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TOOLBARS AND THE ICONS

Standard Toolbar

el @AY AT
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MNew [} Open
Creates a new blank file. Opens ot finds afile.
Alfernafive: File — New Alternafive: File — Open
Shortat — Ctel + | Shorfadt—s Ctrl +0
Save & E-Mail
Saves the active file. Sends conterts of the current worksheet as
Alfermafive: File — Save ~ — body ofthe e-mail message
Shorfouf — Clrl +3

Print
Frints the active file using current defaults.
Alfermafive: File — Print
Shorfouf — Clrl +F

Print Proview
Displays fll pages as they are printed.
Alfernative: File — Print Preview

Spelling
Checks the spelling in the active file.
Alternafive: Tools — 3pelling and

Shorfouf — Ctel +F2 Chrammer
ﬁﬁ? Shortout — F7
Cut
Cuts the gelection and s it on the — & Past
i?;f:l:;ie Edit — C'ut Inzetts the Cliphoatd contents at the
’ itigertion poitt.,
+
Shorfout = Bl X Alternafive: Edit — Fast
shorfouf — Ciel + 7
Copy . X
Copies the selection and pats it on the _ F‘”‘#ﬂt Paiwter _
clipboard, Copies the formaffing of the selecfion fo a
Alfermative: Edit — Copy <t T specified location. .
Shorfouf — Ctrl + O Shorfouf — Ctrl +3hift +C
Redo
Und -
Reverses cettaitn cnr:m:nds Reverses the action of the Undo command.
Alfermnatve: BEdit — Undo . Alfermafive: Edit — Repeat
Shorfouf —>. Cttl +Z |l Shorfouf — Crl +F
Insert Hyperlink Auto .5‘.11« _
Displays the destination object, document X Audds m:mb.ers automatically with the
ot page. EUM function. Excel suggests the range of
Alternative: Edit — Repeat cells to be added. If the suggested range is
Shorfout _;,. il + K ¥ itwcorrect, drag throwgh the range woa want,

and then press ENTER




Insort Hyporlink
Digplays the destination object, document
or page.
Alfernafive: Edit — Repeat
Shorfeuf — Ctel + K

Past Function
Displays alist of functions and their
formats atd alloars wou to et valoes for
arguments.

Sort Descending
Borts the selected items in order from the
erud of the alphabet, the highest mumber, or
the highest date, using the column that
cotrtaitg the insertion point. If you
previously set other sotting options are still
ity effect.
Alternative: Table — Sort — Descending

ChartlFizard
Btatts the chart Wizard, which guides vou
theough the steps for creating an embedded
chart on a worksheet or modifying an
existing chart.
Alternative: View — Toolbars — Drawing

Microsoft Excel Help
Prowides help topics and tips to accomplish
wour task
Alternative: Help — Microsoft Word Help
Shorteut — Fl

Auto Sum
Adds mambers automatically with the
AUM function. Excel suggests the range of
cells to be added. If the suggested range is
incorrect, drag through the range you want,
atud then press ENTER

Sort Ascending
Sotts the selected items in order from the
hegitming of the alphabet, the lowest
numbet, or the eatliest date, using the
columi that contains the ingertion point. IF
you previously set other sortitg options ate
still it effect.
Alternative: Table = Sort — Ascending

Drawing
Shows or hides the Drawing Toolbar,
Alternative: View — Toolbars — Drawing

Zoom Coutrol
Acales the editing wiew (Zoom).
Alfernafive: View — Zoom
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Microsoft® Office Excel 2003 (11,5612,5606)
Part of Microsoft Office Professional Edition 2003
Copyright © 1985-2003 Microsoft Corporation. Al rights reserved.

Partions of Intemational ComectSpel™ spelling comrection system € 1393 by Lemout & Hauspie Speech
Products N4, All rights resenved, French spelling checker and dictionaries @ 1334-2000 SYMAPSE
Développernent, Toulouse (France]. All tights reserved, Spanish Spelling Engine @ 1938-2002 by
SIGMUM Cia, Ltda. Quito, Ecuador, Al ights resarvad.

This product is licensed to!
ieq
ieg
Product ID: * 73931-641-3854546-57646

View the End-User License Agresment

twtarning: This computer program is protected by copyright law and international
treaties, Unauthorized reproduction or distribution of this program, o any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted to the ="

maximum extent possible under the law.
Tech Support. ..
Disabled Ttems...
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Save
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Permission
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Page Setup. .,
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Send To

Properties
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