CHAPTER 1

Microsoft Excel 2013 - Level 1

GETTING To KNOwW EXCEL 2013

( : 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 leap into 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 8
gain an understanding of the Excel Start screen

gain an understanding of the Excel 2013 workbook
screen

gain an understanding of how Excel works

learn how to use the ribbon to access commands
learn how to show and collapse the ribbon

gain an understanding of Backstage view in Excel
learn how to access the Backstage view

learn how to use shortcut menus

gain an understanding of how dialog boxes work
learn how to launch a dialog box

gain an understanding of the Quick Access Toolbar

learn how to add commands to the Quick Access
Toolbar

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 technology you are using. If the desktop appears

must do is start Excel. If your computer uses by default, you may need to access the Windows
Windows 8.1 it will default to either the desktop or Start screen to open Excel, unless you have

the Windows Start screen, depending on the previously created a shortcut icon on the desktop.

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 screen

Move the mouse pointer to
display the white down arrow
icon in the bottom left corner of
the screen, as shown

Click on the arrow to display
the Apps view

From here you can view all of
your apps, including Excel...

IAR Adobe Download Assistant e Internet Explorer Scan

Locate the Microsoft Office =

2013 apps, then click on Excel L .

2013 to open Excel with the @ parms SR
U

Excel Start screen displayed L
Right-click on the Excel icon in Bl cocvor o W®

Sound Recorder

Sport

the taskbar to display a menu
of options, as shown, then
select Pin this program to
taskbar

e

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

0 Repeat step 5 to select Close
window to close Excel Excel 2013

Garden planner O

= Pin this program to taskbar RUNNING LOG

Click on the Excel icon in the Ed Close window
taskbar to open Excel again

For Your Reference... Handy to Know...
To add an Excel icon to the desktop taskbar: o If your computer displays the Start screen,
1. From the Windows Start screen, click on rather than the desktop by default, you can
the down arrow icon to display the Apps type the name of the application you wish to
view open directly into the Start screen to display

the Search pane, then simply click on the

2. Right-click on Excel 2013 S X
] application’s name that appears in the
3. Select Pin to taskbar Search pane.
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UNDERSTANDING THE EXCEL START SCREEN

Unless you start Excel with a specific data file, of workbook you want to work with. You can
Excel 2013 will open with the Excel start screen choose to work with a recent file, open an existing
displayed. This acts as a gateway into Excel and file, or create a new file using the available

from this initial screen you can choose what kind templates.

The Excel 2013 Start Screen
In Microsoft Excel your data is stored in a file referred to as a workbook.

The Excel 2013 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.

2W=NE X
Excel Search for. online templates o
Suggested searches: Budget Invoice Calendars Expense List Loan Schedule Switch account
Recent z
You haven't opened any workbooks recently. To " A B "
browse for a workbook start by clicking on Open
Other Workbooks. 1 |l
2| )
y Tak
(@ Open Other Workbooks 4| ake a
| 5
E tour
7
Blank workbook Welcome to Excel Oscars ballot predictor app Movie list app

QUARTERLY SALES REPORT
TOTAL AND TOP 5 PROOLCTS

C— c—
C— —— =
C—

e—

W

i b i

My financial portfolio Home loan comparison Employee training tracker Quarterly sales report

liweight Tracker sonareme : : -

The start screen will only display when you launch the Excel 2013 application directly — that is, by
clicking on an Excel tile on the Windows 8 Start screen, clicking on the application on the Apps screen
or under search results, or clicking on the taskbar icon if the application has been pinned to the desktop
taskbar.

Excel 2013 can also be started in Windows 8 by double-clicking on a workbook file in the File Explorer.
When this occurs Excel 2013 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 2013 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

o— H - &- = Book1 - Excel ? B - O %
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW H
e LT |Ca|ibri v|11 v| Ay ==y. = FZ Conditional Formatting= &= Insert ~ 2. - 47~
b D Eg - o $ - 9% » [ZFormatas Table~ B Delete ~ | [¥ - # -
aste v | B . - - E == s - 1
e g BIU-EH- DA S=E=EE 8 7 Cell Styles ~ Bl Format~ & ~
Clipboard Font ] Alignment o Mumber & Styles Cells Editing -
Al A Je v
A B C D E F G H J K L M N []
0

(=T IR = Y (R T I S TR )
o

iy
—_——

Sheet1 @ A I [
e— READY =3

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.

