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What's new

» List functionality

» Improved statistical functions

» XML support

» Smart documents

» Document Workspaces

» Information Rights Management

» Compare workbooks side by side

» More new features
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Accessibility features in Excel

Microsoft Excel contains features that make software accessible to a wider range
of users, including those who have limited dexterity, low vision, or other
disabilities.

Keyboard shortcuts

Show or hide shortcut keys in ScreenTips

1. On the Tools menu, click Customize.

2. Click the Options tab.

3. Under Other, select or clear the Show ScreenTips on toolbars check box.
Note Changing this setting affects all of your Microsoft Office programs.

Get more information about keyboard shortcuts.

Change text size and color

Zoom the display in or out

In the Zoom box 1®* = click the size you want, or enter a number from 10 to
400.

To enlarge the selected area to fill the window, click Selection.

Note Zooming in or out does not affect printing. Sheets are printed at 100
percent unless you change the scaling on the Page tab of the Page Setup dialog
box (File menu).

Make toolbar buttons or drop-down list boxes larger

Do one of the following:



Increase the size of toolbar buttons

1. On the Tools menu, click Customize.
2. Click the Options tab.

3. Select the Large icons check box.

Change the width of a drop-down list box on a toolbar

1. Make sure the toolbar you want to change is visible.

How?
1. On the View menu, point to Toolbars.
2. Do one of the following:
m (Click the toolbar you want to display.

m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

2. On the Tools menu, click Customize.

3. With the Customize dialog box open, click the list box you want to change
— for example, the Font or Font Size box on the Formatting
toolbar.

4. Point to the left or right edge of the box. When the pointer changes to a
double-headed arrow, drag the edge of the box to change its width.

Zoom using the Microsoft Intellimouse pointing device

You can move around and zoom on your worksheet or chart sheet by using the
Microsoft IntelliMouse pointing device. For information about changing options
and viewing troubleshooting tips for the Microsoft IntelliMouse, see the
IntelliPoint Online User's Guide. (Click the Microsoft Windows Start button,



point to Programs, and then point to Microsoft Input Devices.)

To Do this
Scroll up or

down a few Rotate the wheel forward or back.
rows at a

time

Hold down thAe wheel button, and drag the pointer away from the
Pan through origin mark *3” in the direction you want to scroll. To speed up
a worksheet scrolling, drag away from the origin mark; to slow down
scrolling, drag toward the origin mark.
Click the wheel button, and then move the mouse in the direction
you want to scroll. To speed up scrolling, drag away from the
origin mark; to slow down scrolling, drag toward the origin mark.
To stop automatic scrolling, click any mouse button.
Zoom in or Hold down CTRL, and then rotate the IntelliMouse wheel
out forward or back.
Show detail Point to a cell that summarizes data in the outline, hold down
in outlines = SHIFT, and then roll the wheel forward.

Hide detail in Point to any cell that contains detail data, hold down SHIFT, and
outlines then roll the wheel back.

Pan through
a worksheet
automatically

Tip

If you use the Microsoft IntelliMouse pointing device to zoom more often than
you use it to scroll on a sheet, you can set the wheel button to zoom instead of
scroll. On the Tools menu, click Options, click the General tab, and then select
the Zoom on roll with IntelliMouse check box.

Customize toolbars and menus

Create a toolbar

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want, and then click OK.
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5. Click the Commands tab.
6. Do one of the following:

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the displayed
toolbar.
7. When you have added all the buttons and menus you want, click Clese.

Add a button to a toolbar

1. Make sure the toolbar you want to change is visible.

How?

1. On the View menu, point to Toolbars.
2. Do one of the following:
m Click the toolbar you want to display.
m To view more toolbars, click Customize. In the Customize dialog
box, click the Toolbars tab, and then select the check box for the
toolbar you want to display. Click Close.

Click the Toolbar Options arrow 4.

Point to Add or Remove Buttons, and then click Customize.

Click the Commands tab.

In the Categories box, click a category for the command you want the
button to perform.

Drag the command or macro you want from the Commands box to the
displayed toolbar.

7. On the Customize dialog box, click Close.
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Add a command to a menu



1. Display the toolbar that has the menu you want to add a command to: Click
Customize on the Tools menu, click the Toolbars tab, select the check box
for the toolbar, and then click Close.

2. On the Tools menu, click Customize, and then click the Commands tab.
3. In the Categories list, click the category for the command.

4. Drag the command you want from the Commands list over the menu you
want to add it to.

5. When the menu displays a list of commands, point to where you want the
command to appear, and then release the mouse button.

Automate entering and editing

Correct spelling and typing errors as you type

To correct your common typing errors automatically, you must specify the
commonly-mistyped word in advance.

1. On the Tools menu, click AutoCorrect Options, and then click the
AutoCorrect tab.

2. Make sure the Replace text as you type check box is selected.

3. In the Replace box, type the word you often mistype or misspell, for
example, type usualy.

4. In the With box, type the correct spelling of the word, for example, type
usually.

5. Click Add.

Note If you save a long phrase or passage of text as an AutoCorrect entry, you
can enter the text later by typing only a few letters. For example, you could type
afd to enter "Aperture Film Distributors."

Select the text you want to reuse, copy it, click Autocorrect Options on the
Tools menu, and then click the AutoCorrect tab. In the Replace box, type a



unique sequence of characters, a sequence that you would not usually type in a
workbook. Click in the With box, press CTRL+V to paste the copied text, and
then click Add.

Quickly fill in repeated entries in a column

If the first few characters you type in a cell match an existing entry in that
column, Microsoft Excel fills in the remaining characters for you. Excel
completes only those entries that contain text or a combination of text and
numbers; entries that contain only numbers, dates, or times are not completed.

e To accept the proposed entry, press ENTER. The completed entry exactly
matches the pattern of uppercase and lowercase letters of the existing
entries.

e To replace the automatically entered characters, continue typing.
e To delete the automatically entered characters, press BACKSPACE.

¢ To select from a list of entries already in the column, press ALT + DOWN
ARROW, or right-click the cell and then click Pick from List on the
shortcut menu.
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Keyboard shortcuts

Some of the content in this topic may not be applicable to some languages.

To print this topic, press TAB to select Show All, press ENTER, and then press
CTRL+P.

Keyboard shortcuts for using the Help

Keyboard shortcuts for using the Help task pane and Help window

The Help Pane is a task pane that provides access to all Office Help content. As
a task pane, the Help Pane appears as part of the active application. The Help
window displays topics and other Help content and appears as a window next to,
but separate from, the active application.



In the Help task pane

F1
Display the Help task pane.
F6
Switch between the Help task pane and the active application.
TAB
Select the next item in the Help task pane.
SHIFT+TAB
Select the previous item in the Help task pane.
ENTER
Perform the action for the selected item.
DOWN ARROW and UP ARROW
In a Table of Contents, select the next and previous item, respectively.
RIGHT ARROW and LEFT ARROW
In a Table of Contents, expand and collapse the selected item, respectively.
ALT+LEFT ARROW
Move back to the previous task Pane.
ALT+RIGHT ARROW
Move forward to the next task Pane.
CTRL+SPACEBAR
Open the menu of Pane options.
CTRL+F1
Close and reopen the current task pane.
RIGHT ARROW
Expand a +/- list.
LEFT ARROW
Collapse a +/- list.



In the Help window

TAB
Select the next hidden text or hyperlink, or Show All or Hide All at the top
of a topic

SHIFT+TAB
Select the previous hidden text or hyperlink, or the Browser View button at
the top of a Microsoft Office Web site article

ENTER
Perform the action for the selected Show All, Hide All, hidden text, or
hyperlink

ALT+LEFT ARROW
Move back to the previous Help topic.

ALT+RIGHT ARROW
Move forward to the next Help topic.

CTRL+P
Print the current Help topic.

UP ARROW AND DOWN ARROW
Scroll small amounts up and down, respectively, within the currently-
displayed Help topic.

PAGE UP AND PAGE DOWN
Scroll larger amounts up and down, respectively, within the currently-
displayed Help topic.

ALT+U
Change whether the Help window appears connected to (tiled) or separate
from (untiled) the active application.

SHIFT+F10
Display a menu of commands for the Help window; requires that the Help
window have active focus (click an item in the Help window).

Keys for the Office interface

Display and use windows

ALT+TAB
Switch to the next program.
ALT+SHIFT+TAB



Switch to the previous program.
CTRL+ESC
Display the Windows Start menu.
CTRL+W or CTRL+F4
Close the selected workbook window.
CTRL+F5
Restore the window size of the selected workbook window.
F6
Switch to the next pane in a worksheet that has been split (Window menu,
Split command).
SHIFT+F6
Switch to the previous pane in a worksheet that has been split.
CTRL+F6
When more than one workbook window is open, switch to the next
workbook window.
CTRL+SHIFT+F6
Switch to the previous workbook window.
CTRL+F7
When a workbook window is not maximized, perform the Move command
(on the Control menu for the workbook window). Use the arrow keys to
move the window, and when finished press ESC.
CTRL+F8
When a workbook window is not maximized, perform the Size command
(on the Control menu for the workbook window). Use the arrow keys to
resize the window, and when finished press ESC.
CTRL+F9
Minimize a workbook window to an icon.
CTRL+F10
Maximize or restore the selected workbook window.
PRTSCR
Copy a picture of the screen to the Clipboard.
ALT+PRINT SCREEN
Copy a picture of the selected window to the Clipboard.

Access and use smart tags

ALT+SHIFT+F10
Display the menu or message for a smart tag. If more than one smart tag is
present, switch to the next smart tag and display its menu or message.



DOWN ARROW
Select the next item in a smart tag menu.
UP ARROW
Select the previous item in a smart tag menu.
ENTER
Perform the action for the selected item in a smart tag menu.
ESC
Close the smart tag menu or message.

Tip

You can ask to be notified by a sound whenever a smart tag appears. To hear
audio cues, you must have a sound card. You must also have Microsoft Office
Sounds installed on your computer.

If you have access to the World Wide Web, you can download Microsoft Office
Sounds from the Microsoft Office Web site. On the Help menu, click Microsoft
Office Online and search for "Microsoft Office Sounds." After you've installed
the sound files, you need to select the Provide feedback with sound check box
on the General tab of the Options dialog box (Tools menu). When you select
(or clear) this check box, the setting affects all Office programs that support
sound.

Access and use task panes

F6
Move to a task pane from another pane in the program window. (You may
need to press F6 more than once.)

Note If pressing F6 doesn't display the task pane you want, try pressing
ALT to place focus on the menu bar, and then pressing CTRL+TAB to
move to the task pane.

CTRL+TAB
When a menu or toolbar is active, move to a task pane. (You may need to
press CTRL+TAB more than once.)

TAB or SHIFT+TAB
When a task pane is active, select the next or previous option in the task
pane



CTRL+SPACEBAR
Display the full set of commands on the task pane menu
DOWN ARROW or UP ARROW
Move among choices in a selected submenu; move among certain options
in a group of options
SPACEBAR or ENTER
Open the selected menu, or perform the action assigned to the selected
button
SHIFT+F10
Open a shortcut menu; open a drop-down menu for the selected gallery item
HOME or END
When a menu or submenu is visible, select the first or last command on the
menu or submenu
PAGE UP or PAGE DOWN
Scroll up or down in the selected gallery list
CTRL+HOME or CTRL+END
Move to the top or bottom of the selected gallery list

Access and use menus and toolbars

F10 or ALT
Select the menu bar, or close an open menu and submenu at the same time.
TAB or SHIFT+TAB
When a toolbar is selected, select the next or previous button or menu on
the toolbar.
CTRL+TAB or CTRL+SHIFT+TAB
When a toolbar is selected, select the next or previous toolbar.
ENTER
Open the selected menu, or perform the action for the selected button or
command.
SHIFT+F10
Display the shortcut menu for the selected item.
ALT+SPACEBAR
Display the Control menu for the Excel window.
DOWN ARROW or UP ARROW
When a menu or submenu is open, select the next or previous command.
LEFT ARROW or RIGHT ARROW
Select the menu to the left or right. When a submenu is open, switch
between the main menu and the submenu.




HOME or END
Select the first or last command on the menu or submenu.
ESC
Close an open menu. When a submenu is open, close only the submenu.
CTRL+DOWN ARROW
Display the full set of commands on a menu.
CTRL+7
Show or hide the Standard toolbar.

Note You can select any menu command on the menu bar or on a displayed
toolbar with the keyboard. To select the menu bar, press ALT. Then to select a
toolbar, press CTRL+TAB repeatedly until you select the toolbar you want.
Press the underlined letter in the menu that contains the command you want. In
the menu that appears, press the underlined letter in the command that you want.

Resize and move toolbars and task panes

1. Press ALT to select the menu bar.

2. Press CTRL+TAB repeatedly to select the toolbar or task pane you want.

3. Do one of the following:

Resize a toolbar

1. In the toolbar, press CTRL+SPACE to display the Toolbar Options
menu.

2. Select the Size command, and then press ENTER.

3. Use the arrow keys to resize the toolbar.

Move a toolbar

1. In the toolbar, press CTRL+SPACE to display the Toolbar Options
menu.

2. Select the Move command, and then press ENTER.



. Use the arrow keys to position the toolbar. Press CTRL+ the arrow
keys to move one pixel at a time. To undock the toolbar, press DOWN
ARROW repeatedly. To dock the toolbar vertically on the left or right
side, press LEFT ARROW or RIGHT ARROW respectively when the
toolbar is all the way to the left or right side.

Resize a task pane

. In the task pane, press CTRL+SPACE to display a menu of additional
commands.

. Use the DOWN ARROW key to select the Size command, and then
press ENTER.

. Use the arrow keys to resize the task pane. Use CTRL+ the arrow keys
to resize by one pixel at a time.

Move a task pane

. In the task pane, press CTRL+SPACE to display a menu of additional
commands.

. Use the DOWN ARROW key to select the Move command, and then
press ENTER.

. Use the arrow keys to position the task pane. Use CTRL+ the arrow
keys to move one pixel at a time.

4. When you are finished moving or resizing, press ESC.

Use dialog boxes

Move to the next option or option group.
SHIFT+TAB

Move to the previous option or option group.
CTRL+TAB or CTRL+PAGE DOWN

Switch to the next tab in a dialog box.
CTRL+SHIFT+TAB or CTRL+PAGE UP



Switch to the previous tab in a dialog box.
Arrow keys
Move between options in an open drop-down list, or between options in a
group of options.
SPACEBAR
Perform the action for the selected button, or select or clear the selected
check box.
First letter of an option in a drop-down list
Open the list if it is closed and move to that option in the list.
ALT+ the underlined letter in an option
Select an option, or select or clear a check box.
ALT+DOWN ARROW
Open the selected drop-down list.
ENTER
Perform the action for the default command button in the dialog box (the
button with the bold outline, often the OK button).
ESC
Cancel the command and close the dialog box.

Use edit boxes within dialog boxes

An edit box is a blank in which you type or paste an entry, such as your user
name or the path to a folder.

HOME

Move to the beginning of the entry.
END

Move to the end of the entry.
LEFT ARROW or RIGHT ARROW

Move one character to the left or right.
CTRL+LEFT ARROW

Move one word to the left.
CTRL+RIGHT ARROW

Move one word to the right.
SHIFT+LEFT ARROW

Select or unselect one character to the left.
SHIFT+RIGHT ARROW

Select or unselect one character to the right.
CTRL+SHIFT+LEFT ARROW



Select or unselect one word to the left.
CTRL+SHIFT+RIGHT ARROW

Select or unselect one word to the right.
SHIFT+HOME

Select from the insertion point to the beginning of the entry.
SHIFT+END

Select from the insertion point to the end of the entry.

Use the Open, Save As, and Insert Picture dialog boxes

The Open, Insert Picture, and Save As dialog boxes support standard dialog
box keyboard shortcuts. (To view standard shortcuts for dialog boxes, refer to
the Use Dialog Boxes and Use Edit Boxes Within Dialog Boxes sections in the
main Keyboard Shortcuts topic.) These dialog boxes also support the shortcuts
below.

ALT+1
Go to the previous folder
ALT+2
Up One Level 2] button: open the folder up one level above the open
folder
ALT+3
Search the Web X/ button: close the dialog box and open your Web search
page
ALT+4
Delete |7 | button: delete the selected folder or file
ALT+5
Create New Folder |4 button: create a new folder
ALT+6
Views =l button: switch among available folder views
ALT+7 or ALT+L
Tools button: show the Tools menu
SHIFT+F10
Display a shortcut menu for a selected item such as a folder or file
TAB
Move between options or areas in the dialog box
F4 or ALT+I
Open the Look in list




F5
Refresh the file list

Keys for workbooks and worksheets

Preview and print

CTRL+P or CTRL+SHIFT+F12
Display the Print dialog box.

Use the following keys in print preview (to get to print preview, press ALT+F,
then press V):

Arrow keys
Move around the page when zoomed in.
PAGE UP or PAGE DOWN
Move by one page when zoomed out.
CTRL+UP ARROW or CTRL+LEFT ARROW
Move to the first page when zoomed out.
CTRL+DOWN ARROW or CTRL+RIGHT ARROW
Move to the last page when zoomed out.

Work with worksheets

SHIFT+F11 or ALT+SHIFT+F1
Insert a new worksheet.
CTRL+PAGE DOWN
Move to the next sheet in the workbook.
CTRL+PAGE UP
Move to the previous sheet in the workbook.
SHIFT+CTRL+PAGE DOWN
Select the current and next sheet. To cancel selection of multiple sheets,
press CTRL+PAGE DOWN or, to select a different sheet, press
CTRL+PAGE UP.
SHIFT+CTRL+PAGE UP
Select the current and previous sheet.
ALT+O HR
Rename the current sheet (Format menu, Sheet submenu, Rename



command).
ALT+EM
Move or copy the current sheet (Edit menu, Move or Copy Sheet
command).
ALT+E L
Delete the current sheet (Edit menu, Delete Sheet command).

Move and scroll within worksheets

Arrow keys

Move one cell up, down, left, or right.
CTRL+arrow key

Move to the edge of the current data region.
HOME

Move to the beginning of the row.
CTRL+HOME

Move to the beginning of the worksheet.
CTRL+END

Move to the last cell on the worksheet, in the bottom-most used row of the
rightmost used column.
PAGE DOWN
Move down one screen.
PAGE UP
Move up one screen.
ALT+PAGE DOWN
Move one screen to the right.
ALT+PAGE UP
Move one screen to the left.
F6
Switch to the next pane in a worksheet that has been split (Window menu,
Split command).
SHIFT+F6
Switch to the previous pane in a worksheet that has been split.
CTRL+BACKSPACE
Scroll to display the active cell.
F5
Display the Go To dialog box.
SHIFT+F5
Display the Find dialog box.



SHIFT+F4
Repeat the last Find action (same as Find Next).
TAB
Move between unlocked cells on a protected worksheet.

Move within a selected range

ENTER
Move from top to bottom within the selected range.
SHIFT+ENTER
Move from bottom to top within the selected range.
TAB
Move from left to right within the selected range. If cells in a single column
are selected, move down.
SHIFT+TAB
Move from right to left within the selected range. If cells in a single column
are selected, move up.
CTRL+PERIOD
Move clockwise to the next corner of the selected range.
CTRL+ALT+RIGHT ARROW
In nonadjacent selections, switch to the next selection to the right.
CTRL+ALT+LEFT ARROW
Switch to the next nonadjacent selection to the left.

Note You can change the direction of movement after pressing ENTER or
SHIFT+ENTER: press ALT+T and then O (Tools menu, Options command),
press CTRL+TAB until the Edit tab is selected, and then change the Move
selection after Enter settings.

Move and scroll in End mode

END appears in the status bar when End mode is selected.

END key
Turn End mode on or off.
END+arrow key
Move by one block of data within a row or column.
END+HOME
Move to the last cell on the worksheet, in the bottom-most used row of the



rightmost used column.

END+ENTER
Move to the rightmost nonblank cell in the current row. This key sequence
does not work if you have turned on transition navigation keys (Tools
menu, Options command, Transition tab).

Move and scroll with SCROLL LLOCK on

When you use scrolling keys (such as PAGE UP and PAGE DOWN) with
SCROLL LOCK off, cell selection moves the distance you scroll. To scroll
without changing which cells are selected , turn on SCROLL LOCK first.

SCROLL LOCK

Turn SCROLL LOCK on or off.
HOME

Move to the cell in the upper-left corner of the window.
END

Move to the cell in the lower-right corner of the window.
UP ARROW or DOWN ARROW

Scroll one row up or down.
LEFT ARROW or RIGHT ARROW

Scroll one column left or right.

Keys for selecting data and cells

Select cells, rows and columns, and objects

CTRL+SPACEBAR

Select the entire column.
SHIFT+SPACEBAR

Select the entire row.
CTRL+A

Select the entire worksheet.
SHIFT+BACKSPACE

With multiple cells selected, select only the active cell.
CTRL+SHIFT+SPACEBAR

With an object selected, select all objects on a sheet.
CTRL+6



Alternate between hiding objects, displaying objects, and displaying
placeholders for objects.

Select cells with specific characteristics

CTRL+SHIFT+* (asterisk)
Select the current region around the active cell (the data area enclosed by
blank rows and blank columns). In a PivotTable report, select the entire
PivotTable report.
CTRL+/
Select the array containing the active cell.
CTRL+SHIFT+O (the letter O)
Select all cells that contain comments.
CTRL+\
In a selected row, select the cells that don't match the value in the active
cell.
CTRL+SHIFTH|
In a selected column, select the cells that don't match the value in the active
cell.
CTRL+[ (opening bracket)
Select all cells directly referenced by formulas in the selection.
CTRL+SHIFT+{ (opening brace)
Select all cells directly or indirectly referenced by formulas in the selection.
CTRL+] (closing bracket)
Select cells that contain formulas that directly reference the active cell.
CTRL+SHIFT+} (closing brace)
Select cells that contain formulas that directly or indirectly reference the
active cell.
ALT+; (semicolon)
Select the visible cells in the current selection.

Extend a selection

F8
Turn extend mode on or off. In extend mode, EXT appears in the status
line, and the arrow keys extend the selection.

SHIFT+F8
Add another range of cells to the selection; or use the arrow keys to move



to the start of the range you want to add, and then press F8 and the arrow
keys to select the next range.
SHIFT+arrow key
Extend the selection by one cell.
CTRL+SHIFT+arrow key
Extend the selection to the last nonblank cell in the same column or row as
the active cell.
SHIFT+HOME
Extend the selection to the beginning of the row.
CTRL+SHIFT+HOME
Extend the selection to the beginning of the worksheet.
CTRL+SHIFT+END
Extend the selection to the last used cell on the worksheet (lower-right
corner).
SHIFT+PAGE DOWN
Extend the selection down one screen.
SHIFT+PAGE UP
Extend the selection up one screen.
END+SHIFT+arrow key
Extend the selection to the last nonblank cell in the same column or row as
the active cell.
END+SHIFT+HOME
Extend the selection to the last used cell on the worksheet (lower-right
corner).
END+SHIFT+ENTER
Extend the selection to the last cell in the current row. This key sequence
does not work if you have turned on transition navigation keys (Tools
menu, Options command, Transition tab).
SCROLL LOCK+SHIFT+HOME
Extend the selection to the cell in the upper-left corner of the window.
SCROLL LOCK+SHIFT+END
Extend the selection to the cell in the lower-right corner of the window.

Keys for entering, editing, formatting, and calculating data

Enter data

ENTER



Complete a cell entry and select the cell below.
ALT+ENTER

Start a new line in the same cell.
CTRL+ENTER

Fill the selected cell range with the current entry.
SHIFT+ENTER

Complete a cell entry and select the previous cell above.
TAB

Complete a cell entry and select the next cell to the right.
SHIFT+TAB

Complete a cell entry and select the previous cell to the left.
ESC

Cancel a cell entry.
Arrow keys

Move one character up, down, left, or right.
HOME

Move to the beginning of the line.
F4 or CTRL+Y

Repeat the last action.
CTRL+SHIFT+F3

Create names from row and column labels.
CTRL+D

Fill down.
CTRL+R

Fill to the right.
CTRL+F3

Define a name.
CTRL+K

Insert a hyperlink.
CTRL+; (semicolon)

Enter the date.
CTRL+SHIFT+: (colon)

Enter the time.
ALT+DOWN ARROW

Display a drop-down list of the values in the current column of a range.
CTRL+Z

Undo the last action.



Enter special characters

Press F2 to edit the cell, turn on NUM LOCK, and then press the following keys
by using the numeric key pad:

ALT+0162

Enters the cent character ¢.
ALT+0163

Enters the pound sterling character £.
ALT+0165

Enters the yen symbol ¥.
ALT+0128

Enters the euro symbol €.

Enter and calculate formulas

= (equal sign)
Start a formula.
F2
Move the insertion point into the Formula Bar when editing in a cell is
turned off.
BACKSPACE
In the Formula Bar, delete one character to the left.
ENTER
Complete a cell entry from the cell or Formula Bar.
CTRL+SHIFT+ENTER
Enter a formula as an array formula.
ESC
Cancel an entry in the cell or Formula Bar.
SHIFT+F3
In a formula, display the Insert Function dialog box.
CTRL+A
When the insertion point is to the right of a function name in a formula,
display the Function Arguments dialog box.
CTRL+SHIFT+A
When the insertion point is to the right of a function name in a formula,
insert the argument names and parentheses.
F3




Paste a defined name into a formula.

ALT+= (equal sign)
Insert an AutoSum formula with the SUM function.

CTRL+SHIFT+" (quotation mark)
Copy the value from the cell above the active cell into the cell or the
Formula Bar.

CTRL+' (apostrophe)
Copies a formula from the cell above the active cell into the cell or the
Formula Bar.

CTRL+" (single left quotation mark)
Alternate between displaying cell values and displaying formulas.

F9
Calculate all worksheets in all open workbooks.
When a portion of a formula is selected, calculate the selected portion. You
can then press ENTER or CTRL+SHIFT+ENTER (for array formulas) to
replace the selected portion with the calculated value.

SHIFT+F9
Calculate the active worksheet.

CTRL+ALT+F9
Calculate all worksheets in all open workbooks, regardless of whether they
have changed since the last calculation.

CTRL+ALT+SHIFT+F9
Rechecks dependent formulas and then calculates all cells in all open
workbooks, including cells not marked as needing to be calculated.

Edit data
F2
Edit the active cell and position the insertion point at the end of the cell
contents.
ALT+ENTER
Start a new line in the same cell.
BACKSPACE

Edit the active cell and then clear it, or delete the preceding character in the
active cell as you edit cell contents.

DELETE
Delete the character to the right of the insertion point, or delete the
selection.

CTRL+DELETE



Delete text to the end of the line.
F7
Display the Spelling dialog box.
SHIFT+F2
Edit a cell comment.
ENTER
Complete a cell entry and select the next cell below.
CTRL+Z
Undo the last action.
ESC
Cancel a cell entry.
CTRL+SHIFT+Z
When the AutoCorrect Smart Tags is displayed, undo or redo the last
automatic correction.

Insert, delete, and copy cells

CTRL+C
Copy the selected cells.
CTRL+C, immediately followed by another CTRL+C
Display the Microsoft Office Clipboard (multiple copy and paste).
CTRL+X
Cut the selected cells.
CTRL+V
Paste copied cells.
DELETE
Clear the contents of the selected cells.
CTRL+HYPHEN
Delete the selected cells.
CTRL+SHIFT+PLUS SIGN
Insert blank cells.

Format data

ALT+' (apostrophe)

Display the Style dialog box.
CTRL+1

Display the Format Cells dialog box.



CTRL+SHIFT+~
Apply the General number format.
CTRL+SHIFT+$
Apply the Currency format with two decimal places (negative numbers in
parentheses).
CTRL+SHIFT+%
Apply the Percentage format with no decimal places.
CTRL+SHIFT+A
Apply the Exponential number format with two decimal places.
CTRL+SHIFT+#
Apply the Date format with the day, month, and year.
CTRL+SHIFT+@
Apply the Time format with the hour and minute, and AM or PM.
CTRL+SHIFT+!
Apply the Number format with two decimal places, thousands separator,
and minus sign (-) for negative values.
CTRL+B
Apply or remove bold formatting.
CTRL+I
Apply or remove italic formatting.
CTRL+U
Apply or remove underlining.
CTRL+5
Apply or remove strikethrough.
CTRLA+9
Hide the selected rows.
CTRL+SHIFT+( (opening parenthesis)
Unhide any hidden rows within the selection.
CTRL+O0 (zero)
Hide the selected columns.
CTRL+SHIFT+) (closing parenthesis)
Unhide any hidden columns within the selection.
CTRL+SHIFT+&
Apply the outline border to the selected cells.
CTRL+SHIFT+_
Remove the outline border from the selected cells.

Use the Border tab in the Format Cells dialog box




Press CTRL+1 to display this dialog box.

ALT+T
Apply or remove the top border.
ALT+B
Apply or remove the bottom border.
ALT+L
Apply or remove the left border.
ALT+R
Apply or remove the right border.
ALT+H
If cells in multiple rows are selected, apply or remove the horizontal
divider.
ALT+V
If cells in multiple columns are selected, apply or remove the vertical
divider.
ALT+D
Apply or remove the downward diagonal border.
ALT+U
Apply or remove the upward diagonal border.

Keys for filtering, outlining, and managing ranges

Use data forms (Data menu, Form command)

DOWN ARROW

Move to the same field in the next record.
UP ARROW

Move to the same field in the previous record.
TAB and SHIFT+TAB

Move to each field in the record, then to each command button.
ENTER

Move to the first field in the next record.
SHIFT+ENTER

Move to the first field in the previous record.
PAGE DOWN

Move to the same field 10 records forward.
CTRL+PAGE DOWN




Start a new, blank record.
PAGE UP

Move to the same field 10 records back.
CTRL+PAGE UP

Move to the first record.
HOME or END

Move to the beginning or end of a field.
SHIFT+END

Extend selection to the end of a field.
SHIFT+HOME

Extend selection to the beginning of a field.
LEFT ARROW or RIGHT ARROW

Move one character left or right within a field.
SHIFT+LEFT ARROW

Select the character to the left within a field.
SHIFT+RIGHT ARROW

Select the character to the right within a field.

Filter ranges (Data menu, AutoFilter command)

ALT+DOWN ARROW
In the cell that contains the drop-down arrow, displays the AutoFilter list for
the current column.
DOWN ARROW
Selects the next item in the AutoFilter list.
UP ARROW
Selects the previous item in the AutoFilter list.
ALT+UP ARROW
Closes the AutoFilter list for the current column.
HOME
Selects the first item (All) in the AutoFilter list.
END
Selects the last item in the AutoFilter list.
ENTER
Filters the range based on the item selected from the AutoFilter list.

