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| accept the terms of this agreement jawa 4S5 etus

9 690,43 Microsoft Office wdys aol it Sal suaw

SEtUP jawdd 4S5 elulS g0

B g3S 9 opain,Ses 3 plesgo,lsn suaoyd pdh oyl (glge
KGFVY-7733B-8WCKO-  5d:4S603S 4ods 4S  ((paddsla

.Continue jawd «Ss s ;31,0 KTG64-BC7D8
To continue You must accept the terms of this agreement. If you do not Want to accept the Microsoft

Software Licgnse Terms, dose this window to cancel the installation, # Microsoft Office Enterprise 2007

IMICROSOFT SOFTWARE LICENSE TERMS
12007 MICRPSOFT OFFICE SYSTEM DESKTOP APPLICATION SOFTWARE
Bielow are three separate sets of License Terms. Only one set applies to yo\  To determine which

Enter your Product Key

Type your 25-character Product Key.

Although you are not required to enter your Product Key now, we recommand you do so for ease of
validating your Microsoft Office License. For information about where your Froduct Key is located, dick the
Help button.

KGR -7733B-8W kK 9-KTG64-BC7DE

\For this|software, unless other terms accompany those items, IF so, those terms apply.

Continue
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i i Microsoft Office Enterprise 2007

i Microsoft Office Enterprise 2007

@JJ Configuration Progress

Cla

»

Microsoft Office Enterprise 2007 configuration has been cancelled.

goﬁ

Repairing Microsoft Office Enterprise 2007...
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Microsoft Office gaet,a S5u)S elawds

5 Setup - Classic Menu for, Office MUJd.g u.u»l‘,qla

License Agreement . 45.3 s QJ dé:i LA:) OJéJ

Please read the following important information before continuing,

Flease read the following License Agreement. 'Y'ou mugkaccept the terms of this
agreement before continuing with the installation, Select Setup Language

E’I]! Select the language to uze durpg the installation:

User Licensg’Agreement

IMPORTANT NO |E nalizh
Read this Licepte Agreement carefuly beforg using this
Software, By USING THIS SOFTWARE TN ANY| WAY YOU 0k, ] [ ELiE

GE THAT YOl HAVE READ, UNDERETAMD ANMD ™

(%) | accept the agreement

(| do not accept the agreement

4y Next s <

< Back ” Mext » ]l Cancel

{5 Setup - Classic Menu for Office

wWelcome to \the Classic Menu for
Office Setup\wizard

Thiz will install Classic Manu 3.4 for Office 2007 on your
computer.

It iz recommended that youlslose all other applications before
continuing,

Click Mext to continue, or Cafycel to exit S etup.
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i Setup - Classic Menu for Offire

Select Destination Location
Where should Classic Menu for [iffice be install=d?

_’J Setup will inztall Clazgic Menu for Office into the following [older.

To continue, click Mest. 1f ol would like to select a different falder | click Browse. Browse For Folder

C:\Program Files\Clazsic Menu for Office Select a folder in the list below, then clig

C:\Program Files\Classic Menu for Dffice

(=] “ee Local Disk {C:)
# |3 Documents and k= fhllowing Folder.
# |3 M30OCache
(R Prooram Files
|5) Screen Recordings

[ e Local Disk (D)
[ = Combo Socket (E:)
2 = B OFfice2007 Ent (F:)

¢ Back ” Mext » I[ Cancel

Erert folder, click Brokse.

At least 2.6 ME of free disk space is required.

][ Cancel ]

T o j[ et > ]’ Cancel
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i Setup - Classic Menu for Office

Select Components
YW'hich components should be installed?

Select the components you want to install; clear the components pou do not feant to
inzkall. Click Mest when you are ready to continue.

Full inztallation

Clazsic Menu for &ccess 2007
Classic Menu for Excel 2007
Classic Menu for Outlook, 2007
Clazzic Menu foar PowerPoint 2007
Clazsic Menu for Waord 2007

Current selection requires at least 9.8 ME of dizk zpace.

< Back " Mest » l[ Canicel
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= Setup - Classic Menu for Office

Installing
Pleaze wait while Setup installs Claszic Menu for Office on vour computer.

Extracting files. ..
C:AProgram Files\Clazsic Menu for Office’armbccess.dl

o 5 Setup - Classic Menu for Office

Ready to Install
Setup iz now ready to begin instaling Classic Medu for Office on vour conpufer.

Click Install to continue with the installatiop? or click B ack if you want to revigw or
change any settings.

Diestination location:
C:\Program FileshClazsic Menu for Office

| Setup type:
Full inztallation

| Selected components:

Required Files

Clazzsic Menu for Access 2007
Clazsic Menu for Excel 2007
Clazzic Menu for Dutlook 2007
Clazzic Menu for PowerPoint 2007
Clazzic Menu for word 2007

< Back ” Irstall J[ Caticel
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Register

License Nage’
boot

License Code:

ORD184-P1BRBUE-KQHMK2-HOEESR-FH2VPD

Wb Site
http : /Awww addintools.com

Purchase Page

hitp : /Awwew addintools. com/fenglish/menuafice furchase hitm

Thank you for your wrial. This
software is not free, and you are
expected to register it with the
authar, If you hope this
infarmation will not reappear, you
can register or uninstall the
software: Classic Menu for Office
{or Word, Excel, sccess, Outlook
and PowerPoint).

[5]4

H Cancel ” Purchase l

Register

License Mame;

License Code:

Weh Site
hittp: ffwewrwe, addintools.com

Purchase Page

hitfp : ffwewrwe. addintools. camenglish /menuoffice furchase. him

Thank you for your trial. This
software is not free, and you are
expected to register it with the
author. If you hope this
information will not reappear, you
can register or uninstall the
software: Classic Menu for Office
{or \Word, Excel, Access, Outlook
and PowerPoint).

OK

” Cancel ” Purchase ]

| Regetr || ox

” Cancel ]

| regster ][ ox

” Cancel ]
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OB et (50§ i

SIelall  Jusdsdeds 00 Sasoyas¥ S9yS sulels 3 New

JHSdh (gaals i gasdd 4Sehiys

pdl Ry 4S (sauohips g4 soswa S 3 Open File i

Keyboard ssaL o418 SgaSddily Judydaly i

s gogua,s  Shortcut To display the |FéEdtH:1W IIZ igmL:

s4S,38CTRL+O . Open .oy 5 (sSaa0,43Y {0 New |

dialog bOX, Press sjpus _awd syau,s . =
CTRL+O. ]

Save
Save As
Save As... Excel 97-2003 Workbook

Open : Save as Web Page...

Look n: | (5 Offical2z

% (1023
LD | 2w
My Recent (33082
PR Chaccess\Web
o CDACCWIZ
lﬁ;’ C)ADOINS
Deskkop CBibliography
CHBITMAPS
|CBORDERS
CHCONVERT
My Documents | |[Z)Document Parts
LAFORMS
] | CGroove
3 ) INFFORMS
My Computer i InfoPathom
I iLibrary
‘»_g |E=2mEDIA
My Metwork | (L20nehote
Places ¢

File pame:

Files of type: | 4l Excel Files

Tools b

|2 0OutiookAutoDiscowver
[CIPAGESIZE

CDPUBBA

CIPUBIAIZ
[CIQUERIES
[C)SAMPLES
EISTARTUP
CIXLSTART
[#ExRm

%ED{LIRMV

Microsoft. Office. InfoPath
Microsoft.Office.Interop. InfoPath. SemiTrust
Microsoft. Office. Interop. InfoPath. Xml

v

v

- Cancel

Opy

Page 22

Microsoft Office Excel 2007

Save Workspace...
Restrict Permission
Web Page Preview
Page Setup

Print Area

Print Preview

Print

Prepare

Send

Publish

View Decument Properties...

Exit Excel




folder to move up one or more levels in the dSdaliyds oid) dS guofiy g4 SS GgaSadl 3 Save
S gladd 4S (il g8 (59,S Gldiluwes WSTIUCTUIE. DledSsh Sl uludls (ISU Go5d 35 coght plastaises

Saliyy g S (Sh OgaSAdl laS gl g0 0 5diaiigs (6,18 53 S0 la (il sls g 6 94 peud

dglustasiond 3 4Sdoliyh (B (038 g 55 (S80S OgeSedl j Save As

Previous folder @As you move through
the folder structure in the Files list, this |
button allows you to go back to the = Sz

[CIPUBBA

previousfolder that you viewed s 3 s 41,48 | Bl e

IC)SAMPLES

ILJSTARTUR

phs oolggd a,S OLSALL (Slujdw gdiy 4S (gaiigd Camury © G

. LAY £ AR CAALY . . N « My Documents | |3 Document\Parts
Oledds g gd d:uls Ais g (yloda 0 a0l Wlayd J_g @rorvs
- P . Yv o ¢ . Wl & e :m S __j;INFFORMs
%‘,454.\ Jl.:a‘)&t..t ULAOJOAJJS I g9od (SJL’ AJS ul.a.u:\.\.u.uod Mv;:lt -S'ILTS.::,mOM
C)MEDLA

. .. . (e S v - voo(e “ 1 e v ¢ 2 | S onenote
33 (5LadS05 4l 3 53 (S350 Iociedlan 5ol aals s ] e~

File name: Boolka)

Save asbyPe! | Eycel Workbook,

Tools -

Save in Inthe list, click a location where
you want to save a file. Use the Save in list
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File name Type or select a file name for .y
Lyl w3 the file that you are saving.