© 0 06 60600 ©

The View buttons and the Zoom Slider are used to change the view or to increase/decrease the
zoom ratio for your worksheet.
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How EXCEL 2013 WORKS

For a new user the Microsoft Excel 2013 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 - Bill and Brenda's Business Plan.xlsx - Excel 2 ® - 0O %X
A worksheet appears as a number of HOME INSERT ~PAGELAYOUT FORMULAS DATA REVEW  VIEW A
rows and columns which form a2 - % v
squares known as cells. Everything A | s c D £ F @ H | B

you type in Excel is entered into
these cells. In the simple business
plan shown to the right there are

1 Bill & Brenda's Business Plan
2
3
4

numbers and words entered into a . Sales 4000|4230 5000, 55001 6100
7
8
9

Year 1 Year2 Year3 Year 4 Year5
Income

Royalties 1,200 1,200 1,200 1,200 1,200
worksheet. Formulas are also

Grants 5,500 6,000 3,000 4,000 4,500

entered that automatically perform fotal lncome_|_ 16,700 11,80, 5,200 10,700, 11,500

calculations. The worksheet is part of 10 |Expenses

a larger entity known as a workbook n Offce O SRy s

— workbooks can be filed away for 13| Sundries 100 150 200 200 300

future use or for sharing and can 1ajfonlBpenses G851 GESL GGICL TSN S0

also be printed. 16 |Profit 4150 5200 2,600 3,140 5940 |
17
! Sheetl | sheetz | sheets | @ HE| ] mv

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.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW H
O L. L S . .
X £ ==E¥» & T Condifore Fomatng~ Eer = 2~ Ay
= Em ~ @Format as Table - & Delete ~ m A o
aste - A= —— =F= . . €0 o e ort in
e B I U D-A- === £ 5 $-% * %8 [57 Cell Styles - [ Format~ &~ Figar~ Select~
Clipboard Font ] Alignment [ Mumber [ Styles Cells Editing A

The Backstage View

Bill and Brenda’s Business Plan.xisk - Excel T - 0O x

When you want to do . H
something with the data in your Print

workbook, such as save it so & | o=

that you can access it again

later, print it, share it with a e o

colleague, send it to your boss, e Nk

protect it from prying eyes, or 0 oy ’ EEE-EE T

whatever, you will need to ectings e el

access the Microsoft Office

Backstage area of Microsoft R T

Excel. The Backstage is - EE T

accessed using the FILE tab oo @EC(E—

on the ribbon. Rather than =

offering you commands on a e

ribbon, Backstage occupies [ Samissren .

the entire screen and has a B

series of options down the left RO fosaig .

side. Here the Print option is Page stup

active, and that is why you can q[EAE @

see a preview of the worksheet
and a series of print-related
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 2013 - 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.

Try This Yourself: !

Before yOU begin ensure EXCGI PivotTable Recommmended Table

has started and you have a

PivotTables
Tables

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

D E ’:‘Eb [ Shapes - .’ I"F?

- : P|:|Smarl:»\\r1: b
Pictures Online Appsfor  Recommended
Pictures @a4 Screenshot~  Office ~ Charts
lNustrations Apps

L/

C

blank workbook open... e

o Examine the groups on the
HOME tab of the ribbon e

These are the most commonly
used commands, including
copy and paste, font and
number formatting, styles and
editing...

o Click on the INSERT tab

The commands on this tab are
used to create tables,
illustrations, charts, headers
and footers, text objects and
symbols...

o Click on Shapes in the
Illustrations group

A gallery of shapes will appear
which can be inserted into the
worksheet...

o Click on some of the other
tabs across the top of the
ribbon (PAGE LAYOUT,
FORMULAS, etc) and
examine the commands on
them

Some of these open “dialog e
boxes”...

e On the VIEW tab, click on
Zoom in the Zoom group to
display the Zoom dialog box

Click on [Cancel] then click on
the HOME tab

HOME INSERT
==
B B

PivotTable Recommended Table

PivotTables
Tables

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

E@@S ¢ | A

Ri Used Shaj
Pictures Online ecen 2=

Picturs\\.DODA—L—L:E>&E]
mustr % VUL Ay

Y —— Lines

YR CNANNTLLR 204

D Rectangles

[ Y [ | o

Basic Shapes
HOAMIASQOOE®
@eCo0Or k¢ ag
O0@®~AHOVUXEC3N
aac1 e

Block Arrows
SEGEQTEELEPR AT
¢ dVUADDD >N
THa

Equation Shapes

=R =g

Flowchart
O0</uoobga=ecayd
CUONR®G X ¢ AVAD
aso

Stars and Banners

RS AQROaEREE
ok FF ok BF [T 10310

Callouts
AOO@EO00AAd: A6
¢ A0 AD go

il -
M-
)-

Chart]

Zoom ?

it selection
stom: | 100 %

Dialog boxes like this one provide
settings or options for you to choose

from. For example in this one you can

zoom the screen by varying
percentages. We won't actually do

anything at this point. You'll get plenty

of opportunity for using dialog boxes
a later stage.

at

For Your Reference...
To use the ribbon:
1. Click on a tab to display the commands

2. Click on a button to activate a command,
display a gallery, or display a dialog box

Handy to Know...

e Additional tabs known as contextual tabs
appear in specific circumstances. For
example, if you insert a picture, the
PICTURE TOOLS: FORMAT tab will appear.
This provides 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
reasonable amount of space. To maximise your
working space you can minimise the ribbon so
only the tabs are visible, minimise it as a once-off

operation or have it constantly minimised and
display full commands only briefly when a tab is
clicked. You can do all this by using Ribbon
Display Options button.

