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Clipboard = Font (F] Alignment (F] Number (F] Styles Cells Editing
Ilcon Description
Clipboard
- Pastes the contents of the clipboard in the cursor’s current
= location
Paste
% Places the currently selected item on the clipboard, it will be
removed from its current location once it is pasted in a new
location
33 Copies the currently selected item to the clipboard
7 Copies the formatting of the currently selected item to apply to the
next selected item
F Shows the clipboard and other options
Font
Calibri (Eody) - | Font
n - Font size
A Increase font size
A Decrease font size
B Bold
I Italics
u - Underline (the arrow will give you line options)
s | Apply the last used border (the arrow will give you border options)
- Apply the last used cell color (the arrow will give you color options)
A - Apply the last used font color (the arrow will give you color
options)
F More font options
Alignment
E == Align cell contents to top, middle, or bottom
3| Change the angle of the text in the cell
= == Align cell contents to left, center, or right
iE iE Increase or decrease indent




Home Tab

=) Wrap Text

Make all cell contents visible by wrapping to multiple lines

waq Merge & Center ~

Merges selected cells into one cell and centers the contents (the
arrow provides more options)

(F]

More alignment options

Number
Ceneral Number format (i.e. currency, percentage, date)
[§ ~ Accounting number format currency (alternate currencies are
available using the arrow)
%o Display cell contents as a percentage
' | Display the cell value with a thousand’s separating comma
|50 .00 Increase or decrease the number of decimal places
F More number options
Styles
F Automatically format cells based on the cell contents
B
Conditianal

Formatting =

Format

Format the selected cells as a table

as Table =
7 Format cells by using pre-defined styles
=
Cell
Styles -
Cells
= Insert - Insert cell, row, or column
I Delete ~ Delete cell, row, or column
F5] Format = Various cell, row, or column formatting options
Editing
z - Autosum (the arrow provides other common formulas)
3] Fill
7 Clear
A? Arrange and view data by sorting or filtering
YA
Sort &
Filter =
Ef} Find text, formatting, or type of information
Find &

Select =
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PivotTable Table Picture Clip Shapes SmartArt | Column Line Fie Ear Area Scatter Other

Hyperlink Text Header WordArt Signature Object Symbol

= Art = = = = = = = Charts ~ Box & Footer = Line~
Tables INustrations Charts (F] Links Text
Ilcon Description
Tables
= Insert pivot table or pivot chart
1%
PivotTable
o Insert table
EEH
Table
lllustrations
Insert a picture from a file
il
Picture
EIE Insert Microsoft clip art
3+
Clip
Art
LF_P Insert shapes or drawing canvas
Shapes
- Insert a Smart Art diagram
Smartart
Charts
“ Insert a column chart
Column
Insert a line chart
Line
. Insert a pie chart
Pie
= Insert a bar chart
Bar
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M Insert an area chart
Area
.t Insert a scatter chart
Scatter
't) Insert another type of chart
Cther
Charts =
Links
a Insert a hyperlink to a website
)
Hyperlink
Text
A Insert a text box
Text
Box =
EL Insert a header and/or a footer
B
Header
& Footer
“ﬂ Insert Word Art
‘WordArt
%9 Insert a signature line
Signature
Line =
@ Insert a range of other types of objects
Object
Q Insert a symbol
Symbol
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I colors - Ly = : g =i o4 Width: Automatic || Gridlines |Headings = |/ — l:‘. = 1" #
E chtsv J _'J_ Ij Jlgﬂ - _é':ij ;_j ;‘,J Height: Automatic = || ¥ View | ¥ View : J - _J_ —r% ¢J :_ L
Thevmes Effects' Marvglns Orlenvtatlon Size Ali'rr';r;tv Ereaks Background 'F;;:III:: r_f.]ScaIe: loow - o i BFlllllz?l-;ltt-_- _B::.:.]I-tl_l SE,L?:I:” A||vgn Group Rotate
Themes Page Setup (F] Scale to Fit LF] Sheet Options [ Arrange
Ilcon Description
Themes
j Change spreadsheet theme (only works if using styles)
d
Themes
- Change theme colors
(A]- Change theme font
[0] Change theme effects
Page Setup

i

Margins

[T=]

4

Set margins

Ly
M

Orientation

Set page orientation

Set page size

Set the print area to the selected cells

Area -
Set where a page breaks will be placed
Breaks
_:J Set background image
il
Background
'_=j' Set row and column titles to be printed on each page
Print
Titles
a More page setup options
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Scale to Fit

o7 Width: Automatic

Set column width

;‘,J Height: Automatic

4

Set row height

] Scale: 100%

Stretch or shrink printed page to a percentage or the original

F]

