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Insert Table
- l.;.;; y 906 v Table Tools Original Documen
1) CIICk on the Insert tab — Horne Inzert Fage Layout Feferences Irtailings Fievien Wien Lagyouic
2) Intheribbon area, find the area titled Tables. | @ newserrow # Fist cotrmn —— =
3) Click Table. E TowlRow [ Last Column Sopoe sEass Py
4) Highlight the number of rows and columns R L | ——— e e

Table Style Option: Table Styles

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

Businass and Ecanomy

Rome
6) Make changes as necessary. Operations 49%
Tourism 51%4

Insert Header/Footer

1) Click on the Insert tab.

2) Inthe 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) Inthe 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.\ il 9-0 s
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. LA ;*:;] m g')
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Formulas

1) Highlight the cell where the formula should be located.

2) Click the Formulas Tab.

3) Inthe Function Library area, click on the appropriate function area.
4) Input the range of cells that are affected, click OK.

) | = s Original Dacument for Excel Training - Microsoft Excel -
i) =
= Home  Insat  Pagelwmout | Formulas | Dats  Redew  View @ - =

ﬂ z @ mj @ AJ @ ﬁl ‘ Wl ; ) Define Mame ~ £ Trace Precedents ] show Formulas j :‘Ej B cocuiste How
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2 January February  March April May June July August Septermber October Movernber Decermber Total $ales Per Company
3 Toys, Inc. 70000 65300 62500 63000 64200 65800 64000 63200 65800 Joson 82000 85000
4 Teddy Bear Co, 65000 63400 52600 S&e300 57000 57300 Seaon 58600 £2500 62500 74000 75300
S Trainz and Planes Co. 65300 62300 57600 54300 55400 53600 51800 52600 57800 62000 63500 72500
& Trucks and Cars, Inc, 74500 [==E00] 60200 55700 54200 52300 53600 52300 E1700 70300 73500 82300
7 Games Etcetera, Inc, 70900 G500 59600 57400 56300 54700 55200 54600 62000 72900 80100 83000
8 Total Sales Per Month 1
El

Charts

1) Highlight the cells to be charted. (Including cells that define the axes).
2) Click the Insert Tab.
3) Inthe 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) Inthe Get External Data area, select the type of data to import
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