Show, hide, and outline data




ALT+SHIFT+RIGHT ARROW

Groups rows or columns.
ALT+SHIFT+LEFT ARROW

Ungroups rows or columns.
CTRL+8

Displays or hides the outline symbols.
CTRLA+9

Hides the selected rows.
CTRL+SHIFT+( (opening parenthesis)

Unhides any hidden rows within the selection.
CTRL+O0 (zero)

Hides the selected columns.
CTRL+SHIFT+) (closing parenthesis)

Unhides any hidden columns within the selection.

Keys for PivotTable and PivotChart reports

Lay out a report onscreen

1. Press F10 to make the menu bar active.

2. Press CTRL+TAB or CTRL+SHIFT+TAB to make the PivotTable Field
List active.

3. Press the DOWN ARROW or UP ARROW key to select the field you want.
Press RIGHT ARROW or LEFT ARROW to open or close a field that can
be expanded.

4. Press TAB to select the Add To list, and then press DOWN ARROW to
open the list.

5. Press DOWN ARROW or UP ARROW to select the area where you want
to move the field, and then press ENTER.

6. Press TAB to select the Add To button, and then press ENTER.

Use the PivotTable and PivotChart Wizard — L.ayout dialog box

To display this dialog box, press TAB until Layout is selected in Step 3 of the



PivotTable and PivotChart Wizard.

UP ARROW or DOWN ARROW
Selects the previous or next field button in the list on the right.
LEFT ARROW or RIGHT ARROW
With two or more columns of field buttons, selects the button to the left or
right.
ALT+R
Moves the selected field into the Row area.
ALT+C
Moves the selected field into the Column area.
ALT+D
Moves the selected field into the Data area.
ALT+P
Moves the selected field into the Page area.
ALT+L
Displays the PivotTable Field dialog box for the selected field.

Display and hide items in a field

ALT+DOWN ARROW
Displays the drop-down list for a field in a PivotTable or PivotChart report.
Use the arrow keys to select the field.
UP ARROW
Selects the previous item in the range.
DOWN ARROW
Selects the next item in the range.
RIGHT ARROW
For an item that has lower-level items available, displays the lower-level
items.
LEFT ARROW
For an item that has lower-level items displayed, hides the lower-level
items.
HOME
Selects the first visible item in the list.
END
Selects the last visible item in the list.
ENTER
Closes the list and displays the selected items.



SPACEBAR
Checks, double-checks, or clears a check box in the list. Double-check
selects both an item and all of its llower-level items.

TAB
Switches between the list, the OK button, and the Cancel button.

Change the layout of a report

CTRL+SHIFT+* (asterisk)

Selects an entire PivotTable report.
ALT+SHIFT+RIGHT ARROW

Groups the selected items in a PivotTable field.
ALT+SHIFT+LEFT ARROW

Ungroups grouped items in a PivotTable field.

Keys for charts

Create charts and select chart elements

F11 or ALT+F1
Creates a chart of the data in the current range.
CTRL+PAGE DOWN
Selects a chart sheet: selects the next sheet in the workbook, until the chart
sheet you want is selected.
CTRL+PAGE UP
Selects a chart sheet: selects the previous sheet in the workbook, until the
chart sheet you want is selected.
DOWN ARROW
Select the previous group of elements in a chart.
UP ARROW
Selects the next group of elements in a chart.
RIGHT ARROW
Selects the next element within a group.
LEFT ARROW
Selects the previous element within a group.

Select an embedded chart
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. Display the Drawing toolbar: Press ALT+V, press T, press DOWN

ARROW until Drawing is selected, and then press ENTER.

Press F10 to make the menu bar active.

Press CTRL+TAB or CTRL+SHIFT+TAB to select the Drawing toolbar.
Press the RIGHT ARROW key to select the Select Objects | | button on
the Drawing toolbar.

Press CTRL+ENTER to select the first object.

Press the TAB key to cycle forward (or SHIFT+TAB to cycle backward)
through the objects until round sizing handles appear on the embedded
chart you want to select.

Press CTRL+ENTER to make the chart active so that you can select
elements within it.

Keys for drawing objects and other objects

When both the Reviewing and Drawing toolbars are onscreen, ALT+U switches
between the Review command and the AutoShapes command, and ENTER
performs the selected command.

Select a drawing object

When you're editing text in a drawing object, you can select the next or previous
object by pressing TAB or SHIFT+TAB. Starting from a worksheet, do the
following:

1.

2.
3.

4.

Press F10, press CTRL+TAB to select the Drawing toolbar, and then press
RIGHT ARROW to select the Select Objects | | button.

Press CTRL+ENTER to select the first drawing object.

Press the TAB key to cycle forward (or SHIFT+TAB to cycle backward)
through the objects until sizing handles appear on the object you want to
select.

If an object is grouped, TAB selects the group, then each object within the
group, and then the next object.

To switch back to the worksheet when an object is selected, press ESC.

Insert an AutoShape
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Press ALT+U to select the AutoShapes menu on the Drawing toolbar.
Use the arrow keys to move to the category of AutoShapes you want, and
then press the RIGHT ARROW key.

Use the arrow keys to select the AutoShape you want.

Press CTRL+ENTER.

To format the AutoShape, press CTRL+1 to display the Format
AutoShape dialog box.

Insert a text box

. Press F10, press CTRL+TAB to select the Drawing toolbar, and then press

RIGHT ARROW to select the Text Box ==/ button.
Press CTRL+ENTER.

Type the text you want in the text box.

Do one of the following:

To return to the worksheet when you are finished typing, press ESC twice.

To format the text box, press ESC, and then press CTRL+1 to display the
Format Text Box dialog box. When you finish formatting, press ENTER,
and then press ESC to return to the worksheet.

Insert WordArt

. Press ALT+I, then press P, then press W (Insert menu, Picture submenu,

WordArt command).

Use the arrow keys to select the WordArt style you want, and then press
ENTER.

Type the text you want, and then use the TAB key to select other options in
the dialog box.

Press ENTER to insert the WordArt object.

To format the WordArt object, use the tools on the Word Art toolbar, or
press CTRL+1 to display the Format WordArt dialog box.

Rotate a drawing object

Select the drawing object you want to rotate.
Press CTRL+1 to display the Format menu for the object, and then press
CTRL+TAB to select the Size tab.
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Press ALT+T to select the Rotation box.
Use the arrow keys to select the amount of rotation you want.

Change the size of a drawing object

Select the drawing object you want to resize.

Press CTRL+1 to display the Format menu for the object, and then press
CTRL+TAB to select the Size tab.

Select the options you want to change the size.

Move a drawing object

Select the drawing object you want to move.

Press the arrow keys to move the object.

To position the object precisely, press CTRL+ an arrow key to move the
object in one-pixel increments.

Copy drawing objects and their attributes

To make a copy of a drawing object, select the object and press CTRL+D. To
copy attributes such as fill color and line style from one object to another, do the
following:

1.

Select the drawing object with the attributes you want to copy.

For AutoShapes with text, the text format is copied along with the other
attributes.

Press CTRL+SHIFT+C to copy the object attributes.

Press TAB or SHIFT+TAB to select the object you want to copy the
attributes to.

Press CTRL+SHIFT+V to copy the attributes to the object.

Keys for use with speech, e-mail, macros, and other languages

Use speech recognition and text-to-speech

CTRL



Switches between command mode and dictation mode.
ESC
Stops reading when text is being read aloud.

Send e-mail messages

To use keys to send e-mail messages, you must configure Microsoft Outlook as
your default e-mail program. Most of these keys do not work with Outlook
Express.

SHIFT+TAB
When cell A1 is selected, moves to the Introduction box in the e-mail
message header. In the message header, moves to the Subject, Bcc (if
displayed), Cc, To, and From (if displayed) boxes, then to the address book
for the Bcc, Cc, To, and From boxes, and then to cell A1l.
ALT+S
Sends the e-mail message.
CTRL+SHIFT+B
Opens the Address Book.
ALT+O
Opens the Options menu for access to the Options, Bcc Field, and From
Field commands.
ALT+P
Opens the Outlook Message Options dialog box (Options menu, Options
command).
ALT+K
Checks the names in the To, Cc, and Bcc boxes against the Address Book.
ALT+PERIOD
Opens the Address Book for the To box.
ALT+C
Opens the Address Book for the Cc box.
ALT+B
If the Bcc box is displayed, opens the Address Book for the Bcc box.
ALT+]J
Goes to the Subject box.
CTRL+SHIFT+G
Creates a message flag.
ALT+A
Adds interactivity to the range or sheet being sent.



Work with macros

ALT+F8

Displays the Macro dialog box.
ALT+F11

Displays the Visual Basic Editor.
CTRL+F11

Inserts a Microsoft Excel 4.0 macro sheet.

Work with multiple national languages

CTRL+RIGHT SHIFT
Switches to right-to-left paragraph direction (the text must contain only
neutral characters).

CTRL+LEFT SHIFT
Switches to left-to-right paragraph direction (the text must contain only
neutral characters).

ALT+SHIFT+UP ARROW
In Japanese text for which you've displayed phonetic guides, moves the
pointer into the phonetic guides.

ALT+SHIFT+DOWN ARROW
Moves the pointer from the phonetic guides back to the parent string of
characters.

NUM LOCK, ALT+numeric pad numbers
Enter a unicode character.

ALT+X
Pressed immediately after typing the hexadecimal code for a unicode
character, converts the numbers to the character.
Pressed immediately following a unicode character, converts the character
to its hexadecimal code.
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Excel specifications and limits

Worksheet and workbook specifications

Feature Maximum limit
Open workbooks Limited by available memory and system resources
Worksheet size 65,536 rows by 256 columns
Column width 255 characters
Row height 409 points
Page breaks 1000 horizontal and vertical
Length of cell 32,767 characters. Only 1,024 display in a cell; all 32,767
contents (text) display in the formula bar.
Sheets in a workbook Limited by available memory (default is 3 sheets)
Colors in a
workbook >
Cell styles in a 4,000

workbook

Named views in a

workbook Limited by available memory

Custom number

Limited by available memory
formats

Names in a

workbook Limited by available memory

Windows in a

Limited by system resources
workbook y sy

Panes in a window 4

Linked sheets Limited by available memory

Limited by available memory; a summary report shows

Scenarios : .
only the first 251 scenarios

Changing cells in a

: 32
scenario

Adjustable cellsin g
Solver



Limited by available memory

10 percent to 400 percent

Limited by available memory

Sort references 3 in a single sort; unlimited when using sequential sorts

Custom functions
Zoom range
Reports

Undo levels 16
Fields in a data form 32

Custom toolbars in a
workbook

Custom toolbar
buttons

Workgroup specifications

Feature

Users who can open and share a
shared workbook at the same time

Personal views in a shared
workbook

Days that change history is
maintained

Workbooks that can be merged at
one time

Cells that can be highlighted in a
shared workbook

Colors used to identify changes
made by different users when
change highlighting is turned on

Calculation specifications

Feature
Number
precision

Largest
number

15 digits

Limited by available memory

Limited by available memory

Maximum limit

256

Limited by available memory
32,767 (default is 30 days)
Limited by available memory

32,767

32 (each user is identified by a separate
color; changes made by the current user
are highlighted with navy blue)

Maximum limit



allowed to 9.99999999999999E307
be typed
into a cell

Largest
allowed
positive
number

1.79769313486231E308

Smallest
allowed
negative
number

-2.2250738585072E-308

Smallest
allowed
positive
number
Largest
allowed
negative
number
Length of
formula 1,024 characters
contents

Iterations 32,767
Limited by available memory. Also, arrays cannot refer to entire

columns. For example, an array cannot refer to the entire column
Worksheet C:C or to the range C1:C65536. However, an array can refer to the

2.229E-308

-1E-307

arrays range C1:D65535 because the range is one row short of the
maximum worksheet size and does not include the entire C or D
column.

Selected 2,048

ranges

Arguments

ina 30

function

Nested

levels of 7
functions



Number of
available
worksheet
functions

Earliest
date
allowed
for
calculation

Latest date
allowed
for
calculation

Largest
amount of
time that
can be
entered

December 31, 9999

9999:59:59

PivotTable report specifications

Feature

PivotTable reports on a sheet
Unique items per field

Row or column fields in a PivotTable
report

Page fields in a PivotTable report

Data fields in a PivotTable report

Calculated item formulas in a PivotTable

report

Charting specifications

Feature
Charts linked to a worksheet

January 1, 1900 (January 1, 1904, if 1904 date system is used)

Maximum limit
Limited by available memory
32,500

Limited by available memory

256 (may be limited by available
memory)

256

Limited by available memory

Maximum limit

Limited by available memory



Worksheets referred to by a chart
Data series in one chart

Data points in a data series for 2-D
charts

Data points in a data series for 3-D
charts

Data points for all data series in one

chart

Line styles

Line weights

Area patterns (screen display)

Total area pattern and color
combinations (color display)

Pattern and color combinations
(color printer)

Page fields in a PivotChart report
Data fields in a PivotChart report

Calculated item formulas in a
PivotChart report

255
255

32,000
4,000

256,000

8
4
18

56,448

56,448 (the actual number depends on your
printer and its software)

256 (may be limited by available memory)
256

Limited by available memory
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What's installed with Excel

Some of the content in this topic may not be applicable to some languages.

This topic provides reference information about what features are installed with
Microsoft Excel and where you can find these features in the installation

programs.

For current information about the features included in Office Excel 2003, see the
xlreadme.htm file in the \Program Files\Microsoft Office\Office11\1033 folder
(or Microsoft Office folder if you installed the stand-alone version of Excel).

Installed by default

Feature
Clip art

Document Update Utility

Encapsulated Postscript (EPS) File
Import

English Proofing Tools

Graphics Interchange Format (GIF)
File Import

Help for Microsoft Excel
Hosted Webs
Internet Assistant VBA

Joint Photographic Experts Group
(JPEG) File Import

Macintosh Graphics (PICT) File
Import

Microsoft Excel Program Files

Microsoft Graph (including Microsoft
Graph Help)

Microsoft Handwriting Component

Location in the installation program

Office Shared Features; Clip Organizer;
Clip Organizer Collections

Office Tools

Office Shared Features; Converters and
Filters; Graphics Filters

Office Shared Features; Proofing Tools

Office Shared Features; Converters and
Filters; Graphics Filters

Microsoft Excel for Windows; Help
Office Tools
Microsoft Excel for Windows; Add-ins

Office Shared Features; Converters and
Filters; Graphics Filters

Office Shared Features; Converters and
Filters; Graphics Filters

Microsoft Excel for Windows
Office Tools; Microsoft Graph

Office Shared Features



Microsoft Office Document Image
Writer

Microsoft Office Download Control
Microsoft Office Picture Manager
Office 2003 Web Components
Office SOAP Toolkit

Portable Network Graphics (PNG) File
Import graphics converter

Recover Text Converter

Research Explorer Bar

Sample Files

Save My Settings Wizard

Smart Tag Plug-ins

System Information

Typical Themes

Windows SharePoint Services Support

Word Text Converters

Visual Basic for Applications

Installed by default on first use

Feature
Additional Themes
Analysis ToolPak

Office Tools; Microsoft Office
Document Imaging

Office Shared Features
Office Tools

Office Shared Features
Office Shared Features

Office Shared Features; Converters and
Filters; Graphics Filters

Office Shared Features; Converters and
Filters; Text Converters

Office Tools

Microsoft Excel for Windows
Office Tools

Office Tools

Office Tools

Office Shared Features; Themes
Office Tools

Office Shared Features; Converters and
Filters; Text Converters

Office Shared Features; Visual Basic for
Applications

Location in the installation
program
Office Shared Features; Themes

Microsoft Excel for Windows;
Add-ins

Computer Graphics Metafile (CGM) File  Office Shared Features; Converters

Import

Conditional Sum Wizard

CorelDraw (CDR) File Import

and Filters; Graphics Filters
Microsoft Excel for Windows;
Add-ins

Office Shared Features; Converters
and Filters; Graphics Filters



Digital Certificate for VBA Projects
Equation Editor

Euro Currency Tools

French Proofing Tools

HTML Source Editing (Including Web
Scripting and Web Debugging)

Japanese Font
Language Settings Tool

Lookup Wizard

Microsoft Office Binder Support

Microsoft Office Document Imaging - Help

Microsoft Office Document Imaging -
Scanning, OCR, Indexing Service Filter

Microsoft Query (including Help and
drivers)

Office Assistant

Spanish Proofing Tools
Solver

Speech

Spreadsheet Templates
Text to Speech

Visual Basic Help

WordPerfect Graphics (WPG) File Import

Office Shared Features

Office Tools

Microsoft Excel for Windows;
Add-ins

Office Shared Features; Proofing
Tools

Office Tools; HTML Source
Editing

Office Shared Features;
International Support

Office Tools; Language Settings
Tool

Microsoft Excel for Windows;
Add-ins
Office Tools

Office Tools; Microsoft Office
Document Imaging

Office Tools; Microsoft Office
Document Imaging

Office Tools; Microsoft Query

Office Shared Features

Office Shared Features; Proofing
Tools

Microsoft Excel for Windows;
Add-ins

Office Shared Features; Alternative
User Input

Microsoft Excel for Windows
Microsoft Excel for Windows

Office Shared Features; Visual
Basic for Applications

Office Shared Features; Converters
and Filters; Graphics Filters



Word Perfect Text Converters Office Shared Features; Converters
and Filters; Text Converters

Office Shared Features; Converters

Works for Windows 7.0 converter i
and Filters; Text Converters

Installed only with custom installation

Feature Location in the installation program
Handwriting Office Shared Features; Alternative User Input
New and Open Office Office Shared Features; New and Open Office
Document Shortcuts Document Shortcuts
Syriac Font Office Shared Features; International Support

Universal Font Office Shared Features; International Support
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About disabled features

Programmability-related features in Microsoft Excel, including specific
functionality in templates, Active-X controls, add-in programs, or custom
commands, may be disabled or may not work the way you expect when the
Microsoft Visual Basic for Applications (VBA) shared feature is disabled. Many
features in Office are created in VBA or depend on VBA support to function
correctly. If you choose not to install the VBA feature, these dependent
applications and features will be disabled or not installed.

For additional information about the affects of disabling VBA, see the Microsoft
Office Resource Kit Web site.

To re-enable VBA, follow these steps:

1. Run the Office Setup program again.

How?

1. Quit all programs.

2. Double-click the Add/Remove Programs icon in the Microsoft
Windows Control Panel.

3. Do one of the following:

For Windows XP, Windows 2000, and Windows Millennium Edition:

m If you installed your Office program as part of Microsoft Office,
click Microsoft Office in the Currently installed programs box,
and then click the Change button.

m If you installed your Office program individually, click the name
of your program in the Currently installed programs box, and
then click the Change button.

For Windows 98 and Windows NT 4.0:

m If you installed your Office program as part of Microsoft Office,
click Microsoft Office on the Install/Uninstall tab, and then



click the Add/Remove button.

» If you installed your Office program individually, click the name
of your program on the Install/Uninstall tab, and then click the
Add/Remove button.

2. On the Features to install screen in the Setup program, click the plus sign
(+) next to Office Shared Features.

3. Select Visual Basic for Applications, click the arrow next to your
selection, and then click Run from My Computer.

If someone else set up your Office installation for you, contact your System

Administrator or Information Technology (IT) Professional to see whether you
are running Office with VBA disabled.



Help protect Office without removing functionality

To help protect against macro viruses, you should purchase and install
specialized antivirus software. To further help protect yourself from macro
viruses, you can use the following procedures:

Set macro security level to High

On the Tools menu, click Options.

Click the Security tab.

Click Macro Security.

Click the Security Level tab, and then select the security level you want to
use.

=

Clear the Trust all installed add-ins and templates check box

Depending on your macro security setting, when you open a macro, you will
receive a warning and the macro may be disabled for installed templates and
add-ins (including wizards).

1. On the Tools menu, click Options, and then click the Security tab.

2. Click Macro Security.
. Click the Trusted Sources tab.
4. Clear the Trust all installed add-ins and templates check box.

w

Note All templates, add-ins, and macros shipped with Microsoft Office 2003 are
digitally signed by Microsoft. Once you add Microsoft to your list of trusted
sources for one of these installed files all subsequent interaction with these files
will not generate messages.

Clear the list of trusted sources

To perform this procedure, you must have Microsoft Internet Explorer version
4.0 or later installed on your computer.

1. On the Tools menu, click Options, and then click the Security tab.



Ul WON

. Click Macro Security.

. Click the Trusted Sources tab.

. Click the source you want to remove from the list.
. Click Remove.
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Customize how Excel starts

You can find XLStart folders in C:\Documents and
Settings\username\Application Data\Microsoft\Excel or in C:\Program
Files\Microsoft Office\Office1l.

Open a workbook automatically when Microsoft Excel starts

1. In Windows Explorer, move the icon of the workbook you want to open to
an alternate startup folder.

If you want to keep the workbook in its current location, use the Create
Shortcut command on the File menu to create a shortcut to the workbook,
and then move the shortcut to an alternate startup folder.

2. Restart Excel.

Tip

To open a group of related workbooks when you start Excel, save the
workbooks in a workspace file, and then place the workspace file in an
alternate startup folder.

Open all files in a folder when Excel starts

Caution Because Excel will attempt to open every file in the alternate startup
folder, make sure you specify an empty folder or a folder that contains only files
that Excel can open.

1. On the Tools menu, click Options, and then click the General tab.
2. In the At startup, open all files in box, type the path to the alternate startup
folder.

Note If a file with the same name is in both the XLStart folder and the alternate
startup folder, the file in the XLStart folder opens.



Use startup switches when you start Excel

1. On the Start menu, point to Programs, point to Accessories, and then click
Windows Explorer.

2. In Windows Explorer, go to \Program Files\Microsoft
Office\Office11\Shortcut Bar\Office, and then delete the shortcut for Excel.

3. In Windows Explorer, go to \Program Files\Microsoft Office\Officell,
right-click EXCEL.exe, and click Create Shortcut.

4. Right-click the shortcut you created, click Properties, and then modify the
path in the Target box with switches from the table.

For example, to open the workbook Actuarial Lists.xls, type a space after
the path in the Target box, and then type:

C:\Reference Data\Actuarial Lists.xls

To start Excel and Type

workbook

Open a specific workbook path/file
name
/r

Open a specific workbook as read-only workbook
path/file
name

Prevent display of the Excel startup screen and a new blank /e

workbook

Specify the working folder

Note The folder specified in the startup switch is used instead ;)[21 [I(;/l]%el;er

of the location specified in the Default file location box on the

. name
General tab (Tools menu, Options command).

Specify Office Safe Mode /safe
5. Click OK.
6. Move the shortcut to \Windows\Documents and Settings\Start Menu.

Note Your custom shortcut may be replaced by a Windows Installer shortcut if
you name the shortcut Microsoft Excel, and either of the following are true:



¢ You use the Detect and Repair command in Microsoft Office, and you
selected the Repair my shortcuts while repairing check box.

¢ You select the Repair Office option in Maintenance Mode setup, click the
Repair errors in my Office installation option, and then select the
Restore My Shortcuts check box.

If a Windows Installer shortcut replaces your custom shortcut, you must re-
create your custom, non-Windows Installer, shortcuts.

Stop a workbook from loading when Excel starts

This procedure clears all ways in which a workbook could be loaded.

On the Tools menu, click Options, and then click the General tab.

Clear the contents of the At startup, open all files in box.

Remove workbooks stored in the XLStart folder.

In Windows Explorer, remove the icon of the workbook you want to open
in an alternate startup folder.

Remove a startup switch from the Excel icon.

Right-click the Excel icon that you want to use to open Excel, and clear the
contents of the Target box.

A=

o o

Start Excel without running automatic macros

Automatic macros, such as Auto_Open, are designed to run when you start
Excel. For more information about these macros, see Microsoft Visual Basic
Help.

e To prevent macros from automatically running, hold down SHIFT while
you start Excel.

Note If you start Excel from the Office Shortcut Bar, click the Microsoft
Excel button on the Office Shortcut Bar first, and then immediately hold
down SHIFT while Excel starts.

Save workbook settings you want to use every time you start Excel with a
workbook template (book.xIt)

Settings that can be saved




Formatting

Cell and sheet formats. Set by using the commands on the Format menu.
Page formats and print area settings for each sheet.

Cell styles.

The number and type of sheets in a workbook.

Protected and hidden areas of the workbook. You can hide sheets, rows, and
columns and prevent changes to worksheet cells.

Text, data, graphics, and formulas

Text you want to repeat, such as page headers and row and column labels.
Data, graphics, formulas, charts, and other information.

Data validation settings.
Toolbars, automation, and Option settings

Custom toolbars, macros, hyperlinks, and ActiveX controls on forms. To make a
custom toolbar available, attach the toolbar to the template.

Workbook calculation options and window view options. Set with the Options
command (Tools menu).

Create a template

1. Decide which type of template you want:
Workbook template

Create a workbook that contains the sheets, default text (such as page
headers and column and row labels), formulas, macros, styles, and other
formatting you want in new workbooks based on the template.




Worksheet template

Create a workbook that contains one worksheet. On the worksheet, include
the formatting, styles, text, and other information you want to appear on all
new sheets of the same type.

. To display a picture of the first page of a template in the Preview box of the
Templates dialog box (General Templates..., New Workbook task pane),
click Properties on the File menu, click the Summary tab, and then select
the Save preview picture check box.

. On the File menu, click Save As.
. In the Save as type box, click Template.
. In the Save in box, select the folder where you want to store the template.

o To create the default workbook template or default worksheet
template, select either the XLStart folder or the alternate startup folder.
The XLStart folder is usually

C:\Program Files\Microsoft Office\Office11\XLStart

o To create a custom workbook or worksheet template, select the
Templates folder, which is usually

C:\Documents and Settings\user_name\Application
Data\Microsoft\Templates

. Enter the name of the template in the File name box. Do one of the
following:

Workbook template
o Type book to create the default workbook template.
To create a custom workbook template, type any valid file name.
Worksheet template

o Type sheet to create a template for default worksheets.



To create a custom sheet template, type any valid file name.

7. Click Save, and then click Close on the File menu.
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Change the color palette in a
workbook

When you change a color in a workbook palette, any element formatted with that
color is changed throughout the entire workbook.

=

Change a color in a color palette

Switch to the workbook that contains the color palette you want to change.
On the Tools menu, click Options, and then click the Color tab.
Click the color you want to change, and then click Modify.
Do one or more of the following:
o To replace the selected color on the palette with a different standard
color, click the Standard tab, and then click the color you want.

o To change the hue or another aspect of the selected color, click the
Custom tab, and then change the options.

Notes

e To restore the default color palette, click Reset on the Color tab.
¢ If you copy an object or cells with a custom color to another workbook, the

1.

custom color is replaced by the color in the corresponding position on the
other workbook's color palette. To retain the custom color, either copy the
customized color palette to the other workbook or change the corresponding
color in the workbook.

To replace the default color palette in new workbooks, change the color
palette in the default workbook template or in the custom template you use
to create workbooks.

Copy a color palette to another workbook

Open the workbook that contains the color palette you want to copy.

2. Switch to the workbook that you want to copy the color palette to.
3. On the Tools menu, click Options, and then click the Color tab.



4. In the Copy colors from box, click the workbook that contains the color
palette you want to copy, and then click OK.
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Attach a custom toolbar to a
workbook

1. Create the custom toolbar you want to attach.

How?

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want, and then click OK.
Click the Commands tab.

Do one of the following:

ok

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the
displayed toolbar.
7. When you have added all the buttons and menus you want, click
Close.
Open the workbook to which you want to attach a toolbar.
On the Tools menu, click Customize, and then click the Toolbars tab.
Click Attach.
Click the custom toolbar you want to attach, and then click Copy.

ik

Note Be sure to save the workbook after attaching a toolbar.
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Save more than one toolbar
configuration

1. Make any changes you want to the built-in menu and toolbars, create any
custom toolbars you want to save, and then display the toolbars the way you
want them to appear.

How?

On the Tools menu, click Customize.

Click the Toolbars tab.

Click New.

In the Toolbar name box, type the name you want, and then click OK.
Click the Commands tab.

Do one of the following:

ok

Add a button to the toolbar

1. Click a category in the Categories box.
2. Drag the command you want from the Commands box to the
displayed toolbar.

Add a built-in menu to the toolbar

1. In the Categories box, click Built-in Menus.
2. Drag the menu you want from the Commands box to the
displayed toolbar.
7. When you have added all the buttons and menus you want, click
Close.

2. Quit Excel.
Locate the file Excel.xIb.
4. Rename the file, retaining the .xlb extension.

w

To use a saved configuration, click Open on the File menu and open the
renamed file. When you next quit the program, Excel creates a new



Excel.xIb toolbar settings file.
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Use custom toolbars from earlier

Excel versions

If you have multiple Microsoft Excel versions on your system, or have toolbars
you want to use on other systems or share with other users, you can merge those

custom toolbars into the current version of Excel.

1. On the File menu, click Open.
2. In the Files of type box, click Toolbars.

3. Open the toolbar file for the version you want.

Your toolbar settings are stored in the following files and locations:

Exc.el File Name
Version
Excel
2002 Excel.xIb
Excel
2000 Excel.xIb
Excel
97 username8.xlb

If user profiles are turned on,

Excel : .
95 username.xlb; if user profiles are

not turned on, Excel5.x1b
Excel 5 Excel5.xlb
Excel 4 Excel.xlb

Location

C:\Documents and
Settings\username\Application
Data\Microsoft\Excel

C:\Documents and
Settings\username\Application
Data\Microsoft\Excel

Windows folder, unless your
administrator specifies a
different location

Windows folder

Windows folder
Windows folder

4. If your custom toolbar does not appear, point to Toolbars on the View

menu, and then select your toolbar.

5. If you opened an Excel toolbar file from another system, and you want to
save the merged toolbars in the current Excel toolbar file, click Customize
on the Tools menu and make at least one change to a merged toolbar (add



or remove a button, for example).

. To save the merged toolbars in the current Excel toolbar file, click Exit on
the File menu. The next time you run Excel, the merged toolbars will be
displayed. If your custom toolbars contain buttons from earlier Excel
versions that aren't included in the current version of Excel, these buttons
appear as gray boxes. If you click one of these buttons, the Assign Macro
dialog box appears.

. If your custom toolbars contain buttons that run macros, you'll also need to
copy the macros to any workbooks where you want to use the buttons.

How?

1. Set the security level to Medium or Low.

How?

On the Tools menu, click Options.

Click the Security tab.

Under Macro Security, click Macro Security.

Click the Security Level tab, and then select the security level

you want to use.