09SO gaSAEL (5)IS PI0 pladd (SIS SFA s oy

Save as type In the list, click the file  .\v
format in which you want to save the file.
Most 2007 Microsoft Office system programs
can save files in more than one format, so
you may need to select the format that you
R0 W Ea S (Sl o SS ks 3 want
ot aylaili (Sanl opd i aSdelShy  (pediiun
2 PLeaSALB §591)S oL 4S (SOl g4l Uiy saa (ol g3l
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Up one level Click this button to look
in the folder that is Up Rady 4s gojeui3s & Suis
one level in the current folder structure
el Qledd (b 0,lggd @i gdileds 99308 (labl s

-0 94d3dSy

Delete ¥Click this button to delete the
selected file or folder.

s Ob RU soyiiapw 3

Create new folder = Click this button to
create a new folder within the current folder.
IS SledSalbl (gogds 33 Loulld S9,S Cawgye 3

Views [l Click the arrow next to this
button to display file and folder view options.

daih () gaSS gla s Ioady pdd 4S (GIpeulp g0 (S N
0,3 Widands (IS0 00d3h (13aSe Al ggs gob sl bl WUISIS

¥ . c Y. voN
A eyl gad
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oY solend go,bdd Miwasy, Page setup S Cgasasly 3 Save As Excel 97-2003 workbook
. Excel v+ .y 4 Excel av 6 g 5au Excel voov LG
aSaalie (LB S9S Ogasasly 3 Save As web page

Page Setup ; .
29 oY ((nU s

Margins
5 BE

Save n: i) Office1z vl @ b X oulE-

Orientation 5 10 SiLibrary
X9 51036 [=IMEDIA
My Recent: 3082 10neNote
Documents | | accassiiveb 3 OutiockAutoDiscover
= CACCWIZ [CIPAGESIZE
Lj ICADDING [CIPUBBA
esktop IBibliography I PUBWIZ
CBITHMAPS JQUERIES
C)BORDERS )SAMPLES
[CICONYERT IC)STARTUP
My Documents | [C3Document Parts [IXLSTART
Breaks [IFORMS EINTLBAND
D) Groove
‘J;-g CINFFORMS
Iy Compuker (S InfoPathom

Background... ‘31 Fie name:  [Rookz v

[y Metwark,
Places Save astype! e pags 5

Page title: Change Title. ..
Save: () Entire Workbook () Selection: Sheet Publish...

Print Titles

Print Gridlines
LO9S & gaSadL 3 Save workspace
Print Headings

Gl aSdali, LB sogiiwas Restrict remission

oy u_a....;s;‘, -\ ALl ads g S0 (SIS Suugyd WAL Qlgd (Senl

40 s (5,500 Jlatads S8 (S Siuugye —F Wb ads oyl (55 souu¥ i WeD page preview
032 18018 (SIS Sl (094 B Cubydiid jdudd Sudigs) 1S

(a3 g4SA gla i
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ohb‘ed.):y (55'3;"‘:‘." 999 &4543 m"x ?45 JMGU dlzds s’lé:ﬂs -y

9158 oulals (s0,4% (s s, S90S ol Print area

cogad (Suwlpogldl  (uugs TpdSdy oageSa lagd
(S Qe s 9S 0ulel (s dgy HLIS )
oS Pladd o 4So, ¥ (s gy oyt Y
dSs e (so9adyds 4So,4¥ i Print preview

copad Sl go gl (g —pogye (S0 sogd
sl sl

oY gl —¢

ogid GuS gl Print Aida dilsod ddids ads 6599)S Glesulels 4 EeRl g4 -0

3 ((Sduo s

3 oleSho,dalay (udSd ddd add jdwd] clS el

Printer
: e i . v oy N . ve v .
Mame: | Send Ta Onehiote 2007 ) g il g R o9 &
Skakus: Idle . -~ S u.. \"1 pey .,JS
Type: Send To Microsoft Onelote Driver Find Printst...

Where! Send To Microsoft Oneldote Port:
Zamment:

[ print to file
Prinkt range Copies

Lackin: ) Sample Pictures
> =
@ al Humber of copies:  |[i

[e)
. Iy Recent
() Page(s)  From: i & Documents -
: = !

Print what ﬂ}l ﬂ}l Collate Desktop Blue Hills
() Selection () Entire workbook .

(%) Active sheet(s)
|:| Ignore print areas

N (o=

File name:

Files of ¥pet | ) pictres

Name In the list, click a printer that you (\

94 loedas add have installed and want to use. L o . e
‘ S RKIR 98 S gl (SBY JDE cuwg Y

018 (laslabds
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«use type, for the printer that you are using.
O9S Pl (PlSdnuiddnl (mlgies dilss g4 jdwdd (oS
laliudsdo dats 4S (5071 gad 945 B3 (3,35
Find Printer Click this button to find a (v
Swd 3,8 elts printer that you have access to.
OLodS0,d5 gana 3SA 4S a5 B, py gl (5 guds diigs 943
I ad®) u:bo‘e" &So‘e‘,lgio‘e GSTV'.J&JT‘: Mé.‘t 4.’\3.43 :9.3 co"bchg
94 SO Pd dladwdde 9 sgiiwd GledSos 4l gass ySdd
OledSelins (SrSula s (g )ISas Ol il
Number of copies In this list, click the (A
s number of copies that you want printed.
3994 Sl G gdileos Qe B3 059958 Gleoslels 4S (seus 4z
99l (OAduSl) 3 Glodduugd (o a0, jaa &Sy dhuu g
O (Sey g_:ale P Oy
Collate Select this check box if you want
your print job to be kept in the order that you
created in your document when printed. This

check box is available if you are printing
sodd (uaSes ola 4So,u¥ ks aisismultiple copies.

Page 32 Microsoft Office Excel 2007

0,0 gd Sotledd 4SS @ ySes Glduiiuwes oyl 6,5

08 Pladd (ledSalylh asaoli oy

Status For the selected printer, tells the
status of the printer, such as idle, busy, or
the number of files before your print job.
I gl 33 ilogsiods daih dS (Gdiidy 0 8 94 SIiats
ldle wals sl

Type For the selected printer, tells the type
of printer that you selected, such as laser.

(eSS (Rl Cgledd 4S (sl oy 9iB (SIS (5HLe
Where For the selected printer, tells the

location of the printer or which port that the
s3> 54 S9S g,Le printer is connected to.

I3 Qladd lojs dig oy 4S (g4l
Comment For the selected printer, tells

any additional information that you might
daindi jaa Need to know about the printer.

OIS0 fand Joddids add Ciuda s, Lol ,as v ea b

Properties Click this button when you
want to change the properties, such as paper

Page 31



945 gsedads (ag S4alys, have specified.
0918 (laslalds S (gailus, IS5, 38

All  Click this option if you want to print all (\1
s OlSa Y gseaa Su,S ola Pages in your file.

Sy LadSol iy puuds Sy ) ISB1,38 s (50548
Pages Click this option and add the page (\v
< L3318 NUmMbers or page ranges in the box.
woyad s goleh (ows ladl opd Uiy LS S sileds
3 Olodzoya¥ gab i duughy 194SaSgeas 4B 3S,lg s

SAE S Hduw GlA6Y

Preview Click this button to preview your (\A

worksheet before printing it and select other

s printing options, such as page setup.

S 9S904S S4B (50945 33 (Dody (3 ladd (gogalyd dSo 4
(O4Ss (5 ytuws o iasda
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Aego,ad 4 g pdd Oudnidd (g4SeSgeas 43S)is
S8 Cla 3 Hledduu g
(Ve
Selection Click this option to print only (\\
wia 4 9,8 ola What you have selected.
.SelecCt s550,S Loy, Lo 10458, giidl 4S gdiswgs
Active sheet(s) Click this option to print (\v
S salu,831,38 g Only the active worksheets.
O9S @l B ciiiass (IS4 oy d s oyl (laslalas
Entire workbook Click this option to print (vv

the entire workbook, including all the
woymd 54 54594 WOrksheets in the workbook.

