Microsoft Excel 2016 - Level 1

cueer1 GETTING TO KNOW EXCEL 2016

( : INFOcus

Microsoft Excel is a spreadsheet application that is usually part of
a suite of Microsoft applications, known as Microsoft Office.

You can use Excel for all sorts of tasks involving numbers such as
budgeting, sales analysis, forecasting, charting and graphing and
much more. Excel is a tool used to perform calculations with
numbers, so virtually any task that requires calculation and number
crunching can be setup and performed in Excel.

Before you start creating anything, it is worth taking some time to
become familiar with the Excel environment and its features.

In this session you will:

v'learn how to start Excel from the desktop in Windows 10

v/ gain an understanding of the Excel Start screen

v'gain an understanding of the Excel 2016 workbook
screen

v/ gain an understanding of how Excel works

v' learn how to use the ribbon to access commands

v"learn how to show and collapse the ribbon

v/ gain an understanding of Backstage view in Excel

v" learn how to access the Backstage view

v learn how to use shortcut menus

v'gain an understanding of how dialog boxes work

v'learn how to launch a dialog box

v/ gain an understanding of the Quick Access Toolbar

v' learn how to add commands to the Quick Access
Toolbar

v/ gain an understanding of the status bar

v learn how to exit correctly and safely from Excel.
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STARTING EXCEL FROM THE DESKTOP

To create or edit a workbook, the first thing you
must do is start Excel. The first time you use
Excel you will need to open it from the taskbar
Search the web and Windows bar or the All

apps list in the Start menu. You can then choose
to pin it to the Start menu or the taskbar so that
you can access it more quickly and easily the next
time you use it.

Try This Yourself:

Before you begin, ensure
that your computer is
switched on and the
desktop is displayed...

If there is no Excel icon in
the taskbar at the bottom of
the desktop, click on the
Windows icon in the
taskbar, as shown, to
display the Start menu

Click on All apps to display
a list of all the apps on your
computer

Scroll down to the E section
Excel 2016 is listed here...

Click on Excel 2016 to start
Excel
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Right-click on the Excel icon
in the taskbar to display a
menu of options, as shown,
then select Pin this
program to taskbar

You can now click on this
icon to open Excel from the
desktop. This icon will
remain in the taskbar unless
you remove it...

|3 Eearch the web and Windows

X# Excel 2016
-3 Pin this program to taskbar

lose window

Repeat step 5 to select
Close window to close
Excel

Click on the Excel icon in
the taskbar to open Excel
again

For Your Reference... Handy to Know...

To add an Excel icon to the desktop taskbar: e You can start Excel by clicking in the taskbar
1. Display the Start menu, then click on All Search... bar, typing excel, then clicking on
apps Excel in the list of search results.
2. Right-click on Excel 2016 e You can pin Excel to the Start menu by

displaying the All apps list, right-clicking on

3. Select Pin to taskbar ' .
! Excel 2016 and selecting Pin to Start.
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UNDERSTANDING THE EXCEL START SCREEN

Unless you start Excel with a specific data file,

Excel 2016 will open with the Excel start screen
displayed. This acts as a gateway into Excel and
from this initial screen you can choose what kind

of workbook you want to work with. You can
choose to work with a recent file, open an existing
file, or create a new file using the available
templates.

The Excel 2016 Start Screen
In Microsoft Excel your data is stored in a file referred to as a workbook.

The Excel 2016 start screen is very helpful if you want to quickly access files you have worked on
recently or create a new workbook file based on one of the available templates (including the default
Blank workbook template). It acts as a gateway into the program.

If you have already worked on workbooks, a list of recent files will display below Recent in the green
pane to the left of the screen. If you haven’'t worked on any workbooks yet you can open existing files by
clicking on Open Other Documents (below Recent in the left green pane). This allows you to open an
existing workbook file from your computer or OneDrive.

The right side of the start screen displays thumbnail previews of available templates you can use to
create a new workbook. It also contains the Search for online templates box, which you can use to
search the internet for additional templates.