2. Open the workbook that contains the module you want to copy and the
workbook you want to copy the module to.

3. On the Tools menu, point to Macro, and then click Visual Basic
Editor.

4. On the View menu, click Project Explorer &,

Drag the module you want to copy to the destination workbook.

A=

i
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Troubleshoot toolbars and menus

I can't find a menu command, toolbar button, or dialog box option.

The menu might not be expanded If arrows ¥ appear at the bottom of the
menu, the menu item might be available on the expanded menu. Click the
arrows, and then click the command you want. You can also double-click the
menu to expand it.

There might not be enough room to display all the buttons If the toolbar is
on the same row as another toolbar, there might not be enough room to display

all the buttons. Click Toolbar Options , and then click the button you want.

You might have a different language setting The command or control doesn't
appear if you don't have editing enabled for the language that the command or
control applies to. You need to enable editing for the language you want to work
with.

The Microsoft Office program you're using may not be maximized Some
toolbar buttons may be hidden if your program window is not maximized. Click
the Maximize (8 button to enlarge the program window to its fullest extent.

The toolbar button you want to use may be seldom used Some toolbar
buttons may be hidden if they are seldom used. Click Customize on the Tools
menu, and then click the Commands tab to find the button you want to add to
the toolbar.

I created a custom toolbar and shared it with another person, but it looks
different on their computer.

The buttons and commands that you share with another person are always
available, but whether or not they appear on the short version of the menu, or on
the toolbar when there isn't enough room to display all the buttons, depends on
the individual menu and toolbar settings for that person.

Microsoft Office stores the commands and buttons you've used frequently and



recently as your personal menu and toolbar settings. When the Always show full

menus check box is cleared (Toolbar Options arrow E|, Add or Remove
buttons, Customize dialog box, Options tab), these personalized settings affect
the commands that appear on each menu. Additionally, if there isn't enough
room on a toolbar to display all the buttons (such as when you position a toolbar
on the same row as another toolbar), personalized settings affect which buttons
do appear.

I can't find the Insert Script, Show All Scripts, or Remove All Scripts
command.

These commands are not included on the default menus in Microsoft Excel. To
use these commands, you must first add them to the Tools menu.
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About add-in programs

Some of the content in this topic may not be applicable to some languages.

Add-ins are programs that add optional commands and features to Microsoft
Excel. For example, the Analysis ToolPak add-in program provides a set of data
analysis tools that can save steps when you develop complex statistical or
engineering analyses.

Excel has three types of add-in programs: Excel add-ins, custom Component
Object Model (COM) add-ins, and automation add-ins.

Excel add-ins

Where to get add-ins A set of add-ins is available when you install Excel, and
more add-ins are available from the Microsoft Office Web site.

Installing add-ins on your computer Before you can use an add-in, you must
first install it on your computer and then load it into Excel. Add-ins (*.xla files)
are installed by default in one of the following places:

e The Library folder or one of its subfolders in the Microsoft Office/Office
folder.

e The Documents and Settings/<user name>/Application
Data/Microsoft/AddIns folder.

The administrator for your company's network can designate other locations for
add-in programs. See your administrator for more information.

Loading add-ins into Excel After installing an add-in, you must load it into
Excel. Loading an add-in makes the feature available in Excel and adds any
associated commands to the appropriate menus.

Unloading add-ins from Excel To conserve memory and improve
performance, unload add-ins you don't use often. Unloading an add-in removes
its features and commands from Excel, but the add-in program remains on your



computer so you can easily reload it. When you unload an add-in program, it
remains in memory until you restart Excel.

Designing custom Excel add-ins You can use your own Visual Basic
programs as custom add-ins. For information about making a Visual Basic
program an add-in, see the Microsoft Office XP Developer's Guide, which you
can obtain from Microsoft.

COM add-ins

COM add-ins are supplemental programs that provide additional functionality in
a variety of programming languages, including Visual Basic, Visual C++, and
Visual J++.

Using COM add-ins The developer of a COM add-in usually provides
installation and removal programs for the add-in. Contact the person who
provided the add-in to you for instructions on how to install and use it.

Designing COM add-ins If you are a developer, you'll find information about
designing COM add-ins in Visual Basic Help. While you are developing and
testing, you can load or unload a COM add-in in Excel before you have a
working installation program for your add-in.

Automation add-ins

Automation add-ins allow COM automation functions to be called from a
worksheet.

Using automation add-ins The developer of an automation add-in usually
provides installation and removal programs for the add-in. Contact the person
who provided the add-in to you for instructions on how to install and use it.
Automation add-ins that have been registered on the system can be accessed
through the Tools menu.
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Add-in programs included with Excel

Some of the content in this topic may not be applicable to some languages.

The add-in programs listed in the following table are installed by default in one
of the following places:

e The Library folder or the Addins folder, or one of their subfolders, in the
Microsoft Office\Office folder.

e If the add-in program you want is not in the list under Add-Ins available in
the Add-Ins dialog box, you might be able to install the add-in from the
Microsoft Office Web site.

The administrator for your company network can designate other locations for
add-in programs. See your administrator for more information.

Add-in Description

Analysis Adds financial, statistical, and engineering analysis tools and
ToolPak functions.

Analysis Allows developers to publish financial, statistical, and engineering
ToolPak . . : .
VBA analysis tools and functions using Analysis ToolPak syntax.

Conditional Creates a formula that sums data in a range if the data matches
Sum Wizard criteria you specify.

Euro Formats values as euros, and provides the EUROCONVERT
Currency . .

worksheet function to convert currencies.
Tools
Inte.rnet Allows developers to publish Excel data to the Web by using
Assistant Internet Assistant syntax
VBA Y.
Lookup Creates a formula to look up data in a range by using another
Wizard known value in the range.

Solver Add- Calculates solutions to what-if scenarios based on adjustable cells
In and constraint cells.
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Load or unload add-in programs

Microsoft Excel has three types of add-in programs that provide optional
commands and features. Excel add-ins are available when you install Excel or
Microsoft Office and are available from the Microsoft Office Web site.
Developers and solution providers usually design custom Component Object
Model (COM) add-ins and automation add-ins.

Load or unload an Excel add-in program

1. On the Tools menu, click Add-Ins.

Load an add-in

1. If the add-in you want to use is not listed in the Add-Ins available
box, click Browse, and then locate the add-in.

2. In the Add-Ins available box, select the check box next to the add-in
you want to load, and then click OK.
3. If necessary, follow the instructions in setup program.

Unload an add-in

1. In the Add-Ins available box, clear the check box next to the add-in
you want to unload, and then click OK.
2. Do one of the following:
m To remove the add-in from the menu, restart Excel.

Note Unloading or removing an add-in doesn't remove the add-in
file from your disk.

= To remove the add-in from your disk, uninstall it (Micresoft
Office, Microsoft Excel for Windows, Add-Ins).

How?



If you originally installed your Microsoft Office program from a
network file server or from a shared folder, you must install or
remove components from that location. If you installed your
Office program from a CD-ROM and you've mapped your CD-
ROM drive to a new drive letter since installing the Office
program, reinstall from the CD-ROM. If you're running any
Office program files from the CD-ROM, you must uninstall the
Office program and then reinstall it from the CD-ROM.

1. Quit all programs.

2. Double-click the Add/Remove Programs icon in the
Windows Control Panel.

3. Do one of the following:

If you installed your Office program as part of Microsoft
Office, click Microsoft Office in the Currently installed
programs box, and then click the Change button.

If you installed your Office program individually, click the
name of your program in the Currently installed programs
box, and then click the Change button.

4. Follow the instructions on the screen.

Load or unload a COM add-in program

Developers You can use this procedure to load or unload a COM add-in for
testing before you have designed installation and removal programs for your
add-in.

Other users of Microsoft Excel If you are not a developer, you should not
need to use this procedure. Contact the administrator who provided the add-in if
you want installation and removal instructions.

e Do one of the following:

Load a COM add-in

1. On the View menu, point to Toolbars, and then click Customize.



2. Click the Commands tab.
3. Under Categories, click Tools.

4. Under Commands, click COM Add-Ins and drag your selection to
the toolbar.

5. Click COM Add-Ins on the toolbar to see a list of the available add-
ins in the COM Add-Ins dialog box.

Unload a COM add-in

o Do one of the following:

= To unload an add-in from memory but keep its name in the list,
clear the check box next to its name in the COM Add-in dialog
box, and then click OK.

Note Unloading or removing an add-in doesn't remove the add-in
file from your computer.

= To remove an add-in from the list and from your disk, click the
add-in name, and then click Remove.

Load or unload an automation add-in program

Developers You can use this procedure to load or unload an automation
program before you have designed installation and removal programs for your
add-in.

Other users of Microsoft Excel If you are not a developer, you should not
need to use this procedure. Contact the administrator who provided the add-in if
you want installation and removal instructions.

1. On the Tools menu, click Add-Ins.
2. Do one of the following:

Load an automation add-in




1. Click Automation on the Add-Ins dialog box.

2. In the Automation servers available list, select the add-in you want,
and then click OK.

Note Not all automation servers in the list can be installed as
automation add-ins.

3. If the add-in you want isn't in the list, click Browse, locate the add-in,
and then click OK.

Unload an automation add-in

Automation add-ins must be removed from the registry. See your system
administrator for details.
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Troubleshoot add-ins

Microsoft Excel can't find the add-in I want to use.

Check the add-in file on your computer The file may have been renamed,
moved, or deleted. Add-ins have an .xla file extension (to see the .xla extension,
you may need to turn on the display of extensions in Windows). Add-ins are
stored by default in one of the following places:

e The Library folder or one of its subfolders in the Microsoft Office/Office
folder.

e The Documents and Settings/<user name>/Application
Data/Microsoft/AddIns folder.

The administrator for your company's network can designate other locations for
add-in programs. See your administrator for more information.

You can reinstall an Excel add-in by using the program that you used to install
Excel. To find and load an add-in that isn't stored in one of the default locations,
click Add-Ins on the Tools menu, and then click Browse.

If the add-in is stored on a network, check the network drive The network
drive may be unavailable. To ensure that you can use the add-in when your
network is unavailable or your computer is offline, keep a copy of the add-in on
your computer.

If you are working on a different computer, check your original computer
For the add-in to be available on other computers that you use, you must store it
on your original computer in the Documents and Settings/<user
name>/Application Data/Microsoft/AddIns folder. Check with the administrator
for your company's computer systems for more information about working on
other computers.

Check with your Office or Excel administrator Your administrator may
have decided not to make the add-in available for installation. In this case, you
may need to reinstall Office or Excel. Check with your administrator for more



information.
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Upgrading from earlier product
versions

The Microsoft Excel 2003 file format does not differ from the Microsoft Excel
2002, Excel 2000, and Excel 97 file formats, but it does differ from earlier
versions.



Using Excel 2003 files with earlier versions of Excel

Opening old workbooks in Excel 2003

Change the default file format By default, Excel saves workbooks in the
most recent file format, which was introduced with Excel 97. If others you work
with use an earlier version of Excel or another spreadsheet program, you can
change the default file format that Excel 2003 uses when saving workbooks. For
example, if many people in your company use Excel version 5.0, you can save
your Excel 2003 workbooks in Microsoft Excel 5.0/95 Workbook format. All
workbooks will be saved in this format unless you specify a different file format
in the Save As dialog box (File menu).

Use the dual file format If an earlier version of Excel is still widely used in
your workplace, and you want to continue to use Excel 2003 format but still
share your workbook with others, you can save your Microsoft Excel 2003
workbooks in a special dual file format.

e What is the dual file format? The workbook is saved in a single file that
includes Excel 97-2000 and Excel 5.0/97 file formats. Users of Excel 2003
can continue to work in a workbook saved in the dual format without losing
any features or formatting unique to this version. When users of Excel 95
open the workbook, a message is displayed that recommends they use the
file read-only. However, if users ignore the recommendation and save the
workbook in a format other than the dual file format, features and
formatting that are available only in later versions of Excel are lost.

¢ Protect your work To avoid losing work created in the latest version of
Excel, you can protect a workbook from changes by requiring a password
to change the workbook or by making the workbook read-only.

You can save specific workbooks in the dual file format by using the Save As
command on the File menu, or you can specify the dual file format as the default
file format for saving all of your workbooks. Workbooks saved in the dual file
format are larger than those saved in a single format.

Opening and using my old macros and custom dialog boxes in Excel 2003




You can open files that were created in earlier versions of Excel directly in Excel
2003. All data, formulas, and formatting that were created in earlier versions are
supported by Excel 2003, with the exception of sound notes in cells.

Excel 2003 supports your Excel 2000, Excel 97, and Excel 95 Visual Basic for
Applications macros. For information about compatibility issues between Excel

95 and Excel 2003 macros, click Microsoft Office Online on the Help menu in
Excel 2003.

In most cases, you do not need to change your Visual Basic for Applications and
XLM macros to run them in Excel 2003. You cannot record new XLM macros in
Microsoft Excel 2003. For more information about upgrading macros, see the
Microsoft Office 2003 Resource Kit.

How to obtain Microsoft Office 2003 Resource Kit

The Microsoft Office 2003 Resource Kit is the definitive guide to installing,
configuring, and supporting Microsoft Office in your organization. Designed for
system administrators, consultants, and power users, this guide offers complete
coverage whether you're running Microsoft Office on Microsoft Windows 98,
Windows 2000, or the Macintosh.

You can obtain the Office Resource Kit wherever computer books are sold or
order direct from Microsoft Press, or online at the Microsoft Office Resource Kit
Web site.

To locate your nearest source for Microsoft Press products worldwide, visit the
Microsoft Press Web site or contact your local Microsoft office.

To create new macros in Excel 2003, record them in Visual Basic for
Applications, or write them by using the Microsoft Visual Basic Editor.

If you used dialog sheets in Excel 95

In most cases, you do not need to change your dialog sheets to run them in Excel
2003.

To create new custom dialog boxes in Excel 2003, use the UserForm command
on the Insert menu in the Visual Basic Editor. For more information about



creating custom dialog boxes with user forms, see Visual Basic Help.

Frequently asked questions about upgrading from Excel 2000

What happened to the Map tool?
The Map tool is no longer available with Excel 2003. You may not be able to

open files created with the Map tool unless you have an earlier version of
Microsoft Office installed.

Has number formatting changed?

Excel 2003 introduces number formatting for international languages.

Where are the old templates?

Some templates from earlier versions of Excel are available in Template Gallery
on the Microsoft Office Web site. Excel 2003 comes with a new set of templates.

Why are some of the old add-ins available from the product and
others aren't?

Some add-ins from earlier versions of the product are available for download
from the Microsoft Office Web site.

Why don't some of my macros run?

The default security setting for macros has changed to High, which means that
unsigned macros will be automatically disabled. You can change your security
settings or have the macros signed to run them again.

What is the green triangle in the corner of my cell?

The green triangle is the formula error checker, which appears when you select a
cell and a problem is found in a formula. A problem can be resolved using the
options that appear, or it can be ignored. If a problem is ignored, it does not
appear in further error checks. However, all previously ignored errors can be



reset so that they appear again.

What is the button that sometimes shows up on my worksheet
when I perform certain actions?

At times buttons appear as you work in your document. The AutoCorrect
Options |~ | button, the Paste Options [“=/ button, the Insert Options | 7| button,

and the Auto Fill Options button have options you can choose
without clicking a button on a toolbar or opening a dialog box.

Frequently asked questions about upgrading from Excel 97

What happened to the Office Assistant?

The Office Assistant now floats around your screen outside of a window. The
Assistant uses less space on your screen while still providing great help when
you need it. If you don't like the Assistant, you can turn it off permanently and
use the Help index or table of contents.

What happened to the menus and toolbars?

Only the items that you use most often are prominently featured on the new
personalized menus and toolbars.

You can easily expand menus to reveal all commands. After you click a
command, it appears on your personalized menu. If you would like to see all of
the commands on menus at first, you can disable the short menus. On the Tools

menu, click Customize. On the Options tab, select the Always show full menus
check box.

Toolbars share space in a single row on the screen, so you have more room for
your work. You also have the option of showing the Formatting and Standard
toolbars on two rows. On the Tools menu, click Customize. On the Options tab,
select the Show Standard and Formatting toolbars on two rows check box.
When you click a button on a toolbar, that button is automatically added to the
personalized toolbars on your screen. You can easily customize your toolbars by
dragging command controls onto the toolbar.



Why am I asked whether I want to install some features when I
use them?

To improve performance and save disk space, not all features are installed when
you choose the Install Now command during setup. As you use Excel 2003, you
might see shortcuts, icons, and commands for programs and components that
weren't installed. When you need this functionality, you can just click a
command, and Excel 2003 installs the program or component for you.

What happened to File Open and File Save?

In the improved Open and Save dialog boxes, you can see more files at one
time. You can use the new Places Bar to get to the folders and locations you use
the most, click History to see the last 20 to 50 documents and folders you have
worked with, or click the Back button [/ on the toolbar to easily return to
folders you have recently visited.

Why does it take longer to open some files?

To ensure that your workbooks are properly calculated whenever you work with
them, Excel 2003 completely recalculates a workbook each time you open it.
This process means that it might take longer to open an earlier version file than
you were used to. If you save the workbook as an Excel 2003 workbook, it will
open more quickly the next time.

Has anything changed in number formatting?

Additional number formats are available with the euro currency symbol «.
Additional date formats include formats that display four-digit years.

Why is the selection highlight different?

When you select cells with colored text, the color remains the same instead of
appearing in an inverse color scheme. As you work with the selected range

— changing the color of the font or the color of the cell formatting— it's easier
for you to view the new color after you've made the change.

What happened to the Save as HTML command?



The Save as Web Page command replaces the Save as HTML command. When
you select the Save as Web Page command, you now have the choice of saving
the entire workbook as a Web page or saving only a section of the workbook. If
you click Publish, you are provided with additional options, such as saving the
selection as an interactive spreadsheet that can be used on a Web page.

What happened to the PivotTable Report Wizard?
Instead of using a wizard to lay out your PivotTable report, you can now lay out

the report directly on your worksheet with the PivotTable and PivotChart Report
Wizard by dragging the fields from the toolbar to the drop areas.

Why does Excel suddenly enter numbers and formatting for me?

Excel 2003 automatically extends formatting and formulas in ranges, simplifying
this common task.

Can I run my Lotus macros in Excel 2003?
Excel 2003 does not run Lotus 1-2-3 or Quattro Pro macros. You can rewrite any

macros that you need in Microsoft Visual Basic for Applications. For
information about writing Excel macro code, see Visual Basic Help.

Frequently asked questions about upgrading from Excel 95

How do I insert a chart on its own sheet?

The Chart command on the Insert menu now starts the Chart Wizard. In Step 4
of the Chart Wizard, you can specify that the chart be inserted either as an
embedded object on a worksheet or on its own chart sheet. You can still create a
chart sheet in one step with the default chart type and formatting by pressing the
F11 key.

Why does it take longer to open some files?

To ensure that your workbooks are properly calculated whenever you work with
them, Excel 2003 completely recalculates a workbook each time you open it.
This means that it might take longer to open an earlier version file than you were



used to. If you save the workbook as an Excel 2003 workbook, it will open more
quickly the next time.

Where are the Answer Wizard and TipWizard?

The Office Assistant replaces the TipWizard from Excel 5.0 and Excel 95 and
includes Answer Wizard IntelliSense technology from Excel 95. When you need
Help, just click the Microsoft Excel Help button ¥ and ask the Assistant a
question in your own words. When a yellow light bulb appears with the
Assistant, a program tip is available; click the light bulb to see the tip.

What happened to the menus and toolbars?

Only the items that you use most often are prominently featured on the new
personalized menus and toolbars.

You can easily expand menus to reveal all commands. After you click a
command, it appears on your personalized menu. If you would like to see all of
the commands on menus at first, you can disable the short menus. On the Tools
menu, click Customize. On the Options tab, select the Always show full menus
check box.

Toolbars share space in a single row on the screen, so you have more room for
your work. You also have the option of showing the Formatting and Standard
toolbars on two rows. On the Tools menu, click Customize. On the Options tab,
select the Show Standard and Formatting toolbars on two rows check box.
When you click a button on a toolbar, that button is automatically added to the
personalized toolbars on your screen. You can easily customize your toolbars by
dragging command controls onto the toolbar.

Why am I asked whether I want to install some features when I
use them?

To improve performance and save disk space, not all features are installed when
you choose the Install Now command during setup. As you use Excel 2003, you
might see shortcuts, icons, and commands for programs and components that
weren't installed. When you need this functionality, you can just click a
command, and Excel 2003 installs the program or component for you.



What happened to File Open and File Save?

In the improved Open and Save dialog boxes, you can see more files at one
time. You can use the new Places Bar to get to the folders and locations you use
the most; click History to see the last 20 to 50 documents and folders you have
worked with, or click the Back button [/ on the toolbar to easily return to
folders you have recently visited.

What happened to cell notes?

Cell notes are now called comments. Use the Comment command on the Insert
menu to create a comment. You can view comments the same way you viewed
cell notes, by resting the pointer on a cell that has a comment indicator (a red
triangle) in the upper-right corner of the cell.

Where is the Info Window?

The Info Window feature is not available in Microsoft Excel 2003. To locate
cells that provide data to formulas, use the Auditing toolbar. If you've added a
comment to a cell, just rest the pointer on the cell to view the comment.

The Shared List command is not on the File menu. How do I
share a list in Excel 20037

Excel 95 shared lists provided limited functionality for users who wanted to
work simultaneously on workbooks. In Excel 2003, you can use shared
workbooks to create and edit formulas, change formatting, create and change
charts, and even add sheets. To share a workbook, click Share Workbook on the
Tools menu.

Has anything changed in number formatting?

Additional number formats are available with the euro currency symbol «.
Additional date formats include formats that display four-digit years.

Why is the selection highlight different?

When you select cells with colored text, the color remains the same instead of



appearing in an inverse color scheme. As you work with the selected range
— changing the color of the font or the color of the cell formatting— it's easier
to view the new color after you've made the change.

Where did my sound notes go?

Sound notes are not supported in Excel 2003.

How do I start the PivotTable Wizard?

Use the PivotTable and PivotChart Report command on the Data menu to
start the PivotTable and PivotChart Wizard. Instead of using the wizard to lay
out your PivotTable report, you can now lay out the report directly on your
worksheet by dragging the fields from the toolbar to the drop areas.

The View Manager command is not on the View menu. How do I
create custom views?

Use the Custom Views command on the View menu to save a custom view of a
workbook or to switch to a different view. Custom views have been integrated
into Excel; this command no longer requires an add-in program.

Can I run my Lotus macros in Excel 2003?

Excel 2003 does not run Lotus 1-2-3 or Quattro Pro macros. You can rewrite any
macros that you need in Microsoft Visual Basic for Applications. For
information about writing Excel macro code, see Visual Basic Help.
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Create a new workbook

Do one of the following:

Create a new, blank workbook

On the File menu, click New, and then click Blank Workbook on the New
Workbook task pane.

Create a new workbook based on the default workbook template

Click New |4/ on the Standard toolbar.

Note The default workbook template is usually located at C:\Program
Files\Microsoft Office\Office11\XLStart.

Create a workbook based on another template

1. On the File menu, click New.
2. Click On my computer in the New Workbook task pane.

3. In the Templates dialog box, click the Spreadsheet Solutions tab listing
your custom templates, and then double-click the template for the type of
workbook you want to create.

4. You can also click Templates on Office Online to obtain more workbook
templates.

Note If you don't see the template you want in the New dialog box, make sure
the template is installed and located in the correct folder.
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Troubleshoot opening files

I can't open a file.

The file may be damaged

The file you are trying to open may be damaged. Your Microsoft Office program
may let you try to recover the text from the damaged file, or if recovery doesn't
work, you can delete the damaged file and open a backup copy.

How?

1. If the Microsoft Office program you are using is not responding, recover the
program.

How?

1. On the Microsoft Windows Start menu, point to Programs, point to
Microsoft Office Tools, and then click Microsoft Office Application
Recovery.

2. In the Application list, click the program or document that is not
responding.

3. Do one of the following:

m To attempt to recover the files you were working on, click
Recover Application or Restart Application.

= If you just want to close the program, and lose recent changes to
the files, click End Application.

4. The error that caused the problem can be reported to Microsoft for use
in improving future versions of the program. Click Report problem or
Don't report problem.



2. Open the Office program.

3. Review the files listed in the Document Recovery task pane, and decide
which to keep.

How?

o If a file has [Recovered] in the title it is usually a file that contains
more recent changes than a file with [Original] in the title.

o If you want to view what repairs were made to a file, point to the file
in the Document Recovery task pane, click the arrow next to the file's
name, and then click Show Repairs.

o If you want to review the versions that were recovered, open all of the
versions and save the best one.

4. For each file you want to keep, point to the file in the Document Recovery
task pane, click the arrow next to the file's name, and then do one of the
following:

o To work with the file, click Open.

o To save the file, click Save As, and then enter a name for the file. By
default, the file is saved in the same folder as the original file. If you
use the same name as the original file, the original is overwritten.
When you see a message asking whether you want to replace the
existing file (with the changes you made up to the last time you saved
the file), click Yes.

5. When you have opened or saved all of the files you want to keep, click
Close in the Document Recovery task pane.

The file name may be too long

The file name and the path name cannot exceed 223 characters. Do one of the
following:

e Shorten the file name.



e Move the file to another folder that will shorten the path name.

Try to open the file again.

The disk the file is on may be too full

Try moving files to another disk to make more space available.

The Open dialog box doesn't list the file I'm looking for.

Check the file type

Make sure you have the correct file type selected in the Files of type box. You
can also use *.* to show all files.

Conduct a search

In the Open dialog box, type the name of the file in the File name box, click
Tools, and then click Search. Select criteria and then click Search.

Check the search criteria

e When doing a search, make sure the entries in the Search dialog box are
appropriate for the files you're searching for. To clear all current search
criteria except the file location, and to reset to the default file type, click
Restore.

e Make sure you're looking on the correct drive and in the correct folder. If
you don't know the folder name, you can search all folders and subfolders
on the specified drive by selecting the appropriate drive in the Search in
option.

Check the network connection

If you're looking for a file on the network and the network drive doesn't appear
in the Open dialog box under Look in, do the following:

1. Click Tools, and then click Map Network Drive.



2. In the Drive box, click the drive letter you want to use to connect to the
network.

3. In the Folder box, enter the path where the file is located on the network.

Tip

You can also look for files on a network drive if your network supports the
UNC. Just type the UNC path in the File name box in the Open dialog box
— for example, type \\plans\documents.

Look on the network or the Web

If you're looking for files on a Web server, type the folder path in the File name
box in the Open dialog box— for example, type http://myserver/public.

The password I typed to open a file doesn't work.

Make sure you enter the correct username and password and that the CAPS
LOCK key is not on. If you still cannot access the network server, consult your
network administrator.

The shortcut to my file doesn't work anymore.

The file may have been renamed or deleted.

The shortcut will not work if there has been any change to the target file's name
or extension. Use the Microsoft Office Search feature to look for files that have
similar names or that were created or modified on the same date as the file you
are trying to open.

How?
1. Click Open ],
2. Click Tools in the Open dialog box, and then click Search.

3. Do one of the following:



Search for a file containing specified text

You can find a file containing text in its title, contents, or properties.

1.

On the Basic tab, in the Search text box, type the text to search for in
Microsoft Office files, Web pages, and Microsoft Outlook items.

Tip

You can use wildcards in the Search text box. Type a question mark
(?) to match any single character, or type an asterisk (*) to match any
number of characters. For example, s?t finds "sat" and "set"; s*d finds
"sad" and "started."

To limit where to search, in the Search in box, select one or more
drives, folders, Web sites, or Outlook mailboxes. To search
everywhere, select Everywhere. To specify a single location, type it
directly in the Search in box.

To limit the types of search results, in the Results should be box,
select the types of items to find. To find all types of files, Web pages,
and Outlook items, select Anything.

Click Search.

Tip

To view all properties of a found item, click the command button
following the item, and then choose Properties.

Search for a file based on one or more properties

. On the Advanced tab, enter one or more search criteria.

How?

1. In the Property box, choose a property from the list or type in a
property name. The Property box displays the properties
available in the currently open document.



Tip

You can use wildcards in the Property box. Type a question mark
(?) to match any single character, or type an asterisk (*) to match
any number of characters. For example, s?t finds "sat" and "set";
s*d finds "sad" and "started."

2. In the Condition box, choose a condition from the list, or type in
a condition.

3. In the Value box, enter the value to associate with the condition.

4. If previous search criteria exist, click And to add a criterion that
must be true in addition to previous criteria. Click Or to add a
criterion that is sufficient regardless of previous criteria.

5. Click Add to add the search criterion.

Note If the value is invalid for the condition or property, the
Add button is unavailable.

2. To limit where to search, in the Search in box, select one or more
drives, folders, Web sites, or Outlook mailboxes. To search
everywhere, select Everywhere. To specify a single drive, folder, or
Web site, type it directly in the Search in box.

3. To limit the types of search results, in the Results should be box,
select the types of files, Web pages, and Outlook items to find. To find
all types of files and items, select Anything.

4. Click Search.

Tip

To view all properties of a found item, click the command button
following the item, and then choose Properties.

The file may be temporarily unavailable.




e [f the file is located on a network server, consult your network administrator
to find out if the server drive is unavailable.

e If the file is located on removable media such as a floppy disk, make sure
the media with the target file is properly inserted in the drive or device.

When I open a Web page in Excel, nothing appears.

If you use Microsoft Excel to open a Web page that was not created in Excel, but
nothing appears, the Web page might contain a frames page. A single Web page
can be divided into sections that each display separate Web pages; each of these
sections is called a frame. The container that hosts the group of frames is called a
frames page. Excel cannot open a Web page that contains a frames page.

If you know how to work with HTML source code, you can use an HTML editor
to copy the information you want, without the frames page code, to a new file,
and then open the new file in Excel.

My workbook opens with a read-only restriction.

One or both of the following may be true.

e The creator of the workbook may have set a restriction so that the
workbook can be opened only as read-only. Contact the creator of the
workbook for more information.

e If you try to use a version earlier than Microsoft Excel 97 to open a
workbook from Excel 2000 or a later version of Excel, the workbook
appears to be password-protected so that you can only open it as read-only.
To open and save the workbook, use Excel 97 or later.

When I start Excel by using a shortcut or icon, the default working folder
is not correct.

If you start Microsoft Excel by using a shortcut, the working folder you specified
for the shortcut might not be used. (This is the location you specified by right-
clicking the shortcut icon, clicking Properties on the shortcut menu, and filling
in the location in the Start in box on the Shortcut tab.) If a folder is set in the
Default file location box on the General tab in the Options dialog box (Tools
menu), Excel uses this location as the working folder.