32 4S go)land g4 (Su)S ulyh Ol oy S (od O ol
0999)S o3lalb (ylodSo ¥

Table Click this option to print only the (¢

OleaSe,asd 3 Jsa Slaastable in the worksheet.
dasyasd (S9,S ola (Jlsd

Ignore print areas Select this check box (Ve
to ignore any print areas that you might

Page 33



Menus Heme Insert Page Layout Formulas Data Review View O K CIiCk th iS button to Send your (\ ﬂ

EFIIE" Edit~ View~ Insert~ Format> Tools™ Data~ Window~ Help~

3] new (D@ F9-c | [BE % SOLIS g4 gseaa sleed dOCUMent to the printer.

I= =
Open I - 55| |General ~ (|8 = % » %l 08

Close Tootbars OK 5998 shwdd 4SS ;a8 U, law b 850 dundd 4S

Save

o

PodpBEEDLC

Save As

A - Vo
Save As... Excel 57-2003 Workbook OSod h’-’ l’A SN Loﬂb‘e“-.\:y
Save as Web Page...

Save Workspace..,

| Cancel Click this button to go back to your (v
| sstiggs oleadas document without printing it.

Page Setup

Print Area . pA M M

Print Preview | ‘SJ‘S MOJJM COJ‘J oLAAleJd:‘ 45 ‘54—“:\:&)‘5—“& ‘94-“ J‘}Guu
Print i-Preparett.\-e document_for dlstrihuiljon i Y

Prepare [  Properties .C)Mt\ ele:l& u:-l:l:‘d"sﬂ‘e

Send | a View edit workbook properties,
such 3l le, Author, and Keywords.

R&bw

Publish

= Inspect Document
| _r Check the workbook for hidden
metadata or personal information.

H E =] Encrypt Document
=

View Document Properties...

(X B i

Exit Excel

i Increase the security of the workbook
by adding encryption,
& Restrict Permission

Grant people access while restricting *
their ability to edit, copy, and print.

% Add a Digital Signature

Ensure the integrity of the workbook
by adding an invisible digital signature.

| "4.® Mark as Final
e Let readers know the warkbook is final

and make it read-only.

| L.] = Run Compatibility Checker

| Sheetl Sheetz . Sheet3 . ¥ 4 %# | Checkforfeatures not supported by
| earlier versions of Excel.

o,433 Prepare

0‘64-.‘:3 (50‘)‘.5‘)04 (SJt.J.:":)
0y (PSSl Suwgs
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Juuiars

To check the document for the selected content, dick Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Custom XML Data
Microsoft Office Excel Inspects for custom XML data stored with this document.
Microsoft Cffice digital signatures combine the Familiarity of a paper signing experience with the convenience of a digital format. Whils this feature provides
users with the ability to verify a document's integrity, evidentiary laws may wary by jurisdickion. Microsoft thus cannot warrant a digital signature's legal . o
enforceability, The third-party digital signature service providers available from the Office marketplace may offer ather levels of digital signature assurance, Inspects the workbook for information in headers and footers.

Headers and Footers

[C]pan't show this message again Hidden Rows and Columns

Signature Services from the Office Marketplace. . I l M, OK Inspects the workbook for hidden rows and columns.
=

Hidden Worksheets
Inspects the workbook for hidden worksheets,

Invisible Content

Inspects the workbaook for abjects that are not visible because they have been formatted as
invisible. This does not include objects that are covered by other objects.

lnspit

|Fi|e = Edit~ View=  Insett~ Format Tools = Window ~
i New
Qpen | | $
Close Toolbars

Save As

Save As.., Excel 97-2003 Warkbook
R Encrypt Document
Save Workspace...

Web Page Preview Encrypt the contents of this file

Password:

Print Preview |

Print .
Prepare Caution: If you lose or farget the password, it cannot be
A 18 Nt et or .. recovered, It is advisable to keep a list of passwords and
.. A their corresponding document names in a safe place.

= Sl T {Remember that passwords are case-sensitive. )

e-mail message as an attachment.
Ok, % Cancel |

Exit Excel

P Exchange Folder...

i e, (Sa —¢
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ouSB @ a0 Cwdads owdS s a0 —

(O1Ss0 O gdaSABL ha gl Saul o3 wiaa 3 PUblish [555 :
N N N j;/ Menus Message Insert Options Format Text
St s View  document  properties

1= e e - 3 1-||L8| |A=3send| | § - G0 Byl|Sd - o] [ 8 Edr e
B I U A Sl e [ £

v u [ 1A A 2@
uu&q Taalbars

Please review '‘Book2' - Message (HTML)

Actions ~  Help ~

Recipients receive: Review.

= " e 3 | L
Book? Properties !

| Subject: | Please review 'Book2'
zeneral | Summary | Skakistics | Contenks | Custom i —

Attached: | 1] Boolg sk (47 KE
= Book2
[
H]

v A & v . ~
Tvpe: Microsoft Office Excel Worksheet df‘. ™S 3'.‘ UJJL'
Location:  Ci\Documents and SettingsiweaiDeskiop

Size: 43,6KE (44,712 bybes) -de-‘j’é :’-3 [)JJC!
Send To Exchange Folder

MS-DOS name:  BOOK2~1 .45 feeen ke

Created: Saturday, September 19, 2000 2:28:37 PM {13 wicrasoft Office Outlook
Modified; Saturday, September 19, 2009 4:11:56 PM
Accessed: Saturday, Sepkember 19, 2009 4:11:55 PM

ersonal Folders

Mesw Folder ...

Attributes:

N

Ok ][ Cancel ]

Excel gaab,wmd 545,00 EXit Excel
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0 4sd 3B dw 3 9 Kiaads §Kian ‘50‘,451‘343 Undo

S5 sdaw oL daads 4S alglten 45 gosuliia Redo
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Cut

Copy

Office Clipboard...
Paste

Paste Special...

Fill
Clear
Delete

Move or Copy Sheet..,

Eind...
Replace...

Go To...
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Format Allows you to search for text or
numbers that also have specific formatting. If
you want to find cells that just match a specific
format, you can delete any criteria in the Find
what box and then select a specific cell format
as an example. Click the arrow next to Format,
click Choose Format From Cell, and then click
the cell that has the formatting that you want to

S &S gaiawgs g0 Sle,3 sk S s,us Search for.

(89433593 93 (rs ,48dh (gl gods g dile guun gd IUIISGIA
Options Displays advanced search options.
This button changes to Options << while these

advanced options are displayed. Click Options
96 S << to hide the advanced options.

L(R00dd alalidd 1udSdals yds guidd 4S (g4l ;48
Within Select Sheet to restrict your search to

the active worksheet. Select Workbook to
sosisyye Search all sheets in the active workbook.

oolols 4S (guliS 4di gl L O 19d4Se,duY suidd gduddiy 945
OJ|JS
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Find and Replace
Find Replace |

Find what: | I .

Frdal | | Bndmext | [ cose |

Find what Enter the information that 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
olaSass,a¥ wida ais @Nd "Southeast.” "Northeast”

ogpugd (o Oladrwgs GEUSe, Y ggedd 9 09998 ouLels

loddias add opdisiiuu Cugdlodd d4S gduddiy g4b dlaldads




ViIEW (shuisd Search Click the direction that you want to

search: down through columns by using By

- - columns or to the right across rows by using By

T eSS e rows. To search up in columns or to the left
T_;%Nmmal across rows, hold down SHIFT and click Find
2 Next. In most cases, it is faster to select By

v

3 Find Next (8 s 3o S9S ,Le columns,

Page Layout
Page Break Preview

-(24S0u <lalS 5 9ddagd
Eormula Bar "

o 5430,S3ul, Replace

Wiew Gridlines
Wiew Headings
Header & Footer...

Show All Comments

i

Custom Views...

Fgll Screen Reference:
Prink_Area

O

Z00m...

[ Special. .. l I OKQ[ Cancel l
100% o

Zoom to Selection

L9435 9 ouuS ke FINd & select
oleaSs 1S aulls Object

& 4 &g O

Properties
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s4ws Massage bar wols 31506 uass euis 48 Massage bar
L33 94Sd Hou dSdo s ,4 $oSasy

oty (50,3954 (50945 33 0¥ (so 904w By il Slls Ruler
adSy IAdSo‘eQ:‘X sl LIS

oyts¥ ol i gl 5,3 i View grid lining

s iS58 headings paa aiwa o0 View headings
S 9484 gla s 090 duudd 4S (ailiny 4 (ads (adSA dddy g4
9 SSe8 (5L (S aseda 090,555 g0l didy g4 (SISGLE
.d%‘,lsslvv,j,g S 33 Suds sula b

0¥ 00,4 31 ol s (SL1s Header footer

Ay 48 BLoll g ggean Slustias Show all comments
-43La g g 95

23iw)S e Custom views

Custom Yiews

p3w)S Al jsu 3 ShOW
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INsert i .Fuudls 3 Close

o9y 481y 3 Add

EI.niert ¥ Formatr Todls - "’J“‘E{"“" 3 Delete
| B fnsert Cells... oS gue3S gl s o,4s¥ i FUIl sCreen
= | Insert Sheet Rows M du jda jdwdd (pdSs culs J4§ co‘eQ:Y SSS A9 Zoom

.|

i  InsertSheet Columns Jwdd (&45{ d:dS Lo c2534545 Jl?ft.j l.MSﬁéJdJ S gailo gy
! _.,,J Insert Sheet

.CAﬂJV:,KOA o‘eg:’i ($o, L3 OK
iti All Chart Types... . ; e

£2  Symbol..