Templates are simply layouts that have already been created which you can customise to suit your
needs and then enter relevant data. If you want to start with a clean slate you can choose the Blank
workbook template — you'll probably find this is the one you’ll use the most.

In the top right corner of the start screen you'll see information about the account you've used to sign
into Windows, as well as commands such as Microsoft Excel Help, Minimise, Restore Down (or
Maximise) and Close.

Excel

REE

You haven't opened any warkbooks recently.
To browse for a workbaok, start by clicking
on Open Other Workbaoks.

Search for online templates

Suggested searches:  Business Personal Industry  Small Business  Calculator

FEATURED PERSONAL

Finance - Accounting  Lists

o

7

()

Alison &

Switch account

w“
Open Other Workbooks 1 E e ——————
> Ope = | My Cashflow e
2
; Tak
‘ a ake a I
3
s tour ELLE
7
Blank workbook Welcome to Excel Business analysis feature tour Academic calendar (any year)
Inven tory List PAYMENT COMPARISON personal expenses
1
= e E ! '
o — — . s F T n
=] =
!___ .:.:_ ﬂ.:,__e
Student calendar (Mon) Inventory list Loan comparison calculator Personal expenses calculator
= = = T
[wrovmiview |

x

The start screen will only display when you launch the Excel 2016 application directly — that is, by
clicking on Excel 2016 in the All apps list in the Start menu, searching for Excel and clicking on it in the
search results, or clicking on the taskbar icon if the application has been pinned to the desktop taskbar.

Excel 2016 can also be started by double-clicking on a workbook file in File Explorer. When this occurs
Excel 2016 will bypass the start screen shown above and open the workbook directly.
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THE EXCEL WORKBOOK SCREEN

The Excel screen is made up of several key Office 2016 applications so once you know how
components which are described on this page. they work you won'’t have to relearn them when you
Some of these components, such as the ribbon use other applications.

and Backstage view, are common to all other

Book1 - Excel
Formulas Data Review View Q Tell me what you want to do... Alison = (Qr Share
3’;, Calibri N PP == _ :53?- % General - %Cundltlunal Formatting = %“Insert = 2 = )%Y p
__F EER $-9% GFormatasTable' &= Delete - ' SiE) Bt
*aste P - - | = = = &= a= - et ort in
v B LU - oA - - T b (27 Cell Styles - [ Format~ | & ~ Egere Select -
Clipboard = Font (] Alignment N MNumber I Styles Cells Editing -
Al - r hd

[N T R SO R

w

RV
bW = o

-
w
4

Sheetl (O] [ 3

MReady 25 ] 0o - 1 + 100% —e

The File tab is used to access the Backstage view which contains file management functions, such
as saving, opening, closing, printing, sharing, and so on. There is also information contained here
such as your document Properties. Options are also available so that you can set your working
preferences for Excel.

The ribbon is the tabbed band that appears across the top of the window. It is the control centre of
Excel. You use the tabs on the ribbon to access the commands that are categorised into groups.

The active cell is where text, numbers, and formulas will appear when you start typing.

The mouse pointer is used, amongst other things, to select a cell and make it active. It may
appear as a large cross, as in this example, as an I-bar, or any number of other forms, depending
upon its function at that position on the screen.

The status bar appears across the bottom of the window and displays useful information about
what is happening in the worksheet. At present it shows Ready which means that Excel is ready to
be used for your project.

The worksheet is like an electronic piece of paper ruled into columns and rows. The worksheet is
where you type numbers, letters, and formulas to perform calculations. Notice that columns are
headed using letters of the alphabet (A, B, C, etc.) while rows are designated using numbers down
the left side.

The scroll bar indicates your current position in the worksheet and lets you move to other positions
in the worksheet by clicking or dragging. The arrows can also be used to move through the
worksheet.

The View buttons and the Zoom Slider are used to change the view or to increase/decrease the
zoom ratio for your worksheet.

