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Classic menu for Accsess

Classic menu for Excel

Classic menu for PowePoint

Classic menu for Qutlook
Classic menu for word
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File

New

Open
Keyboard

shortcut  To display the
 OpenCTRL+O

 dialog box, press
CTRL+O.
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Save

 Save As

Save in   In the list, click a location where
you want to save a file. Use the Save in list

to move up one or more levels in thefolder
structure.

Previous folder As you move through
the folder structure in the Files list, this
button allows you to go back to the
previousfolder that you viewed

2.

3.
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4. Up one level Click this button to look
in the folder that is up
one level in the current folder structure

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

7. Create new folder Click this button to
create a new folder within the current folder.

8.

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

File name   Type or select a file name for
the file that you are saving.

Save as type   In the list, click the file
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

want.
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 Save As Excel 97-2003 workbook
ExcelExcelExcel

 Save As web page

Save workspace
Restrict remission

 Web page preview

Page setup
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Print area

Print preview
Print

Name   In the list, click a printer that you
have installed and want to use.
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Status   For the selected printer, tells the
status of the printer, such as idle, busy, or
the number of files before your print job.

ldle

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

Where   For the selected printer, tells the
location of the printer or which port that the

printer is connected to.

Comment   For the selected printer, tells
any additional information that you might

need to know about the printer.

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

type, for the printer that you are using.

Find Printer   Click this button to find a
printer that you have access to.

Number of copies   In this list, click the
number of copies that you want printed.

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

multiple copies.
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Selection   Click this option to print only
what you have selected.

Select

Active sheet(s)   Click this option to print
only the active worksheets.

Entire workbook   Click this option to print
the entire workbook, including all the

worksheets in the workbook.

Table   Click this option to print only the
table in the worksheet.

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

have specified.

All   Click this option if you want to print all
pages in your file.

Pages   Click this option and add the page
numbers or page ranges in the box.

Preview   Click this button to preview your
worksheet before printing it and select other

printing options, such as page setup.
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OK   Click this button to send your
document to the printer.

OK

Cancel   Click this button to go back to your
document without printing it.

Prepare
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Send
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Publish
View document properties

Exit ExcelExcel
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EditUndo
Redo

CutSelect

Copy
Office clipboard

PasteCopyCut
Paste special

Paste hyperlink
Fill

Clear
Delete

Move or cope sheet
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Find

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

"Northeast"and "Southeast."

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

search for.

Options  Displays advanced search options.
This button changes to Options << while these
advanced options are displayed. Click Options

<< to hide the advanced options.

Within  Select Sheet to restrict your search to
the active worksheet. Select Workbook to

search all sheets in the active workbook.
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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
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.Find Next

Replace
Go to

Find & select
Object

View
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Normal

Page layout

Page break preview

Formula barFormula bar

Massage barMassage bar

Ruler

View grid lining
View headingsheadings

Header footer
Show all comments

Custom views

Show



 Page 50          Microsoft Office Excel 2007                                                                                       Page   49

Close
Add

Delete
Full screen

Zoom

OK

%100%100
Zoom to selection

Properties

Insert
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Insert cells

Insert sheet rows

Insert sheet culomns

Insert sheet

All chart types
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Symol

Insert oage break

Funiction library

 Name
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Name manger

New

Edit

Delete
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Define name

Paste Name
Creat from selection

Apply name

Use in formula
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Comments

Picture

Clip Art

Pcutere
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ShapesWord art
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Smart art

Digram

Object
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Hyperlink

Table
Signature line

Header & footer

Format
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Format cells

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

select.

Decimal places   Specify up to 30 decimal
places. This box is available only for the
Number, Currency, Accounting, Percentage,

and Scientific categories.

Use 1000 Separator (,)   Select this check box
to insert a thousand separator. This check box is
available only for the Number category.

Negative numbers   Specify the format in which
you want negative numbers to be displayed.
This option is available only for the Number and

Currency categories.

Symbol   Select the currency symbol that you
want to use. This box is available only for the

Currency and Accounting categories.

