	[image: image1.png]BLL

E) B E& Yew fuet Foms Iook Das Mindw Hep aques -8 x
DEHI SR VE $DB 9082 N WS -

sl S0 <l s m W el A A
Al
S B o | imtenatind | Seve | enerGiedig | S || ssanty | | staea

L [ ]| o | 6| ol | rton | ot |t | 3

El = osoft Office Online.
i © snpkree | P fosbs B st B st

o R
s G|

o  per C Cnmmtra oot | et s sons
] LSl | [y
o @ sond C Sogatitrs Chgeat fas

o e ——

il I poeteets ¥ Rontcmbpsdes ¥ boceasaotbu | 115

El I Fomus ¥ e symbot W vt st
il s F zeovses F sttt P —
15 s o[ oo 3] L

)

izl peo.

|18

1o/ ol [t sron vt
i T oa |

2 |

[z

£

[« » whsheets 2 [[sheets | sl HH

Resdy o

st |2 @ @5 ] | |[EMicrosolt Excel - Book! & r2mm








	Getting Started
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If you choose to remove the Getting Started area use:

· Tools

· Options

· View Tab

· Uncheck the ‘Startup Task Pane’, then click OK

· Click on X next to Getting Started Heading

Remember type in your name and information at start up to personalize Excel to you.
	(
	After Removing Getting Started Section
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This is your Normal View


	Menu Bar
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Standard Tool Bar Selected (Middle)- Research (New)                                        Formatting Tool Bar Selected (Bottom)


	New Menu Options

	What’s New under File
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New File Topics

· Save as Web Page

· File Search

· Web Page Preview


	What’s New Under Edit
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New Edit Topic

· Office Clipboard - Paste
	What’s New Under View
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New View Topics

· Task Pane – Same as selecting Tools, Options, View.



	Remember to check each area, to familiarize yourself with the new functionality.

	

	New Menu Options Continued

	What’s New Under Insert
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· Symbol

· Works like Word

· Diagram
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	What’s New Under Format
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· Sheet

· Tab Color
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	What’s New Under Data
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· Group Outline

· Microsoft Excel can create an outline for your data to let you show and hide levels of detail with a single mouse click. You can click the outline symbols [image: image12.png]


,[image: image13.png]


, and [image: image14.png]


to quickly display only the rows or columns that provide summaries or headings for sections of your worksheet, or you can use the symbols to see details under an individual summary or heading.
· Pivot Table and Pivot Chart Report

· Old Pivot Table Report

· Import External Data

· Old Get External Data

· List
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	New Menu Options Continued

	What’s New Under Tools
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· Research

· Opens same window as the Research icon on the Standard Tool Bar

· Error Checking

· Speech – Not installed
	What’s New Under Tools (Cont.)

· Shared Workspace

· Not available to all
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· Protection
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	What’s New Under Tools (Cont.)

· Online Collaboration- Not available to all

· Meet Now

· Schedule Meeting

· Web Discussions
· Formula Auditing – New name for Auditing

· Auto Correct Options

· Auto Correct

· Auto Format As You Type

· Smart Tags 
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	New Menu Options Continued

	What’s New Under Help
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· Show Office Assistant

· Microsoft Office Online

· Check for Updates

· Detect and Repair

· Activate Product

· Customer Feedback Options

These 5 are not available to all.
	What’s New Under Window
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· Compare Side by Side 
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Look what’s new or different from Excel 2003:


(  Getting Started   	       (  New Tool Bar Look	     (   New Menu Options
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