© 0 © 6 600 ©
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How EXCEL 2016 WORKS

For a new user the Microsoft Excel 2016 screen within the worksheet can be manipulated and
can seem intimidating. However, you’ll soon see changed using commands on the ribbon. The
that it is made up of three key areas. The data worksheet is part of a larger entity known as a
you type is placed on a worksheet. The data workbook which is controlled on the Backstage.
The Worksheet H ©- s Bill and Brenda's Business Plan.slsx - Excel m - O
A worksheet appears as a number of File Home Insert Pagelayout Formulas Data Review View O Tellme.. Alison & 5 Share
rows and columns which form a2 - & v
squares known as cells. Everything A B c D E F G H | 5
you type in Excel is entered into 1 |Bill & Brenda's Business Plan
these cells. In the simple business = Y el Yews Vews vews veurs
plan shown to the right there are 4 |income
numbers and words entered into a o Rov:ft::j R B B
worksheet. Formulas are also 7 Grants___ 5500 G000 3000 4000 4500
entered that automatically perform R s e e e
calculations. The worksheet is part of 10 |Expenses
a larger entity known as a workbook - e
— workbooks can be filed away for 13 Sundries 100 150 200 240 300
future use or for sharing and can e e, O,
also be printed. 16 | Profit 4150 5200 2600 3140 5940
17
Sheetl | Sheet? | Sheet3 ® [l 3 :
Ready &3 ] | - 1 + 100%

The Ribbon

When you need to do something with the data in a worksheet, such as format it, colour it, analyse it,
move it, copy it, and much more, you’ll find all of the relevant commands on the ribbon. The ribbon
has commands organised thematically using a series of tabs across the top.

Insert Page Layout Formulas View @ Tell mewhat you want to do... Alison e R_ Share
5% Calibri Jn A s =E=E 9 = General - FZ Conditional Formatting ~ %“Insert - > %Y p
- Egy - o DFormat as Table = i Delete - m' TS Eed D
aste B I U- - . L ====3xE 5- - 95 | %8 0 o ol in
~ A . $ 0o D Cell Styles ~ =1 Format ~ Z " Filter~ Select~
Clipboard & Font ] Alignment [F] Number [F] Styles Cells Editing -~

The Backstage View

When you Want to do Bill and Brenda's Business Plan.xlsx - Excel g = o X
something with the data in your
workbook, such as save it so Print

that you can access it again i

later, print it, share it with a & U

colleague, send it to your boss,

protect it from prying eyes, or " Srinter

whatever, you will need to g s S

access the Microsoft Office T — - EEEEE

Backstage area of Microsoft Fint Settings o

Excel. The Backstage is shar [ Poidedes

accessed using the FILE tab e - e :

on the ribbon. Rather than Publah A

offering you commands on a g BE S L

ribbon, Backstage occupies o ) Pouotorematen .

the entire screen and has a " 0= .

series of options down the left o e

side. Here the Print option is N O e s 1men”

active, and that is why you can B Pt ctse ™

see a preview of the worksheet

and a series of print-related o =

options.
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USING THE RIBBON

The ribbon is the command centre for Microsoft
Excel. It provides a series of commands
organised into groups and placed on relevant
tabs. Tabs are activated by clicking on their

Microsoft Excel 2016 - Level 1

name to display the command groups. Commands
are activated by clicking on a button, tool or gallery
option. Everything you could possibly want to do in
Excel will be found somewhere on this ribbon.

File

Home

Farmulas Data Review View

Q Tell me what you want to do...

Page Layout

e Shapes~

Try This Yourself: id B B L d 20 aw . B » ok
Before you begln ensure PivotTable Rep(a:rg‘;ir:::d Table  Pictures p?[ﬂl::s i Sereenchat - & My Add-ins - Isll:pgs I';‘;zsl: Recog]:ﬂrte:dad P Le
EXCeI haS started and you Tables Mustrations Add-ins Charts
have a blank workbook e
Open T e File Hame Insert Page Layout Farmulas Data Review View 2 Tell me

o Examine the groups on the B B O |d @S"”ﬂ% i store a

g i - = = | Recently Used Shapes
Home tab Of the I'IbeI’] PivotTable Recommended Table  Pictures Online eople
Th th t PivotTables Pictures NNOOOAL LG iraph
ese are tne mos Tables mustr % YU 4 Y Y
commonly used commands, Lines
including copy and paste, A * NNNTLL L (RNG4
font and number formatting, A B c | o/ SES"DQ'E‘DQDDDD
styles and editing... ; . i o —
Click on the Insert tab 3 EOAMNOTNOSQOOO®®

e . 4 @GtodOr Ly »oga
The commands on this tab : O0®AOOVXG T3
are used to create tables, 6 OG0
illustrations, charts, headers 7| E;"g;rgs@@(%& -
and footers, text objects and S v L