H s
Try This Yourself: HOME | INSERT = PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
Before you begin ensure Excel _ B B E L—‘& [T @, s
has started and you have a blank PivotTable RE;:,:::‘TEE{;T::d Table  Pictures p?crll:::s Shavpes SmartArt Screevnshot & My Apps -
WOI‘kbOOk open... Tables lllustrations Apps
o Click on the INSERT tab to o
display the Insert commands
_ 5 -
e Doupl-e-C-“Ck on the INSERT tab HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
to minimise the ribbon
While the tabs stay visible, the Al N i
rest of the commands are
hidden...
e Click on Ribbon Display Options e
in the top right of the title bar to
display a menu 7 @ - X

Click on Show Tabs and
Commands to redisplay the

Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it.

Show Tabs
Show Ribbon tabs only. Click a
tab to show the commands.

ribbon with the commands =

The ribbon is now displayed
permanently but we can change v w X \ z = Show Tabs and Commands
this so that the ribbon only T et e
appears when we are using a

tab...

e The Auto-hide Ribbon function hides both the tabs and the
commands on the ribbon. You can access the ribbon by
pointing to the top of the screen and double-clicking on the blue
bar when it appears. The ribbon will automatically hide when
you click back into your document.

Click on Ribbon Display Options
and click on Show Tabs

Click on the HOME tab to display
the ribbon, then click back into the
document

The ribbon will hide again — it only
becomes visible when you need
it...

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 |ctn] +
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 — as you can tell by the fact that it is coloured. 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

Bill and Brenda's Business Plan.adsx - Excel ?2 - 0O %X

Info

Bill and Brenda's Business Plan
C: » Course Files For Microsoft Excel 2013

. A Protect Workbook Properties ~

also prOVIde you with ! Control what types of changes peaple can make to this workbook. Size 11.6K8
. . rotect
information about your Workook- e Aot

L - -
workbook such as the file size. Categories Add acategory
Clicking on one of these tabs e A
displays a range of options G| o e B s e el o S
assoc'ated W|th the partlcular ™ Content that people with disabilities find difficult to read Last Printed 26/03/201011:55 AM
operation. ! Related Peaple

Account Versions
H a T7) There are no previous versians of this file. S ihay
The whole underlying purpose Options Manage
i VerskRQ Add an author
of Backstage is to letyou - :
protect your data, share it with : _
. . Browser View Options
Othel‘S, and pI‘OVIde you with O Pick what users can see when this workbook is viewed on the Web, Related Documents
. . Browser View

valuable information about your Opions Ji Open File Location

Show All Properties

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.

Backstage Tabs @
The Backstage tabs provide more options for working with a document.
Info Provides status information about the current workbook and lets you [nfa
manage versions and permissions.
New Lets you create a new workbook and provides access to a gallery of s
inbuilt templates and ready access to a range of online templates.
Open
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 Saves your current workbook (if already saved to a location) or prompts

you to save to a location.
Save As  Allows you to nhame your workbook and save it to a location.
Print Allows you to print the current workbook and preview it.

Share Allows you to share your workbook with other people via email, online
presentation, blog or Cloud (OneDrive).

Export Allows you to create a PDF/XPS document or change the file type of your
workbook.

Close Closes your current workbook.

Account

Account Contains product and user information.

Options  Presents you with a range of options which assist in the creation and e
editing of your workbook.
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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 2013. It is been selected.

usually accessed by clicking on the FILE tab to

Book! - Excel 7?7 - 0O X
Try This Yourself:
Before you begin P rint
ensure Excel has - Copies 1 =
started and you have =
a blank workbook Print
open...
Printer
o Click on the FILE tab _, HP Universal Printing PCL &
to display the Tonerbow T
Backstage view . Y
Settings
o Click on Info in the O PrntAcveShess L
left green pane if it is Only print tHRgRe sheets NGl

Pages: | to o

not already selected :
tO VleW |nf0rmat|on Account E Print One Sided

N Only print on one side of th...
relating to your

Collated

Options rlt[@

workbook such as the 123 123 123
Properties
e Click on Print to see
the printing options Book! - Excel 7 - O %
If the worksheet has
data in it a preview of Account
how the printing will
!OOk will appear. If this User Information Product Information
is a new worksheet
no preview will u Ofﬁce
appear' b Sign out
. Switch Account
o Click on the Account Product Activated
tab to see the account Office Background: Microsoft Office Professional Plus 2013
OptlonS and prOdUCt Mo Background - gsd;:;(;;tai;-; Ejl m uﬂ m
. . . . X
licensing information Office Theme:
. White M About Excel
CIICk on the BaCk . ) 9 Learn more about Excel, Support,
Connected Services: About Product ID, and Copyright information,

arrow at the top of the

left green pane to Account Add 2 senvice - o
close Backstage Options
view and return to the
document
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 [Fc].

