icrosoft”®

Excel 2007

Quick Reference Card

Quick Access Toolbar Title bar

Close button

Office Button Formula Bar
I/égﬁ =, N ] = Bookl - Microsoft Excel - = =
- Home Insert Page Layout Formulas Data Review  View @ - - x|
% |catibri -l -] == General - [ conditional Formattingg - | S=Insert - )
2 BT Fd- [$ © % o | [ FormatasTable~ 5% Delete - §| W l?a Ribbon

e g oA |[EER]  [wS 5 Cell Styies = Elromat- | 2 fiters Selects

Clipboard ™ Font F) Alignment & || Number Styles Cells Editing i
Name —— AL - %]
box A B c D E F G H ] ] K L

1] |

2 |

2 Active cell Columns

E (currently in cell A1)

6

7 =

L L

s [— Rows

10 Scroll

u bars

12

13

14

15

16

177

M 4 » by Sheetl - Sheet? ~Sheet3 %] [ il

Ready L B | [ EET = 0] (Flss

' % |
Worksheet tabs -
Status bar View buttons  Zoom slider

The Fundamentals

TheOffice Buttoplocated in the upperaftd corner of
the program window, replaces the File mdrnin foun
previous versions of Microsoft Excel. The Office BL
contains basic file management commands, includi
Open, Save, Print and Close.

Office Button
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Docume

Preview and print the document

—

& Quick Print
Send the document directly to the default
A

Print
Select a printer, number of copies, and

DOpen other printing options before printing.

Save . . .
printer without making changes.
Print Preview

Preview and make changes to pages before
printing.

Save As  F

Print g

Prepare *

e XKPAT LD

55 Publish  *

J“ Close

| 23 waord options | [ X Exit Word |

{ To Create a New WorkboGkck the
Office ButtonselechNew and click
Createor pressCtrl>+<N>

9 To Open a Wdrkok:Click th©ffice
Buttonand selecpen or pressCirl>+
<0>

9§ To Save a Workbodgtick th@ Save
buttonon the Quick Access Toolbar,
press<CtrI>+ <S>
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The Excel 2007 Screen Keyboard Shortcuts

General

Open a Workbook
Create New

Save a Workbook
Print a Workbook
Close a Workbook
Help

<Ctrl> + <O>
<Ctrl> + <N>
<Ctrl> + <S>
<Ctrl> + <P>
<Ctrl> + <W>
<F1>

Run Spelling Check  <F7>

Navigation:

Move Between Cells <>, <@,
<« >, <- >

Go One Cell to <Tab>

the Right

Go One Cell to <Shift> +

the Left <Tab>

Down One Cell <Enter>

Up One Cell <Shift> +
<Enter>

Up One Screen <Page Up>

Down One Screen <Page Down>

To Cell A1 <Ctrl> +
<Home>

To Last Cell with Data

Open Go To
Dialog Box

<Ctrl> + <End>
<F5>

I To Save a Workbook with a Differen
NameClick th®ffice Buttonselect
Save Asand er’fr a new name for the
presentation.

{ To Preview a WorkbodHick th©ffice
Button point t&rint and seleétrint
Preview

| To Print a Workboo&lick th®ffice
Buttonand seledtrint, or pressCtrl>+
<Px

I To Quick PrinClick th&ffice Button
pont toPrint and sele€uick Print

{ To UndoClick th Undobutton on
the Quick Access Toolbar or ptessr
<Z>

{ To Close a WorkbodRlick thl >
Closebutton or pres&tri>+ <\W=>

f To Get HelfPress<F1>to open the He
window. Type your quesitd press
<Enter>

I To Exit ExceLlick th&©ffice Button
and clickxit Excel

Editing
Cut

Copy
Paste
Undo
Redo
Find
Replace
Select All

<Ctrl> + <X>
<Ctrl> + <C>
<Ctrl> + <v>
<Ctrl> + <Z>
<Ctrl> + <Y>
<Ctrl> + <F>

<Ctrl> + <H>

<Ctrl> + <A>

Formatting
Bold

Italics
Underline

Open Format Cells
Dialog Box

<Ctrl> + <B>
<Ctrl> + <I>
<Ctrl> + <U>

<Ctrl> + <E>
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