& o W
symbols... = é%@@'@m}»@g@ﬁ
Click on Shapes in the LLY Equation Shapes

f 12 =R -SH#

Illustrations group 13 et
A gallery of shapes will 14 mlaRYslnlslolEYet=]v}
appear which can be inserted :Z 00an®® X ¢ AVAD
into the worksheet... - %:j U~L\B—f’

o Click on some of the other ]‘3 WAL O@HEGS
tabs across the top of the s %?iﬂzmﬁﬂjmm
ribbon (Page Layout, . oo : x minloXwlapal=PEl ey
Formulas, etc.) and examine — £ A0 A0 0
the commands on them Mg’!:;:"’”

Some of these open “dialog (ORI
boxes”... O715%
O 50% ) . . . .

e On the View tab, click on O 2% Dialog boxes like this one provide settings or
Zoom in the Zoom group to O Eit selection options for you to choose from. For example, in this
display the Zoom dialog box O custom: 100 |3 one you can zoom the screen by varying

cancel percentages. We won't actually do anything at this
Click on [Cancel] then click point. You'll get plenty of opportunity for using
on the Home tab e dialog boxes at a later stage.
For Your Reference... Handy to Know...
To use the ribbon: e Additional tabs known as contextual tabs
1. Click on a tab to display the commands appear in specific circumstances. For
2. Click on a button to activate a command, $_);%TSPI%O'I%%L; égzev:/tilfl:p;;tg:re’;'m?s?fc:\llji:jees
display a gallery, or display a dialog box - :
payag y play 9 quick access to all of the tools you may need
in order to modify and work with the picture.
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SHOWING AND COLLAPSING THE RIBBON

The ribbon, valuable as it is, does occupy a operation or have it constantly minimised and
reasonable amount of space. To maximise your display full commands only briefly when a tab is
working space you can minimise the ribbon so clicked. You can do all this by using Ribbon
only the tabs are visible, minimise it as a once-off Display Options button.

Page Layout Formulas Data

Try This Yourself: ® B (D hd DT g s

Before you begin ensure Excel PivotTable Recommended Table  Pictures Online Shapes SmartArt Screenshot .‘M}rAdd

PivotTables Pictures - =

has started and you have a Tables lllustrations
blank workbook open...

Click on the Insert tab to
display the Insert commands

Home Insert Page Layout Formulas Data Review View
Double-click on the Insert tab
to minimise the ribbon Gl N %
. .. A B L ] E F G H
While the tabs stay visible, the ]

rest of the commands are
hidden... @

Click on Ribbon Display
Options in the top right of the
title bar to display a menu

Click on Show Tabs and

------ Auto-hide Ribbon
Hide the Ribbon. Click at the top

o Commands to redisplay the of the application to show it.
- . — | Show Tabs
ribbon with the commands W W x ¥ z Show Ribbon tabs only. Click a
. . . b to show th iz,
The ribbon is now displayed e showthe commane
— Show Tabs and Commands
permanen_tly bUt we Can_ —— Show Ribbon tabs and
change this so that the ribbon commands all the time.
only appears when we are |
using a tab... The Auto-hide Ribbon function hides both the tabs and
o Click on Ribbon Display the commands on the ribbon. You can access the
ribbon by pointing to the top of the screen and double-

?gglsons WP o o clicking on the blue bar when it_ appears. The ribbon will
automatically hide when you click back into your

Click on the Home tab to worksheet.

display the ribbon, then click

back into the worksheet

The ribbon will hide again — it
only becomes visible when
you click on a tab...