Function Library
Mame

Comments )
() Fit selection

Picture O custom: | 100 |%
Diagram... oK ] [ Cancel ]

Object..,

Hyperlink...
il %100 « OJQY @JJS OJJ& %100
Tabl e i

P oy gl SISGIA S9)S 6,54€ Z00M to selection
Signature Line v

OSauaiadan B suis Properties

Header & Footer...
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e gs 05319 s3> S9S ok Insert sheet culomns
G lalivdads oS Sl jaa (ol gSes wogialsn pdd (5453 ,4 4S
sg0 il 4S suogiaslsa s 5 0¥ SLda Insert sheet

1099958 Gleoslels 4S (gdao,dsd g (o3 lio yduu Giisy 39S Glawls
Ggad 3 cop¥ ml oia ggeas SLia All chart types
Wyl g o laniawgis ()8 olalied dSa o ySou iyl LIS
S Gladiiy g4 oISy (g, ASdudids Il (o4 Bs Ciisos

.0‘943!504 ‘:&j}b% 4.Aéft ‘sd.ul:t ‘94.‘\ CA;!JG\S& Jl“a‘)c\..t o‘,o‘,l‘,&d

Insert Chart

3 Templates Column

e L) [nt] 2]

£ Line

& Pie Clustered Column [—

= Bar

SN Area

XY (Seatter) x|/}ﬁ A
b o L

il Stock

g Surface toe

@ Doughnut X
9 Bubble
Radar Pie

anage Templates. .. ] [ Set as Default Chart ]
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5 Ol adwls  lass,ws¥  Insert oage  break tadid g add o g

A 53 0,948 oL)S
slaia (ilgies 9,8 olawb sge,awd oy FUNICtion library

894540l s g3 i S i
Qtrl Qtr2 Qtr3 Qtrd

[nsert'. Format = Tools = Data~ Window ~ Help =
Insert Cells... - F 9 - ‘!99 o ofar

<0 .00 |3
Insert Sheet Rows eneral ~ || $— % =+ %5 3| [2

Insert Sheet Calumns L Toolbars

ILEuS 1S (lodadd jailaidsds dals S siLLaia gdb cLaia SYmOl

Insert Sheet

Sl chert pes.. Olgies g GlaSaslars ;aa dadd 051,Sds sulels U 3uaS jduwdd

Symbol...

Insert Page Break ‘54_";“’“ uﬁﬂ‘ﬂ%& Jd—‘i ‘C’.‘.“é“'} JlS4.3 g’.‘é‘}bé.ail OJ:"A J‘,Au

Furniction Library

N = « Y ¢ -
_a:&nts Ig MName Manager %3454" Jl?‘)q OJOJL’A

Co -

fopmn I
Picture ik @@
Y Diagram.. PR Dete Nune... et [Smainumi .
X Eont: (r_\ormal text) v Subset: | Superscripts and Subscripts v
Paste Mames... 1 3| a E 2
£ e s Y %% |%|% | %
Table =) 2 = i
%’ Create from Selection... ¥ %| V& J TIR[ AN
Signature Line N
[ = | = of = <| 2|0 |ff|fi
Apply Names... Recently used symbols:
2[|e|e]¥[o]°[]#|s]+]x|~|u|a|p

=]
x"""] Use in Formula SUBSCRIPT FIVE Character code: | 2085 from: |Unicode (hex) |+

Obiject...

g | =

Hyperlink...

Header & Footer...
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A5 Lo g g3 0,90 ydan (shdisdd 4S (509 945 38 s Edit S (s s, gl ol gdileds 4S (5055 gas Name manger

:
Edit Name E]@ = - =

Name Value Refers To Scope Comment

Mame: | afala]a] | E=rm —Sheet118A51 Workbook UL

Comrment: :

: =Sheetl! §Hsa

| C&_J[ Cancel ]

.Mb}f‘uyﬁ*’ﬁ‘so‘,h 1Y) (SO 4y 93 Delete 83 us-fw‘-" i 45 s New

New Name

~ ) (e ] oo Mame: T

Value Refers To Scope Comment

—Sheet1/§A§1 Workbook  uuu SCope: Workbook

Comment: :

Microsoft Office Excel

! E Are you sure you want to delete the name uuu?

o
S

Refers to: | _cheetirgHgs

a;ferim:t:mmm = % [ K l[ Cancel ]
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3 Ologawgd 4S (569l g6 Su,S aaia Apply name 55 (S350 Suie Define name
090 9o lasaiden)l, 43l g cdSo yas ¥

Apply Names ot : Mame:

Apply pames: § Scope: | Werkbook

TR R R SRR Comment: |

L ;_.=Sheet1!5HS_E_|_ 3
_ R ] [ oK N‘J ’ Cancel ]
Ignore Relative fAbsolute L\
UUse row and column names
[ Offy [ Cancel ] .o\,ﬁo\,l‘,.m 4S J‘,.ié.: GOJB ‘94.‘\ (50‘,4;“.“4 Paste Name

J] v N
oy add §logaangs Adds 4S gailyl gas Use in formula PeBh SSigua 3 b (39S s, Creat from selection

31 g0 gt o jaa LA HISA Suwdadads 6 9dis ;S6u3S New Name

Paste Name _ _ Mame:

Scope: i
Paste name v Jorkbook

Comment: |

Refers to: | —sheet1igHes

oK l [ Cancel | oK M [ Cancel ]
L
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“ e

=

iclipArt nEEES v . v “s = ¥ e v . & e e
Seini LA S g 9 YLl \S lodSddla gl (o 9dd ¥ Saciaddidd
= 2 909 3 Oladd S I 096 33 (rewgis Cocin
Search in:

Al collections v . 4:].3‘9 P i CtU re

Results should be:

All media file types v

[nsert Page Layout Formulas Data Review

Insert~| Format~ Tools~ Data~ Window = F

odwdd (U S clulSdy - : - I~ qu

| s E
i 8 b -
4.3:\.‘5 J‘U dQ‘JM = | At [ Toolbars

buildings, homes, houses, lakes...

260 (w} % 223 [h] pixels, 33 KB, WMF

voooWwY e P . I ' Insert Sheet
33 O 00bels Gl i 90 . e

7 All Chart Types...
.QAJSJlS g é symbal...

B (& organize dips...
| %3 ciip art on Office Onine
-

i

1@ Tips for finding dips

[EIET o —m— Name

.4.'\;!‘, u_'sué.é PCUtere Comments
InsePicte . o — — @@ %ure

E Look in: [ Sample Fictures v @@ XmE-f

. Clip Art...
Diagram...

O - : = <
My Recent ’ : W ' . ject...
il - s | Picture...

Desktop Blue hills Sunset Water liies Winter

Shapes
Signature Line

My Documents

Header & Footer...

58
My Camputer
o
My Network
Places

File name: s

Fies of type: | ol pictures

:
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v
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|[nsert'; Format ~ Tools~ Data~ Window ~
: = - I
iInser‘t'i Format~ Tools~ Data~ Window~ Help~ = j g

- j ) - | % Eorigder| | . 5 i [~ 8 : = . . ] g

1 Tt Toolbars
eneral - | % - % 2 %0 3% |

Isert Page Layout Formulas Data Review View

Insert Cells...
= | Insert Sheet Rows

Insert Sheet Columns
Insert Sheet

All Chart Types...
Symbal...

— | Insert Page Break
Function Library
Hame
Comments
Picture

'. Diagram...
Object...

. Hyperlink...
Table

Signature Line

Header & Footer..,

Toolbars

Sheet3  #J

jﬁ Clip Art...

| Picture...

=
|_| | Shapes 4

4 WordArt  »

2.2} smartart..
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Insert Sheet
All Chart Types...
Symbaol...

Mame
Comments
Picture

3 -3_; Diagram...
Object...
Hyperlink...

Signature Line

Header & Footer...

Sheets - ¥1

|| Clip Art...
| Picture...