Change the default working folder

This procedure sets the default folder for opening and saving Microsoft Excel
files.

1. On the Tools menu, click Options, and then click the General tab.
2. In the Default file location box, type the path for the folder you want to
display as the default working folder.

For example, type c:\work.



Show, hide, or change the list of
recently used workbooks on the File
menu

1. On the Tools menu, click Options, and then click the General tab.
2. Select or clear the Recently used file list check box.

3. If you want to change the number of files listed on the menu, select the
number of entries.

Note Only files you open and save after you select the check box are listed on
the File menu.
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Set or clear read-only status for a
workbook file

Recommend that a file be opened read-only

When you set this option, users get a read-only recommendation when they open
the file. This does not prevent users from opening the file as read-write so that
they can edit and save changes.
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On the File menu, click Save As.

On the Tools menu in the Save As dialog box, click General Options.
Select the Read-only recommended check box, and then click OK.
Click Save.

If prompted, click Yes to replace the existing workbook.

Make a workbook file read-only

On the Windows Start menu, point to Programs, point to Accessories, and
then click Windows Explorer.

In the Exploring window, open the drive or folder that contains the file.
Click the file name.

On the File menu, click Properties.

Click the General tab.

Select the Read-only check box.

Make a workbook file read-write

On the Windows Start menu, point to Programs, point to Accessories, and
then click Windows Explorer.

In the Exploring window, open the drive or folder that contains the file.
Click the file name.

On the File menu, click Properties.

Click the General tab.

Clear the Read-only check box.
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Create custom file properties
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2.

Create custom file properties for the active workbook

On the File menu, click Properties.

Click the Custom tab.

In the Name box, type a name for the custom property, or select a name
from the list.

In the Type box, click the data type for the property you want to add.

In the Value box, type a value for the property. The value you enter must
match the selection in the Type box. For example, if you click Number in
the Type box, you must type a number in the Value box. Values that don't
match the property type are stored as text.

Click Add.

Create custom file properties linked to content in the active workbook

You must name the cell or range that you want to link the property to.
Otherwise, the Link to content check box is unavailable.

How?

1. Select the cell, range of cells, or nonadjacent selections that you want
to name.
2. Click the Name box at the left end of the formula bar %

& C5 - o
1 Name box

3. Type the name for the cells.
4. Press ENTER.

Note You cannot name a cell while you are changing the contents of the
cell.

On the File menu, click Properties.



Click the Custom tab.
In the Name box, type a name for the custom property.
Select the Link to content check box.

In the Source box, click the defined content you want to link to, and then
click Add.

ok w

Note When a link is broken - for example, when a cell or range name is
removed from your workbook - the file property stores the data last saved in the
cell or range.



Change the default file format for
saving workbooks

By default, workbooks are saved in the current Microsoft Excel format. If you
work with others who use earlier versions of Microsoft Excel or other
spreadsheet programs, you can use another format as the default for saving
workbooks.

1. On the Tools menu, click Options, and then click the Transition tab.
2. In the Save Excel files as box, click the file format you want.

Notes

o After you set the default file format, all new workbooks are saved in the
selected file format unless you specify a different format in the Save As
dialog box when you save a workbook.

e Some features and formatting might not be available if you save the
workbook in the file format of a previous version of Microsoft Excel or
another spreadsheet program.



Display the Properties dialog box
when saving workbooks

1. On the Tools menu, click Options, and then click the General tab.
2. Select the Prompt for workbook properties check box.



Save a workbook in another file
format

Important If you save a Microsoft Excel workbook in a different file format,
formats and features unique to Excel will not be retained.

Open the workbook you want to save for use in another program.

On the File menu, click Save As.

In the File name box, type a new name for the workbook.

In the Save as type list, click a file format that you know you can open in
the other program.

5. Click Save.

A=
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Save workbooks in an arranged
workspace

When you open a workspace file, Microsoft Excel opens each workbook saved
in the workspace.

1. Open the workbooks you want to save in a workspace.

2. Size and arrange the workbook windows as you want them to appear when
you open the workspace.

3. On the File menu, click Save Workspace.

4. In the File name box, type a name for the workspace file.

Tip

To open the workbooks each time you start Excel, save the workspace file in an
alternate startup folder. Save only the workspace file, not the workbook files, in
the alternate startup folder.
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Troubleshoot saving and closing files

When I save a file, it is saved with an additional file name extension, .xIs.

When you save a file with an extension other than the default for that file type,
your Microsoft Office program adds the default extension to the file name. For
example, a file name for a Microsoft PowerPoint presentation might appear as
Budget.abc.ppt. To save a file with an extension other than the default, enclose
the entire file name in quotation marks— for example, "Budget.abc".

The file I saved contains two periods in the file name.

In Microsoft Windows, file names can contain some punctuation characters, such
as commas or periods. When you save a file with a name that ends with a period
— for example, Sales.— Microsoft Office programs add another period and the
default extension to the file name. For example, a Microsoft Word document
saved as Sales. will appear as Sales..doc. When you save a file with its default
extension, it isn't necessary to type a period following the file name. Office
programs automatically add the period when they add the extension.

The file format I want isn't listed in the Save As dialog box.

Make sure that the file format you want is included with Microsoft Excel and is
installed on your computer.

When I try to save changes, I get a message saying the workbook is read-
only.

You can't make changes to a read-only file. To save changes, save the file with a
new name by using the Save As command on the File menu. You can use the
same name if you save the file in a new or different folder.

I entered my user name and password but I still can't access a network
drive.

Make sure you enter the correct user name and password and that the CAPS



LOCK key is not on. If you still cannot access the network server, consult your
network administrator.

When I save in dBASE format, some of my data is missing.

Note When you save a Microsoft Excel worksheet in dBASE (DB2, DB3, or
DB4) format and the worksheet contains a range named "Database," only data in
the named range is saved in the dBASE file. If you add new records after naming
the range, you must redefine the database range to include the new records
before you save the sheet in dBASE format.

If there is no range named "Database"” on the sheet, only data in the current
region is converted. If the first row of data contains text, Excel uses it as the
header row to define field names. If the first row contains all numbers, Excel
creates field names such as N1, N2, and so on.

Make sure character strings are shorter than column width When saving
data in dBASE format, Excel assigns a data type to each field (column of data)
that is based on the field data in the first record of the database range or current
region.

If a field in the first record contains text, that field is assigned the character data
type, and any numbers contained in the field in other rows become character
strings. The column width of the field determines the string length; character
strings longer than the column width are truncated in dBASE. To prevent losing
data, select the range you want to convert in Excel, and apply a monospaced font
such as Courier. To size the columns to show all the data, point to Columns on
the Format menu, and then click AutoFit Selection. Numeric data fields cannot
contain text; any text in a numeric data field becomes null.

Use a number format other than General If decimal numbers have the
General number format, the decimal places are truncated in dBASE. Before you
save the data in dBASE format, apply a different number format to all data in
that field. On the Format menu, click Cells, and then click the Number tab. In
the Category box, click Number or Scientific, and then specify the number of
decimal places you want.

Change time data to text data Fields that contain time data cannot be
converted. Before you save data in dBASE format, you can change time data to



text data by using the TEXT worksheet function. For example, to change the
time 12:34 PM to text data, use the function =TEXT("12:34", "hh:mm
AM/PM").

When I try to save my workbook, I get errors, warnings, and messages
about AutoRepublish.

The workbook you are saving is set to automatically republish items to a Web
page. A message is displayed to let you know you are republishing to a Web
page, and gives you the opportunity to continue or disable AutoRepublish. For
more information, click Help in the message.

You may also see a message alerting you to warnings and errors associated with
the data you are republishing; for example, if you attempt to republish a range
that includes external references, you are warned that the values (and not the
references) will be republished. For more information on specific errors and
warnings, click Help in the message.
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About enabling and disabling the
AutoRepublish feature

Each time you save your workbook, you can automatically republish it to the
Web. Check the AutoRepublish every time this workbook is saved box in the
Publish as Web Page dialog box.

There may be times when you don't want to automatically republish items in
your workbook. Examples follow:

e When you have entered confidential or sensitive information that should not
be published to a public location

e When you're temporarily disconnected from a network or Web server
location

e When you're saving a workbook that was created by someone who is not a
trusted source (the workbook could contain macros that collect information
from a network location using your credentials, and then publish that
information to a public location)

You can disable AutoRepublish temporarily (for the current open and close
session) or permanently (every time you open, save and close). Or you can
continue to AutoRepublish.

Disable AutoRepublish temporarily

1. When you save a workbook and have AutoRepublish enabled, a message
will appear. Make sure to select the Disable the AutoRepublish feature
while this workbook is open option.

2. Click OK.

AutoRepublish is disabled for the current session of the workbook only, or

until you close the workbook. The next time you open the workbook,
AutoRepublish will be enabled.

Disable AutoRepublish permanently
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Open the workbook that is set to automatically republish.

On the File menu, click Save as Web Page.

Click Publish.

In the Choose list, click Previously published items.

Select the item that you want to discontinue republishing automatically, and
click Remove. Repeat for each item you don't want to automatically
republish.

Click Close.

Click Save on the File menu to save the change to your workbook.

Continue with AutoRepublish

Click Enable the AutoRepublish feature in the message that is displayed
each time you save the workbook.

Note

o You can tell that a workbook is set to AutoRepublish when you see
Publishing to Page: filename in the status bar during a save.
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About Excel templates and forms

Fill out a form You can use templates to automate common tasks like filling
in invoices, expense statements, and purchase orders.

Access the templates You can access templates on your computer, My
Network Places, or the Microsoft Office Web site when you create a new
workbook.
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About templates

To create new workbooks that already have your preferred formatting, you can
base the new workbooks on a template. A template can include formatting,
styles, standardized text such as page headers and row and column labels,
formulas, Visual Basic for Applications macros, and custom toolbars.

Workbook and worksheet templates

Default workbook template

You can create a default workbook template. This template defines the
formatting or content of the new workbooks that open when you start Microsoft
Excel. Workbooks you create by clicking New | are based on the default
workbook template. The default template for workbooks is called Book.xlt.

You can create additional custom workbook templates designed for specific tasks
and projects.

Default worksheet template

You can create a default sheet template.

This template defines the formatting and content of the default worksheets you
insert with the Worksheet command (Insert menu). The default template for
worksheets is called Sheet.xlt.

If you use a variety of worksheets in your workbooks, you can create additional
custom sheet templates.

Storing templates

Storing default workbook and worksheet templates

If you've created a template named Book.xlt or Sheet.xlt and saved it in the
XLStart folder, Microsoft Excel uses the template to create new default



workbooks or to insert new worksheets. The XLStart folder is usually located at:
C:\Program Files\Microsoft Office\Office11\XLStart

To use template (.xlt) files stored on a network file location, you can specify that
location as the alternate startup folder.

Sharing templates

You can make a custom template available to others by storing the template on a
network location. For example, you might want all users in your workgroup to
use a custom template for a special project. Place the template in a folder in a
network location that is accessible to all users in your group.

Settings saved in a template




Formatting

Cell and sheet formats. Set by using the commands on the Format menu.
Page formats and print area settings for each sheet.

Cell styles.

The number and type of sheets in a workbook.

Protected and hidden areas of the workbook. You can hide sheets, rows, and
columns and prevent changes to worksheet cells.



Text, data, graphics, and formulas

Text you want to repeat, such as page headers and row and column labels.
Data, graphics, formulas, charts, and other information.

Data validation settings.



Toolbars, automation, and Option settings

Custom toolbars, macros, hyperlinks, and ActiveX controls on forms. To make a
custom toolbar available, attach the toolbar to the template.

Workbook calculation options and window view options. Set with the Options
command (Tools menu).
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Create a template

1.

ok W

6.

Decide which type of template you want:
Workbook template

Create a workbook that contains the sheets, default text (such as page
headers and column and row labels), formulas, macros, styles, and other
formatting you want in new workbooks based on the template.

Worksheet template

Create a workbook that contains one worksheet. On the worksheet, include
the formatting, styles, text, and other information you want to appear on all
new sheets of the same type.

To display a picture of the first page of a template in the Preview box of the
Templates dialog box (General Templates..., New Workbook task pane),
click Properties on the File menu, click the Summary tab, and then select
the Save preview picture check box.

On the File menu, click Save As.

In the Save as type box, click Template.

In the Save in box, select the folder where you want to store the template.

o To create the default workbook template or default worksheet
template, select either the XLStart folder or the alternate startup folder.
The XLStart folder is usually

C:\Program Files\Microsoft Office\Office11\XLStart

o To create a custom workbook or worksheet template, select the
Templates folder, which is usually

C:\Documents and Settings\user_name\Application
Data\Microsoft\Templates

Enter the name of the template in the File name box. Do one of the
following:



Workbook template
o Type book to create the default workbook template.
To create a custom workbook template, type any valid file name.
Worksheet template
o Type sheet to create a template for default worksheets.
To create a custom sheet template, type any valid file name.

7. Click Save, and then click Close on the File menu.
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Settings you can save in a template

Formatting

Cell and sheet formats. Set by using the commands on the Format menu.
Page formats and print area settings for each sheet.

Cell styles.

The number and type of sheets in a workbook.

Protected and hidden areas of the workbook. You can hide sheets, rows, and
columns and prevent changes to worksheet cells.



Text, data, graphics, and formulas

e Text you want to repeat, such as page headers and row and column labels.
e Data, graphics, formulas, charts, and other information.
e Data validation settings.



Toolbars, automation, and Option settings

e Custom toolbars, macros, hyperlinks, and ActiveX controls on forms. To
make a custom toolbar available, attach the toolbar to the template.

e Workbook calculation options and window view options. Set with the
Options command (Tools menu).
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Troubleshoot templates

My template is not listed in the Templates dialog box.

Microsoft Excel lists a template in the Templates dialog box only if you save the
template file in one of the following locations:

e The Templates folder or a subfolder in the Templates folder, which is
usually

C:\Documents and Settings\<user_name>\Application
Data\Microsoft\Templates

e The XLStart folder, which is usually
C:\Program Files\Microsoft Office\Office11\XLStart

e The location you specified in the At startup, open all files in box on the
General tab in the Options dialog box (Tools menu)

How do I restore the original settings for workbooks and new sheets?

1. If you want to keep your Book.xlt or Sheet.xlt files, rename them and save
them in the Templates folder, usually located at:

C:\Documents and Settings\<user_name>\Application
Data\Microsoft\Templates

2. Do one or more of the following:
o In Microsoft Windows Explorer, remove any template files from the
XLStart folder. The XLStart folder is usually located at:

C:\Program Files\Microsoft Office\Office11\XLStart

o If the files aren't in the XLStart folder, look in the folder specified in
the At startup, open all files in box on the General tab in the
Options dialog box (Tools menu).



o To restore original settings for workbooks, remove Book.xlt. To
restore original settings for worksheets, remove Sheet.xlt

A built-in template is missing in my version of Microsoft Excel.

The built-in template may have been deleted. You can re-install it.

How?

If you originally installed your Microsoft Office program from a network file
server or from a shared folder, you must install or remove components from that
location. If you installed your Office program from a CD-ROM and you've
mapped your CD-ROM drive to a new drive letter since installing the Office
program, reinstall from the CD-ROM. If you're running any Office program files
from the CD-ROM, you must uninstall the Office program and then reinstall it
from the CD-ROM.

1.

2.
3.

>

Quit all programs.

On the Start menu, click Control Panel.
Double-click the Add/Remove Programs icon.

Do one of the following:

If you installed your Office program as part of Microsoft Office, click
Microsoft Office in the Currently installed programs box, and click the
Change button.

If you installed your Office program individually, click the name of your
program in the Currently installed programs box, and click the Change
button.

If you are using Microsoft Windows Server 2003, select Add or Remove
Features.

In the Microsoft Office 2003 Setup Wizard, select Microsoft Office Excel
if you are using Windows Server 2003; otherwise, select Microsoft Excel.
Select Choose advanced customization of applications. Click Next.
Double-click Microsoft Excel for Windows.

Select Spreadsheet Templates. Click Update.



I saved a file with the .xIt extension, but I can't use it as a template.

Excel does not save a file in template format if you type the .xlt file extension in
a file name. To save a file as a template, click Save As on the File menu. In the
Save as type box, click Template. In the Save in list, locate and click the
location where you want to save the template. In the File name box, enter a file
name, and then click Save.

Save custom templates in the Templates folder. If you save the file to a different
location, you can only open the file, not use it as a template. Save the default
workbook template (Book.xIt) and the default sheet template (Sheet.xlt) in the
XLStart folder or the alternate startup folder. The Templates folder is usually

C:\Documents and Settings\<user_name>\Application Data\Microsoft\Templates
and the XLStart folder is usually

C:\Program Files\Microsoft Office\Office11\XLStart

A workbook doesn't use the calculation mode saved in the template it was
based on.

Excel uses the same calculation mode for all open workbooks. If you change the
calculation mode in one open workbook, the mode is changed for all open
workbooks.
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About using ink in Excel

If you are using a Tablet PC and Microsoft Office Excel 2003, you can use the
tablet pen to add ink annotations or drawings to worksheets. You can use ink to
emphasize data in a worksheet or to add handwritten notes to the worksheet.

You can add ink anywhere in your worksheet by using ink annotations to make
comments or recommendations. Ink annotations can be shown or hidden. In
addition, you can use ink drawing and writing to add a permanent hand-drawn or
handwritten piece of ink to a worksheet.
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Insert ink in a worksheet

You must be running Microsoft Office Excel 2003 on a Tablet PC to use this
feature.

w

Insert ink annotations you can show and hide

. If the Ink Annetations toolbar isn't visible, tap Ink Annotations on the

Insert menu.

On the Ink Annotations toolbar, tap the arrow next to pen name , where
pen name describes the color and type of pen, such as Felt Tip (Blue).
Select a pen.

Write or draw anywhere on the worksheet.

Note You can show and hide ink annotations by tapping Ink Annotations

3.
4.

on the Ink Annotations toolbar.

Insert ink drawing or writing

. If the Ink Drawing and Writing toolbar isn't visible, tap Toolbars on the

View menu, and then tap Ink Drawing and Writing.

On the Ink Drawing and Writing toolbar, tap the arrow next to pen name
, where pen name describes the color and type of pen, such as Felt Tip
(Blue).

Select a pen.

Write or draw anywhere on the worksheet.

Note You can resize or move the ink on your worksheet. You may want to move
or resize the ink to view data covered by the ink.
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Troubleshoot ink in Excel

I don't see any commands for inserting ink.

You must have a Tablet PC to use the ink features in Microsoft Office
Excel 2003.

Do one of the following:

¢ On the Insert menu, tap Ink Annotations.

¢ On the View menu, tap Toolbars, and then tap Ink Annotations or Ink
Drawing and Writing.

e Tap the ink on the worksheet, and the corresponding ink toolbar will appear.

My data is not visible because it is covered by ink.

You may have to move or resize the ink to view your data.

Do one of the following:

Move ink

1. If the ink toolbar isn't showing, tap the ink.
On the ink toolbar, tap Select Objects, and then select the ink.
3. Drag the ink to the new location.

N

Resize ink

1. To select ink, do one of the following:

Select ink on a desktop or laptop computer

o Click the ink.

Select ink on a Tablet PC




1. On the Ink Drawing and Writing or Ink Annotations toolbar, tap
Select Objects.
2. Tap the ink you want to format.

Sizing handles and an outline of the ink shapes indicate that the ink is
selected.

2. Rest the pointer on one of the sizing handles until the pointer becomes a
double-headed arrow.

3. Drag one of the top or side handles to stretch or shrink the ink vertically or
horizontally. Drag a corner handle to make the ink stretch or shrink
proportionally.

I closed an ink toolbar, and now I can't get it back.

Do one of the following:

e Tap ink on the worksheet and the corresponding ink toolbar will appear.
¢ On the View menu, tap Toolbars, and then tap Ink Annotations or Ink
Drawing and Writing.



Delete all ink annotations

1. On the View menu, point to Toolbars, and click Reviewing.
2. On the Reviewing toolbar, click Delete All Ink Annotations ],
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About speech playback

Microsoft Excel makes it possible for the computer to audibly read back data
entered on a worksheet. You can use the Text To Speech toolbar to read back
data you select for verification. Each cell is highlighted as the value is spoken,
and when you hear an error, you can stop the sound read back to correct the error
in the cell. If you prefer, you can choose to hear the value of the cell spoken

immediately after you enter data in each cell by clicking Speak On Enter [,

Text to speech The computer reads what is currently visible on the worksheet.
For example, if the worksheet is in formula view, the computer reads formulas.
If the data in the spreadsheet is hidden, the computer doesn't read the data.

Reading order You can choose whether the computer will read by rows or by
columns. By default, the computer reads across a row and then moves down to
the next row. If you choose the option of reading by columns, the computer reads
a column from top to bottom and then moves to the next column.

Speech, a Control Panel application, allows you to choose between different
computer-generated voices, and a voice speed setting you can customize.



Format text by using speech
recognition

This feature is available in the Simplified Chinese, English (US), and Japanese
language versions of Microsoft Office.

1. On the Language bar, click Microphone if the microphone
is not already turned on.

On the Language bar, click Voice Command
Select the text you want to format.

Say the command you want.

For example, say "Bold," or "Underline."

ik
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Play back worksheet data

You must have speakers installed to perform this procedure.

Play back a group of cells

1. On the Tools menu, point to Speech, and then click Show Text To Speech
Toolbar.

2. Select a group of cells to read back.

3. Choose how the computer will read back your data by clicking By Rows
or By Columns |¢*| on the Text To Speech toolbar.

4. Click Speak Cells *|if you want the computer to read back each cell in
your selection.

5. To correct an error, click Stop Speaking , and use your mouse and
keyboard to make the necessary changes.

6. Click Speak Cells **| to continue having the computer read back your
selection.

Tip

You can select a specific range of cells for the computer to read back to you, or

you can click Speak Cells | without selecting any cells and Microsoft Excel
will automatically expand the selection to include neighboring cells if there are
no empty cells in the range.

Play back after every cell entry

1. On the Tools menu, point to Speech, and then click Show Text To Speech
Toolbar.

2. On the Text to Speech toolbar, click Speak On Enter [,

3. Enter data in a cell. After you press Enter, the computer will read back the
data in the cell.

Note If you hide the Text To Speech toolbar and you have not turned off Speak
On Enter , the computer continues to read back each cell entry you make. Be



sure to click Speak On Enter *+! to turn it off.
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Turn off speech playback

¢ Do one of the following:
o To turn off all speech playback, click Stop Speaking *=| on the Text

To Speech toolbar.
o To turn on or off the option for the computer voice to read back your

data after every entry, click Speak On Enter [,

Note If you do not click Speak On Enter *+ to turn off the feature, the
computer voice will continue to read your cell entries even if the toolbar is not
visible.



Change speech playback settings

1. On the Microsoft Windows Start menu, point to Settings, and click
Control Panel.
2. Click Speech, and click the Text To Speech tab.
3. Do one or more of the following:
o Select a voice from the Voice selection box. You can click Preview
Voice to hear the voice speak.
o To change the rate at which the speech playback voice speaks, use the
slider under Voice speed. You can click Audio Output to listen to the
speed you've chosen.

Note You must close and reopen Microsoft Excel for the voice speed
option to take effect.

Note The available voices depend on your default language installation and any
language packs you may have installed.
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About printing

Viewing your worksheet for printing

Microsoft Excel provides the following ways to view your worksheet and adjust
how it will look printed.

e Normal view The default view is best for on-screen viewing and
working.

e Print preview Shows you the printed page so you can adjust columns and
margins. The way pages appear in the preview window depends on the
available fonts, the resolution of the printer, and the available colors.

e Page break preview Shows you what data will go on each page so you

can adjust the print area and page breaks.

As you make settings that affect how your worksheet will print, you can switch
between the different views to see the effects before you send the data to the
printer.

Preparing to print

Excel provides many optional settings so you can adjust the appearance of the
printed page. To make sure you've checked everything likely to affect your
printout, do the following:

Change the format and layout of the worksheet on-screen

You can set the orientation of the printed worksheet to portrait or landscape.

= I,
A #* Parkrait Landscape

When to use landscape Switch to landscape when you need to print many
more columns of data than will fit on a portrait page. If you don't want to use
landscape, you can change the layout of the printed worksheet to fit the data to
the available space, or adjust the margins.



Making the data fit the page You can make the printed image fit the page or
paper size by shrinking or expanding the image. Other changes you can make to
the layout of the printed worksheet include setting the paper size, centering the
data on the printed page, and controlling how the pages are numbered. These
changes affect only the worksheet's printed appearance, not how it looks on the
screen.

Print partial data To print only selected parts of the data on a worksheet, you
can specify which areas to print.

Add headers and footers

To put page numbers or other text above or below the worksheet data on each
page, you can add headers or footers to your printed worksheet. Headers print at
the top of every page; footers print at the bottom of every page. You can use
built-in headers or footers or create your own.

Lorem Ipsum 1
i Page1}—
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Lorem Ipsum
Dot Page 2
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1 Headers

Headers and footers are separate from the data on your worksheet and appear
only when you preview and print. In addition to headers and footers, you can
repeat worksheet data as print titles on every page.

Preview and adjust margins

To see each page exactly as it will print, click Print Preview 2] In print
preview, you can see headers, footers, and print titles.

When to adjust margins Adjust the margins or columns when your data is too
wide to fit across the page and you don't want to shrink it to fit. In print preview,
you can change the width of the margins and columns on the worksheet by
dragging the sizing handles. Click the Margins button to display the handles.



1 Margin sizing handles
2 Column sizing handles

Change the size of individual columns and rows Move the gridlines in the row
numbers and column letters areas.
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1 Column sizing
2 Row sizing

Gridlines, page order, and other settings In print preview, you can change
the way your worksheet prints. With the Setup button, you can turn gridlines on
or off, print a draft copy of your worksheet, and change the order in which pages

are printed.

Check page breaks

Page break preview shows where page breaks occur on the worksheet and which
area of the worksheet will be printed. Page breaks you set are solid blue lines,
and automatic page breaks set by Excel are dashed blue lines.

I"




1 Automatic page breaks
2 Manual page breaks

When to move page breaks To fit more rows or columns on the current page,
move a horizontal or vertical page break. In Page break preview, this
automatically shrinks the data to fit on the page. You may want to preview the
page again to make sure the font size isn't too small.

Forcing page breaks To end a page at a particular point and start a new page,
you can set a new page break.

Repeat titles on every page

Repeat row and column labels If the data on your worksheet has column or
row labels (also called print titles), you can have Excel repeat these labels on
every page of the printed worksheet.

=
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1 Column labels

The labels don't have to be in the first rows or columns of the worksheet, but
they don't begin repeating until after the row or column they originally appeared
in has been printed.

Repeat row and column headings You can also print the row numbers or
column letters for a worksheet (don't confuse these headings with the labels in
your data).




1+ Row numbers
2z Column letters

You can use any combination of headers and footers, repeating labels, and row
and column headings.

Previewing specific sheets or pages

Range of pages You can preview a specific range of pages.

Embedded chart If a worksheet contains an embedded chart, print preview
displays both the worksheet and the chart. You can move or resize the chart in
normal view or page break preview. If you select an embedded chart before you

click Print Preview , Excel displays only the embedded chart.

Page number and total pages The status bar at the bottom of the screen
shows the current page number and the total number of pages to be printed.

Speeding up a printing job

Printing a draft You can speed up the time it takes to print a worksheet by
temporarily changing the print quality. If you know the printer resolution you
want to use, you can change the print quality for the printer. If you are unsure of
the resolution (or quality), you can print the document in draft quality, which
increases printing speed by ignoring formatting and most graphics.

Printing in black and white On black-and-white printers, Excel prints colors
as gray shades. You can reduce the amount of time it takes Excel to print a
worksheet that contains colors by printing colors in black and white. When you
print a worksheet by using only black and white, Excel prints fonts and borders
formatted in color as black, not as gray shades. Excel also prints cell and
AutoShape backgrounds as white and prints other graphics and charts in shades
of gray.

Printing without gridlines Large worksheets print faster if gridlines are not
printed.

Using the Report Manager Add-in



You can combine worksheets, views, and scenarios into reports that can be
printed by using the Report Manager add-in. When you add a report, it is saved
with the workbook so that you can print the report later.

For example, if you have a Best Case scenario, a Worst Case scenario, and two
different custom views— Summary and Details— you can create a report that
prints the Best Case scenario with the Details view and another report that prints
the Best Case Scenario with the Summary view.

Printing to fit a paper width or a certain number of pages

If your work doesn't fit exactly on the number of printed pages you want, you
can adjust, or scale, your printed work to fit on more or fewer pages than it
would at normal size. You can also specify that you want to print your work on a
certain number of pages.
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Print

Print the selection, the active worksheet(s), or a workbook

If the worksheet has a defined print area, Microsoft Excel will print only the
print area unless a specific selection is made. For example, if you select a range
of cells to print and then click Selection, Excel prints the selection and ignores
any print area defined for the worksheet.

1. On the File menu, click Print.
2. Under Print what, select an option to print the selection, the active
sheet(s), or the entire workbook.

Print several worksheets at once

1. Select the worksheets you want to print.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.



Two or more Click the tab for the first sheet, and then hold down

nonadjacent CTRL and click the tabs for the other sheets.

sheets

All sheetsina  Right-click a sheet tab, and then click Select All Sheets
workbook on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. On the File menu, click Print.

Print several workbooks at once

All workbook files you want to print must be in the same folder.

1. On the File menu, click Open.
2. Hold down CTRL and click the name of each workbook you want to print.
3. In the Open dialog box, click Toels, and then click Print.

Print a list
You can print just the data contained in a list.

1. Make the list active by selecting a cell that is within the list.
2. On the List toolbar, click Print List E=)
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Print preview commands

Button

Next

Previous

Zoom

Print
Setup

Margins

Page
Break
Preview

Normal
View

Close

Action

Displays the next page to be printed. If you have multiple worksheets
selected and click Next when the last page of a selected worksheet
appears, Excel displays the first page of the next selected worksheet.

Displays the previous page to be printed. If you have multiple
worksheets selected and click Previous when the first page of a
selected worksheet appears, Excel displays the last page of the
previous selected worksheet.

Switches between a full-page view of a sheet and a magnified view.
The Zoom feature does not affect printing size. You can also switch
between a full-page view and a magnified view of a worksheet by
clicking any area of the worksheet.

Depending on the resolution of your monitor, you may not see certain
graphics, such as thin borders, in full-page view.

Lets you set printing options and then prints the selected worksheet.
Lets you set options that control the appearance of printed sheets.

Displays or hides margin handles that you can drag to adjust page
margins, header and footer margins, and column widths.