0 Double-click on the Insert tab
to redisplay the ribbon
permanently again

For Your Reference... Handy to Know...
To hide/display the ribbon: e You can hide the ribbon by clicking on
1. Double-click on the active tab to hide the Collapse the Ribbon. This button is located
ribbon at the far right end of the ribbon.
2. Click on a tab to see the ribbon temporarily * You can use the keyboard shortcut cul]+ 1]
3. Double-click on a tab to show the ribbon to show or hide the ribbon.
permanently
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UNDERSTANDING THE BACKSTAGE VIEW

The ribbon lets you work on the content in a using the File tab, lets you do something with the
document so that you can add more content, content you create, such as save it for later use,
format it, insert pictures into it, copy it, and much print it on paper, send it via email, and more by
more. The Backstage view, which is accessed using the options found in Backstage view.

The Backstage View

The File tab on the ribbon is not a normal tab. Clicking on the File tab launches a mini-program within
Microsoft Excel known as Backstage view. Backstage, as it's known for short, occupies the entire screen.

At the left of the Backstage is a
navigation pane which is made
up of tabs. These tabs provide
you with access to various
operations, such as printing,
saving and sharing. They can
also provide you with Protect Workbook Properties -
information about your — | Comlunaype of chnges el i ko i 5 114
workbook such as the file size. i —

Clicking on one of these tabs Inspect Workbook

displays a range of options Pirt A A
: . . Check for Document properties, printer path, author's name Latibod £ Tzt LY
associated with the particular Share lssues~ i ot Created Today, 1:37 AM

Content that people with disabilities find difficult Last Printed

operation. B e

The whole underlying purpose Publish y Reatebenle
of Backstage is to let you Close B | e k00K e e
protect your data, share it with 7] Thereare no unsaved changes Add an asthor

. . Last Modified By .
others, and provide you with Account Alison s
valuable information about your i I Ni<er View Gptions
workbook. Depending on what
type of workbook it is and what
has been done to it, different
information may display when
the Info tab is selected.

Bill and Brenda's Business Plan.xlsx - Excel B - a X

Alisan &

Info

Bill and Brenda's Business Plan

Documents » Stuff

Title Add a title

Tags Add a tag
Save as Adabe i
PDF Categories Add a category

Related Dates

Alison &

Related Documents
1] Pick what users can see when this workbook is viewed
Feedback BrowserView | on the Web. Open File Location

Options Show All Properties

Backstage Tabs @
The Backstage tabs provide more options for working with a document.

Info Provides status information about the current workbook and lets you manage
versions and permissions.

New

New Lets you create a new workbook and provides access to a gallery of inbuilt Open
templates and ready access to a range of online templates.

Save

Open Provides a list of recent workbooks as well as the option to search through
your Computer, OneDrive or other place, to find what you are looking for.

Save As

Save as Adobe

Save Saves your current workbook (if already saved to a location) or prompts you to oOF

save to a location.

. . Print
Save As Allows you to name your workbook and save it to a location. .

Print Allows you to print the current workbook and preview it. Share
Share Allows you to share your workbook with other people via email, online (Erans
presentation, blog or Cloud (OneDrive). bublich
Export Allows you to create a PDF/XPS document or change the file type of your _
workbook. Close
Close Closes your current workbook.

Account

Account  Contains product and user information.

Options

Options Presents you with a range of options which assist in the creation and editing of
your workbook. Feedback

Feedback Allows you to provide Microsoft with feedback regarding Excel 2016.
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ACCESSING THE BACKSTAGE VIEW

The Backstage view provides options for the left of the ribbon but can also appear when
working on workbook files and key information specific commands and options in the ribbon have
about the status of Microsoft Excel 2016. It is been selected.

usually accessed by clicking on the File tab to

Book - Excel ? - [m]

Alison &

Try This Yourself:

