








Insert Table  
 
1) Click on the Insert tab.  
2) In the ribbon area, find the area titled Tables. 

3) Click Table.  
4) Highlight the number of rows and columns 

you would like to insert and click. 
5) After clicking, the Design and Layout Tabs 

will automatically appear.  
6) Make changes as necessary. 
 
Insert Header/Footer 

 
1) Click on the Insert tab. 
2) In the ribbon area, find the area titled Header & Footer. 
3) Click Footer. 
4) Select the Layout Tab. 
5) After making the selection, the Design Tab will automatically appear. 
6) Click “[Type text].” 
7) For Date & Time, click Date & Time. 
8) For all other information, click Quick Parts.  In this area there are two selections that will be used consistently, 

Document Property and Field.  These two areas allow you to select what type of information will appear in the 
Header or Footer Area. 

9) To exit the Header/Footer hit ESC on the keyboard or double click in the document. 
 

** As a best practice you should always try to include the file location as part of the footer. 
 

Spell Check 
 

1) Click on Review Tab. 
2) In the ribbon area, find the area titled Proofing. 
3) Click Spelling and Grammar. 
 
Save As 

 
1) Click on the new Office Button. 
2) Highlight Save As. 
3) Select the format in which you would like to save your document.  Please be mindful that if you are sending this 

document to a person or persons that are using Work 97-2003 you will need to save in that format so that the 
document can be opened. 

 
Tips and Tricks 

 
1)  For tool tips hover over the icon.\ 
2) Customize the Quick Access Toolbar by clicking on the down arrow.   
3) New quick access Zoom feature available in the bottom right hand corner of the screen. 
4) To view the ruler, click on the View tab and check the box labeled Ruler. 
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Formulas 
 

1) Highlight the cell where the formula should be located. 
2) Click the Formulas Tab. 
3) In the Function Library area, click on the appropriate function area. 
4) Input the range of cells that are affected, click OK. 

 

 
 
Charts 
 

1) Highlight the cells to be charted. (Including cells that define the axes). 
2) Click the Insert Tab. 
3) In the Charts area, click on the type of chart to display. 

 
New Workbook 

1) Click the Microsoft Office Button. 
2) Click New. 
3) Double click the appropriate template. 

 
Import Data 
 

1) Click the Data Tab. 
2) In the Get External Data area, select the type of data to import 
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