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 2013 - 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.

B2

Try This Yourself:

Before you begin ensure Excel
has started and you have a
blank workbook open...

Click in cell B2 (column B, row
2) in the worksheet and then
click with the right mouse
button to display a shortcut
menu

Because you have clicked in a
worksheet cell the menu
includes a number of options
specific to what can be done in
and with the cell...

e e L R

EREES

Click anywhere else on the
worksheet with the left mouse
button to close the shortcut
menu

-

18|

Point to any of the tabs on the
ribbon

5

Calibi ~[11 = A" a" § -9 » &

=
=3

Paste Options:
-

O

Paste Special...

o

Insert...
Delete...

Clear Contents

Filter

Sort
L7 Insert Comment
Format Cells...

Pick From Drop-down List...

Define Name...

®

Hyperlink...

Right-click on the tab to
display a shortcut menu

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

Em Copy -~
¥ Format P
Clipboard

B2
Click anywhere in the

worksheet with the left mouse
button to close the shortcut 1

menu

RACT L AMALIT FARRALL AT

TATA REVIEW VIEW

LCustomize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon E-F‘Wrﬂp Text

Customize the Ribbon...

fi

= Merge & Cente

Collapse the Ribbon .
Alignment

5

For Your Reference...
To display a shortcut menu:

1. Point to the object or area of the screen on
which you want to perform an operation

2. Right-click to display the shortcut menu

Handy to Know...

Once a shortcut menu appears, the options
in it are selected by clicking on them with the
left mouse button, or pressing the letter
underlined in the menu option.
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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

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.

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

Format Cells ?
Mumber | Alignment Barder Fill Protection
Text boxes are Font: Fant style: Size:
used to enter Calibri Requilar 11
details such as ' Calibri Light (Heading ~ | [ETE - | = ~
font or size. Calibri (Bod Italic 9
T Agency FB Bold 10
By Aharoni Bold Italic Drop arrows
T Akkurat 12 . .
T Akkurat-Bold W 14 W provide a list of
Underline: Color: | options for the text
Mone v | I | (Y] Hormal font box when the arrow

Effects

Preview

Check boxes

[[] strikethrough

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

1 superseript
[] subseript

AaBbCcYyZz

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

Cancel

.

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

is clicked. The list
“drops down” from
the arrow.

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

© Watsonia Publishing

Page 11

Chapter 1 - Getting to Know Excel 2013



Microsoft Excel 2013 - Level 1

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.
H :
Try This Yourself: HOME = INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW
. &D 3 Cut Calibri - - AN === # ¢ Wrap Text General
Before you begin ensure pasie B COPY = | o R
Excel has started and you = Sromatpanter B 1 U H DA S == &8 EMVegeflenter - $ -
have a blank WOkaOOk Clipboard ] Font [Fl Alignment IF} M
open 02 - £ I"\’F::»nt Settings (Ctrl+Shift+F)

= = Customize your text to give it the
pm—— /| exactlook you want.

0 On the HOME tab, point to —

You can add a variety of styles and

the d|alog bOX IaunCher icon A B C D E T : colors to }'curtext__ as well as visual
in the Font group .'EO dISp|ay 1 | e:f:;:::c:”upcth as strikethrough and
a tooltip that explains what 2 ]

will happen if you click on it

e Click on the dialog box 0

launcher icon to open the
Font dialog box

This dialog box has a e
selection of controls to

v Format Cells ?

make formatting fOI’]tS Number I Alignmeﬂ EBorder Fill Protection
. I Font: Font style: Size:
easier... ), - WO
Calibri Regular 11
e Click on the Border tab I ETETTTET I — oo R A
This displays additional | Rhgenar e Eold taic
T Akkurat 12
controls that you can use to B Atk Bold . I v
adjust the borders around Underline: Color:
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e Click on the PAGE
LAYOUT tab, then click on

Print Titles in the Page Cancel
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
1. Click on a dialog box launcher icon, or icon actually displays a pane. For example, if

you click on the dialog box launcher icon in
the Clipboard group on the HOME tab, the
Clipboard pane appears.

e Click on a relevant command button, or
e Click on a menu option
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