Before you begin Print
ensure Excel has e
started and you have print
a blank workbook .
open... Save As Printer
Save as Adobe HP Universal Printing PC...
o Click on the File tab B
to display the Pt Settings 1
Backstage view Share [ P A ]
Only print the active she.. We didn't find anything ta print.
e Click on Info in the et Pos | SJw [ | c] |
left green pane if it is Puble ElE |
not already selected Close B < 1
to view information T
Portrait Orientation -
relating to your fount — 2
workbook such as the Opteors L Seorem -
Properties Fecdback il NM'ME:EM:M .

e Click on Print to see
the printing options

Book] - Excel ? — (m]
If the worksheet has © Alon e
data in it a preview of A nt
how the printing will ccou
1 H New
:goakr\\lél\llll a\;\?g'ig:]elfe;[hls o User Information Product Information
no preview will e u Office
. Change photo
appear... .
i Semes At Sign out Subscription Product
o CIICk on the ACCOU nt PDF Aol Svjt:h Account Microsoft Office 365 Small Business Premium

tab to see the account ot Office Background:
options and product EIEEIEIEE

No Background -
licensing information

This product contains

Share Manage Account

Office Theme: .
. Export Colorful S %] Office Updates
Click on the Back Publich ) e :j‘:td:”t:;.araautnmatl:a\lydnwn\naded and
arrow at the tOp of the Connecte(-j EEREE Options™ | Version: 16,0.6001.1034
Close % OneDrive - Personal
left green pane to @ | fooibe
Close Bac kStag e Premy Add a service - Lear more about Excel, Support, Product D, and
X About Copyright information.
view and return to the ontons Bxcel
document
Feedback
For Your Reference... Handy to Know...
To access the Backstage view: e You can close the Backstage view by
1. Click on the File tab pressing Esc |

2. Click on the desired tab in the green pane to
the left of the screen
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USING SHORTCUT MENUS

In addition to the ribbon, Excel also features
shortcut menus (also known as contextual
menus) that appear when you right-click in an
area on the screen or on an object. The content

Microsoft Excel 2016 - Level 1

of the menu will vary depending upon where you
click. Shortcut menus provide an alternative (and
usually a quicker) way to searching the ribbon to
find a specific operation or command.

0 B2 - £,
Try This Yourself: a Coliori |11 - A A § - % >
| b B = . Lo R G H
Before you begin ensure 1 = £
Excel has started and you 2 | &’: ! .
have a blank workbook E B -
4 i Copy
open... 5 Paste Options:
0 Click in cell B2 (column B, ?
row 2) in the worksheet, then s
click with the right mouse g D Smart Lookup
button to display a shortcut 10 Insert...
menu :; Delete...
Because you have clicked in 13 g
a worksheet cell the menu 14
includes a number of options = Filter ¢
specific to what can be done :j Sort >
in and with the cell... 18 13 Insert Comment
e Click anywhere else on the ;{9) E_”:‘F“CE'[';"' .
worksheet with the left mouse o] ch: mNm R
button to close the shortcut = S e
menu = % Hyperlink...
Point to any of the tabs on
the ribbon
o RIght_CIICk ol the tab to IE‘Llp':cnﬂ*E.(i:lick-i\c-cet"- chI;ar. - o
display a shortcut menu =l " - =

Show Quick Access Toolbar Below the Ribbon "@
Tables lllustrations 3D Sparklines  Fi

This menu differs from the
previous one and displays
toolbar and ribbon options
instead of text options. Excel 5
has made an educated guess
about what you want to do
based upon what you have
clicked...

e Click anywhere in the
worksheet with the left mouse

button to close the shortcut

Customize the Ribbon...

Map ~

Collapse the Ribbon Tours

menu

For Your Reference... Handy to Know...

To display a shortcut menu: e Once a shortcut menu appears, the options
1. Point to the object or area of the screen on in it are selected by clicking on them with the
which you want to perform an operation left mouse button, or pl‘eSSIng the letter

2. Right-click to display the shortcut menu el IS I B2 L el
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UNDERSTANDING DIALOG BOXES

Dialog boxes contain a series of controls that are
used to adjust settings for a particular aspect of a
worksheet or cell. They appear either when you
click on a dialog box launcher at the bottom

Microsoft Excel 2016 - Level 1

right corner of a ribbon group, or when you click on
a command that displays a dialog box. Dialog
boxes are often used for adjusting some of the
more advanced aspects of a worksheet or cell.