More scale to fit options

Sheet Options

Gridlines Turn on or off gridlines in printing and viewing
| View
Print
Headings Turn on or off headings in printing and viewing
o View
Print
F More sheet options
Arrange
Bring selected object to front of all other objects
—1
B Send selected object to back of all other objects
=
[ Show the selection pane (helps in the selection and modification
~fhe of objects)
Selection
Pane
= Set object alignment
-
Align

Group objects together

Rotate object
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f‘: X AutoSum i@ Logical -

ﬁ Recently Used ~ [A Text ~
Insert

Function [[&¥ Financial ~

Function Library

ﬁ,l Lookup & Reference =
{i® Math & Trig -
EEf Date & Time ~ /LET_J More Functions ~

f:‘:'Trace Precedents @ Show Formulas

@ =) Define Name - j & 2
fi7' Use in Formula =% Trace Dependents ‘ﬁ} Error Checking ~ A= I—”

Mame ) Watch Calculation Lf:;]
Manager B Create from Selection || 7% Remove Arrows = @ Evaluate Formula | window | Options =
Defined Names

Formula Auditing Calculation

Icon

Description

Function Library

JSe

Insert
Function

Insert a function in the selected cell

= AutoSum ~

AutoSum and other commonly used functions

ﬁl’ Recently Used ~

A list of recently used functions

& Financial ~ A list of financial functions
fi? Logical - A list of logical functions
(A Text~ A list of text functions

fE7 Date & Time -

A list of date & time functions

E_JQ Lookup & Reference -

A list of lookup & reference functions

& Math & Trig =

A list of math & trig functions

fm’_J Mare Functions =

A list of functions that do not belong in the other categories

Defined Names

=

Mame
hManager

Create, edit, delete, and find all of the names used in the
workbook (names are used to identify cells in a more meaningful
way)

~=) Define Mame ~

Create a name for the selected cell

£2 Use in Fo

Choose a name to insert in the current formula

B Create from Selection

Automatically create names for selected cells

Formula Auditing

f:ﬂ Trace Precedents

Use arrows to show what cells affect the value of the current cell

ECf Trace Dependents

Use arrows to show what cells the current cell value affects

<[ Remaove Arrows

Remove the precedents and/or dependents arrows

@ Show Formulas

Show the formula in all cells rather than the resulting value

‘@} Error Checking ~

Check for errors that commonly occur in formulas

@ Evaluate Formula

Opens the formula evaluation box to evaluate each part of the
formula
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= Monitors the values of certain cells as changes are made to the
== workbook
Watch
Window
Calculation
= Specify when formulas are calculated
Calculation
Options =
2 Calculate the entire workbook now (only necessary if automatic
calculation has been turned off)
E Calculate the current sheet now (only necessary if automatic
calculation has been turned off)




Print Section

] @
n|
"

Data Tab Tableof Contents
| ’ a =
(Ca) = 7= Nfe
-
. Home Insert Page Layout Formulas Data Review View Developer Add-Ins
3 Clear == =d idation « B = =
g5 From Access _E'l _i'] g 53] Connections Al ‘E ]? Cle f g‘g 24| Data validation I "JJ
59 From Web 7 Properties G Reapply S== [F& Consolidate
. From Other Existing Zl Sort Filter Text to Remove \ i Group Ungroup Subtotal
%] From Text Sources = | Connections == Edit Links - W advanced Columns Duplicates = What-If Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Outline ]
Icon Description

Get External Data

= From Access

Import data from an Access database

g From Web

Import data from a webpage

-2 From Text

Import data from a text file

L
=14
From Other
Sources

Import data from other source types

L
=1
Existing
Connections

Get data using an existing connection

Connections

Refresh all information coming from outside sources

s
Refresh
All~
Lb] Connections Show the data connections for the workbook
&7 Properties Data range properties
=2 Edit Links View all other files this workbook is linked to
Sort & Filter
4l Sort alphabetically
z| Sort reverse alphabetically
P 7] Create a custom sort
LA
Sort
]? Enable filtering
Filter
& Clear Clear the current filter

r
i Reapply

Reapply the filter in the current range

\":? Advanced

Advanced filtering settings
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Data Tools

Text to
Columns

Separate one cell into columns

[ i |
==

Remove
Duplicates

Remove duplicate rows

=4l Data Validation -

Prevent invalid data from being entered into a cell

[F@ Consolidate

Combine values from multiple ranges into one new range

(E) What-If Analysis ~

Try out various values for the formulas in the sheet

Outline
“>ﬂE_ Tie a range of cells together
Group
\«‘LE Remove a grouping
Ungroup
o E Automatically calculate subtotals and grand totals in a list

