Microsoft Excel 2007 1: Basics
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Allows you to change the
look or put a mask over
the information.

It saves you time by
changing numbers to
money, dates,
percentages

different sheet in a workbook. Sheets
are like pages in a book.

Important symbol
Numbers will change to number signs
when they are too big to fit in a cell, to fix ,
Chanae the width of the cell or column
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To get many more combinations of
formats with lots of options click here




Editing Tools

Paste

Cut

Select the text and click the cut.
Then click where you want the
text. Click the paste button

Copy

Select the text and click copy .
Then click where you want the
text. Click the paste button.

Click the paste button as many times as

you want the item

Undoing a mistake

Click the left
arrow to undo
one step at a
time

Click the right
arrow to redo

one step at a
time

Use the small arrow to
see the list of actions to

undo or redo

Eormattinq
ormat

Allows you to change
the height of a row or
the width of a column

Use for the choice
format cells for even
more options

To get a very
specific orientation
degree
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Wrap text allows the
text to automatically
go to the next line
inside a cell
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To keep a document
for later you must
Save adirst.
Give it a name and
location

Change
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Many people assume the
lines they see in Excel will
print out automatically.

In fact only the lines or
borders you put in will print
out.

Choose the cell or cells
that you want to border
and then click on the arrow
next to the borders button
and then choose the type
of border

Allows you to change the direction
of your text or data.

Sometimes it is best to arrange
your information vertically rather
than horizontal to save space

Use for the choice format cell
alignments for even more options

Decide on the format to save in

Change

location here

name here—»
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Once it has a name and location, click the savebub

save changes