Sha%

WordArt

Recently Used Shapes =
BsNOooAlLL2d o
2 T

Lines
BT R T

Rectangles
OobDobobOoo

Basic Shapes
BOAMOLOCOLOO®
@GOIOr Lyouga
QO@A~HEPXRE( DY
(1 € e &

Block Arrows
DEPLRTFLPR IS
CdwnoD» RGN
iLele

Equation Shapes

=R =

Flowchart
Do<sdO0lGecoay
COON®D X 6 AVED
Qoo

Stars and Banners

DrnEr o 30 W g 8
£ 2 (0 i) [T 0 R 1Y

Callouts
QDO @A A g0
i AQAD O




wdr cogls plaskias 4S GO s SlIa g2l ODJECL st (SkaylSas 3 gl 3s (505 (sidy etilasys SMart art

O 4SSl oLy 10dSail g 4S (glisl o 5 g OISBY i gis 194Sda s as

Choose a SmartArt Graphic

IVD%—]A" List

List [="Tn
[ [
Process

f w— x . ¢ Cyde =
| Create New | | Create fram File [ ) = Hererchy — - E[!-“
| %] Relationship
Ob_]ect type s i 3

= &P Matrix = [=
[Adobe Acrobat Document i Horizontal Picture List

Adobe Acrobat POFXML Document = : e
tAdobe Acrobat Security Settings Document = || _ . [ st nTEE: top g degicd
Bitmap Image

Media Clip

Microsoft Equation 3.0

Microsaft Graph Chart
| Microsoft Office PowerPoint 97-2003 Presentation | [ pisplay as icon
Result

Inserts a new Adobe Acrobat Security

EE Settings Document abject into your

document.

Gy 945 4B aud Sauilsba mea Ghadas 2 Digram

. OJOJ“.&H

u 0K J Cancel Choose a SmartArt Graphic E‘E‘
= 3 — i Z =
[
8= List
—

@9 Process = _|
I Cyde (]
<Fu Hierarchy ‘

-
8
[E] Relationship
&

B Matrix

Basic Block List

Use to show non-sequential or grouped
blacks of information. Maximizes both
horizontal and vertical display space for
shapes.

Ay Pyramid

CpgJ (e
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Format (gl

Tools = Data =

Wir

%mat =]
Format Cells...

=

)
H

]

nE

B

AR PE

Bow
Column

Sheet

AutoFormat...
Conditional Formatting
Format a= Table

Cell Styles

Edit Cell Styles

Show Phonetic Field

Themes
iColors
Eonts

Effects

Arrange

Microsoft Office Excel 2007

(30,84 eiad 39,8 cuwg,e 3 Hyperlink

“we ¢V

LB (dlgtes (e IS4y S, By 4S GAISI g O Bay

.0‘94.'\3.“4.3.3:_*_:

0¥ (o (S (QUS (0,Shuug) (1S B3 gl (Srnuuss

Insert Hyoerlink

Text to display: [kkk

| = | Sgokin:
|Existing File or | _
Web Page

|C2) My Documents

I _'] Camtasia Studio

Current | = py Music
Folder ﬁ ¥

i;j | Q My Pictures
Place in This My Videos

Document Browsed
Pages

Create Mew Recent
Document Files
Address:

| E-mail Address

Cancel

05ULa HloylSes 4S sudSla gah §s Jha S9,S cuwgye Table
a5 gSoy custileds oS o5l 945 Suwss Signature line
e 5,54
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Use 1000 Separator (,) Select this check box
to insert a thousand separator. This check box is
available only for the Number -category.
(e By (38 (OISGIA (gog0,aShaa B Ve 0T (Sl ISe

Negative numbers Specify the format in which
you want negative numbers to be displayed.
This option is available only for the Number and
2t OGO gogkd 59,8 (g, Ls Currency categories.

s laliudads 4S (gdso ey gdi
Symbol Select the currency symbol that you
want to use. This box is available only for the
s,3> w4a Currency and Accounting categories.
0,5 s WAL (5K slaia (igies ded LS (Sdailess

(i (5,180 )3 (Saslesa
Type Select the display type that you want to
use for a number. This list box is available only
for the Date, Time, Fraction, Special, and
Gy QO b SuS g,be Custom categories.

JSISGLA pudl OIS Gl
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HSGL L,3s Format cells

Format Cells

usber | Alignment | Fort | Border Fil | Protection
Sarnple

General format cells have no specific number format,

Sample Displays the number in the active cell
on the worksheet in the number format that you

wtdads 89,8 subels  disas SSlaypd elidassys Select.

oL, S

Decimal places Specify up to 30 decimal
places. This box is available only for the
Number, Currency, Accounting, Percentage,
sa b QL Su,S 6,448 and Scientific categories.

A dats PG (B0)S 3 BB Sea (J0)S @b
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contents. By default, Microsoft Office 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
g sl s g3 S9S obe type. the data
(sl sosmaas Microsoft Office Excel st o

¥ 3 optin YU (ST study BlGa (IS8 Lasyaa jaa

‘:.5'.;4*4.! 39S Olaw b S galylS 445 (PP 9outs Loy s g Gl
ouyeds alasasGeneral

Vertical Select an option in the Vertical box to
change the vertical alignment of cell contents.
By default, Excel aligns text vertically on the
bottom of a cell. The default horizontal alignment
S0 Sggiw gogmdds SISO S0,S s,L0 IS General.
w9 IOSGIE g3 laiwsSis SIS o445 B Jul)Sds saolu

Cads 059958 Glagyls 48 (gaigsion alla 545 (g0,0 9S4

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

Page 70 Microsoft Office Excel 2007

Locale (location) Select a different language
that you want to use for the display type of a
number. This option is available only for the
s suin Date, Time, and Special categories.

Oeoll dadd JWISWIA 04 (puwgd 9 Suliiass (5,84 4S gailel)

L9485 (5, L Glaiiudado 4S (sa3le) 8 % 948 S ,falaadl

Alignment gmid

Format Cells E] gj
(=g

Number_ NI S =

[ shrink to Fir

[ Merge calls
Right-to-left

Text direction:

| Conkexk -

Horizontal Select an option in the Horizontal
list box to change the horizontal alignment of cell
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Font Select the font type for the text in selected
96 SuyS s,be font is Calibri. cells. The default

e i TUSISAA g3l o gdileds dads dS (gdinw gl 0,5

Font style Select the font style for the text in
selected cells. The default font style is Regular.
SE Ologaugl &S gaiawgs g8 Lilin i PSS Gbd
Jalsala

Size Select the font size for the text in selected

cells. You can type any number between 1 and
S9S suoke 1638. The default font size is 11.

Crol giou 4.4;33 (dilo gangs laslsaila ‘,é.'td 4 ‘sdlaSéS 99 so,L
a¥as ((udSs (o, VIAY 5S6,50 ) o leldl diawgd g4 (so,Ld3
e (leaSe, IS (so94s B (a4Ss ubs VY o)L LS daly Ay

&3 9S50
Underline Select the type of underlining that

you want to use for text in selected cells. The
olas,bo «S sdawgs s default underline is None.
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i dds HSGIA aleawdl o sileds 4ads elists Character.

096 slads (idasliy pdd (pligy (2 33 (04S (Samldiyy ySday

OISouis Cuwod 69lEs jduwdd dSdi  4S 196

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
text from upper left to lower degrees to rotate
i ¥ 5 cwl) g4 w38 right in the selected cell

OJ&al‘ed Ot'.«j:’g 4543‘,‘,.\.'“0 el u;g«eég 4l 44543‘9‘9.\3.‘.03;.\34.!

by d 9

[ striketbrough
[] Superscript AaBbCcYyZz
[ subscript

This is a TrueType font, The same Font will be used on both your printer and yaur




Superscript Select this check box to display
the text selected cells or text as superscript.

S (S gh 3 Oloysd (o8 (RASL

Subscript Select this check box to display the
Gosiina 440 text in selected cells as subscript.
Lo giuw 93 IS ISAIA. g i) 4S (GAuSIS gdd

Preview See a sample of text that is displayed
saau With the formatting options that you select.
e 4S8)IS (sogalyh cosgf3s plalis 4S (GOLHIILIE su

Page 74 Microsoft Office Excel 2007

oS SRs54 (nhnss (R4S Al pdd sdwdd S (ps 0 8559,S
035308 19 yi54s (i 4SATSS (30,8

Color Select the color that you want to use for
selected cells or text. The default color is
d4S shiiwgs 45 b Gaiy a8 Sis, 59,8 g, Lo AUtomatic.

e gaen g3 IS ISGIE gidal

Normal font Select the Normal font check box
to reset the font, font style, size, and effects to
3,8 slawb s98,4wd oy the Normal (default) style.