Switches to page break preview, in which you can adjust the page
breaks on the active worksheet. You can also resize the print area and
edit the worksheet. The name of the button changes from Page Break
Preview to Normal View if you were in page break preview when
you clicked Print Preview @),

Displays the active worksheet in normal view.

Closes the print preview window and returns to the previous view of
the active worksheet.
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Troubleshoot printing

The wrong data prints.

When I try to print a document, nothing happens.

Check your printer setup in Windows Printing from your computer is
primarily controlled by settings in Windows. Determine whether your printer
setup in Windows is correct by using the Windows Print Troubleshooter.

1. On the Windows Start menu, click Help.
2. Click Contents, and click Files and Printers.

3. Click Printing, and then follow the instructions in the Troubleshooting
topic.

Check the Microsoft Excel printer settings If the Windows printer setup
looks correct, check the Excel printer settings to make sure that the selected
printer matches the printer you're using.

On the File menu, click Print, and then click the name of the printer you want in
the Name box under Printer.

Excel prints only a portion of my worksheet.

Check whether a print area is defined If the worksheet contains a print area,
Excel prints only the print area. To determine whether your worksheet contains a
print area, click Page Break Preview on the View menu. The area of the
worksheet that appears with a white background is the area that is printed.

Excel QFiDtS t00 many rows or columns

e Define a print area

How?



1. On the View menu, click Page Break Preview.

No

. Select the area you want to print.
3. On the File menu, point to Print Area, and then click Set Print Area.

4. When you save the document, your print area selection is also saved.

Excel added extra rows to my worksheet.

Excel formats empty cells out to the bottom row or last column if you select an
entire row or column (click the row number or column letter) before applying
formatting. Excel then stores the formatting information for all of the otherwise
empty cells and the file gets very large.

To fix this problem, do one of the following:

¢ If you don't want to start a new worksheet, press F5, click Special in the Go
to dialog box, and then click Last cell. Delete all the rows up to your actual
data and save the workbook.

¢ Insert a blank worksheet. On the worksheet you want to print, select only
the cells you want to print and copy them to the new blank worksheet.



The printout doesn't look right.

My printed header or footer doesn't look the way I want.

You can choose from several headers and footers or create your own. Headers
and footers cannot contain graphics or links to specific cells.

Use black and white only The text in headers and footers always prints in
black. You cannot apply color to the text in headers or footers, even if you have a
color printer.

Use print titles to repeat graphics and linked information If you want to
repeat graphics or linked information at the top of every page, use print titles
instead of a header. For example, to print a company logo and address at the top
of every page:

1. Place the logo and address information in the first few rows of the
worksheet.

2. On the File menu, click Page Setup, click the Sheet tab, and then enter the
rows that contain the logo and address in the Rows to repeat at top box.

If you're printing a wide worksheet on multiple pages, be sure to copy the
repeating information to additional rows or columns as needed.

Use two ampersand (&) characters to print an ampersand Microsoft Excel
uses the ampersand to initiate codes for special formatting in the headers and
footers. Therefore, to enter an ampersand in the header or footer, you must enter
& &. For example, to include "Subcontractors & Services" in a header, enter
Subcontractors & & Services.

My header and footer margins don't look right.

Use the existing left and right margins The left and right header and footer
margins are three-quarters (.75) of an inch, regardless of the left and right
margins on the page. You can simulate wider margins on a single line header or
footer by typing spaces before the text in the Left section edit box and after the
text in the Right section edit box. (To locate these edit boxes, click Custom



Header or Custom Footer in the Page Setup dialog box.) The spaces you type
in the Right section edit box won't appear in the edit box, but will appear in the
printed worksheet.

Adjust the space for the header and footer You can adjust the distance
between the top or bottom of the page and the header or footer. You can also
change the distance between the data printed on a page and the header or footer.
Click Print Preview , click the Margins button, and drag the margin handles
to adjust the spacing.

:
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1 Margin sizing handles

2 Column sizing handles

I want my sheet to print one page wide (or tall).

You can prevent columns or rows from spilling over the edge of a page by
shrinking the sheet so that it is one page wide or tall.

How?
1. Click the worksheet.
2. On the File menu, click Page Setup, and then click the Page tab.
3. Under Scaling, click Fit to.

4. Do one of the following:

Print a worksheet to fit a paper width

In the first box beside Fit to, enter 1 (for 1 page wide).



In the second box beside Fit to, delete the value so that the number of pages
tall is unspecified.

Print a worksheet on a specified number of pages

In the boxes beside Fit to, enter the number of pages on which you want to
print the work.

Notes

e Microsoft Excel ignores manual page breaks when you use the Fit to
option.

e When you change the values for Fit to, Excel shrinks the printed image or
expands it up to 100 percent, as necessary. To see the how much the image
will be adjusted for your new values, click OK, and then click Page Setup
on the File menu. The Adjust to box on the Page tab shows the percentage
that the printed size will be adjusted.

¢ Printed data does not exceed the specified number of pages. Excel does not
enlarge the data to fill the pages.

I can't scale a chart to print the size I want or print multiple charts on a
single page.

For chart sheets, set the print size If the chart is on a chart sheet, you can
scale it when you print it.

1. Activate the chart sheet, click Page Setup on the File menu, and then click
the Chart tab.

2. Under Printed chart size, click the scaling option you want.

If you click Custom, the chart will be printed at the size you make it when
you drag its selection handles.

For embedded charts, drag to resize If the chart is an embedded chart on a
worksheet, resize the chart by clicking it and then dragging its selection handles.

To print charts together on a page, embed them You cannot print multiple



chart sheets on a single page. To print two or more charts on a page, create
embedded charts, and then resize them to fit on a single page. You can use the
Page Break Preview command on the View menu to examine the location of the
charts in the print area.

My print titles don't appear on some pages.

Excel prints repeating row and column labels only on the pages that include the
labeled rows or columns. For example, if you select cells A1:A5 as repeating
row labels, Excel does not print these labels on pages that contain only rows
below row 5. If you select cells A1:E1 as repeating column labels, Excel does
not print these labels on pages that contain only columns to the right of column
E. To have Excel print labels on the additional pages, copy the labels to the
additional rows or columns.

Copy row labels to the additional rows

1. Select the cells you want to repeat as row labels, and then click Copy =2/ on
the Standard toolbar.

2. Select cells in the same columns of the additional rows where you want the
row labels to print, and then click Paste =Y

3. On the File menu, click Page Setup, and then click the Sheet tab.

4. Click Columns to repeat at left, and then enter the entire columns that
contain the row labels. For example, to repeat row labels that you copied to
cells in column A, enter $A:$A.

Copy column labels to the additional columns

1. Select the cells you want to repeat as column labels, and then click Copy
on the Standard toolbar.

2. Select cells in the same rows of the additional columns where you want the
column labels to print, and then click Paste E=Y

3. On the File menu, click Page Setup, and then click the Sheet tab.



4. Click Rows to repeat at top, and then enter the rows that contain the
column labels. For example, to repeat column labels that you copied to cells
in rows 1 and 2, enter $1:$2.

The worksheet background did not print.

Background patterns that are added to worksheets by using the Background
command on the Format menu are not printed. However, graphics added to a
worksheet by using the Picture command on the Insert menu are printed, as are
cells with patterns or shading that are added by using the Cells command on the
Format menu.



Pagination is wrong.

Excel ignores the page breaks I set.

If your workbook is set up so that Excel fits your printed work on a specific
number of pages, Excel ignores the manual page breaks you've set and reduces
the size of the printed worksheet. (To see whether this is the case, click Page
Setup on the File menu, click the Page tab, and check the Fit to option under
Scaling.)

Use Adjust To instead of Fit To To fit the worksheet to the specified number
of pages and use the manual page breaks you inserted, click Page Setup on the
File menu, click the Page tab, and then click Adjust to.

Set each page as a separate print range If Adjust to doesn't produce the
results you want, you can set a print area with each page selected as a separate
range. Excel prints nonadjacent ranges in a print area on separate pages.

1. Insert a blank row or column in each location where you want a manual
page break.

2. Select the range you want to include as the entire first page, omitting the
blank row or column.

3. Hold down CTRL and select the range for the second page, omitting the
blank rows or columns. Continue until you've selected all pages that you
want to print.

4. On the File menu, point to Print Area, and then click Set Print Area.

On the File menu, click Page Setup, click the Page tab, click Fit to, and

enter the number of pages you want.

i

Some columns and rows printed on the wrong page.

Column widths, row heights, page margins, and page breaks determine the
number of columns and rows that print on a page.

Make margins smaller If some columns or rows print on the next page, try
decreasing the size of the Top, Bottom, Left, and Right margins.



How?

1. Select the worksheet or worksheets you want to print.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

All sheets in a
workbook

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.

Right-click a sheet tab, and then click Select All Sheets
on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected

sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then



click Ungroup Sheets on the shortcut menu.
2. On the File menu, click Page Setup, and then click the Margins tab.

3. Do one of the following:

Set page margins

o In the Top, Bottom, Left, and Right boxes, enter the margin size you
want.

To apply the same page margins to new worksheets or workbooks, you
can create a worksheet or workbook template.

Set header or footer margins

o To change the distance from the top edge to the header, enter a new
margin size in the Header box.

o To change the distance from the bottom edge to the footer, enter a new
margin size in the Footer box.

These settings should be smaller than your top and bottom margin
settings, and larger than or equal to the minimum printer margins.

Tip

To see how the margins will affect the printed document, click Print Preview
before the document is printed. To adjust the margins in print preview, click
Margins, and then drag the black margin handles on either side and at the top of
the page.

Adjust page breaks You can move page breaks before you print your
document. On the View menu, click Page Break Preview. Excel displays
manual page breaks as thick blue lines; automatic page breaks appear as dashed
lines. You can move page breaks by dragging them left, right, up, or down.

If a column prints on the wrong page— for example, on the second page instead
of the first page— drag the page break that is to the left of the column one



column to the right. If a row prints on the page that follows the page where you
want it to print, drag the page break that is above the row to a position below the
row. Excel automatically scales the worksheet to fit the columns and rows to the

page.

Make the sheet print one page wide If you want the worksheet to be only one
page wide, regardless of the number of pages, you can restrict it to the width of a
single page.

How?
1. Click the worksheet.
2. On the File menu, click Page Setup, and then click the Page tab.
3. Under Scaling, click Fit to.

4. Do one of the following:

Print a worksheet to fit a paper width

In the first box beside Fit to, enter 1 (for 1 page wide).

In the second box beside Fit to, delete the value so that the number of pages
tall is unspecified.

Print a worksheet on a specified number of pages

In the boxes beside Fit to, enter the number of pages on which you want to
print the work.

Notes

e Microsoft Excel ignores manual page breaks when you use the Fit to
option.

e When you change the values for Fit to, Excel shrinks the printed image or
expands it up to 100 percent, as necessary. To see the how much the image
will be adjusted for your new values, click OK, and then click Page Setup



on the File menu. The Adjust to box on the Page tab shows the percentage
that the printed size will be adjusted.

¢ Printed data does not exceed the specified number of pages. Excel does not
enlarge the data to fill the pages.

Change the paper orientation If you need a few more columns to print on the
same page, change the orientation to landscape.

How?
1. Click the worksheet.
2. On the File menu, click Page Setup, and then click the Page tab.
3. Under Orientation, click Portrait or Landscape.

4. Click Print.

Excel won't print multiple print areas on the same page.

If a print area contains nonadjacent areas of a worksheet, Excel prints each area
on a separate page by default. However, you can specify that separate parts of a
worksheet print on the same page by using one of the following methods.

Print nonadjacent columns side by side

1. Select the columns you don't want to print, point to Column on the Format
menu, and then click Hide.

2. Set one print area that contains all of the columns, including the hidden
columns.

Print nonadjacent rows above and below each other

1. Select the rows you don't want to print, point to Row on the Format menu,
and then click Hide.

2. Set one print area that contains all of the rows, including the hidden rows.



Show All



Print

Use the Print dialog box to set up printer options and preview a document
before printing.

Printer

Select a printer. The information about the selected printer is displayed.

Properties

Click Properties to change the options for the selected printer. In most cases, the
settings you specify apply only to the active worksheet. An exception to this is
the Default folder setting for the Microsoft Office Document Image Writer;
changes to this setting will affect the same setting in other Microsoft Office
applications.

Find Printer

Allows you to select a printer on your network that is not listed here. When you
have selected the printer you want to use, click OK to return to this menu and
print the document.

Print to file

Displays the Print To File dialog box when you click OK. Prints your document
to a file instead of to a printer.

Print range

Indicates the pages of the document you want to print. If you click Pages, you
must also enter the page numbers you want.

Copies

Specifies the number of copies you want to print.



Collate

Organizes numbered pages when you print multiple copies of a document. A
complete copy of the document is printed before the first page of the next copy
is printed.

Print what

Indicates the portion of the document you want to print.

Selection

Prints only the cells and objects selected on the worksheet.

Entire workbook

Prints all sheets in the active workbook that contain any data. If a sheet has a
print area, only the print area is printed.

Active sheets

Prints each of the selected sheets. Each sheet in the workbook starts on a new
page. If a sheet has a print area, only the print area is printed. If a chart object is
selected, this option changes to Selected chart.

List

Prints only the selected list on the worksheet.

Preview

Shows how your document will look with the selected options.
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Print a worksheet to fit a paper width
or a number of pages

A=

Click the worksheet.

On the File menu, click Page Setup, and then click the Page tab.
Under Scaling, click Fit to.

Do one of the following:

Print a worksheet to fit a paper width

In the first box beside Fit to, enter 1 (for 1 page wide).

In the second box beside Fit to, delete the value so that the number of pages
tall is unspecified.

Print a worksheet on a specified number of pages

In the boxes beside Fit to, enter the number of pages on which you want to
print the work.

Notes

Microsoft Excel ignores manual page breaks when you use the Fit to
option.

When you change the values for Fit to, Excel shrinks the printed image or
expands it up to 100 percent, as necessary. To see the how much the image
will be adjusted for your new values, click OK, and then click Page Setup
on the File menu. The Adjust to box on the Page tab shows the percentage
that the printed size will be adjusted.

Printed data does not exceed the specified number of pages. Excel does not
enlarge the data to fill the pages.



Print in black and white

Click the worksheet.

On the File menu, click Page Setup, and then click the Sheet tab.
Under Print, select the Black and white check box.

Click Print.
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Print landscape or portrait

Click the worksheet.

On the File menu, click Page Setup, and then click the Page tab.
Under Orientation, click Portrait or Landscape.

Click Print.
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Print with or without cell gridlines

1. Click the worksheet.

2. On the File menu, click Page Setup, and then click the Sheet tab.
3. Select or clear the Gridlines check box.

4. Click Print.

Note Worksheets print faster if you print without gridlines.



Set paper size for printing

1. Click the worksheet.
2. On the File menu, click Page Setup, and then click the Page tab.
3. In the Paper size box, click the size of paper you want to use.
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Set print resolution and quality

1. Click the worksheet.
2. Do one of the following:

Set a specific print resolution

1. On the File menu, click Page Setup, and then click the Page tab.
2. In the Print quality box, click the resolution you want to use.

Specify draft quality printing

1. On the File menu, click Page Setup, and then click the Sheet tab.
2. Select the Draft quality check box.



Set the printing order of pages

1. Click the worksheet.

On the File menu, click Page Setup, and then click the Sheet tab.

3. Under Page order, click an option to print the pages top to bottom or left to
right.

N



Add, delete, or move page breaks

1. On the View menu, click Page Break Preview.
2. Do one of the following:

View page breaks Manually inserted page breaks appear as solid lines.
Dashed lines indicate where Microsoft Excel will break pages
automatically.

Move a page break Drag the page break to a new location. Moving an
automatic page break changes it to a manual page break.

Insert vertical or horizontal page breaks Select a row or column below
or to the right of where you want to insert a horizontal or vertical page
break, right-click, and then click Insert Page Break.

Remove page breaks Drag the page break outside of the print area. To
remove all manual page breaks, right-click any cell on the worksheet, and
then click Reset All Page Breaks.
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Define what part of the worksheet to
print

N

N

N

Print a selected area of a worksheet

On the View menu, click Page Break Preview.
Select the area you want to print.
On the File menu, point to Print Area, and then click Set Print Area.

When you save the document, your print area selection is also saved.

Add cells to an existing print area

On the View menu, click Page Break Preview.
Select the cells you want to add to the print area.
Right-click within the selection, and then click Add to Print Area.

Center worksheet data on the printed page

Click the worksheet.

On the File menu, click Page Setup, and then click the Margins tab.

To center worksheet data horizontally on the page between the left and right
margins, select the Horizontally check box under Center on page.

To center worksheet data vertically on the page between the top and bottom
margins, select the Vertically check box under Center on page.

Clear a print area

e On the File menu, point to Print Area, and click Clear Print Area.
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Set margins for printing

1. Select the worksheet or worksheets you want to print.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

All sheets in a
workbook

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.

Right-click a sheet tab, and then click Select All Sheets
on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected



sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. On the File menu, click Page Setup, and then click the Margins tab.
3. Do one of the following:

Set page margins

o In the Top, Bottom, Left, and Right boxes, enter the margin size you
want.

To apply the same page margins to new worksheets or workbooks, you
can create a worksheet or workbook template.

Set header or footer margins

o To change the distance from the top edge to the header, enter a new
margin size in the Header box.

o To change the distance from the bottom edge to the footer, enter a new
margin size in the Footer box.

These settings should be smaller than your top and bottom margin
settings, and larger than or equal to the minimum printer margins.

Tip

To see how the margins will affect the printed document, click Print Preview
before the document is printed. To adjust the margins in print preview, click
Margins, and then drag the black margin handles on either side and at the top of
the page.
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Print row and column headings or
labels on every page

Row headings are the row numbers to the left of the worksheet; column headings
are the letters or numbers that appear at the top of the columns on a worksheet.

1. Click the worksheet.
2. On the File menu, click Page Setup, and then click the Sheet tab.
3. Do one of the following:

Print row and column headings

o Select the Row and column headings check box, and click Print.

Print row and column labels on every page

o To print column labels on every page, under Print titles in the Rows
to repeat at top box, enter the rows that contain the column labels,
and then click Print.

o To print row labels on every page, under Print titles in the Columns to
repeat at left box, enter the columns that contain the row labels, and
then click Print.



Replace error values when printing

1. Select the worksheet with the error you don't want to print.
2. On the File menu, click Page Setup, and then click the Sheet tab.
3. Under Print in the Cell errors as box, click <blank>, -- , or #N/A.



Print a workbook to a file

On the File menu, click Print.

In the Printer box, click the printer on which you want to print the file.
Select the Print to file check box, and then click OK.

Under Output File Name in the Print to file dialog box, type a name for
the file you want to print.

A=

Note If you print a workbook to a file so that you can later print the file on a
different type of printer than the one used to create the document, the page
breaks and font spacing may change.
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Print a worksheet with formulas
displayed
1. Display formulas on your worksheet.

How?

o On the Tools menu, point to Formula Auditing, and then click
Formula Auditing Mode =,
2. On the File menu, click Print.
3. Under Print what, select an option to print the selection, the active
sheet(s), or the entire workbook.

Tip

If you want to print more than one worksheet at the same time, select the
worksheets before you print.
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Add headers and footers for printing

1.
2.
3.

Add a header or footer

Click the worksheet.
On the View menu, click Header and Footer.
In the Header or Footer box, click the header or footer you want.

Create custom headers and footers

You can have only one custom header and one custom footer on each worksheet.
If you create a new custom header or footer, it replaces any other custom header
or footer on the worksheet.

1.
2.
3.

i

Click the worksheet.
On the View menu, click Header and Footer.
To base a custom header or footer on an existing header or footer, click the
header or footer in the Header or Footer box.
Click Custom Header or Custom Footer.
Click in the Left section, Center section, or Right section box, and then
click the buttons to insert the header or footer information you want in that
section.
Do one or more of the following:

o To enter additional text for the header or footer, enter the text in the

Left section, Center section, or Right section box.

o To start a new line in one of the section boxes, press ENTER.

o To delete a section of a header or footer, select the section that you
want to delete in the section box, and then press BACKSPACE.

Notes

o You can use the buttons in the Header or Footer dialog boxes to
format or further customize your headers and footers.

o Make sure the header or footer margin allows enough space for the



custom header or footer.

Tips

e To include a single ampersand (&) within the text of a header or footer, use
two ampersands. For example, to include "Subcontractors & Services" in a
header, type Subcontractors & & Services.

e To start numbering pages with a number other than 1, specify the first page
number, and then use &[Page] in the header or footer. To specify the first
page number:

1. On the File menu, click Page Setup.
2. In the First page number box, type the first page number.



Change the font in header and footer
text

1. On the View menu, click Header and Footer.

2. Click Custom Header or Custom Footer.

3. Select the text in the Left section, Center section, or Right section box,
and then click Font [A ],

4. Select the options you want.

Note You cannot change the color of header and footer text.



Change the page number for the first
page

1. Click the worksheet.

2. On the File menu, click Page Setup, and then click the Page tab.

3. In the First page number box, type the page number you want to appear
on the first page of the worksheet.

To have Microsoft Excel automatically number the pages of the worksheet,
type the word Auto in the First page number box.

Note Excel prints page numbers only if you include page numbers in the header
or footer.



Insert date and time in a header or
footer

On the View menu, click Header and Footer.

Click Custom Header or Custom Footer.

Click in the Left section, Center section, or Right section box.

On the row of buttons in the Header or Footer dialog box, click Date *Z or
Time ‘2]

5. If you want, do one or more of the following;:

El A e

o To start a new line, press ENTER.

o To delete a date or time from a header or footer, select &[Date] or &
[Time] and then press DELETE.

Note Make sure the header or footer margin allows enough space for the
custom header or footer.



Insert a graphic in a header or footer

On the View menu, click Header and Footer.
Click Custom Header or Custom Footer.
Click in the Left section, Center section, or Right section box.
On the row of buttons in the Header or Footer dialog box, click Insert
Picture &) and then find the graphic you want to insert.
Double-click the graphic to insert it in the header or footer section box.
If you want, do one or more of the following;:
o To make changes to the graphic, click Format Picture 2| on the row
of buttons in the Header or Footer dialog box.
o To replace a graphic, select &[Picture], click Insert Picture ], and
then click Replace.
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o To start a new line in one of the section boxes, press ENTER.
o To delete a graphic, select &[Picture] and then press DELETE.
Notes

¢ Changes to the graphic or graphic format take place immediately and can't
be undone.

e Make sure the header or footer margin allows enough space for the custom
header or footer.



Insert a file name in a header or
footer

On the View menu, click Header and Footer.

Click Custom Header or Custom Footer.

Click in the Left section, Center section, or Right section box.

On the row of buttons in the Header or Footer dialog box, click File Name

.

If you want, do one or more of the following;:

o To insert a path and file name or a worksheet tab, click Path & File

or Sheet Name =/ on the row of buttons in the Header or Footer
dialog box.
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o To start a new line, press ENTER.

o To delete a file name from a header or footer, select &[File] and then
press DELETE.

Note Make sure the header or footer margin allows enough space for the
custom header or footer.
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Troubleshoot workbooks and
worksheets

There isa ":1" or ":2" in my workbook title.

You have more than one window open for the active workbook. Switch to the
window you want to close, and then click Close Window X! in the upper-right
corner of the workbook window.

Note If you save a workbook while more than one window is open and then
close the workbook, the same number of windows will open the next time you
open the workbook. If you want to only one window the next time you open the
workbook, close all but one window before you save and close the workbook.

My module sheets are missing.

The sheets are from earlier versions of Microsoft Excel Excel 2000 and
later versions of Excel preserve Excel version 4.0 macro sheets and Excel
version 5.0 dialog sheets. The module sheets are coverted into modules in the
workbook's Visual Basic for Applications project.

To run, view, and modify these sheets To edit converted macro sheets and
dialog sheets in Excel 2000 or a later version of Excel, run the Visual Basic
Editor.

I can't rename a sheet.

Display the sheet tabs If sheet tabs aren't displayed, click Options on the
Tools menu, click the View tab, and then select the Sheet tabs check box under
Window options.

Shrink the horizontal scroll bar The sheet tabs could be covered by the scroll
bar. To shrink the scroll bar area, look for the tab split bar at the far left side of
the screen beside the scroll bar.



1. Point to the tab split bar.

Shestd 1] 4
Tab zplit bar

2. When the pointer changes to a split pointer +, drag the tab split bar to the
right or left.

If you want to return the tab split bar to its original position, double-click
the tab split bar.

Tip

You can activate a sheet by right-clicking any tab scrolling button and then
selecting the sheet you want from the shortcut menu.

Point to the tab split bar, and when the pointer changes to a split pointer I+, drag
the tab split bar to the right until the sheet tabs appear.

Check to see whether the workbook is protected To rename the sheet, first
turn off the protection.

1. On the Tools menu, point to Protection, and then click Unprotect
Workbook.

2. If prompted, enter the password assigned when the workbook was
protected. Passwords are case sensitive. You must type the password
exactly as it was created, including uppercase and lowercase letters.

Sheet tabs aren't listed across the bottom of the screen.

Display or hide all sheet tabs

1. On the Tools menu, click Options, and then click the View tab.
2. Select or clear the Sheet tabs check box. When displaying sheet tabs, you
may also need to expand the tab scrolling area.
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Tab zcrolling buttons



Display more or fewer sheet tabs
1. Point to the tab split bar.

Shestd 1] 4
Tab zplit bar

2. When the pointer changes to a split pointer +, drag the tab split bar to the
right or left.

If you want to return the tab split bar to its original position, double-click
the tab split bar.

Tip

You can activate a sheet by right-clicking any tab scrolling button and then
selecting the sheet you want from the shortcut menu.

The sheet names are cut off or difficult to read

Increase the scroll bar height. In the Microsoft Windows Control Panel, double-
click the Display icon, click the Appearance tab, click Scrollbar in the Item
list, and then increase the number in the Size box.
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Change the color of cell gridlines

1. Select the sheets on which you want to change the gridline color.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

All sheets in a
workbook

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.

Right-click a sheet tab, and then click Select All Sheets
on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected



sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

. On the Tools menu, click Options, and then click the View tab.
. Under Window options, click the color you want in the Color box.

To use the default gridline color, click Automatic.
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Delete sheets

1. Select the sheets you want to delete.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

All sheets in a
workbook

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.

Right-click a sheet tab, and then click Select All Sheets
on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected



sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. On the Edit menu, click Delete Sheet.
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Display or hide a workbook or sheet

Do one or more of the following:

Display a hidden workbook

1. On the Window menu, click Unhide.

If the Unhide command is unavailable, the workbook does not contain
hidden sheets. If both the Rename and Hide commands are unavailable, the
workbook is protected from structural changes. You'll need to remove
protection from the workbook to determine whether sheets are hidden;
removing protection may require a password.

How?

On the Tools menu, point to Protection, and then click Unprotect
Workbook.

If prompted, enter the password assigned when the workbook was
protected. Passwords are case sensitive. You must type the password
exactly as it was created, including uppercase and lowercase letters.

2. In the Unhide workbook box, double-click the name of the hidden
workbook you want to display.

Display a hidden sheet

1. On the Format menu, point to Sheet, and then click Unhide.

If sheets are hidden by a Microsoft Visual Basic for Applications program
that assigns the property xISheetVeryHidden, you cannot use the Unhide
command to display the sheets. If you are using a workbook with Visual
Basic macros and have problems with hidden sheets, contact the owner of
the workbook for more information.

2. In the Unhide sheet box, double-click the name of the hidden sheet you



want to display.

Hide a workbook window

. Open the workbook.
. On the Window menu, click Hide.

. When you quit Microsoft Excel, you will be asked if you want to save
changes to the hidden workbook. Click Yes if you want the workbook
window to be hidden the next time you open the workbook.

Hide a sheet

. Select the sheets you want to hide.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

A single sheet  If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Two or more Click the tab for the first sheet, and then hold down
adjacent sheets  SHIFT and click the tab for the last sheet.

Two or more
nonadjacent
sheets

All sheetsina  Right-click a sheet tab, and then click Select All Sheets
workbook on the shortcut menu.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.




Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. On the Format menu, point to Sheet, and then click Hide.

Display or hide multiple workbooks on the Microsoft Windows taskbar

1. On the Tools menu, click Options, and then click the View tab.
2. Select or clear the Windows in taskbar check box.
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Display or hide rows or columns

Display a hidden row or column

1. Select a row or column on each side of the hidden rows or columns you
want to display.
2. On the Format menu, point to Row or Column, and then click Unhide.

Tip

If the first row or column of a worksheet is hidden, click Go To on the Edit
menu. Type Al in the Reference box, and click OK. Point to Row or Column
on the Format menu, and then click Unhide.

Also, the row or column may have had the height or width set to zero. Point to
Select All button

the border of Select All until the cursor changes to = or b, and drag
to widen the row or column.

Hide a row or column

1. Select the rows or columns you want to hide.

How?

To select Do this

If editing in a cell is turned on, select the cell, double-click
in it, and then select the text in the cell.

Text in a cel] 1f editing in a cell is turned off, select the cell, and then
select the text in the formula bar.

F

A single cell Click the cell, or press the arrow keys to move to the cell.
A range of Click the first cell of the range, and then drag to the last



cells cell.

Click the first cell in the range, and then hold down SHIFT
and click the last cell in the range. You can scroll to make
the last cell visible.

Click the Select All button.

A large range
of cells

All cellsona  |selectan button

worksheet
Ncl)lnadi aceﬁlt Select the first cell or range of cells, and then hold down
celisorce CTRL and select the other cells or ranges.
ranges
Click the row or column heading.
An entire row |t B
or column

Drag across the row or column headings. Or select the first

Adjacent rows row or column; then hold down SHIFT and select the last

or columns
row or column.
Nonadjacen .
onadjacent Select the first row or column, and then hold down CTRL
TFOWS Or
and select the other rows or columns.
columns

More or fewer Hold down SHIFT and click the last cell you want to
cells than the include in the new selection. The rectangular range between

active the active cell and the cell you click becomes the new
selection selection.

Cancel a

selection of  Click any cell on the worksheet.

cells

2. On the Format menu, point to Row or Column, and then click Hide.



Display or hide scroll bars

1. On the Tools menu, click Options, and then click the View tab.
2. Select or clear the Horizontal scroll bar check box and Vertical scroll bar
check box.
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Display or hide sheet tabs

Display or hide all sheet tabs

1. On the Tools menu, click Options, and then click the View tab.
2. Select or clear the Sheet tabs check box. When displaying sheet tabs, you
may also need to expand the tab scrolling area.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons

Display more or fewer sheet tabs

1. Point to the tab split bar.

Shestd 1] 4
|Tab zplit bar

2. When the pointer changes to a split pointer +, drag the tab split bar to the
right or left.

To return the tab split bar to its original position, double-click the tab split
bar.

