Excel 2007 recap

Format Cells

freeze panes ,
[ Hi -

locking cells

select all by clicking the select-all spot in upper left
right-click, pick format cells

Protection tab > un-click Locked box
(This unlocks everything.)

protect the cells you want to protect

then go to the Review tab and click on the Protect Sheet button

Mumber | Alignment

(This will protect the cells you locked.)

. Un-click this box
locking worksheets

\/ PI|=lect locked cells

so all users
header/footer ,C:C"kr;%t S:llli_a
View: normal, page break, set viewing area
Syntax
letter > text
number > number
= > calculation
=functionword(inputl,input2,etc.)
=average(B3:B7)
=celll operator cell2
=B3/C7
relative and absolute references: $column and $row
=B3/$C$7

margins (.5 top and sides, .75 bottom, for example)
printing: shrink to fit

Save As PDF download from Microsoft

Fant Border Fill Protection

Locking cells or hiding Formulas has no effect until vou protect the worksheet (Review
tab, Changes group, Protect Sheet button),

Protect Sheet @E|

Pratect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet bo:

[+] Select unlocked cells

[ Farmat cells

[ Format columns

:| Format rows

[ Insert columns

:| Insert rows

[ nsert hypetlinks

[ Delete columns

[ Delete rows bl

ok l [ Caneel

Save a copy of the document

E;‘ Word Document
= Save the document in the default file

format.
I'!;,‘ Word Template

Save the document as a template that can
be used to format future documents.

@ j Word 87-2003 Document

Save a copy of the document that is fully

ampatible vith Ward 07 200

PDF or XPs
g Publish a copy of the document as a PDF or

XP5 file,

www.microsoft.com/downloads/details.aspx?Familyld=4D951911-3E7E-4AE6-B059-A2E79ED87041&displaylang=en

splitting text (names, for example), hit Data tab, then text to columns
delimiter, in this case, is space

customizing Quick Access Toolbar

Importing from Outlook Contacts

Using Excel with Mail Merge

soft return: Alt+Enter

Auto Fill Options—Copy Cells vs. Fill Series

IF statements
IF(logical test is true, do this, otherwise do this)
=IF(B2>0, B2*$E$23,” ")
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Copy Cells
Fill Series

Fill Formatting Only

0 0O 0O

Fill Without Formatting
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