P V) oyl dungis |y (eSS4 gubo 4S oLl o3 94
0,948 Wida ,da Ao, LdS g (dSs Al add jduwdd IS a8 (Budd
83 94845 gla s V) o)Ll (Ll ogadids 4SATIYS s

Effects Allows you to select one of the
wis (rwgids olu 4,1 following formatting effects.

02453 (5,19 QLB (S gy (548218 (S, 3 (rdl g3
Strikethrough Select this check box to display
suaas the text in selected cells as strikethrough.

Lo garugd I4SAIA g3 4S (seinugd gdb uwl yoglds o




32903 o2 @ shie SA L sesialsa dieays TO Appear.
Filga s oledSe,lS dilghyS sulels abilic gl Gdsyda cduludl

A s ad8 53 0 550 delijds SISGA (il gles ea s (OISoy

Presets Select a predefined border option to
apply borders to or remove borders from
Color Select a color from the list selected cells.
s, to change the color of the selected cells.

> Syt s S giless 4S (sogaale Bs eliSio) (u)S
Cesy

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
loddids add 4S43guiw 33 091,S (5 Lu 4S dbliw yu borders.

T So50 (o opdiniiess (5A gSoy WA 4 5 Obouyd
Sk 19y (S 13158
Fill uiita
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.Border (widi

Format Cells

| Mumber | Alignment Fant Fil_ || Pratection |

Bl ezl

Mone Qutline

Presets

Border

Aukomatic

The selected border style can be applied by clicking the presets, preview diagram or the
buttons above.

[ Ok, l[ Cancel l

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 that you want,
and then click the area of the border in the
Border model where you want the new line style
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(riags LIS dading ga5 (K30, (il 9345 Lasg dasy 5 4slual (s,5L) Format Cells

Murnber || Alignment Fonk Border | | Protection

Background Color: Pattakn Color:

= Fill Effects

Mo Colar Aukornatic

EEE N : Pattern Skwle:

Gradient

Colors
fCu:qu:ur%: EE

{%) Two colors EERE
Colar 2: It RN
-

Fill EFfects. .. ] [mcure Colars, ..

Shading styles Variants
(%) Horizontal
3 Vertical

O Diaganal up L
—

") Diagonal down
{:} From corner

(0] l [ Cancel
{:} From center | |

— ] - Background Color Select a background color
3 oouySes g,be wgl8SL Sis, for selected cells
by using the color palette.. s

Fill Effects Select this button to apply gradient,
e, texture, and picture fills to selected cells.
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Pattern Color Select a foreground color in the More Colors Select this button to add colors
Pattern Color box to create a pattern that uses sSe, that are not available on the color palette.

4843 9 9t :” -
[ Colors
Mumber || Alignment | Font | BY
ke i ks iStandard ;| Custom |

Pattern Style Select a pattern in the Pattern | No Color |
Style box to format selected cells in a pattern ==x= =
that uses the colors that you select in the
b Background Color and Pattern Color boxes.

EEEEN
w EEEEN
(O3 1035 guiun gaddd O gdilodd 4S (goun gl 8L b Ko, S0,S mE EEEN

Current

O2dSs sules

Sample

Background Color s «Sss, g4 cnilgidies Lasg,aass drec ] | e 1 e

Sample See a sample of the color, fill effects, — T
sseas i and pattern options that you select.

839908 Olad,las 4S (g8 gguiun g ([SKhoy dily IS gas 0 3
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Locked Prevents selected cells from being
changed, moved, resized, or deleted. Locking
protected. cells has no effect unless the sheet is
Jaut L ISIIEE ggeds dday pdd sdwdd (S dulSd

035 (i GISOIA sl (1S4 483,18 5 o 9SS

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
s SaS oy effect unless the sheet is protected.

a4 (S maa il o9 fulda GLOISGIA 3 4S (aLLay)s

ogtiiiiedd (lulias g Sl (adaia )43

o gy g 8 9aaSyad (il gBs0 dals 4S GuA g5 ROW

El

1| Format Cells... i' ﬁ_,. E oo (21

5 Bow b | I
| & E Row Height...
Colu LR |

|_ Sheet 3

|Farmat =| Tools~ Datar ‘Window~ Help~

AutoFit Row Height
AutoFormat...

'_ Conditional Formatting
Hide Rows
Farmat as Table

¢| Cell Styles
Unhide Rows

Edit Cell Styles
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Locked

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

QK l [ Cancel




TOW (3,3 39,8 5,4 COluMNS 4S5 Gloyd add jawdd oS oSS row  height-
I94SGIA Ul dazoyle) ,4a dadd 0gdiiSdd B3 (laSdys daldy

Format " Tools ~ Data~ Window =~ Help~ LS 0,948 XS ot 3340 4S (gaad ) Lel 943 (50,3 9548 (w9

.0 .00 |
E| Row F > % * Tdo a0

- T ow Height (][]

Hoge 2
{2 Format Cells... i | [ E | |f

5

AutoFormat...

AutoFit Column Width | R ow hEight: 15

Conditional Formatting

Format as Table

Hide Columns
Cell 5tyles

Edit Cell 5tyles

Unhide Columns
Show Phonetic Field

Themes o
Default Width...

Colors

Eont: iS5 (GBAA py ggy (Paias
Effects

=)
A
abe

A
5|
s

999 S 0y T
.Ca.t:)gbdte""‘e (JJ‘JJS'.U -

Arrange

0yleh (sats TOW (uiily (50,8 (s,k8 —)

Page 84 Microsoft Office Excel 2007




oY a3 Sheet

r_—.
iForrnat*'I Tools = Data= Window~ Help~

% | Format Cells...
Row
Column

Sheet

)

AutoFar ..

i

LConditional Formatting
Format as Table

Cell Styles

Edit Cell Styles

Show Phonetic Field

i i & &

=

e

Themes
Colors

Eonts

[e] b=] 1M &

Effects

Arrange

]
3

»

| (&= - &
BB »

<0 00| [5=
oo S0 |EE

Rename Sheet

Hide Sheet

- .{IQ Background...

Tab Color

LSSl (Saile, s Auto format

Column Width

2]

Column width: |

QK. | Cancel

19 s GJlslevj,f (094 (o3 (535 oy TOW (goganidna —Y
Sl

8900318 HLIOW jdwds 4S ‘5439“,&31% 948 PSSy Y

It 1udSe, Y jdwdl 4S il gl TOW JSa,S oL —¢

.CA-}J‘!S‘(S

X

Standard Width

Sl dileays o,y a4t Conditional formatting

Standard column width: B
(i (50184 GledSe,ayd B (5348 dyluis :

| Cancel
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3 oSO gl dSdus,IS51 38 G a8 Ald 5 s SUE,BG 3 ol Sk, didwys Format a table

053l 92

|Format" Tools* Data~ Window~ Help~

‘Format'; Tools~ Data~ Window~ Help~

- - : = H [ (A Z Il = ) - e
1| Format Cells... E B = - L (21 E2 0 i@ B O e &1 Format Cells.., E |8 = - | |2 R v b - [ G 9
Row $ - %o Gl 3% |EEE - A EH-Q- @ Row ﬁ e 1 I Ho oA | Q@
Column

Column

Sheet

Sheet

AutoFormat...

E‘\‘ !
Di}

AutoFormat...

il

&

Conditional Formatting

Formatgas Table

Cell sty&'

Edit Cell Styles
Show Phonetic Field

o

Conditional Formatting

Formatas Table
Cell Sty&

Edit Cell Styles
Show Phonetic Field

s
i

I A

Ul

I

¥

wE

Themes

Themes

Colars

LColors

Fonts

Eanis Effects

EIE] [5

ClF= A E

Efeeets Arrange

Arrange

MNew Table Style...
Mew PivotTable Style...

shlw oltbd i dibls ool Luw Cell style

58 Glaww s 050 duudl 4S sals i g5 i 38 Edit style cell i (S G,ho Qb i Rl ol 3K Sel
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.oab Themes

|F0rmat‘§ Tools - Datar Window~ Help~

Afr Format Cells... r ||y x| A ANES T |-ﬂ-| J) j
§  Row B~ % o+ B30 = E - b- A |E

Style name:

Column

Sheet

EE..

AutoFormat...

i

Conditional Formatting

=
=

Columnl

Format as Table

ik | Style indudes

Edit Cell Styles

Show Phanetic Field — D NIJITI':IEF

Themes Built-In

flt% 2 1 Aa} Aa T [ ] alignment

Effects Office Aspect Civic

u ? Aa ‘] Aa i Font Calibri {Body) 11, Bald Background 1

&

=

wE

ClFEBE

mEme

Concourse Equity Flow Foundry

A“‘i‘ fa 1 == 1 1 Border Left, Right, Top, Bottom Borders

Median Metro Module Opulent

Aa 1 1 Aa 1 Fill Shaded

= ErEEEE

Qriel Crigin Paper Solstice

2a_l|Aa i jAs NAd [[] Protection
][] [ 2] A

Technic Trek Urban WVerve
Mare Themes on Microsoft Office Online...