Tip

You can activate a sheet by right-clicking any tab scrolling button and then
selecting the sheet you want from the shortcut menu.

If the sheet names are cut off or difficult to read

Increase the scroll bar height. In the Microsoft Windows Control Panel, double-
click the Display icon, click the Appearance tab, click Scrollbar in the Item
list, and then increase the number in the Size box.
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Add color to sheet tabs

Sheet] . _Sheet2 & Charti
Active sheet

1. Select the sheets you want to color.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

All sheets in a
workbook

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.

Right-click a sheet tab, and then click Select All Sheets
on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets




To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. On the Format menu, point to Sheet, and then click Tab Color. You can
also right-click on the sheet tab and then click Tab Color.
3. Click on the color you want and click OK.



Display or hide the status bar

1. On the Tools menu, click Options, and then click the View tab.
2. Select or clear the Status bar check box.
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Hide cell gridlines

1. Select the sheets on which you want to hide the gridlines.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select

A single sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

All sheets in a
workbook

Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons

Click the tab for the first sheet, and then hold down
SHIFT and click the tab for the last sheet.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.

Right-click a sheet tab, and then click Select All Sheets
on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected



sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. On the Tools menu, click Options, and then click the View tab.
3. Under Window options, clear the Gridlines check box.
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Insert a new worksheet

Add a single worksheet

e Click Worksheet on the Insert menu.

Add multiple worksheets

Determine the number or worksheets you want to add.

1. Hold down SHIFT, and then select the same number of existing worksheet
tabs that you want to add in the open workbook.

Example: If you want to add three new worksheets, select three existing
worksheet tabs.

2. Click Worksheet on the Insert menu.

Insert a new sheet that's based on a custom template

You must have already created a custom sheet template.

How?
1. Decide which type of template you want:
Workbook template

Create a workbook that contains the sheets, default text (such as page
headers and column and row labels), formulas, macros, styles, and other
formatting you want in new workbooks based on the template.

Worksheet template

Create a workbook that contains one worksheet. On the worksheet, include
the formatting, styles, text, and other information you want to appear on all
new sheets of the same type.



. To display a picture of the first page of a template in the Preview box of the
Templates dialog box (General Templates..., New Workbook task pane),
click Properties on the File menu, click the Summary tab, and then select
the Save preview picture check box.

. On the File menu, click Save As.
. In the Save as type box, click Template.
. In the Save in box, select the folder where you want to store the template.

o To create the default workbook template or default worksheet
template, select either the XLStart folder or the alternate startup folder.
The XLStart folder is usually

C:\Program Files\Microsoft Office\Office11\XLStart

o To create a custom workbook or worksheet template, select the
Templates folder, which is usually

C:\Documents and Settings\user_name\Application
Data\Microsoft\Templates

. Enter the name of the template in the File name box. Do one of the
following:

Workbook template
o Type book to create the default workbook template.
To create a custom workbook template, type any valid file name.
Worksheet template
o Type sheet to create a template for default worksheets.
To create a custom sheet template, type any valid file name.
. Click Save, and then click Close on the File menu.

. Right-click a sheet tab, and then click Insert.



2. Double-click the template for the type of sheet you want.
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Name cells in a workbook

You can use the labels of columns and rows on a worksheet to refer to the cells
within those columns and rows. Or you can create descriptive names to represent
cells, ranges of cells, formulas, or constant values. Labels can be used in
formulas that refer to data on the same worksheet; if you want to represent a
range on another worksheet, use a name.

You can also create 3-D names that represent the same cell or range of cells
across multiple worksheets.

Use labels as references

This option must be set when you first create a workbook, or you will need to re-
enter the formulas that use labels.

1. Click Options on the Tools menu, and then click the Calculation tab.

2. Under Workbook options, select the Accept labels in formulas check
box.

3. To re-enter a formula that used a label before setting this option, select the
cell that contains the formula, press F2, and then press ENTER.

Note To have this option recognized by default for all new workbooks, create a
new workbook, follow the procedure above, and save the setting in the template
book.xlt.

How?
1. Decide which type of template you want:
Workbook template

Create a workbook that contains the sheets, default text (such as page
headers and column and row labels), formulas, macros, styles, and other
formatting you want in new workbooks based on the template.

Worksheet template



Create a workbook that contains one worksheet. On the worksheet, include
the formatting, styles, text, and other information you want to appear on all
new sheets of the same type.

. To display a picture of the first page of a template in the Preview box of the
Templates dialog box (General Templates..., New Workbook task pane),
click Properties on the File menu, click the Summary tab, and then select
the Save preview picture check box.

. On the File menu, click Save As.
. In the Save as type box, click Template.
. In the Save in box, select the folder where you want to store the template.

o To create the default workbook template or default worksheet
template, select either the XLStart folder or the alternate startup folder.
The XLStart folder is usually

C:\Program Files\Microsoft Office\Office11\XLStart

o To create a custom workbook or worksheet template, select the
Templates folder, which is usually

C:\Documents and Settings\user_name\Application
Data\Microsoft\Templates

. Enter the name of the template in the File name box. Do one of the
following:

Workbook template
o Type book to create the default workbook template.
To create a custom workbook template, type any valid file name.
Worksheet template
o Type sheet to create a template for default worksheets.

To create a custom sheet template, type any valid file name.



w

Click Save, and then click Close on the File menu.

Name a cell or a range of cells

Select the cell, range of cells, or nonadjacent selections that you want to
name.
Click the Name box at the left end of the formula bar &

& C5 - f
1 Name box

Type the name for the cells.
Press ENTER.

Note You cannot name a cell while you are changing the contents of the cell.

N

Note A name created by using this procedure refers only to the cells that contain

Convert existing row and column labels to names

Select the range you want to name, including the row or column labels.
On the Insert menu, point to Name, and then click Create.

In the Create names in box, designate the location that contains the labels
by selecting the Top row, Left column, Bottom row, or Right column
check box.

values and does not include the existing row and column labels.

Specifying labels

When you select cells in labeled ranges to create formulas,

Microsoft Excel can insert the labels in place of the cell references in your
formulas. Using labels can make it easier to see how a formula is constructed.

You can use the Label Ranges dialog box (Insert menu, Name submenu, Label

command) to specify the ranges that contain column and row labels on your
worksheet.

Name cells on more than one worksheet by using a 3-D reference

This is also called a 3-D reference.




W N

Nk

On the Insert menu, point to Name, and then click Define.

In the Names in workbook box, type the name.

If the Refers to box contains a reference, select the equal sign (=) and the
reference and press BACKSPACE.

In the Refers to box, type = (equal sign).

Click the tab for the first worksheet to be referenced.

Hold down SHIFT and click the tab for the last worksheet to be referenced.
Select the cell or range of cells to be referenced.
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Move or copy sheets

Caution Be careful when you move or copy sheets. Calculations or charts based
on worksheet data might become inaccurate if you move the worksheet.
Similarly, if you insert a worksheet between sheets that are referred to by a 3-D
formula reference, data on that worksheet might be included in the calculation.

1. To move or copy sheets to another workbook, open the workbook that will
receive the sheets.

2. Switch to the workbook that contains the sheets you want to move or copy,
and then select the sheets.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

A single sheet  If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons

Two or more Click the tab for the first sheet, and then hold down
adjacent sheets  SHIFT and click the tab for the last sheet.

Two or more
nonadjacent
sheets

All sheetsina  Right-click a sheet tab, and then click Select All Sheets
workbook on the shortcut menu.

Click the tab for the first sheet, and then hold down
CTRL and click the tabs for the other sheets.




Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

w

On the Edit menu, click Move or Copy Sheet.
4. In the To book box, click the workbook to receive the sheets.

To move or copy the selected sheets to a new workbook, click new book.

5. In the Before sheet box, click the sheet before which you want to insert the
moved or copied sheets.

6. To copy the sheets instead of moving them, select the Create a copy check
box.

Tip

To move sheets within the current workbook, you can drag the selected sheets
along the row of sheet tabs. To copy the sheets, hold down CTRL, and then drag
the sheets; release the mouse button before you release the CTRL key.



Rename a sheet

1. To rename the active sheet, on the Format menu, point to Sheet and then
click Rename.

Sheet! &, Sheet? ;| Chart
Active sheet

2. Type the new name over the current name.
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Troubleshoot formatting worksheets

Formatting numbers, dates, and times

Decimal points are added to all the numbers I enter.

On the Tools menu, click Options, click the Edit tab, and then clear the Fixed
Decimal check box.

To remove decimal points from numbers you've already entered, you can
multiply the numbers by a power of 10. In an empty cell, enter a number such as
10, 100, or 1,000, depending upon the number of decimal places you want to
remove. For example, enter 100 in the cell if the numbers contain two decimal
places and you want whole numbers. Copy the cell to the Clipboard and select a
range of adjacent cells that contain numbers with decimal places. On the Edit
menu, click Paste Special, and then click Multiply.

Numbers aren't displayed or calculated as numeric values.

If the numbers are aligned to the left of the cell and if you have not changed the
default alignment (General), the numbers are formatted or entered as text. To
change them to numbers, do the following:

1. Select a blank cell that you know has the General number format.

If you aren't sure of the cell format, click Cells on the Format menu, and
then click the Number tab. In the Category box, click General, and then
click OK.

In the cell, type 1 and then press ENTER.

Click the cell, and then click Copy =2/ on the Standard toolbar.

Select the range of cells that contain the "text" numbers.

On the Edit menu, click Paste Special, click Multiply, and then click OK.

kW

The number in a worksheet cell isn't the same as the number in the
formula bar.




The number format applied to a cell determines the way Microsoft Excel
displays a number in that cell on the worksheet. The format does not affect the
cell value used in calculations, which is displayed in the formula bar when the
cell is active.

To remove number formats that may affect the displayed value, select the cells.
1. On the Format menu, click Cells, and then click the Number tab.

2. In the Category box, click General.

No more custom number formats can be added.

The number of custom number formats has been exceeded. You must delete one
or more of the existing custom number formats in order to add new ones.

1. On the Format menu, click Cells, and then click the Number tab.
2. In the Category list, click Custom.

3. At the bottom of the Type box, click the custom format you want to delete.
Click Delete.



Formatting text

Formats such as font color and cell shading automatically change.

If conditional formats have been applied to a cell, Microsoft Excel applies the
formats depending on whether the cell value or other evaluated data meets a
condition you specified.

¢ If you base the formatting condition on the value of the selected cells, cells
that contain text are evaluated as ASCII strings. Formats such as bold or the
font color may change if you change the text.

¢ Conditional formats have priority over formats that you apply directly to a
cell by using the Cells command (Format menu) or a Formatting toolbar
button. If a specified condition is true, the formats for that condition
override the manual formatting.

Rotated text isn't displayed at the correct angle.

If you've saved a workbook in another file format, the rotated text format might
be lost. Most file formats do not support rotation within the full 180 degrees
(+90 through — 90 degrees), which is possible in the current version of Microsoft
Excel. Earlier versions of Excel can rotate text only at angles of +90, 0 (zero), or
— 90 degrees. If the specified angle of rotation cannot be maintained in the other
file format, the text is not rotated.

Text or other data I enter isn't displayed in the cells.

Reset the number format The cells may be formatted so that data in the cells
is hidden. To remove specific number formats that may be affecting the
displayed value, select the cells. On the Format menu, click Cells, and then
click the Number tab. In the Category list, click General.

Check the color of text and the background If text in a cell is the same color
as the background, nothing appears in the cell. You can change the color of the
background or change the color of the text.

The rotate text option doesn't work or isn't available.




Microsoft Excel cannot rotate indented cells or cells that are formatted with the
Center Across Selection or Fill alignment options in the Horizontal box of the
Alignment tab (Cells command, Format menu). If all selected cells have these
conflicting alignment formats, the text rotation options under Orientation are
not available. If the selection includes cells that are formatted with other, non-
conflicting alignment options, the rotation options are available. However, cells
formatted with a conflicting alignment format are not rotated.

Apostrophe ('), a caret (), a quotation mark ("), or a backslash (\) appears
in the formula bar but not in the cells

These characters are formatting codes, which may be displayed in documents
created in Lotus 1-2-3 or if you are working with keys that are used for
navigation in Lotus 1-2-3. In Lotus 1-2-3 formats, an apostrophe (') indicates
left-aligned text, a quotation mark (") indicates right-aligned text, a caret (")
indicates centered text, and a backslash (\) indicates text that is formatted to fill
the cell.

To hide formatting codes in the formula bar, click Options on the Tools menu,
click the Transition tab, and then clear the Transition navigation keys check
box.

Note You can only hide codes that have been implicitly added, such as
formatting codes. You cannot hide codes that have been explicitly added.



Conditional formatting

Conditional formats are not applied correctly.

e Check for multiple conditions If you specify multiple conditions and
more than one condition is met, Microsoft Excel applies only the formats
for the first true condition.

¢ See whether conditions overlap If you specify conditions that overlap,
Excel applies only the format of the first true condition. For example, if you
specify a condition that applies yellow shading to cell values between 100
and 200, inclusive, and then you specify a second condition that applies red
shading to cell values below 120, the cell values of 100 through
119.999999999999 will appear with yellow shading. It’s best to avoid
overlapping conditions.

e Check cell references If you used a formula as the formatting criteria, the
cell references in the formula might not be correct.

The settings I applied in the Conditional Formatting dialog box are now
blank.

The current selection might include cells that have two or more types of
conditional formatting. The dialog box can display only one set of conditional
formatting criteria and cell formats at a time.

Select different cells and check the settings again.

I can't use some formats as conditional formats.

Cell formats that can change the row height or column width cannot be used as
conditional formats.



Text positioning

Diagonal borders are displayed over rotated text.

Do not use the diagonal borders buttons |/ and || in the Border tab (Cells
dialog box, Format menu) to apply borders to cells that contain rotated text.
Remove the diagonal borders by selecting the cells and clicking None 2] on the
Border tab under Presets. Then click the Inside ™=/ and Outline !/ buttons
under Presets. The borders are applied to the edges of the cells, which are
rotated to the same degree as the rotated text.



Borders and shading

Borders aren't displayed the way I want.

Look at adjacent cells If you apply borders to a selected cell, the border is
also applied to adjacent cells that share a bordered cell boundary. For example, if
you apply a box border enclosing the range B1:C5, the cells D1:D5 acquire a left
border.

Check which border was last applied If you apply two different types of
borders to a shared cell boundary, the most recently applied border is displayed.

Choose the appropriate border type A selected range of cells is formatted as
a single block of cells. If you apply a right border to the range of cells B1:C5,
the border is displayed only on the right edge of the cells C1:C5. To display
interior borders, use the (=) button on the Borders palette.

See if borders are separated by a page break If you want to print the same
border on cells that are separated by a page break, but the border appears on only
one page, use the Cells command (Format menu) to apply an inside border. For
example, suppose you want to print a border at the bottom of the last row of one
page and to use the same border at the top of the first row on the next page.
Select the rows on both sides of the page break, and then click Cells on the
Format menu. Click the Border tab, and then click the Inside button |™/ under
Presets. Under Border, remove the vertical border by clicking it in the preview
diagram.
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Page Setup

Use the Page Setup dialog box to set up layout and print options of a page.

Page

Orientation

Choose between landscape and portrait.

Scaling

Enlarges or reduces the worksheet or selection when you print so that it fits on
the specified number of pages. Select the Fit to check box, enter a number in the
page(s) wide by box, and enter a number in the tall box. To fill the paper width
and use as many pages as necessary, type 1 in the pages(s) wide by box and
leave the tall box blank.

Paper size
Click Letter, Legal, or other size options to indicate the size you want your
document or envelope printed.

Print quality

Click the resolution you want to specify print quality for the active worksheet.
Resolution is the number of dots per linear inch (dpi) that appear on the printed
page. Higher resolution produces better quality printing in printers that support
high-resolution printing.

First page number

Enter Auto to start numbering pages at "1" (if it is the first page of the print job)
or at the next sequential number (if it is not the first page of the print job). Enter
a number to specify a starting page number other than "1."



Margin

Enter margin settings and see results in the Preview box. Adjust measurements
in the Top, Bottom, Left, and Right boxes to specify the distance between your
data and the edge of the printed page.

Header or Footer

Enter a number in the Header or Footer box to adjust the distance between the
header and the top of the page or between the footer and the bottom of the page.
The distance should be smaller than the margin settings to prevent the header or
footer from overlapping the data.

Center on page

Center the data on the page within the margins by selecting the Vertically check
box, the Horizontally check box, or both.

Header/Footer

Header

Click a built-in header in the Header box, and then click Custom Header to
create a custom header for your worksheet. The built-in header is copied to the
Header dialog box, where you can format or edit the selected header.

Footer

Click a built-in footer in the Footer box, and then click Custom Footer to create
a custom footer for your worksheet. The built-in footer is copied to the Footer
dialog box, where you can format or edit the selected footer.

Sheet

Print area

Click the Print area box to select a worksheet range to print, and then drag
through the worksheet areas that you want to print. The Collapse Dialog button



at the right end of this box temporarily moves the dialog box so that you enter
the range by selecting cells in the worksheet. When you finish, you can click the
button again to display the entire dialog box.

Print titles

Select an option under Print titles to print the same columns or rows as titles on
every page of a printed worksheet. Select Rows to repeat at top if you want
specific rows as your horizontal title for each page. Select Columns to repeat at
left if you want vertical titles on each page. Then on the worksheet, select a cell
or cells in the title columns or rows you want. The Collapse Dialog button at the
right end of this box temporarily moves the dialog box so that you enter the
range by selecting cells in the worksheet. When you finish, you can click the
button again to display the entire dialog box.

Print

Specifies what is printed from your worksheet, whether the printout is in color or
black and white, and what the print quality is.

Page order

Click Down, then over or Over, then down to control the order in which data is
numbered and printed when it does not fit on one page. The sample picture
previews the direction your document will print when you choose one of these
options.
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About viewing workbooks and
worksheets

A Microsoft Excel workbook is a file that contains one or more worksheets,
which you can use to organize various kinds of related information. You can
enter and edit data on several worksheets simultaneously and perform
calculations based on data from more than one worksheet. When you create a
chart, you can place the chart on the same worksheet as its related data or on a
separate chart sheet.

You can move from one worksheet or chart sheet to another by clicking the sheet
tabs at the bottom of the workbook window. You can color-code your sheet tabs
to make them easier to recognize. The tab for the active sheet is underlined in the
color you choose; tabs for inactive sheets are fully colored.

Sheet] . _Sheet2 & Charti
Active sheet

Viewing different parts of a worksheet at the same time

Split a worksheet To view and scroll independently in different parts of a
worksheet, you can split a worksheet horizontally and vertically into separate
panes. Splitting a worksheet into panes allows you to view different parts of the
same worksheet side by side and is useful, for example, when you want to paste
data between different areas of a large worksheet. In the following example, you
can view the rows for different cities in the upper panes while keeping the
February totals visible in the lower panes.

City Date Books Sold
Chicago Feh 73
Detroit Feh a8
Atlanta Feh a5
Portland har 33
Boize Feh G4
Dallas Feh 18
Miami Feh 41
Feb Totals E24




The two right panes scroll together, as do the two lower panes.

Keep labels or data visible To keep row and column labels or other data
visible as you scroll through a sheet, you can "freeze" the top rows and/or left
columns. The frozen rows and columns don't scroll but remain visible as you
move through the rest of the worksheet.

City Date Books Sold
Boize har 54
Denver har 38
Chicago Feh B0
Dallas Feh 72
Canta Fa hd=r 154

The labels in the first row remain fixed while you scroll the rest of the worksheet
vertically.

You cannot both split a worksheet and freeze parts of a worksheet at the same
time.

Note Split or frozen panes do not automatically show up on each page when the
sheet is printed. You must specify any labels you want to print.

Creating custom views

You can save a set of display and print settings as a custom view, then apply
your custom view at any time. For example, you have a worksheet that contains
data about four different sales regions. You can set up a view of each region's
data and then save them. When you open the worksheet you can then request a
certain view and the data is displayed.

What can be stored in custom views? The stored settings include display
options, window size and position on the screen, window splits or frozen panes,
the sheet that is active, and the cells that are selected at the time the view is
created. You can also optionally save hidden rows, hidden columns, filter
settings, and print settings.

The custom view includes the entire workbook. If you hide a sheet before a view
is added, Excel hides the sheet when you show the view.



Hiding all or part of a workbook

When you hide parts of a workbook, the data is removed from view but is not
deleted from the workbook. If you save and close the workbook, the hidden data
remains hidden the next time the workbook is opened. If you print the
workbook, Microsoft Excel does not print the hidden parts. To prevent others
from displaying hidden sheets, rows, or columns, you can protect the workbook
or sheet with a password.

Hide workbooks and sheets You can hide workbooks and sheets to reduce the
number of windows and sheets on the screen and to prevent unwanted changes.
For example, you can hide sheets that contain sensitive data, or you can hide a
workbook containing macros so that the macros are available to run but no
window appears for the macro workbook. The hidden workbook or sheet data is
accessible, and other documents can use the information.

Hide rows and columns You can also hide selected rows and columns of data
that you aren't using or that you don't want others to see.

Hide window elements You can hide most window elements in order to use as
much of your screen as possible to display worksheet data. These window
elements include the Microsoft Windows taskbar and the Excel title bar,
toolbars, formula bar, and status bar. These elements remain hidden only as long
as the workbook is open; they are redisplayed when you close the workbook and
open it again.



Change the number of worksheets in
a new workbook

1. On the Tools menu, click Options, and then click the General tab.
2. In the Sheets in new workbook box, enter the number of sheets you want
added by default when you create a new workbook.



Close workbook windows

To close Do this
Click Close x| in the upper-right corner of the window.

The active workbook

: If the window is the only open window of the
window

workbook, the workbook is closed.

All open windows of a

On the File menu, click Close .
workbook

Hold down SHIFT, and then click Close All on the File

All open workbooks
menu.
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Remove the split from a window or
unfreeze a pane

e To restore a window that has been split into two scrollable areas, double-
click any part of the split bar that divides the panes.

e To remove non-scrolling "frozen" panes, click Unfreeze Panes on the
Window menu.



Reset workbook and worksheet
settings

1. If you want to keep your Book.xlt or Sheet.xlt files, rename them and save
them in the Templates folder, usually located at:

C:\Documents and Settings\user_name\Application
Data\Microsoft\Templates

2. Do one or more of the following:
o In Microsoft Windows Explorer, remove any template files from the
XLStart folder. The XLStart folder is usually located at:

C:\Program Files\Microsoft Office\Office11\XLStart

o If the files aren't in the XLStart folder, look in the folder specified in
the At startup, open all files in box on the General tab in the
Options dialog box (Tools menu).

o To restore original settings for workbooks, remove Book.xIt

To restore original settings for worksheets, remove Sheet.xIt
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Switch to full or normal screen view

Switch to full screen view

On the View menu, click Full Screen.

Switch back to normal view

On the Full Screen toolbar, click Close Full Screen.

Note If you've hidden the Full Screen toolbar, you can restore the toolbars and
hidden elements by clicking Full Screen on the View menu.
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View multiple sheets or workbooks at
the same time

1. Open the workbooks you want to view.

To view multiple sheets in the active workbook, click New Window on the
Window menu. Switch to the new window, and then click a sheet you want
to view. Repeat for each sheet you want to view.

2. On the Window menu, click Arrange.
3. Under Arrange, click the option you want.

To view sheets in only the active workbook, select the Windows of active
workbook check box.

Tip

To restore a workbook window to full size, click Maximize 8’ at the upper-right
corner of the workbook window.
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View two parts of a sheet by splitting
or freezing panes

Split panes

1. At the top of the vertical scroll bar or at the right end of the horizontal scroll
bar, point to the split box.

——Split box
2. When the pointer changes to a split pointer =, drag the split box down or to
the left to the position you want.
Freeze panes

Freezing panes allows you to select data that remains visible when scrolling in a
sheet. For example, keeping row and column labels visible as you scroll.

City Date Books Sold
Boize har 54
Denver har 38
Chicago Feh B0
Dallas Feh 72
Canta Fa hd=r 154

1. To freeze a pane, do one of the following:

The top horizontal pane Select the row below where you want the split
to appear.

The left vertical pane Select the column to the right of where you want
the split to appear.

Both the upper and left panes Click the cell below and to the right of
where you want the split to appear.



2. On the Window menu, click Freeze Panes.



Z.oom the display

In the Zoom box 1®* = click the size you want, or enter a number from 10 to
400.

To enlarge the selected area to fill the window, click Selection.

Note Zooming in or out does not affect printing. Sheets are printed at 100
percent unless you change the scaling on the Page tab of the Page Setup dialog
box (File menu).
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Compare workbooks side by side

1. Open the workbooks you want to compare side by side.
2. On the Window menu, click Compare Side by Side with.
3. On the Compare Side by Side toolbar, do any of the following:

o If you want to scroll through the workbooks at the same time, click
Synchronous Scrolling [ad],

o If you want to reset the workbook windows to the positions they were
in when you first started comparing workbooks, click Reset Window
Position 24,

4. Click Close Side by Side to stop comparing workbooks.

Note If you open two workbooks, the command on the Window menu will
include the filename of one of those workbooks. For example, you open
"workbook1.xls" and "workbook2.xls". While viewing "workbook1.xls", the
Window menu shows the command as Compare Side by Side with
workbook2.xls.

Tip

If you've closed the Compare Side by Side toolbar but you want to show it
again, click Customize on the Tools menu, click the Toolbars tab, and then
select Compare Side by Side in the Toolbars list.



Show All



Create or delete custom views

Before you create a view Set up the workbook to appear the way you want to
view and print it. If you include print settings in a view, the view includes the
defined print area, or the entire worksheet if the sheet has no defined print area.

=

Create a custom view

Change the settings that you want to save in the view.
On the View menu, click Custom Views.

Click Add.

In the Name box, type a name for the view.

Make sure to include the active sheet name in the name of a view to make it
easier to identify. When you display a view, Microsoft Excel switches to the
sheet that was active when you created the view. Excel lists all views in the
workbook in the Custom Views dialog box.

Under Include in view, select the options you want.

Delete a custom view

On the View menu, click Custom Views.
In the Views box, click the name of the view you want, and then click
Delete.



Show All



Display a custom view

1. On the View menu, click Custom Views.
2. In the Views box, click the name of the view you want.
3. Click Show.
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Print a custom view

On the View menu, click Custom Views.

In the Views box, click the name of the view you want to print.
Click Show.

Click Print 5/,

El A e

Note Microsoft Excel saves previously defined print areas for each sheet in the
workbook with your view. If a sheet has no defined print areas, Microsoft Excel
prints the entire worksheet.



About filling in data based on
adjacent cells

You can quickly fill in several types of data series by selecting cells and
dragging the fill handle or by using the Series command (point to Fill on the
Edit menu, and then click Series).

—1

Copy data within a row or column By dragging the fill handle of a cell, you
can copy the contents of a cell to other cells in the same row or column.

Fill in a series of numbers, dates, or other items Microsoft Excel can
automatically continue a series of numbers, number/text combinations, dates, or
time periods based on a pattern you establish. For example, the initial selections
in the following table are extended as shown. Items separated by commas are in
adjacent cells.

Initial selection Extended series
1,2,3 4,5,6
9:00 10:00, 11:00, 12:00
Mon Tue, Wed, Thu
Monday Tuesday, Wednesday, Thursday
Jan Feb, Mar, Apr
Jan, Apr Jul, Oct, Jan
Jan-99, Apr-99 Jul-99, Oct-99, Jan-00
15-Jan, 15-Apr 15-Jul, 15-Oct
1999, 2000 2001, 2002, 2003
1-Jan, 1-Mar 1-May, 1-Jul, 1-Sep,...
Qtr3 (or Q3 or Quarter3) Qtr4, Qtrl, Qtr2,...
textl, textA text2, textA, text3, textA,...
1st Period 2nd Period, 3rd Period,...

Product 1 Product 2, Product 3,...



If the selection contains numbers, you can control whether to create a linear
series or a growth series.

Create a custom fill series You can create a custom fill series for frequently
used text entries, such as your company's sales regions.
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Create, change, or delete a custom fill
series

A custom fill series is a set of data that is used to fill a column in a repeating
pattern; for example, North, South, East, West. You can create a custom fill
series from existing items that you've listed on a worksheet, or you can type the
list from scratch.

Create a custom fill series

1. If you've already entered the list of items you want to use as a series, select
the list on the worksheet.
2. On the Tools menu, click Options, and then click the Custom Lists tab.
3. Do one of the following:
o To use the selected list, click Import.

o To type a new list, select New list in the Custom lists box, and then
type the entries in the List entries box, beginning with the first entry.
Press ENTER after each entry. When the list is complete, click Add.

Note A custom list can contain text or text mixed with numbers. To create
a custom list that contains only numbers, such as 0 through 100, first select
enough empty cells to contain the list. On the Format menu, click Cells,
and then click the Number tab. Apply the Text format to empty cells, and
then type the list of numbers in the formatted cells. Select the list and then
import the list.

Change or delete a custom fill series

You cannot edit or delete the built-in lists for months and days.

1. On the Tools menu, click Options, and then click the Custom Lists tab.
2. In the Custom lists box, select the list you want.
3. Do one of the following:



To edit the list, make the changes you want in the List entries box, and then
click Add.

To delete the list, click Delete.



Change which cell is selected next

When you press ENTER to finish working in a cell, Microsoft Excel moves you
to an adjacent cell or leaves you in the current cell.

1. On the Tools menu, click Options, and then click the Edit tab.

2. To move to an adjacent cell, select the Move selection after Enter check
box, and then select a direction in the Direction box. To stay in the current
cell, clear the check box.
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Insert a symbol

You can use the Symbol dialog box to enter symbols that are not on your
keyboard, as well as Unicode characters.

If you’re using an expanded font, such as Arial or Times New Roman, the
Subset list appears. Use this list to choose from an extended list of language
characters, including Greek and Russian (Cyrillic), if available.

Insert a symbol

Click where you want to insert the symbol.

On the Insert menu, click Symbol, and then click the Symbols tab.
In the Font box, click the font that you want.

Double-click the symbol that you want to insert.

Click Close.

e e

Insert a Unicode character

When you select a Unicode character in the Symbeol dialog box, its character
code appears in the Character code box. If you already know the character
code, you can type it directly into the Character code box to find the Unicode
character.

The name displayed before the Character code box is the official character
name in the Unicode 3.0 standard.

Click where you want to insert the Unicode character.

