breaks Background Print . . i BEring Send Selection Align Group Rotate
[O] Effects - = - > [hmee ° Titles | ] Seale: 100% - || [ print ' [0 Print | Forward * Backward~  Pane =
Themes Page Setup 7 Secale to Fit 7 Sheet Options P Arrange

Formulas: functions, formulas, and AutoSum

(T 1 a0 = (=~ T il VT crosioft Exce | ]

m_Home Insert Page Layout Formulas Data Review View Add-Ins Team [ e = o &3
‘ﬁf 2 @ ﬁ @ ﬁ ﬁ ﬁ m -7 Define Name - 35 Trace Precedents B3] Show Formulas @ B Calculate Now
S Use in Formula “:f Trace Dependents @ Error Checking -~ & =
Insert AutoSum Recently Financial Logical Text Date & Lookup& Math Maore Mame 2 . Watch | Calculation t‘_uﬂCalcuIate Sheet
Function - Used = - - ~  Time~ Reference= & Trig~ Functions = Manager ES Create from Selection | /i, Remove Arrows ~ (&) Evaluate Farmula  window Options =
Function Library Defined Mames Formula Auditing Calculation

Data: data from other sources, such as Access, text, or web, validation and sorting tools
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(R 1~ T L Aicros Tt Excel T — | 2D S

EJOmE Insert Page Layout Formulas Data Review View Add-Ins Team o @ o s
4 = =y ey Iy P |_'@ Connections  » '-,'-t Clear === |_-_ o s'P BT @r #Z show Detail
y 2 & & B l mz i » = = B= = i 4
e = = Properties 15 Reapply e 3
From From From From Other Existing Refresh - Sort Filter T Textto  Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web  Text  Sources+  Connections Al - == LOIL LINKS J7 Advanced | Columns Duplicates Validation = Analysis = ¥ -

Get External Data Connections Sort & Filter Data Toaols Outline &

Review: spell check, thesaurus, comments, and workbook/sheet protection

™ T el T OO b B
m::me Insert Page Layout Formulas Data Review View Add-Ins Team [ e = B s
= =5 [= ide Comment = [IF '—I_:i% B
e T =
V@B 5 Qtng Ho
23 Show All Comments
Protect  Protect Share

Sheet Workbook Workbook Lg# Track Changes ~
Proaofing Language Comments Changes

ﬁ Protect and Share Workbook
@Allow Users to Edit Ranges

spelling Research Thesaurus = Translate Mew Delete Previous MNext
Camment

View: views of the spreadsheet, zoom, macros, formulas, gridlines, and switch windows icon to switch between open spreadsheets

LRl 7+ T T MicrosoE Exc T — 7

EJUmE Insert Page Layout Formulas Data Review View Add-Ins Team o @ o P B2
T T —t T : lF_ ! S “t fiew Si bv Side 1
“:J_l Ruler Formula Bar ‘é Ef;' E j Esp o = | %
.1 Hide
‘Nurmal Page Page Break = Custom Full Gridlines Headings Zoom 100% Zoomto New Arrange Freeze Save Switch Macros
Layout  Preview Views  Screen Selection | Window  All  Panes~ _-1' Inhide Workspace Windows *
Workbook Views show Zoom Window Macros
Add-Ins:
Rl e e icrosort Excol T —— 2D S
m::me Insert Page Layout Formulas Data Review View Add-Ins Team [ e = B oS
SEP - F A [[& settings -
HEAhed
Menu Commands | Custom Toolbars

Team:
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R Ll 7 = T T B ok T Microsort Excal B=ios x|

m Home Insert Page Layout Formulas Data Review Wiew Add-Ins Team & @ = EE 2
T | — Get Work Item i=| Edit Areas and Iterations Ml Add Tree Leve dw Cutdent § =i -\@)Team Foundation Help
New Pub sfresh o =3 RIS A Mew i S
List LS kbt ents Wgg Lpen in YWeo Acces Report : ;
'-‘.“_-:lrﬁ_[tems Tree _I?\_e_rg-:rt-:- Help
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