Expand a group

Collapse a group
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—-/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins

? u/)i Eu a?ﬁ \_g _J __J -‘,_J -~ Show/Hide Comment _’E' L‘-L‘% [_vb':J 9131 Protect and Share Workbook

iy Show All Comments @Allow Users to Edit Ranges

Spelling Research Thesaurus Translate New Delete Previous Mext Protect  Protect Share
Comment Show Ink Sheet Workbook ~ Workbook _-,} Track Changes ~
Proofing Comments Changes
Ilcon Description
Proofing
@9 Check the document for spelling and grammar errors
Spelling &
Grammar
& _i Open research task pane (dictionary, encyclopedia, and
e translation service)
Research
—_| Suggest words similar to the highlighted word
Thesaurus
a’% Translate the selected text to another language
Translate
Comments

Create a new comment

L]

Mew
Comment

Delete comment(s)

e

]
m
m
=
i

Navigate to the previous comment

b

Previous
4 Navigate to the next comment
Next
“J Show/Hide Comment Show/hide the comment attached to the selected cell
< Show All Comments Show all comments in the sheet
Show Ink Show/hide any ink annotations in the sheet
Changes
ﬁ Specify what information can be altered in the sheet
Protect

Sheet




Review Tab

i E Specify what information can be altered in the workbook
Protect
Workbook =
_J Allow multiple people to work in the same workbook at the
== same time
Share
Warkbook
&1 Protect and Share Workbook | Share the workbook and protect it with a password at the
same time
i Allow Users to Edit Ranges Allows specific users to alter ranges of cells in a protected
workbook
"} Track Changes ~ Track all changes made to the workbook
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Insert

/"_"\‘
(ta) =
—-/ Home

Page Layout

J LIl Page Break Preview Ruler
M

IjJ Custom Views
ormal| Page

Layout |5 Full Screen
Workbook Views

Farmulas Data

V| Gridlines

lessage Bar Selection || GFH Freeze Panes ~ [ Unhide
Show/Hide

Tableof Contents

Print Section

Review View Developer Add-Ins

£33 New Window [ Split

Al

¥ FormulaBar | () [ N
= arrange All .1 Hide

¥ Headings -% ==K | = Arrange All

Zoom 100% Zoomto L Save Switch
24 I Workspace Windows ~

Zoom Window

il

Macros

Macros

Icon

Description

Workbook Views

=

{Normal

View the workbook in normal view

[El

Page
Layout

View the workbook in page layout view

L Page Break Preview

View the workbook in page break preview

I':lj Custom Views

Create a custom view

= Full Screen

View the workbook in full screen

Show/Hide

Check the box to show the ruler

Check the box to show the gridlines

Check the box to show the message bar

¥ Formula Bar

Check the box to show the formula bar

¥ Headings

Check the box to show the headings

Zoom

Open the zoom dialog

View the document at actual size

Zoom to
Selection

Zoom to selected cells

Window

5 Mew Window

Opens a new window with a view of the current document

= Arrange All

Tile open program windows side-by-side on the screen

.ﬂ Freeze Panes =

Keep part of the screen visible while the rest scrolls

Split the window into multiple resizable panes

Hide the current window
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U Unhide all hidden windows
1) View side-by-side
Synchronous scrolling
4 Reset the window position
- Save the current layout of all windows as a workspace to be used
C later
Save
Waorkspace
Switch to a different currently opened window
Switch
Windows =
Macros
= View the list of macros (the arrow gives you the option to view,
=72 record, or pause macros)
Macros
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73 P2 rRecord Macro ':’_:/ [ Properties f  Map Properties [G Import ﬁ
ﬁ = ﬁUse Relative References > Q,J\-fiew Code E E;j Expansion Packs 27 Export g‘“““’
Visual Macros . Insert Design . Souree . Document
Basic I\ Macro Security - \ode B Run Dialog 3 Refresk Panel
Code Controls XML Modify
Ilcon Description
Code
ﬁ Launch the visual basic editor
Visual
Basic
— View macros
=7

Macros

ﬂ Record Macro

Record a macro

ﬁ Use Relative References

Use references relative to the initially selected cell when creating
macros

I\ Macro Security

Customize macro security settings

Controls
Sl Insert controls
S
Insert
Turn on/off design mode
A7 Properties View or modify properties for the selected control
&gl View Code Edit the visual basic code for the control
& Run Dialog Run a custom dialog box
XML

=]