LE] Browse for Themes...

EQ save Current Theme... : [:IH | | ':EII'IEEI

ool LGw Slustaes Show phonetic field
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—_—
|Farmat =| Tools~ Data~

Window =

f]* Format Cells...
Row
Column
Sheet

AutoFormat...

Er

o

LConditional Formatting
Format as Table

Cell Styles

Edit Cell Styles

Show Phonetic Field
Themes

Colors

Fonts

Effects %

Arrange

] E ek W 8

B %

o3 Sleyys FoNts

Help ~
Al W

%8 %) &

Built-In

Aa

Aa

Aa

Aa

Orffice
Cambria
Calibri

Office 2
Calibri

Cambria

Oﬁi_te Classic
Arial

Tirmes New Boman

Office Classic 2
Arial
Atial

Aa

Aa

Aa

Aa

Apex
Lucida Sans
Book Antqua

Aspect
Werdana
Verdana
Civic
Georgia
Feorgia

Concourse

Lucida 5ans Uni...
Lucida Sans Unicode

Create New Theme Fonts..

Microsoft Office Excel 2007

| ol PPN o

|Format'! Tools = Data~

.Zss, Colors

Window » Help ~

i e
2 Format Cells...

Row

Column

Sheet

AutoFormat...
Conditional Formatting
Format as Table

Cell Styles

Edit Cell Styles
Show Phaonetic Field
Themes

LColors

Fonts

Effects

Arrange

boo| [@mkr| (BEELS

B - % ¢ %%

hhhhh

kkkekekeke
Built-In

M WEEEEE| offic
EOENNNN Grayscle
EOEEEEEE Apex
EONNNENE Aspec
EONEEEEN Civic

HONNENEN concourse
HOENEENE cquity
HEONNERENE Fow
HENEEEEE Foundry
HOENEEEN Median
HOENTEEE Meto
HOENENEN Module
HONENETEE Opulent
HOEENCEN orie
HECORECOCEE origin
HEOEEEREN Faper
HONONENEN solstice
HONENNEN Technic
HEOENEEEE ek

| | | [ [ | [ WEUGEY
HONNENEN Ve

LCreate Mew Theme Colors..,




TOOIS (il 64,18 Effect

Format =| Tools~ Data~ Window > Help~

it Formulas Data Review i (5F| romat Cet.. po |8 =~ A |84 &) v

Bow Pttty [EmaEmn ol

Column

|T ols.=| Data~ Window ~ Help~ Sheet

; AutoFormat...
| 5"3&””‘19 Conditional Formatting
Format as Table
Cell Styles
Edit Cell Styles

Show Phonetic Field

@ @3 | Research...

Proofing

Themes

Colors

‘@ Error Checking...

Effects
&
£4 | Create Document Workspace

Fonts

(o] =] I @ o5 o 0 6 B8 i

.
x: L le S g

LFJ Share Workbook... Gifice

Concourse Foundry

@9 @@y @y

Median Module Opulent

Protection ¢ m @5‘3\

I+ Track Changes

Goal Seek i Solstice

@ @

§CEI"IEFID Mﬂnﬂger... _l Technic Tre.k. Urban Verve

Formula Auditing

Macro

Controls

Add-Ins...
B Adda Digital Signature
2] | Excel Options .Oh‘ey u'&{:’g Arrange
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ol gileds dals digad B (JuSdS sdali,d giidd ol 48 Research

OIy4S Crdidl GaddS len 940 sl (pydSs degddy j4a (5 glod
050,095 clbdsdd yilgo (paSes GO jawdl dulS laiss 5 (nuwgios
Shedy g4 gosidigle gady Gauida Glagrugd 4 (gauady 40

) g4S45 500 dilo gu g 4S

7

Research
Search for:
¥

.-!'.II Reference Books

Start searching

- Translation

Translate @ word or sentence,
From

|English (U.5.)

To

:French (France)

Tranzlation options...

= Bilingual Dictionary
& my
= Can't find it?
Try one of these alternatives

or see Help for hints on
refining your search.

Other places to search
Search for 'my’ in:
,ila‘-\ll Reference Books
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Spelling
GalS 1gdh (piam (lSegeasyl ady ugdly gogidgle Cugileds
Sl 0,5 adda Suiasd oy (((padSA Wlayd add Hddd
[RELCRIEN Jéii.‘ as ‘547\’4.&‘9 ‘945 ‘;nlb.mod co:wuld :,.3 (SJ:Q.AJ'J:’.A
S5 Qb pdh gl oS gogd g4b B (3,350 Blogrugd
Osyble

oy L8 690193 (sdias gl oy

Spelling: English (U.5.)
Mot in Qictionary'l:

alulalala] I

Ignore Cnce
Ignore All

Add to Dictionary
Suggestions:
gig

gfm_ Change Al
gi

AutoCorrect

Change

Dictionary language: EE|'|g|lish u.5.)

Options...




3 WOrkspace & Jasd gu,S (s ludas Share workspace 3 Jgileds 4S sail48 45 Swiledew Proofing

SO (latins giy 4o digad 33 gdddy g5 B 5L (SIS LS Cp S 1uaSaa by gl Ly 4So,aa Y gidd 4S (piralduny
ped s (SLS WS GlawbidS og0,dw (s g o aa 5 (5,00
IS 945 Slaelaldd 33 Olodd Glaaddo ;UL laddid
loddids add O g Gleddas Sasady yaa Error checking
Share Workbook Al 3 095 aSalda iy (il gies 1udullS Gledadd OISE (g, L oo
Oledad) 5 wu LS gadis 4S guddy g8 5 a3Sw AL

[] allow changes by more than one user at the same time. This O Cawdudes OL"“"“":".‘J 9 (R (4
also allows workbook merging. e Y red =

Who has this workbook open now:

o
R — wiebaSia S0, cuug,e 3 Create document workspace

ety pl Cotids (S0 e ol iluade ju B Lo
Oleds B4l gu WOIKSPACe owbas (S ©gaSadly
FOVECIRIPY
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Leg,aa 5 o3, 99,0 Compare and merge workspace sulols 1uaSdali s gaidd 4S (gaSIyS 948 ~,38 Track changes
o,5 945 (polgies WOTKSPACe  Liws 4S (so,lS g5 SiiwaSa rwdsdods (53,55 4S1,T gdb (il g3d5 Iadddla (suidad) 4als ogl,S
8 eolSe Salw 5 4l 34S4SI,5 s (5HISI1,38 ol gileds Wga by cogB)S Cawly L)

R

u& -9~

Cg4Sa slagts Glealsld b (4SS (gadiay b ydewdd ClulS SIS

Highlight Changes
. (2% . . . « & & vf
J9dSde L‘Jd'.‘ JT.H‘U Uﬂ@ “"41’. 4"1'.“ ‘,4.\ w.-“&-‘” J Track changes while editing. This also shares your workbook.

Highlight which changes
When: | Al

Select Files to Merge Into Current Workbook 7] 3 I
[] wha: | Everyone
Look in: [E Deskiop = L i
(E3My Documents D = |
. «d My Computer l‘NhELE -
MyRecent | €My Network Places
(B i _| [C)AdobeCenter
= [()backgrounds
& (Cbuttons
Desktop [)MouseOver Sounds
- |CavipEO_TS
L2 Windows XP Persian Help
i

LY
£

Highlight changes on screen

My Documents

3
My Computer
3
My Network
Places
File name:

Files of type: | Excel Workbook

Tools -]

Page 100 Microsoft Office Excel 2007




oy¥ (Al - .l Protection
0 9disdSdS ol S Liieul ;L 0 5 945 090, gl dass

SIS gogt B il wdd gajdely  (rdlses

Vs . - . Eeraiee - Wi = s
(5',’“4 :)ls.j ‘,_‘ ‘54110‘)4_:? ?4_;‘ u—t‘d‘)m J" “S;\.Jd.\é.b‘)lstle IT::u::uls | Data Window Help

4 5% | speliing... | |24 & v |Cih ‘-_I-)‘J' j e
ls'} :_;-‘ (5'{)3-“-":1 [ Research... =i i O A B Q-

Proofing

Errar Checking...

Create Document Workspace

Protect Sheet

Share Workbook...

Protect worksheet and contents of locked cells o# | Irack Changes

bassword & urprotect shect: protection =
_,E' Protect Sheet...

:I-I-I-lllll Goal Seek

. 5 io M
Allaw all users of this worksheet to: iR ﬁ Allow Users to Edit Ranges...