Typical Dialog Box Controls
Dialog boxes have various tools to help you perform tasks. These tools are known as controls and

some typical ones are shown below.

Text boxes are
used to enter
details such as
font or size.

Check boxes
turn settings
either on or off.
When on they
display a tick and
therefore these
controls are also
known as tick
boxes.

Tabs are used to provide more
settings on the one dialog box.

Mone

Effects

[ strikethrough
i |:| Superscript
[ subseript

Format Cells
Mumber  Alignment Border Fill Protection
Font: Faont style: Size:
— | Calibri Regular 1
i Calibri Light (Headings ~ | [[ETE .| |8 "
ibri Italic 9
B Adobe Devanagari Bold 10
El Adonis Bold Italic 11 ]
T Agency FB 12
T Algerian v 14 hd
Underline: LColor

v| || ] normalfont

Preview

AaBbCcYyZz

This is a TrueType font. The same font will be used on both your printer and your screen,

o]

Cancel

Command buttons provide a means of saving the
changed settings [OK], or closing the dialog box
without accepting any changes made [Cancel].

Drop arrows
provide a list of
options for the text
box when the arrow
is clicked. The list
“drops down” from
the arrow.

Preview boxes
provide a preview of
what the selected
settings will look like.
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LAUNCHING DIALOG BOXES

Dialog boxes can be launched either as the result dots (an ellipsis) ... after a menu option indicates
of clicking on a dialog box launcher icon or a that the menu option, when selected, will display a
command button, or by selecting a command dialog box. Dialog boxes are generally used for
from a menu. In a menu, the presence of three advanced features or detailed settings.

Insert Page Layout Formulas Data Review View Q@ Tell me what you want t
Try This Yourself: - ?"C”t Calibri -1 KA == & EWapTet General
ER Copy -
Before y0u begin ensure Pa'ste ~ Format Painter T U~ - A‘ T EE=E £ MergE&Center T $ - %
Excel has started and you Clipboard ] Font T% Alignment m Mu
have a blank workbook = . £ ont Settings (Ctrl+Shift+F)
S TE T Customize your text to give it the
open... R "
A B c D E = T | exactlook you want.
; 1 ¥ 1d 2 variety of styles and
o On the Home tab' pOInt i to 2 :! - : cslircsa:ci-(ccu:t::.ea; \i‘&\l-a:\.-'\:un.:l
the d|a|og bOX |auncher Icon 3 fffEth s_ucth as strikethrough and
in the Font group to display | | 4 e
a tooltip that explains what .
will happen if you click on it
e Click on the dialog box o
launcher icon to open the
Font dialog box
This dialog box has a e Format COIS rox
SeIeCtlon Of ContrOIS to Number  Alignment Border Fill Protection
mak_e formatting fonts = o Font style: Size:
easier... Calibri Regular n
) Calibri Light (Headings ~ | T 8 -
e Click on the Border tab El Adobe De\rlanagari g:(ajllig ?O
This displays additional o Bold ftalic i
controls that you can use to T Algerian = 1 =
a Underline: LColor:
adjust the borders around Nome U] | [ normal font
the active cell or range of Effects Preview
cells... [ strikethrough
i [ superseript AaBbCcYyZz
o Click on [Cancel] to close [ subscript
the dialog box
Some Commands on the This is a TrueType font. The same font will be used on both your printer and your screen.

ribbon automatically launch
a dialog box...

e Click on the Page Layout

tab, then click on Print cancel
Titles in the Page Setup
group to display the Page
Setup dialog box

e Click on [Cancel]

For Your Reference... Handy to Know...

To launch a dialog box: ¢ In some situations, the dialog box launcher
« Click on a dialog box launcher icon, or icon actually displays a pane. For example, if
e Click on a relevant command button. or you click on the dialog box launcher icon in

the Clipboard group on the Home tab, the

Click ti
o ick on a menu option Clipboard pane appears.
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