On the Insert menu, click Symbol, and then click the Symbols tab.
In the Font box, click the font that you want.

In the From box, click Unicode.

A=

The set of characters is limited if you select something other than Unicode
in the From box. For example, if you select a local code page rather than
Unicode, you will see a correspondingly reduced set of characters in the
Symbol dialog box.



5. If the Subset box is available, click a subcategory.
6. Double-click the symbol that you want to insert.
7. Click Close.

Notes

* You can increase or decrease the size of the Symbol dialog box. Move the
pointer to the lower-right corner of the dialog box until it changes into a
double-headed arrow, and then drag to the desired size.

* You can quickly insert a recently used symbol by double-clicking a symbol
in the Recently used symbols box, and then clicking Close.
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Stop automatically completing file
names and URLs

If you have Microsoft Internet Explorer 4.0 or later, you can turn off the feature
that automatically suggests a match for file names and URLs as you type them.
This affects entries in the Insert Hyperlink and Open dialog boxes in Microsoft
Excel and also URLs in Internet Explorer and any other Microsoft Office
programs you have.

1. Start Internet Explorer.
2. On the Tools menu, click Internet Options, and then click the Advanced
tab.
3. Under Browsing, clear one of the following check boxes:
o If you have Internet Explorer 4, clear the Use AutoComplete check
box.
o If you have Internet Explorer 5, clear the Use inline AutoComplete in
integrated shell check box.
o If you have Internet Explorer 6, clear the Use inline AutoComplete
check box.



Turn on or off automatic completion
of cell entries

1. On the Tools menu, click Options, and then click the Edit tab.
2. Select or clear the Enable AutoComplete for cell values check box.



Turn on or off drag-and-drop editing

1. On the Tools menu, click Options, and then click the Edit tab.
2. Select or clear the Allow cell drag and drop check box.



Turn on or off the message about
overwriting non-blank cells

1. On the Tools menu, click Options, and then click the Edit tab.
2. To display a message, if dragging a selection or its fill handle would result
in the loss of existing data, select the Alert before overwriting cells check

box.

To suppress the message, clear the check box.
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Troubleshoot entering and selecting
data

Entering data

Numbers, dates, and times aren't displayed correctly.

Number formats Microsoft Excel displays numbers, dates, and times on a
worksheet according to the number format applied to the cells. To change the
number format, select the cells. On the Format menu, click Cells, click the
Number tab, and then click the category and format you want. To use the default
date format, click the cell and press CTRL+SHIFT+#. To use the default time
format, press CTRL+SHIFT+@.

Regional settings Options you select in the Regional Settings of Control Panel
determine the default format for currency, dates, times, and numbers.

The symbols ##### appear in place of a number.

A ##### error value occurs when the cell contains a number, date, or time that is
wider than the cell or when the cell contains a date or time formula that produces
a negative result. Try increasing the width of the column.

The dates on my worksheet don't all look the same.

When a date is entered in a cell, the date appears in either a default date format
or in a format that was applied to the cell before the date was entered. The
default date format is based on settings on the Date tab in the Regional Settings
dialog box (Microsoft Windows Control Panel). If these date settings have
changed, any existing dates in your workbooks that have not been formatted
with the Format Cells command also change.

Some of the text I type in a cell doesn't show.




To display multiple lines of text inside selected cells, click Cells on the Format
menu, click the Alignment tab, and then select the Wrap text check box. If the
text is a single long word, the characters won't wrap; you can widen the column
or shrink the font size to see all the text.

Microsoft Excel doesn't always complete my column entries.

Make sure AutoComplete is turned on On the Tools menu, click Options,
click the Edit tab, and then make sure the Enable AutoComplete for cell
values check box is selected.

Check where you last clicked Click after the last character in the cell. Excel
completes an entry only when the insertion point is at the end of the current cell
contents.

Make sure entries match The characters you typed might not match an
existing entry in the column, or the characters might match two or more entries.
For example, if you type AXY and the possible entries are "AXY1" and
"AXY2," Microsoft Excel does not complete the entry.

Select the correct entry To select the entry you want, press ALT+DOWN
ARROW and select an entry from the list, or right-click the cell and then click
Pick from list on the shortcut menu.

Entries in a row Excel bases the list of potential entries on the column that
contains the active cell. If your entries are repeated within a row, not a column,
the entries are not completed.

Numbers, dates, and times Excel completes only text entries. Entries that
contain only numbers, dates, and times are not completed.

The current data region Check the location of the active cell; it may be
outside the current data region. For example, if the data region is the range of
cells A1:E10, Excel completes an entry typed in cell A11, even if the cell A10
above it is blank. However, Excel does not complete an entry in cell A12,
because that cell is outside the data region.

Long lists If you are working in a large list, you may need to pause a moment
to allow Excel time to complete an entry.



The fill handle is missing.

On the Tools menu, click Options, click the Edit tab, and then make sure the
Allow cell drag and drop check box is selected. If the entire row or column is
selected, Excel displays the fill handle at the beginning of the row or column.

I wanted to copy a value, not extend a series.

If you copy types of data that Excel can extend in a series, such as numbers,
dates, or items in a custom fill series, the values are incremented instead of
copied through the selected range. If this occurs, select the original values again,
and then hold down CTRL as you drag the fill handle.

Information is deleted when I drag the fill handle.

If you drag the fill handle up or to the left of a selection and stop in the selected
cells without going past the first column or the top row in the selection, Excel
deletes data within the selection. You must drag the fill handle out of the selected
area before releasing the mouse button.

When I apply the Text format to numbers, the numbers don't change to
text.

If you've already entered the numbers and applied the Text format to the cells,
click each cell, press F2, and then press ENTER to reenter the numbers as text.
To enter numbers as text, first apply the Text format to empty cells, and then
enter the numbers in the formatted cells.



Selecting and moving data

Sheet tabs aren't listed across the bottom of the screen.

Display or hide all sheet tabs

1. On the Tools menu, click Options, and then click the View tab.
2. Select or clear the Sheet tabs check box. When displaying sheet tabs, you
may also need to expand the tab scrolling area.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons

Display more or fewer sheet tabs

1. Point to the tab split bar.

Shestd 1] 4
|Tab zplit bar

2. When the pointer changes to a split pointer +, drag the tab split bar to the
right or left.

To return the tab split bar to its original position, double-click the tab split
bar.

Tip

You can activate a sheet by right-clicking any tab scrolling button and then
selecting the sheet you want from the shortcut menu.

If the sheet names are cut off or difficult to read

Increase the scroll bar height. In the Microsoft Windows Control Panel, double-
click the Display icon, click the Appearance tab, click Scrollbar in the Item
list, and then increase the number in the Size box.



Arrow keys and keys such as PAGE UP, HOME, and SHIFT+TAB don't
do what I expect.

The keys may be performing the equivalent action in Lotus 1-2-3. On the Tools
menu, click Options, and then click the Transition tab. Clear the Transition
navigation keys check box, and then try to use the keys again.

If you want the active selection to move as you scroll through a worksheet, make
sure scroll lock is off. If scroll lock is on, you can use the navigation keys
without affecting the current selection.

Make sure that End mode is off. END appears in the status line when the End
mode is on.

More than one sheet is selected. How do I select only one?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

A single sheet If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Two or more Click the tab for the first sheet, and then hold down SHIFT
adjacent sheets  and click the tab for the last sheet.

Two or more
nonadjacent
sheets

All sheets in a Right-click a sheet tab, and then click Select All Sheets on
workbook the shortcut menu.

Click the tab for the first sheet, and then hold down CTRL
and click the tabs for the other sheets.




Note If sheet tabs have been color-coded, the sheet tab name will be underlined
in a user-specified color when selected. If the sheet tab is displayed with a
background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then click
Ungroup Sheets on the shortcut menu.

When I try to add cells to my selection, my original selection is cancelled.

Hold down SHIFT and click the last cell you want to include in the new
selection. The rectangular range between the active cell and the cell you click
becomes the new selection.

To select additional nonadjacent cells or cell ranges, hold down CTRL and click
or drag over the cells.

The selected area grows when I click a cell or press keys to move around.

If "EXT" appears in the status bar, press F8 to turn off the extend-selection
option.

When I press ENTER, the wrong data is inserted.

If you've recently used the Copy command on the Edit menu or the Copy button
, check if a moving border still surrounds the copy area. If so, Microsoft Excel
inserted them at the active cell when you pressed ENTER. To remove the
moving border, press ESC.



About single-mapped cells

Note XML features, except for saving files in the XML Spreadsheet format, are
available only in Microsoft Office Professional Edition 2003 and Microsoft
Office Excel 2003.

A single-mapped cell is cell that has been mapped to an non-repeating XML
element.



Create a single-mapped cell

A single-mapped cell is created by dragging a non-repeating XML element from
the XML Source task pane onto your worksheet.

When you drag a non-repeating XML element onto the worksheet, you can
choose to include the element name as a heading above or just to the left of the
single-mapped cell. Or, you can use an existing cell value as a heading.



Use a Formula in an single-mapped cell

You can use a formula in an single-mapped cell if the cell is mapped to an XML
element with an XML Schema Definition (XSD) data type that Excel interprets
as a number, date, or time. See XML Schema Definition (XSD) data type
support for more information about how Microsoft Excel supports XSD data

types.



Hide the border of a single-mapped cell

By default, a single-mapped cell is displayed with a border. To turn off the
border, click List on the Data menu, and then click Hide Border of Inactive
Lists.

Note This setting affects all Excel lists, XML lists, and single-mapped cells in
the workbook. You cannot hide the border of a particular single-mapped cell.
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Format Cells

Use the Format Cells dialog box to format a selected cell.

Number

Category

Click an option in the Category box, and then select the options that you want to
specify a number format. The Sample box shows how selected cells will look
with the formatting you choose. Click Custom if you want to create your own
custom formats for numbers, such as product codes.

Sample

Shows how your document will look with the options you select.

Alignment

Horizontal

Select an option in the Horizontal list box to change the horizontal alignment of
cell contents. By default, Microsoft Excel aligns text to the left, numbers to the
right, and logical and error values are centered. The default horizontal alignment
is General. Changing the alignment of data does not change the data type.

Vertical

Select an option in the Vertical box to change the vertical alignment of cell
contents. By default, Microsoft Excel aligns text vertically on the bottom of a
cell. The default horizontal alignment is General.

Indent

Indents cell contents from any edge of the cell, depending on your choice under



Horizontal and Vertical. Each increment in the Indent box is equivalent to the
width of one character.

Orientation

Select an option under Orientation to change the orientation of text in selected
cells. Rotation options may not be available if other alignment options are
selected.

Degrees

Sets the amount of text rotation in the selected cell. Use a positive number in the
Degree box to rotate the selected text from lower left to upper right in the cell.
Use negative degrees to rotate text from upper left to lower right in the selected
cell.

Text control

Select options under Text control to adjust how you want text to appear in a cell.

Wrap text

Wraps text into multiple lines in a cell. The number of wrapped lines is
dependent on the width of the column and the length of the cell contents.

Shrink to fit

Reduces the apparent size of font characters so that all data in a selected cell fits
within the column. The character size is adjusted automatically if you change the
column width. The applied font size is not changed.

Merge cells

Combines two or more selected cells into a single cell. The cell reference for a
merged cell is the upper-left cell in the original selected range.

Right-to-left



Select an option in the Text direction box to specify reading order and
alignment.

Iyl

ont

Select the font type, font style, font size, other formatting options for the selected
text.

Size

You can type any number between 1 and 1638. The sizes in the Size list depend
on the selected font and active printer.

Normal font

Select the Normal Font check box to reset the font, font style, size, and effects
to the Normal (default) style.

Border

Presets

Select border options under Presets to apply borders to or remove borders from
selected cells.

Line

Select an option under Style to specify the line size and style for a border. If you
want to change a line style on a border that already exists, select the line style
option you want, and then click the area of the border in the Border model
where you want the new line style to appear.

Color

Select a color from the list to change the color of the selected text or object.

Border



Click a line style in the Style box, and then click the buttons under Presets or
Border to apply borders to the selected cells. To remove all borders, click the
None button. You can also click areas in the text box to add or remove borders.

Pattern

Cell shading

Select a background color in the Color box, then select a pattern in the Pattern
box to format the selection with color patterns.

Protection

Locked

Prevents selected cells from being changed, moved, resized, or deleted. Locking
cells has no effect unless the sheet is protected. To protect a sheet, point to
Protection on the Tools menu, click Protect sheet, and then select the Contents
check box.

Hidden

Hides a formula in a cell so that it doesn't appear in the formula bar when the
cell is selected. If you select this option, it has no effect unless the sheet is
protected. To protect a sheet, point to Protection on the Tools menu, click
Protect sheet, and then select the Contents check box.
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Enter data in worksheet cells

1.
2.

N

Enter numbers, text, a date, or a time

Click the cell where you want to enter data.
Type the data and press ENTER or TAB.

Numbers and text in a list

1. Enter data in a cell in the first column, and then press TAB to move to
the next cell.

2. At the end of the row, press ENTER to move to the beginning of the
next row.

3. If the cell at the beginning of the next row doesn't become active, click
Options on the Tools menu, and then click the Edit tab. Under
Settings, select the Move selection after Enter check box, and then
click Down in the Direction box.

Dates Use a slash or a hyphen to separate the parts of a date; for example,
type 9/5/2002 or 5-Sep-2002. To enter today's date, press CTRL+;
(semicolon).

Times To enter a time based on the 12-hour clock, type a space and then a
or p after the time; for example, 9:00 p. Otherwise, Microsoft Excel enters
the time as AM. To enter the current time, press CTRL+SHIFT+: (colon).

Enter numbers with a fixed number of decimal places or trailing zeros

On the Tools menu, click Options, and then click the Edit tab.

Select the Fixed decimal check box.

In the Places box, enter a positive number of digits to the right of the
decimal point or a negative number for digits to the left of the decimal
point.

For example, if you enter 3 in the Places box and then type 2834 in the cell,
the value will be 2.834. If you enter -3 in the Places box and then type 283,
the value will be 283000.



Data you entered before selecting the Fixed decimal option is not affected.

Tip

To temporarily override the Fixed decimal option, type a decimal point when
you enter the number.

Enter the same data into several cells at once

1. Select the cells where you want to enter data. The cells do not have to be

adjacent.
2. Type the data and press CTRL+ENTER.

Enter or edit the same data on multiple worksheets

When you select a group of sheets and then change data on one of them, the
same changes are applied to all the selected sheets. Data may be replaced in the

process.

1. Select the worksheets where you want to enter data.

How?

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

A single sheet  If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.
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Tab zcrolling buttons

Two or more Click the tab for the first sheet, and then hold down



adjacent sheets  SHIFT and click the tab for the last sheet.

Two ormore Click the tab for the first sheet, and then hold down

nonadjacent CTRL and click the tabs for the other sheets.

sheets

All sheetsina  Right-click a sheet tab, and then click Select All Sheets
workbook on the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be
underlined in a user-specified color when selected. If the sheet tab is
displayed with a background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then
click Ungroup Sheets on the shortcut menu.

2. Select the cell or cell range where you want to enter data.
3. Type or edit the data in the first selected cell.
4. Press ENTER or TAB.

Note To cancel a selection of multiple sheets, click any unselected sheet. If no
unselected sheet is visible, right-click the tab of a selected sheet, and then click
Ungroup Sheets on the shortcut menu.

Automatically fill in repeated entries in a column

If the first few characters you type in a cell match an existing entry in that
column, Microsoft Excel fills in the remaining characters for you. Excel
completes only those entries that contain text or a combination of text and
numbers; entries that contain only numbers, dates, or times are not completed.

e To accept the proposed entry, press ENTER. The completed entry exactly
matches the pattern of uppercase and lowercase letters of the existing
entries.

¢ To replace the automatically entered characters, continue typing.

e To delete the automatically entered characters, press BACKSPACE.



e To select from a list of entries already in the column, right-click the cell,
and then click Pick from List on the shortcut menu.

Fill in a series of numbers, dates, or other items

1. Select the first cell in the range you want to fill.
Enter the starting value for the series.
3. Enter a value in the next cell to establish a pattern.

N

How?

o If you want the series 2, 3, 4, 5..., enter 2 and 3 in the first two cells. If
you want the series 2, 4, 6, 8..., enter 2 and 4. If you want the series 2,
2,2, 2..., you can leave the second cell blank.

o To specify the type of series, use the right mouse button to drag the fill
handle over the range, and then click the appropriate command on the
shortcut menu. For example, if the starting value is the date JAN-2002,
click Fill Months for the series FEB-2002, MAR-2002, and so on; or
click Fill Years for the series JAN-2003, JAN-2004, and so on.

o To manually control how the series is created, or use the keyboard to
fill in a series, use the Series command on the shortcut menu.

4. Select the cell or cells that contain the starting values.
Drag the fill handle over the range you want to fill.

i

—i
To fill in increasing order, drag down or to the right.

To fill in decreasing order, drag up or to the left.

Enter the same data in other worksheets

If you've already entered data on one worksheet, you can quickly copy the data
to corresponding cells on other sheets.

1. Select the sheet that contains the data and the sheets to which you want to
copy the data.
2. Select the cells that contain the data you want to copy.



3. On the Edit menu, point to Fill, and then click Across Worksheets.
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Allow editing directly in a cell or
restrict editing to the formula bar

1. On the Tools menu, click Options, and then click the Edit tab.
2. To allow editing and typing data in cells, select the Edit directly in cell
check box.

To allow editing and typing data only in the formula bar, clear the check
box.
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Scroll through a worksheet

To move between cells on a worksheet, click any cell or use the arrow keys.
When you move to a cell, it becomes the active cell. To see a different area of
the sheet, use the scroll bars.

To scroll Do this
One row up Click the arrows in the vertical scroll bar.
or down

One column
left or right

One window Click above or below the scroll box in the vertical scroll bar.
up or down

One window Click to the left or right of the scroll box in the horizontal scroll
left or right  bar.

A large Drag the scroll box to the approximate relative position. In a very
distance large worksheet, hold down SHIFT while dragging.

Click the arrows in the horizontal scroll bar.

Note The size of a scroll box indicates the proportional amount of the used area
of the sheet that is visible in the window. The position of a scroll box indicates
the relative location of the visible area within the worksheet.

Scroll and zoom with the mouse

You can move around and zoom on your worksheet or chart sheet by using the
Microsoft IntelliMouse pointing device. For information about changing options
and viewing troubleshooting tips for the Microsoft IntelliMouse, see the
IntelliPoint Online User's Guide. (Click the Microsoft Windows Start button,
point to Programs, and then point to Microsoft Input Devices.)

To Do this

Scroll up or
down a few
rows at a
time

Rotate the wheel forward or back.



Hold down the wheel button, and drag the pointer away from the
Pan through ¢ igin mark € in the direction you want to scroll. To speed up
a worksheet  s.rolling drag away from the origin mark; to slow down
scrolling, drag toward the origin mark.
Click the wheel button, and then move the mouse in the direction
you want to scroll. To speed up scrolling, drag away from the
origin mark; to slow down scrolling, drag toward the origin mark.
To stop automatic scrolling, click any mouse button.

Zoom in or Hold down CTRL, and then rotate the IntelliMouse wheel
out forward or back.

Show detail Point to a cell that summarizes data in the outline, hold down
in outlines = SHIFT, and then roll the wheel forward.

Hide detail in Point to any cell that contains detail data, hold down SHIFT, and
outlines then roll the wheel back.

Pan through
a worksheet
automatically

Tip

If you use the Microsoft IntelliMouse pointing device to zoom more often than
you use it to scroll on a sheet, you can set the wheel button to zoom instead of
scroll. On the Tools menu, click Options, click the General tab, and then select
the Zoom on roll with IntelliMouse check box.
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Select data or cells

To select

Text in a cell

A single cell

A range of
cells

A large range
of cells

All cells on a
worksheet

Nonadjacent
cells or cell
ranges

An entire row
or column

Adjacent rows
or columns

Nonadjacent
rOWS or

Do this

If editing in a cell is turned on, select the cell, double-click in it,
and then select the text in the cell.

If editing in a cell is turned off, select the cell, and then select
the text in the formula bar.

F

Click the cell, or press the arrow keys to move to the cell.
Click the first cell of the range, and then drag to the last cell.

Click the first cell in the range, and then hold down SHIFT and
click the last cell in the range. You can scroll to make the last
cell visible.

Click the Select All button.

Select All button

Select the first cell or range of cells, and then hold down CTRL
and select the other cells or ranges.

Click the row or column heading.

Drag across the row or column headings. Or select the first row
or column; then hold down SHIFT and select the last row or
column.

Select the first row or column, and then hold down CTRL and



columns select the other rows or columns.

More or fewer Hold down SHIFT and click the last cell you want to include in
cells than the the new selection. The rectangular range between the active cell
active selection and the cell you click becomes the new selection.

Cancel a
selection of Click any cell on the worksheet.
cells
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Select named ranges or cell references

To select Do this
é&eﬁzmed range of In the Name box, select the range.
Two or more In the Name box, select the first range, and then hold down
named ranges CTRL and select the other ranges.

Specific cells not  On the Edit menu, click Go To. In the Reference box, type
in a named range the cell reference for the cell or range of cells.

Tip

Microsoft Excel keeps track of the named ranges you have selected. To return to
a previous selection, click Go To on the Edit menu, and then double-click the
cell reference in the Go To box.
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Select sheets

When you enter or change data, the changes affect all selected sheets. These
changes may replace data on the active sheet and other selected sheets.

To select Do this
Click the sheet tab.

Sheet! &, Sheet? ;| Chart
Active sheet

A single sheet If you don't see the tab you want, click the tab scrolling
buttons to display the tab, and then click the tab.

M 4 F M|, Sheet1 ; Sk

Tab zcrolling buttons
Two or more Click the tab for the first sheet, and then hold down SHIFT
adjacent sheets  and click the tab for the last sheet.
Two gr morte Click the tab for the first sheet, and then hold down CTRL
zﬁgjtsjacen and click the tabs for the other sheets.

All sheets in a Right-click a sheet tab, and then click Select All Sheets on
workbook the shortcut menu.

Note If sheet tabs have been color-coded, the sheet tab name will be underlined
in a user-specified color when selected. If the sheet tab is displayed with a
background color, the sheet has not been selected.

Cancel a selection of multiple sheets

To cancel a selection of multiple sheets in a workbook, click any unselected
sheet.

If no unselected sheet is visible, right-click the tab of a selected sheet. Then click
Ungroup Sheets on the shortcut menu.
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Select cells containing specific data

1. To select all cells of this type on the active worksheet, click any cell.
Select the range that includes the type of cells you want to select.

2. On the Edit menu, click Go To.

Click Special.

4. Do one of the following:

To select blank cells, click Blanks.

To select cells that contain comments, click Comments.

To select cells that contain constants, click Constants.

To select only cells that are visible in a range that crosses hidden rows

or columns, click Visible cells only.

o To select the current region, such as an entire list, click Current
region.

w

O O O O

To select a range of filled-in cells in a row or column

1. Click the first or last cell in the range.
2. Hold down SHIFT and double-click the side of the active cell in the
direction that you want to select.

For example, to select the range of filled-in cells above the active cell,
double-click the top of the cell. The selection extends only to the next
blank cell in the row or column.

To select named ranges or cell references

To select Do this
é&eﬁzmed range of In the Name box, select the range.
Two or more In the Name box, select the first range, and then hold
named ranges down CTRL and select the other ranges.

Specific cells not On the Edit menu, click Go To. In the Reference box,
in a named range type the cell reference for the cell or range of cells.




Tip

Microsoft Excel keeps track of the named ranges you have selected. To
return to a previous selection, click Go To on the Edit menu, and then
double-click the cell reference in the Go To box.



Show or hide the total row in a list

e Click Toggle Total Row & on the List toolbar. This will display the total
row if it is not displayed and will hide the total row if it is displayed in the
list.



Change the separator for thousands
and decimals

1. On the Tools menu, click Options, and then click the International tab.
2. Under Number Handling, clear the Use system separators check box.
3. Type new separators in the Decimal separator and Thousands separator

boxes.



Clear cell formats or contents

When you clear cells, you remove the cell contents (formulas and data), formats
(including number formats, conditional formats, and borders), or comments, but
you leave the blank cells on the worksheet. When you delete cells by clicking
Delete on the Edit menu, Microsoft Excel removes them from the worksheet
and shifts the surrounding cells to fill the space.

1. Select the cells, rows, or columns you want to clear of formats or contents.
2. On the Edit menu, point to Clear, and then click Formats or Contents.

You can clear formats and contents by clicking All. This also removes any
cell comments and data validation.

Notes

e If you click a cell and then press DELETE or BACKSPACE on the
keyboard, Excel removes the cell contents but does not remove comments

or cell formats.
e If you clear a cell, the value of a cleared cell is O (zero), and a formula that

refers to that cell receives a value of 0.
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Delete cells, rows, or columns

1. Select the cells, rows, or columns you want to delete.

On the Edit menu, click Delete.

3. If you are deleting a range of cells, click Shift cells left, Shift cells up,
Entire row, or Entire column in the Delete dialog box.

N

Note Microsoft Excel keeps formulas up to date by adjusting references to the
shifted cells to reflect their new locations. However, a formula that refers to a
deleted cell displays the #REF! error value.
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Edit cell contents

N

Double-click the cell that contains the data you want to edit.
Edit the cell contents.
To enter or cancel your changes, press ENTER or ESC.

Tips

To turn editing directly in cells on or off, click Options on the Tools menu,
click the Edit tab, and then select or clear the Edit directly in cell check
box. You can edit in the formula bar when the Edit directly in cell check
box is cleared.

To move your cursor to the end of the cell contents, select the cell and press
F2.
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Insert blank cells, rows, or columns

1. Do one of the following:

Insert new blank cells Select a range of cells where you want to insert the
new blank cells. Select the same number of cells as you want to insert.

Insert a single row Click a cell in the row immediately below where you
want the new row. For example, to insert a new row above row 5, click a
cell in row 5.

Insert multiple rows Select rows immediately below where you want the
new rows. Select the same number of rows as you want to insert.

Insert a single column Click a cell in the column immediately to the right
of where you want to insert the new column. For example, to insert a new
column to the left of column B, click a cell in column B.

Insert multiple columns Select columns immediately to the right of where
you want to insert the new columns. Select the same number of columns as
you want to insert.

2. On the Insert menu, click Cells, Rows, or Columns.

3. If you are moving or copying a range of cells, and not a row or column, in
the Insert Paste dialog box, click the direction to shift the surrounding
cells.

Tip

If there is formatting, you can use Insert Options | 7| to choose how to set the
formatting of the inserted cells, rows, or columns.



Stop automatic corrections

1. On the Tools menu, click AutoCorrect Options.
2. To prevent all automatic corrections, on the AutoCorrect tab, clear the
Replace text as you type check box.

To prevent specific corrections, clear the corresponding check box for the
option.



Turn on or off Insert Options

1. Click Options on the Tools menu, and click the Edit tab.
2. Select or clear Show Insert Options buttons.
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Transpose rows and columns

Data from the top row of the copy area appears in the left column of the paste
area, and data from the left column appears in the top row.

1. Select the cells that you want to switch.

2. Click Copy [al,

3. Select the upper-left cell of the paste area. The paste area must be outside
the copy area.

4. Click the arrow to the right of Paste |2/ and then click Transpose.



Undo or redo an action

1. Do one or more of the following:
o To undo recent actions one at a time, click Undo 9],

o To undo several actions at once, click the arrow next to Undo || and
select from the list. Microsoft Excel reverses the selected action and all
actions above it.

o To cancel an entry in a cell or the formula bar before you press
ENTER, press ESC.

2. If you change your mind, click Redo "] or click the arrow next to Redo
and select from the list.
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Use a data entry form to edit a range
or list

A data form is a dialog box that gives you a convenient way to enter or display
one complete row of information, or record, in a range or list at one time.

Before you can use a data form to add a record to a new range or list, the range
or list must have labels at the top of each column. Microsoft Excel uses these
labels to create fields on the form.

1. Click a cell in the range or list you want to add the record to.
2. On the Data menu, click Form.

3. Do one or more of the following:

Add a record

1. Click New.

Type the information for the new record.
3. When you finish typing data, press ENTER to add the record.

N

4. When you finish adding records, click Close to add the new record and
close the data form.

Change a record

1. Find the record you want to change.

How?

= To move through records one at a time, use the scroll bar arrows
in the dialog box. To move through 10 records at a time, click the
scroll bar between the arrows.

= To move to the next record in the range or list, click Find Next.
To move to the previous record in the range or list, click Find



Prev.

m To set search conditions, or comparison criteria, click Criteria,
then enter the criteria into the data form. To find records that
match the criteria, click Find Next or Find Prev. To return to the
data form without searching for records based on the criteria you
specified, click Form.

Wildcard characters you can use as criteria

The following wildcard characters can be used as comparison criteria
for filters, and when searching and replacing content.

Use To find

Any single character

? (question mark) For example, sm?th finds "smith" and
"smyth"
Any number of characters

* (asterisk) For example, *east finds "Northeast" and
"Southeast"

~ (tilde) followed by ?, A question mark, asterisk, or tilde

* or~ For example, fy91~? finds "fy91?"

. Change the information in the record.

m Fields that contain formulas display the results of the formula as a
label. The label cannot be changed in the data form.

m If you change a record that contains a formula, the formula is not
calculated until you press ENTER or click Close to update the
record.

. To move to the next field, press TAB. To move to the previous field,

press SHIFT+TAB.

. When you finish changing data, press ENTER to update the record and

move to the next record.

. When you finish changing records, click Close to update the displayed

record and close the data form.

Delete a record




1. Find the record you want to delete.

» To move through records one at a time, use the scroll bar arrows
in the dialog box. To move through 10 records at a time, click the
scroll bar between the arrows.

» To move to the next record in the range or list, click Find Next.
To move to the previous record in the range or list, click Find
Prev.

m To set search conditions, or comparison criteria, click Criteria,
then enter the criteria into the data form. To find records that
match the criteria, click Find Next or Find Prev. To return to the
data form without searching for records based on the criteria you
specified, click Form.

Wildcard characters you can use as criteria

The following wildcard characters can be used as comparison criteria
for filters, and when searching and replacing content.

Use To find

Any single character

? (question mark) For example, sm?th finds "smith" and
"smyth"
Any number of characters

* (asterisk) For example, *east finds "Northeast" and
"Southeast"

~ (tilde) followed by ?, A question mark, asterisk, or tilde

* or~ For example, fy91~? finds "fy91?"

2. Click Delete.
Notes

¢ Data forms can display a maximum of 32 fields at one time.
e While you are adding or changing a record, you can undo changes by
clicking Restore as long as the record is the active record in the data form.
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Troubleshoot editing data

Cell references are wrong after I move or copy cells.