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

Custom categories.
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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

Date, Time, and Special categories.

Alignment

Horizontal   Select an option in the Horizontal
list box to change the horizontal alignment of cell

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

the datatype.
 Microsoft Office Excel

General

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

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
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character.

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 rotatetext from upper left to lower
right in the selected cell

Font

Font   Select the font type for the text in selected
cells. The defaultfont is Calibri.

Font style   Select the font style for the text in
selected cells. The default font style is Regular.

Size   Select the font size for the text in selected
cells. You can type any number between 1 and

1638. The default font size is 11.

Underline   Select the type of underlining that
you want to use for text in selected cells. The

default underline is None.
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Color   Select the color that you want to use for
selected cells or text. The default color is

Automatic.

Normal font   Select the Normal font check box
to reset the font, font style, size, and effects to

the Normal (default) style.

Effects   Allows you to select one of the
following formatting effects.

Strikethrough   Select this check box to display
the text in selected cells as strikethrough.

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

Subscript   Select this check box to display the
text in selected cells as subscript.

Preview   See a sample of text that is displayed
with the formatting options that you select.
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Border

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

to appear.

Presets   Select a predefined border option to
apply borders to or remove borders from

selected cells.Color   Select a color from the list
to change the color of the selected cells.

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.

Fill
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Background Color   Select a background color
for selected cells

by using the color palette.

Fill Effects   Select this button to apply gradient,
texture, and picture fills to selected cells.
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More Colors   Select this button to add colors
that are not available on the color palette.

Pattern Color   Select a foreground color in the
Pattern Color box to create a pattern that uses

two colors.

Pattern Style   Select a pattern in the Pattern
Style box to format selected cells in a pattern
that uses the colors that you select in the

Background Color and Pattern Color boxes.

Background Color

Sample   See a sample of the color, fill effects,
and pattern options that you select.
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ProtectionLocked   Prevents selected cells from being
changed, moved, resized, or deleted. Locking

cells has no effect unless the sheet isprotected.

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.

Row



 Page 84          Microsoft Office Excel 2007                                                                                       Page   83

heightrowColumnsrow

row
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row

row
row

Sheet

Auto format
Conditional formatting
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Format a table

Cell style
Edit style cell
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Show phonetic field

Themes
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ColorsFonts
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Effect

Arrange

Tools
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SpellingResearch

Go
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Proofing

Error checking

Create document workspace

workspace

Share workspaceworkspace
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Track changesCompare and merge workspace
workspace
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Protection
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New

Modify
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Delete

workspace

Goal seek

Scenario
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mangerAdd

Delete
Edit
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Formula auditing
Macro
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MacrosRun

Step into

Edit
Create
Delete

 Option
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Record a macro

Macros security

Controls

Add-Ins
Add a digital signature

Excel option
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Popular

Color scheme

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.

Font size  Sets the size of the default font.

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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Formula

Proofing

Save
Advanced

Customize

Add – Ins

trust center

Recourses

Data
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Sort

Filter
Form

Subtotal

Data validation

What- if analysis
Text to columns

Remove duplicates
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Consolidate

Calculation
Group and outline

Hide detail

Show detail
Goroup
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Ungroup

Auto ontline

Clear ontline

Group outing settings

Cleate

Apply styles

Ok
Cancel
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Pivot table and pivot chart wizard

Import external date

Connections
List

XMLXML
Refresh
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Copy

Select the cells that you want to move or copy

Paste
Cut
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Cut

Paste
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InsertPicture
WordArt

FileSave As

Create new folder   Click this button to
create a new folder within the current folder.
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Create
new folder

File name   Type or select a file name for the file
that you are savingFile name

Save As
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FilePrepareEncrypt Document
OK

OK
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Open the document that contains the signature
you want to remove.

Click the File, point to Prepare, and then click
View Signatures.FilePrepare

View Signatures
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In the Signatures task pane, point to the
signature that you want to remove, click the
arrow that appears on the right, and then click

Remove Signature.Remove Signature
OK

When you are asked if you want to
permanently remove the signature, click Yes

Yes
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Inter
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