I 1 Formula Auditi
B[ Select locked cells -~ ormula Auditing

] Select unlocked cells Macro _i_J R
| |Format cells Contrals ==

Format columns Add-Ins... -
] Format rows ) Protect and Share Workbook...
| |Insert columns
L |Insert rows
|| Insert hyperlinks
|| Delete columns
|_|Delete rows

Add a Digital Signature

Excel Options

..u@, Protect Workboolk

J [ Cancel
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: . no Confirm Password _ _ SLIT] @‘-3;34,)‘-54% @3-‘-"'.)‘-): -V

. Reenter password to proceed,
éRangEl L Einis

EEEFEFS to Caution: If you lose or forget the password, it cannot be
| —ereq recovered. Itis advisable to keep a list of passwords and . .
—=—{ their corresponding workbook and sheet names in a safe 'L-’:‘.“so‘A U‘:"""":‘
F':EI'IEIE B place. {(Remember that passwords are case-sensitive.)

090, gl &3 94Sds gla jdy Iodgo,daliay add 4S (il 45

[ oK ][ Cancel ]
Permissione. .. w)in [l ariee ]

[2]x]
Ranges unlocked by & password when sheet is protected:
3l OB 3 )l (Sas,a¥ gogwa,S 3 NEW —i Tite Refers to cels

Rangel SAS1

olesosis
N

Permissions. ..
Title:

'-Range 1
Refers to cells:

| =575 d 3 [F‘rgtectSheet... ] [ Ok ] [ Cancel ] [ Apply
Range password:

[] Paste permissions information into a new workbook

5 (o]

33218 Lo peuly Ry oS 8 5uuly (38 Modify

Page 104 Microsoft Office Excel 2007 Page 103



A (518 QS doy 4S sao Y 45 (Sl —E

[ Protect Shared Workbook

Pratect workbook for

Sharing with track changes

This shares your workbook and then prevents change tracking from being
removed.

If desired, a password must be chosen now, prior to sharing the workbook.

Password (optional):

% Cancel

s (5, IS4y OUS doy 4S (gl iy 94 (Slawlyly —0
Sl alstbds § OSLIS oS saanbl g Goal seek

.0‘94.'\3.45.3

Goal Seek

Set cell;
To value:

By changing cell;

Scenario
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91,S 0Ll (53, 3wl o5is yw 3 Delete -0

.workspace o ¥ Siwl,b-Y

. Share Workbook
Advanced |

Allow changes by more than one user at the same time, This
also allows workbook merging.

Wha has this workbook open now:
www (Exdusive) - 9/21/2009 1:498 PM

L_L%c | [ cancel
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o9y 4818 3 Add

Add Scenario

Scenario name:

| 777

Changing cells:

EItrI +lick cell;s to select non-ad]:acent d;nanging cellé.
Comment:

:Createci. by www on 9;‘;.213;.2009

Protection
Brevent changes

[ Hide

| EL’S Cancel

o5, s Delete
39398 Oladdlud Rl 4S (500 g4 38 s Edit

Edit Scenario

Scenario name:

Changing cells:

|A1

Ctrl+dick cells to select non-adjacent changing cells.
Comment:

ECFEETEE“J‘;’ www on 9f;.2‘1,|';.2009
| Modified by www on 9/21,/2009

Protection
Prevent changes
[ Hide

Coh)
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(mondd polands

Scenario Manager

Scenarios:

Delete

Edit...

Merge...

Summary...

Changing cells: 5-5.51
Comment: !t-reéi:ed by wowwe on QIF.Z.IIIZ'IjD*é
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oY jw SISGLA 3 s,860,5 FOrmula auditing ASLUS 31 4S (5690 45 Suwgd Wogda g0 0¥ Su)S (5, S0wes
.oleyd d3 Macro LSadiasy IS
S(éenario Manager @

Sg&narius:

-
! | -

|Tools=| Data~ Window~ Help~
o Delete

Spelling..

Edt...

Research...
Merge...

Proofing

Summary...
B

Error Checking...

Changing cells: | $857

Wi
LCreate Document Workspace Comment: Created by wanw on 8/21/2009

Share Workbook...

Track Changes

Protection

Goal Seek...

Scenario Manager...,

Formula Auditing -O:\.&H"; :’-} Olsa& de-‘ &’.‘éj“,é.lil &4% u_'sllld :’..t

Macro
= [===| Macros :
Cont rolsk‘ = B Scenario Manager

Add-Ins.. ¥
. X | | Record Macro...
Add a Digital Signature L

Excel Options

Scenarios:

’ Macro Security
H

Iﬁ Use Relative References
= Visual Basic

Mo Scenarios defined. Choose Add to add scenarios.

Changing cells: I

Comment:
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s dawdd ogld Olaslalds d4S sa,IS 48 gogasuiiga RUN P (Sleyd dys eliieazs Macros

oSk
P 33 3L PSS 33 3 (Saadelisn i «ikass StEp INto
24545 051 punly 4S iy m

ol laslaies Ry 4S 58,18 45 38 3 Edit |
OlSes o g,ye Create

Ol Se,1S (o g4t w32 Delete

wev ey

? £ ﬂ %. Macros in: | All Open Workbooks
- " L e

Description

L Olalu gl 4S sOLEG 45 S5l 3 Option

Macro name:

Macro Options

Macro name:
Yyvy

Shorteut key:
Ctrl+|w |

Description:

Cancel
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A4S0y s D 4TS (g4 el elial (30,8 4iyas 3 Add-Ins 30Sb 59,8 ,Lys 3 Record a macro
Sy 4S (g9, 5wl gdd SS9y o Add a d|g|ta| Signature Record Macro
393010 HLSGLG jdwdd ol
i Shortout key:
JuwaS Sa,5a048 EXcel option Col+ |
Sb:ur_e macro in:
This Workbook

pane yaunur Earmu

Bxcel Options

Description:

| Popu n )
s _@ Change the most popular options in Excel.

Formulas
Praofing Top options for working with Excel

Save [¥] show Mini Toolbar on selection &

Enable Live Preview:
Advanced

Show Developer tab in the Ribbon (&

@ .

Customize Y] Always use ClearType Cancel
Add-Ins Colorscheme: | Blue +

Trust Center SegeenTip style: ‘Shawfeature descriptions in ScreenTips v‘

R Create lists for use in sorts and fill sequences: |_Edit Custom Lists.. O - SDJK .- 'J MaC ros Secu rlty
When creating new workbooks <

Use this font: Body Font - Trust Center

Font size: 11 -

Trusted Publish
rusted Publishers Moo Settings
Default view for new sheets: | Normal View - Tiusted Locations
2 For macros in documents not in a rusted location:
A Add-ins © Disable all macros without notification
Include this many sheets: 3 2 Add- O Disable al Bl notihest
® Disable all macros with natification
AdtiveX Settings e N
= = O Disable all macros except digitaly signed macros
Personalize your copy of Microsoft Office [ S | i
Macro Settings © Enable all macros (not recommendied; potentially dangerous eode can rur)

= = External Content
Choose the languages you want to use with Microsoft Office: | Language Settings... e Comten [ Trust access to the VBA project abject madel

Privacy Options

U303 dag oLda,ISes 3 aluls (s4aS 590 (Haas CoNtrols
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C3, 385 480, 1S o gl (oaldd lads g 0948 SAS s LaSduo dalidy
3% 3 Sisad 3]

(g 19dSo ¥ gt S gdilods &S (ile) gy (SO 94iiunds

L]
ft Office Language Settings 2007

| Editng Languages | About Language Settings

Set your editing language preferences for all Microsoft Office programs.
Available editing languages Enabled editing languages
Arabic (Iraq)
English (U.5.)

Primary editing language
Set your default editing language. This choice defines the English (U.5.)
editing options in your Microsoft Office programs,
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Use this font Select the font that you want to

use as the default font for new worksheets and
workbooks. This font is applied when you restart
Excel and create a new worksheet or workbook.

34 4S GBI 55 4Sholiphs s SHP ke (S ol B
33,35 4Saa Lyt 30 Ca (Jaas cudlgion 5 01,300 aSdalyu
ke OLSALHI (S SIS dluvdado 35 4S (505193 945 B3

8 giydSs dSoliydy o)L g0 5 (3edIs dSdoliydy Sl (eSS

5593l 10dSdoli jds SISALY Hduwds (5,IS31,58 @.’%‘oaD
Font size Sets the size of the default font.
OlotSaal s 31 DaeSh (5l oS S 945 50,4l

Default View for new sheets Select the view
that you want Excel to display by default when
you start Excel. You can select Normal View,
Page Break Preview, or Page Layout View.
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Data (g

Data Review View

[Data m Window = Help ~

32l

Sort...

Eilter

Form...

Subtotal

Data Validation...
What-If Analysis
Text to Columns...
Bemove Duplicates
Consolidate...
Calculaticn

Group and Outline
PivotTable and PivotChart Wizard
Import External Data
Connections

List

XML
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