Absolute or relative cell references If the copied formulas contain relative
cell references, Microsoft Excel adjusts the references (and the relative parts of
mixed cell references) in the duplicate formulas. For example, suppose cell B8
contains the formula =SUM(B1:B7). If you copy the formula to the cell C8, the
duplicate formula refers to the corresponding cells in that column:
=SUM(C1:C7). If the copied formulas contain absolute cell references, the
references in the duplicate formulas are not changed.

When you need to redo the move or copy If you did not get the results you
want, change the references in the original formulas to either relative or absolute
cell references. Then recopy the cells.

The Find and Replace commands don't find data.

Match entire cells only On the Edit menu, click Find or Replace. Clear the
Match entire cell contents check box, and then try the search again. When this
check box is selected, the Find and Replace commands find only cells that
contain the characters specified in the Find what box. Cells that contain
additional characters are not found.

Clear Find or Replace format settings To search for unformatted text or
numbers, make sure to clear any format settings in the Find Format dialog box
before you begin your search.

Check the entire worksheet or workbook Microsoft Excel searches only
within the selected range of cells.

e To search the entire sheet, click any cell to cancel the active selection
before you use the Find or Replace command.

e To search an entire workbook, click Find on the Edit menu, click Options,
and then select Workbook in the Within box.



Check in formulas and comments If the characters you want to search for are
a constant value or a value that results from a formula, click Options in the Find
dialog box, and then click Values in the Look in box. If the characters are in a
formula or in cell comments, click Formulas or Comments in the Look in box.

Note When you use the Replace tab in the Find and Replace dialog box, Excel
looks in formula only, therefore the Look in box is not available under Replace.

Hide special characters If an asterisk (*), caret (), quotation mark ("), or
backslash (\) appears in the formula bar but not in the worksheet cells, the
character is a formatting code. Because such characters are not actual data, you
cannot use the Find and Replace commands to locate them.

To hide the characters

¢ Click Options on the Tools menu, click the Transition tab, and then clear
the Transition navigation keys check box.

I can't undo the last action.

Some actions can't be undone, such as any command on the File menu. The
Undo command is available for each action you can undo.

Note Macros can clear all items from the undo list.

When I copy and paste, the selection becomes unselected.

You can copy and paste only one selection at a time. To ensure that the selection
you are copying stays selected, do not copy any other selection.

Note You can use the Microsoft Office Clipboard to collect various items and
then paste them.

When I try to copy numbers, they increment through the range.

If values such as numbers or dates are incremented through the selected range
instead of copied when you drag the fill handle, click Auto Fill Options =+ and
click Copy Cells.
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Troubleshoot automatic corrections

Microsoft Excel won't stop correcting my data automatically.

To stop automatic corrections:

1. On the Tools menu, click AutoCorrect Options.
2. To prevent all automatic corrections, on the AutoCorrect tab, clear the
Replace text as you type check box.

To prevent specific corrections, clear the corresponding check box for the
option.

Note You can also stop AutoComplete, the feature that finishes typing a
word that is used repeatedly in a column of a list after you type a few letters
of the word or phrase.

Click Options on the Tools menu, click the Edit tab, and then clear the
Enable AutoComplete for cell values check box.

AutoCorrect keeps capitalizing words that follow an abbreviation.

To exclude specified text from automatic corrections, do the following:

1. On the Tools menu, click AutoCorrect Options.

2. On the AutoCorrect tab, click Exceptions.

3. To prevent Excel from automatically capitalizing any word that is typed
after an abbreviation, click the First Letter tab and type the abbreviation,
including the period, in the Don't capitalize after box. The new
abbreviation will appear in the list.

To prevent Excel from automatically correcting a word that contains a
mixture of uppercase and lowercase letters, click the INitial CAps tab, and
then type the word in the Don't correct box.

4. Click Add, and then click OK.



Excel isn't correcting entries I want corrected automatically.

To add AutoCorrect entries:

1. Click Spelling [¥!.
2. When the spell checker stops at an entry that is not in the dictionary, choose
the correct spelling of the word, and then click AutoCorrect.

Excel corrects every occurrence of the misspelling automatically.
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Troubleshoot data validation

My validation message doesn't appear when invalid data is entered.

Messages appear only when data is typed directly into the cells. Your message
won't appear:

e When a user enters data in the cell by copying or filling.
e When a formula in the cell calculates a result that isn't valid.
e When a macro enters invalid data in the cell.

To identify cells that contain invalid data regardless of how the data was entered,
point to Formula Auditing on the Tools menu, click Show Formula Auditing
Toolbar, and then click Circle Invalid Data E

Notes

e To cycle through all the invalid cells in your worksheet, click Error
Checking on the Tools menu.

e To see data errors in lists, select the List data validation error checkbox
on the Error Checking tab of the Options dialog box. To display the
Options dialog box, click Options on the Tools menu. Select this checkbox
to display a green triangle in cells within a list that contain errors. Clicking
cells with errors will display a smart tag that you can use to display the
validation restrictions for the active cell.

My data validation doesn't work.

Is validation applied to the cells? Find the cells on the worksheet that have
data validation: click Go To on the Edit menu, click Special, click Data
validation, and then click All.

Are users entering data by typing? Make sure users click each cell and then
type the data. If users copy or fill data in validated cells, validation messages
don't appear, and entry of invalid data isn't prevented.

Is manual recalculation turned on? If so, uncalculated cells may prevent



data from being validated properly. To turn off manual recalculation, click
Options on the Tools menu, click the Calculation tab, and then click
Automatic under Calculation.

Are formulas error free? Make sure formulas in validated cells don't result in
errors, such as #REF! or #DIV/0!. Microsoft Excel ignores the data validation
until you correct the error.

Are cells referenced in formulas correct? If a referenced cell changes so that
a formula in a validated cell calculates an invalid result, the validation message
for the cell won't appear.

Are the referenced cells on the same worksheet or a different

workbook? Cell references have to be to cells on the same worksheet. If you
have to refer to a different worksheet or a different workbook, use a defined
name and make sure the workbook is already open.

Copying, filling, and calculating by formula override my data validation.

Data validation is designed to display messages and prevent invalid entries only
when users type data directly in a cell. When data is copied, filled, or calculated
by a formula, the messages don't appear.

Note You cannot override data validation for lists that are linked to a SharePoint
site.

Try the following:

o If a worksheet has data validation Tell users to type data one cell at a
time.

e To prevent users from filling and copying data using cell drag and
drop Click Options on the Tools menu, click the Edit tab, and then clear
the Allow cell drag and drop check box. Then protect the data validation
settings.

How?

Protect worksheet elements



Protect worksheet elements from all users

. Switch to the worksheet you want to protect.

. Unlock any cells you want users to be able to change: select each cell
or range, click Cells on the Format menu, click the Protection tab,
and then clear the Locked check box.

. Hide any formulas that you don't want to be visible: select the cells
with the formulas, click Cells on the Format menu, click the
Protection tab, and then select the Hidden check box.

. Unlock any graphic objects you want users to be able to change.

How?

You don't need to unlock buttons or controls for users to be able to
click and use them. You can unlock embedded charts, text boxes, and
other objects created with the drawing tools that you want users to be
able to modify. To see which elements on a worksheet are graphic
objects, click Go To on the Edit menu, click Special, and then click
Objects.

1. Hold down CTRL and click each object that you want to unlock.

2. On the Format menu, click the command for the object you

selected: AutoShape, Object, Text Box, Picture, Control, or

WordArt.

Click the Protection tab.

4. Clear the Locked check box, and if present, clear the Lock text
check box.

w

. On the Tools menu, point to Protection, and then click Protect Sheet.
. Type a password for the sheet.

Note The password is optional; however, if you don't supply a
password, any user will be able to unprotect the sheet and change the
protected elements. Make sure you choose a password you can
remember, because if you lose the password, you cannot gain access to



the protected elements on the worksheet.

In the Allow all users of this worksheet to list, select the elements
that you want users to be able to change.

Click OK, and if prompted retype the password.

Give specific users access to protected ranges

You must have Windows 2000 to give specific users access to ranges.

1.

10.

On the Tools menu, point to Protection, and then click Allow Users to
Edit Ranges. (This command is available only when the worksheet is
not protected.)

Click New.
In the Title box, type a title for the range you're granting access to.

In the Refers to cells box, type an equal sign (=), and then type a
reference or select the range.

In the Range password box, type a password to access the range.

The password is optional; if you don't supply a password, any user will
be able to edit the cells.

Click Permissions, and then click Add.

Locate and select the users to whom you want to grant access. If you
want to select multiple users, hold down CTRL while you click the
names.

Click OK twice, and if prompted retype the password.

Repeat the previous steps for each range for which you're granting
access.

To retain a separate record of the ranges and users, select the Paste
permissions information into a new workbook check box.



11. Protect the worksheet: On the Tools menu, point to Protection, click
Protect Sheet, make sure the Protect worksheet and contents of
locked cells check box is selected, type a password for the worksheet,
click OK, and retype the password to confirm.

Note A sheet password is required to prevent other users from being
able to edit your designated ranges. Make sure you choose a password
you can remember, because if you lose the password, you cannot gain
access to the protected elements on the worksheet.

Help protect workbook elements and files

Protect workbook elements

1. On the Tools menu, point to Protection, and then click Protect
Workbook.

2. Do one or more of the following:

m To protect the structure of a workbook so that worksheets in the
workbook can't be moved, deleted, hidden, unhidden, or renamed,
and new worksheets can't be inserted, select the Structure check
box.

m To use windows of the same size and position each time the
workbook is opened, select the Windows check box.

m To prevent others from removing workbook protection, type a
password, click OK, and then retype the password to confirm it.

Protect a shared workbook

1. If the workbook is already shared, and you want to assign a password
to protect the sharing, unshare the workbook.

How?

1. Have all other users save and close the shared workbook. If other
users are editing, they will lose any unsaved work.




2.

3.

4.

5.

Unsharing the workbook deletes the change history. If you want
to keep a copy of this information, print out the History
worksheet or copy it to another workbook.

How?

1. On the Tools menu, point to Track Changes, and then click
Highlight Changes.
2. In the When box, click All.
3. Clear the Who and Where check boxes.
4. Select the List changes on a new sheet check box, and then
click OK.
5. Do one or more of the following:
m To print the History worksheet, click Print =l
= To copy the history to another workbook, select the
cells you want to copy, click Copy , switch to
another workbook, click where you want the copy to
go, and click Paste =M

Note You may also want to save or print the current version
of the workbook, because this history might not apply to
later versions. For example, cell locations, including row
numbers, in the copied history may no longer be current.

On the Tools menu, click Share Workbook, and then click the
Editing tab.

Make sure that you are the only person listed in the Who has this
workbook open now box.

Clear the Allow changes by more than one user at the same
time check box.

If this check box is not available, you must unprotect the
workbook before clearing the check box.

How?

1. Click OK, point to Protection on the Tools menu, and then
click Unprotect Shared Workbook.
2. Enter the password if prompted, and then click OK.



3. On the Tools menu, click Share Workbook, and then click
the Editing tab.
6. When prompted about the effects on other users, click Yes.

2. Set other types of protection if you want: Give specific users access to
ranges, protect worksheets, protect workbook elements, and set
passwords for viewing and editing.

3. On the Tools menu, point to Protection, and then click Protect
Shared Workbook or Protect and Share Workbook.

4. Select the Sharing with track changes check box.

5. If you want to require other users to supply a password to turn off the
change history or remove the workbook from shared use, type the
password in the Password box, and then retype the password when
prompted.

6. If prompted, save the workbook.

Protect a workbook file from viewing or editing

1. On the File menu, click Save As.
2. On the Tools menu, click General Options.
3. Do either or both of the following:

» If you want users to enter a password before they can view the
workbook, type a password in the Password to open box, and
then click OK.

» [f you want users to enter a password before they can save
changes to the workbook, type a password in the Password to
modify box, and then click OK.

4. When prompted, retype your passwords to confirm them.

5. Click Save.



6. If prompted, click Yes to replace the existing workbook.

¢ To identify cells in which invalid data was copied, filled, or calculated
Point to Formula Auditing on the Tools menu, click Show Formula
Auditing Toolbar, and then click Circle Invalid Data E3)

The Validation command is unavailable.

The list may be linked to a SharePoint site You cannot add data validation to
a list that is linked to a SharePoint site. To add data validation, you must unlink
the list or convert the list to a range.

You may be currently entering data The Validation command is not
available on the Data menu while you are entering data in a cell. To finish
entering, press ENTER or ESC.

The worksheet might be protected To remove the protection, point to
Protection on the Tools menu and then click Unprotect Sheet.

The workbook might be shared In a shared workbook, Microsoft Excel can
validate data, but you can't change the settings. To make the Validation
command available, stop sharing the workbook.

How?

1. Have all other users save and close the shared workbook. If other users are
editing, they will lose any unsaved work.

2. Unsharing the workbook deletes the change history. If you want to keep a
copy of this information, print out the History worksheet or copy it to
another workbook.

How?

1. On the Tools menu, point to Track Changes, and then click Highlight
Changes.

In the When box, click All.

Clear the Who and Where check boxes.

Select the List changes on a new sheet check box, and then click OK.
Do one or more of the following:

ik



» To print the History worksheet, click Print =l

» To copy the history to another workbook, select the cells you
want to copy, click Copy , switch to another workbook, click
where you want the copy to go, and click Paste E=Y

Note You may also want to save or print the current version of the
workbook, because this history might not apply to later versions. For
example, cell locations, including row numbers, in the copied history
may no longer be current.

3. On the Tools menu, click Share Workbook, and then click the Editing tab.

4. Make sure that you are the only person listed in the Who has this
workbook open now box.

5. Clear the Allow changes by more than one user at the same time check
box.

If this check box is not available, you must unprotect the workbook before
clearing the check box.

How?

1. Click OK, point to Protection on the Tools menu, and then click
Unprotect Shared Workbook.
2. Enter the password if prompted, and then click OK.
3. On the Tools menu, click Share Workbook, and then click the
Editing tab.
6. When prompted about the effects on other users, click Yes.
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Add or delete rows or columns to a
list

Once you have created a list in your worksheet, there are several methods to add
a row or column to your list. It is important to note that if your list is linked to a
Microsoft Windows SharePoint Services list, you cannot add or delete a columns
from the list, you may only add or delete rows.

Using the list border to expand your list

e Click and drag the lower right corner to include columns or rows to include
or remove in your list. You cannot add both rows and columns at the same
time. If your columns or rows have data, it will be incorporated into the list.

Using the Resize List command on the List submenu

1. In the Resize List dialog box, click OK.

On the List submenu of the List toolbar, click Resize List.

3. On the worksheet select the area that you want to add or remove from the
list.

N

Notes

o The headers must remain in the same row, and the resulting list must
overlap part of the original list.

o If the selection includes cells which contain data, the data will remain
in the cells within the list.

4. Select a cell within the list.

1. Click a cell within the list where you want to add or delete a row or column.
2. On the List submenu of the List toolbar, click Insert and click either Row
or Column. To remove a row or column, On the List submenu of the List



toolbar, click Delete and click either Row or Column.

Adding a row using the insert row

Type a value in one of the cells of the insert row to quickly add data. This
will automaically add the row to the end of the list and specify the next row
as the insert row.

Adding a row or column using auto-expansion

If you type in a empty row or column that is adjacent to the list, the list will
automatically expand to integrate the row or column into the list.

Notes

o You can turn off auto-expansion by unchecking the Include new rows
and columns in list option on the AutoFormat As You Type tab of
the AutoCorrect dialog box. This dialog box can be displayed by
clicking AutoCorrect Options on the Tools menu.

o The list will not automatically expand if you type in a row below the
list if you have the total row displayed.



Create a list

1. Highlight the range of data that you want make into a list.

Note You can also select the range of cells to be specified as a list by
selecting the range of cells from the Create List dialog box.

2. On the Data menu, point to List, and then click Create List.
3. If the selected data has headers, select the My list has headers check box
and click OK.

The selected range of data is highlighted by the list indicator, and the most
common list related functionality is made available on the List toolbar.

Note If you don't see the List toolbar, on the View menu point to Toolbars, and
then click List.

After the list has been created, it will be identified by a blue border. In addition,
AutoFilter drop-downs will be automatically enabled for each column in the list
and the insert row will be added as the last row or the list. If you choose to add a
total row by clicking Toggle Total Row & on the List toolbar, a total row will
be displayed under the insert row.

When you select a cell, row, or column outside of the list, the list becomes
inactive. An inactive list is surrounded by a blue border and does not display the
insert row or AutoFilter drop-downs.

Note The border will not be displayed if you clicked Hide Border of Inactive
Lists on the List menu.



Show All



Find and Replace

Use the Find and Replace dialog box to search and optionally replace a string
with another string.

Find

Find what

Enter the information you want to search for. You can use a question mark (?) to
match any single character or an asterisk (*) to match any string of characters.
For example, sm?th finds "smith" and "smyth" and *east finds "Northeast" and
"Southeast."

Preview or No Format Set

Previews what data might look like that meets the parameters specified using the
Format button. Preview* indicates that a preview cannot be shown. No Format
Set indicates that no formatting parameters have been specified.

Format

Select Format to base searches on the formatting properties of the cells. Choose
Format From Cell allows you to click on a cell that meets the formatting
criteria you wish to use in this search. Clear Find Format allows you to remove
previous search criteria.

Within

Select Sheet to restrict your search to the active worksheet. Select Workbook to
search all sheets in the active workbook.

Search

Click the direction you want to search: down through columns by using By
columns or to the right across rows by using By rows. To search up in columns



or to the left across rows, hold down SHIFT and click Find Next. In most cases,
it is faster to select By columns.

Look in

Specifies whether you want to search the value of the cells or their underlying
formulas. For instance, a cell could show on the sheet “11” but actually contain a
formula =”1”&”1”. Look in: Values would find this cell when searching for
"11". Look in: Formulas would not. You can also choose to search comments
attached to cells. On the Replace tab, Look in: Formulas is the only option.

Match case

Distinguishes between uppercase and lowercase characters.

Match entire cell contents

Searches for an exact and complete match of characters specified in the Find
what box.

Options

Displays advanced search options. This button changes to Options << while
these advanced options are displayed. Click Options << to hide the advanced
options.

Find All

Finds all occurrences of the search criteria in your document. If you want to find
and review each occurrence separately, click Find Next instead of Find All.

Find Next

Searches for the next occurrence of the characters specified in the Find what
box. To find the previous occurrence, hold down SHIFT and click Find Next.

Close




Closes the Find or Replace dialog box when you've completed your search.

Replace
The Replace tab has most of the same fields as the Find tab, with the following
extra ones.

Replace with

Type the replacement characters you want to use to replace the characters in the
Find what box. To delete the characters in the Find what box from your
document, leave the Replace with box blank.

Replace All

Replaces all occurrences of the search criteria in your document. If you want to
review and selectively replace each occurrence, click Replace instead of
Replace All

Replace

Replaces the selected occurrence of the criteria in the Find what box, finds the
next occurrence, and then stops. If you want to automatically replace all
occurrences of the search criteria in your document, click Replace All.



About checking and correcting
spelling

Check spelling When you check spelling, Microsoft Excel checks the entire
active worksheet, including cell values, cell comments, embedded charts, text
boxes, buttons, and headers and footers. However, Excel does not check
protected worksheets, formulas, or text that results from a formula.

If the formula bar is active when you check spelling, Excel checks only the
contents of the formula bar. If you have a range selected, only the range is
checked.

Correct spelling and typing errors as you type The AutoCorrect feature in
Excel can correct common typing errors as you work. For example, you can
specify that Excel change "adn" to "and" and change "their is" to "there is."

Note Don't confuse the AutoCorrect feature with AutoComplete. The
AutoComplete feature finishes typing a word that is used repeatedly in a column
of a list after you type a few letters of the word or phrase. You can turn off both
the AutoCorrect and the AutoComplete behaviors.

Add an AutoCorrect entry during a spelling check If you misspell a word
consistently, you can add the common misspelling as an AutoCorrect entry. The
common misspelling is automatically corrected.

Add words to a custom spelling dictionary If you use words that aren't in the
main dictionary, such as acronyms or proper names, you can add the words to a
custom dictionary so Excel questions the words only if they're misspelled.

Note Excel shares spelling dictionaries and AutoCorrect entries with other
Microsoft Office programs that you might use.
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Check spelling

1. Select the range of cells you want to check.

If you want to check the entire worksheet, click any cell.

2. Click Spelling [+"| on the Standard toolbar.

3. When the spelling checker identifies a word that is not in the dictionary,
make your changes by using the options in the Spelling dialog box.

4. If you want to check the spelling of text in another language, in the
Dictionary language box, click the language whose dictionary you want to
use.

Note If the Spelling dialog box is not available, you can change the
language by using the Dictionary language box on the Spelling tab of the
Options dialog box (Tools menu).

Tip

If you want to add a word to the list of automatic corrections, in the Spelling
dialog box, select the word you want to add from the Suggestions list, and then
click AutoCorrect.
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Create a custom dictionary

1.
2.

3.

1.
2.

3.

Create a custom dictionary

Click Spelling |+ | on the Standard toolbar.

When you identify a word that you want to add to a custom dictionary, click
Options in the Spelling dialog box.

In the Add words to box, type a name for your new custom dictionary.

The following are default locations for custom dictionaries.

In Microsoft Windows 2000 or later

Custom dictionaries are stored by default in the G:\Documents and Settings\
<username>\Application Data\Microsoft\Proof folder.

In Microsoft Windows Millennium Edition or Microsoft Windows 98

Custom dictionaries are stored by default in either the
C:\Windows_folder\Application Data\Microsoft\Proof folder or the

C:\Windows_folder\Profiles\User_name\Application Data\Microsoft\Proof
folder.

In Microsoft Windows NT 4.0

Custom dictionaries are stored by default in the
C:\Windows_folder\Profiles\User_name\Application Data\Microsoft\Proof
folder.

Add a word to a custom dictionary

Click Spelling [+ | on the Standard toolbar.

When you identify a word that you want to add to a custom dictionary, click
Options in the Spelling dialog box.

In the Add words to box, click the name of the custom dictionary, and then
click OK.



Note If you want to use a custom dictionary from an earlier version of
Microsoft Excel, type the name of the dictionary in the Add words to box to
register the dictionary with the current version of Excel.
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Troubleshoot spelling

I added words to a custom dictionary, but Microsoft Excel still questions
them.

o If Excel questions a word when it appears with mixed lowercase and capital
letters, reenter the word in the custom dictionary in all lowercase letters.
Various formats of the word are then recognized.

e The word may be in a different custom dictionary. Excel can consult only
one custom dictionary at a time. When Excel questions a word during a
spelling check, make sure the correct custom dictionary is selected in the
Add words to box on the Spelling tab of the Options dialog box (Tools
menu).

e A custom dictionary might contain a nonprintable character or a misspelled
word. Use the Notepad accessory program to open the custom dictionary
that you use with Excel. Correct any words and delete any nonprintable
characters, which are usually displayed as small boxes, and then save the
dictionary in the folder that contains the main spelling dictionary. If you use
Microsoft Word or another program to edit a custom dictionary, save the
dictionary in Text Only format with a .dic file extension.

The spelling checker checked only part of my worksheet.

If you've selected a range of cells, Excel checks only the selected range. To
check the entire sheet, click any cell, and then repeat the spelling check.

Excel did not change every occurrence of a misspelled word, even though
I chose the Change All button.

¢ If you close the Spelling dialog box before Excel finishes checking the
entire worksheet, errors in the unchecked portion are not corrected.

e If you've selected a range of cells, Excel checks only the selected range. To
check the entire sheet, click any cell, and then repeat the spelling check.

I checked spelling in another language, and now I can't check spelling in
the default language.




You can restore your default spelling checker by setting the Dictionary
language on the Spelling tab of the Options dialog box (Tools menu).
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About moving and copying data

When you copy a cell by dragging or by clicking Cut [£ | or Copy “a] and Paste

, Microsoft Excel copies the entire cell, including formulas and their resulting
values, comments, and cell formats.

If the selected copy area includes hidden cells, Excel also copies the hidden
cells. If the paste area contains hidden rows or columns, you might need to
unhide the paste area to see all of the copied cells.

Instead of copying entire cells, you can copy specified contents from the cells.
For example, you can copy the resulting value of a formula without copying the
formula itself or you can copy only the formula. You can also change what part
of the cell you pasted by clicking Paste Options =/ in the lower right corner of
your pasted selection.

Note Paste Options 2! is available only after you copy a selection, not after
you cut or move a selection.
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Create a consecutive list of dates

1. Type the first day or date in the list, for example Monday or 6/13/08, in a
cell.
2. Select the cell and use the fill handle to fill a list of consecutive days.

Note If you want only weekdays in your list, click Auto Fill Options =+ and
then select Fill Weekdays only.



Display or hide the fill handle

1. Click Options on the Tools menu and click the Edit tab.
2. Select or clear the Allow cell drag and drop check box.
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Fill data within a row or column

1. Select the cells you want to copy.
2. Drag the fill handle across the cells you want to fill, and then release the
mouse button.

Tip

To fill in the active cell with the contents of the cell above it (fill downward),
press CTRL+D. To fill in with contents of the cell to the left (fill to the right),
press CTRL+R.

Note You can use Auto Fill Options [=+ to choose options for how to fill the
selection. For example, you can choose to Fill Formatting Only or Fill
Without Formatting.



Find cells that match a format

1. Click Find on the Edit menu.
Clear the Find what box.
3. Do one of the following:
o If you want to specify format, click Options, click Format, and then
set your options in the Find Format dialog box.
o If you want to point to a specific cell format as an example, click the
arrow next to Format, click Choose Format From Cell, and then
click the cell.

N

Note The format for the search is displayed in the Preview box.
4. Click Find All or Find Next.

Find All lists every occurrence of the item you are searching for and allows
you to make a cell active by selecting a specific occurrence. You can sort
the results of a Find All search by clicking a header.
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Find text or numbers

1. Select the range of cells you want to search.
If you want to search the entire worksheet, click any cell.

2. On the Edit menu, click Find.
3. In the Find what box, enter the text or numbers you want to search for or
choose a recent search from the Find what drop down box.

Note You can use wildcard characters in your search criteria.

4. If you want to specify a format for your search, click Format and make
your selections in the Find Format dialog box.

If Format is not available in the Find and Replace dialog box, click
Options and then click Format.

5. Click Options to further define your search. For example, you can search
for all of the cells that contain the same kind of data, such as formulas.

In the Within box, you can select Sheet or Workbook to search a
worksheet or an entire workbook.

6. Click Find All or Find Next.

Find All lists every occurrence of the item you are searching for and allows
you to make a cell active by selecting a specific occurrence. You can sort
the results of a Find All search by clicking a header.

Note To cancel a search in progress, press ESC.

Tip

Another way to find data in a list is to use filters to display only the rows that
contain the desired data. For example, in a list that includes international sales
data, you can display only domestic sales.
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Move or copy cells

Moving and copying cells

Move or copy cells

1. Select the cells you want to move or copy.

How?

To select

Text in a cell

A single cell

A range of
cells

A large range
of cells

All cells on a
worksheet

Nonadjacent
cells or cell
ranges

Do this

If editing in a cell is turned on, select the cell, double-click
in it, and then select the text in the cell.

If editing in a cell is turned off, select the cell, and then
select the text in the formula bar.

F

Click the cell, or press the arrow keys to move to the cell.

Click the first cell of the range, and then drag to the last
cell.

Click the first cell in the range, and then hold down SHIFT
and click the last cell in the range. You can scroll to make
the last cell visible.

Click the Select All button.

Select All button

Select the first cell or range of cells, and then hold down
CTRL and select the other cells or ranges.

Click the row or column heading.



An entire row o —
or column

kl-l—h.'l ==

Drag across the row or column headings. Or select the first

Adjacent rows row or column; then hold down SHIFT and select the last

or columns
row or column.
Nonadjacen .
onadjacent Select the first row or column, and then hold down CTRL
TFOWS Or
and select the other rows or columns.
columns

More or fewer Hold down SHIFT and click the last cell you want to
cells than the include in the new selection. The rectangular range between

active the active cell and the cell you click becomes the new
selection selection.

Cancel a

selection of  Click any cell on the worksheet.

cells

2. Do one of the following:

Move cells Click Cut [#] on the Standard toolbar and select the upper-
left cell of the paste area.

Copy cells Click Copy =2! and select the upper-left cell of the paste area.

Move or copy a selection to a different worksheet Click Cut % | or Copy
, click the new worksheet tab, and select the upper-left cell of the paste
area.

Move or copy cells to a different workbook Click Cut % ]or Copy,
switch to the other workbook, and select the upper-left cell of the paste
area.

3. Click the arrow next to Paste =/ and choose from the options on the list.

Note Microsoft Excel replaces data in the paste area when you move cells.

Insert moved or copied cells between existing cells




1. Select the cells that contain the data you want to move or copy.

2. To move or copy the selection, click Cut % | or Copy 2! on the Standard
toolbar.

Select the upper-left cell of the paste area.

On the Insert menu, click Cut Cells or Copied Cells.

If you are moving or copying a range of cells, and not a row or column, in
the Insert Paste dialog box, click the direction to shift the surrounding
cells.

ok W

Copy only visible cells

If some cells, rows, or columns on your worksheet are not displayed, you have
the option of copying all cells or only the visible cells. For example, you can
choose to copy only the displayed summary data on an outlined worksheet.

Select the cells you want to copy.

On the Edit menu, click Go To.

Click Special.

Click Visible cells only, and then click OK.
Click Copy =2/ on the Standard toolbar.
Select the upper-left cell of the paste area.
Click Paste [ 2,

Nk W=

Notes

e Microsoft Excel pastes the copied data into consecutive rows or columns. If
the paste area contains hidden rows or columns, you might need to unhide
the paste area to see all of the copied cells.

e If you click the arrow next to Paste , you can choose from several paste
options to apply to your selection.

e When you copy or paste hidden or filtered data to another application or
another instance of Excel, only visible cells are copied.




Moving and copying cell data

Move or copy cell contents

1. Double-click the cell that contains the data you want to move or copy.

In the cell, select the characters to move or copy.

3. To move or copy the selection, click Cut % or click Copy =2/ on the
Standard toolbar.

4. In the cell, click where you want to paste the characters or double-click
another cell to move or copy the data.

5. Click Paste &),

6. Press ENTER.

N

Note When you double-click a cell or press F2 to edit a cell, the arrow keys
work only within that cell. To use the arrow keys to move to another cell, first
press ENTER to complete your editing changes to the active cell.

Copy cell values

These steps convert any formulas in the cell to the calculated values, and the
existing formatting is not ove