Source

Opens the XML source task pane

LDy

View or modify XML map properties

Ej Expansion Packs

Attach or manage the XML expansion packs attached to the
workbook

Panel

“®} Refresh Data Refresh the XML data in the workbook
T import Import an XML data file
] Export Export the XML data file
Modify
e Specify the type of document information panel to show in Office
e compatible programs
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.-"Eg;\'-l lﬂ e Lj B _-l ¥ Table Tools
:3/) Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design '@) - 8 X
Table Mame: [iZ| Summarize with PivotTable 'g [ Properties ¥| Header Row First Column (—1=1=1=1— l=T=1=]=[= T =]=I=1=]- N
Tablel 3 Remove Duplicates - Open in Browse Total Row Last Column -
‘T Resize Table || ] Convert to Range Expvlm REfLESh g5 U ¥| Banded Rows Banded Columns =
Properties Tools External Table Data Table Style Options Table Styles
Ilcon Description
Properties
Table Name: Edit the table name
Tablel
“C) Resize Table Resize the table by adding rows or columns
Tools

i3] summarize with PivetTable | Summarize the table data in a pivot table

39 Remove Duplicates Delete duplicate rows
7] Convert to Range Convert the table to a normal range of cells
External Table Data
Q Export the table data
Export

Refresh the data coming from a data source

Refresh

& Properties Data range properties

Open in Browse View the server version of the table

Unlin Disconnect the table from the server

Table Style Options

7| Header Row Check the box to enable a header row
Total Row Check the box to enable a total row
7| Banded Rows Check the box to enable banded rows
First Column Check the box to enable a distinctive first column
Last Column Check the box to enable a distinctive last column
Banded Columns Check the box to enable banded columns
Table Styles

— Select a table style

Navigate through the table styles
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.-"Eg\‘.l H e Lj B _3&, ¥ Picture Tools

—/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins | Format '@) - 8 X

i Brightness - :3‘: Compress Pictures — — — R — - —— — 4? Picture Shape ~ 4 Bring to Front [ERd _‘_\[ ;‘.J 676 5

(D Contrast - Bl Change Picture ‘-“ |-“ p— d d .‘ IE' = L& Picture Border » || 1 Send to Bac 551 e
C ] o
Recalar = 7 Reset Picture =| ) Picture Effects ~ || B0 Selection Pane Sk~ e hd
Ly
Adjust Picture Styles (F] Arrange Size (F]
Icon Description

Adjust

ix Brightness

Adjust the brightness of the picture

(P Contrast -

Adjust the contrast of the picture

%Recolar*

Add a color cast to the picture

:3: Compress Pictures

Compress the picture to reduce the file size

%Change Picture

Change from the current picture to a new picture

q:g Reset Picture

Restore picture to original settings

Picture Styles

-

Select a picture style

-

-

Navigate through picture styles

4? Picture Shape =

Change the shape of the picture

L Picture Border ~

Picture border color

=4 Picture Effects =

Apply visual effects (3-D, glow, drop shadow, etc.)

Arrange

[ms)

ol

Bring picture in front of all other objects

L
Ll

LA

Send picture behind all other objects

L_’f[;; Selection Pane

Show the object selection pane

I=- Alignment
I8 Group objects together
Sh Rotation
Size

bl | Crop picture to remove unwanted areas
—5
Crop

Pl2sr 2| Height

4309 - Width
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Format Tab Tableof Contents|| Print Section
.-"Eg;\‘.l H e Lj B _3&, ¥ Drawing Tools
:3/’ Home Insert Page Layout Formulas Data Review View Developer Add-Ins Format '@) - 8 X
E~NOOOD - - &Shape Fill = é' & Bring to Front = |3 Align ~ 5152 .
ALLG - Abe B B - [ shape Outline ~ A A A = & - || B4 send to Bac I8 Group
2L T T = ) Shape Effects - = - || B selectionPane S Rotate - || w2 207 -
Insert Shapes Shape Styles (F] WordArt Styles (F Arrange Size (F]
Ilcon Description

Insert Shapes

SN0 O Choose shape

ATLLDS G-

CERAR T 4
e Change the shape of selected object
Insert textbox

Shape Styles

Choose a shape style

2B shape Fill =

Shape fill color

L shape Outline -

Shape outline color

= Shape Effects =

Apply visual effects

WordArt Styles

Select WordArt style

Navigate through the styles

Text fill color

Text outline color

Apply visual effects (3-D, glow, drop shadow, etc.)

P}

More WordArt style options

Arrange

[ms)

ol

Bring object in front of all other objects

L
Ll

LA

Send object behind all other objects

L_'f[g Selection Pane

Show the object selection pane

= Align -
= ~lig

Alignment

E?:..:

Group objects together

Sk Rotate ~

Rotation
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Size

il sz

Height

— | .
fos 209

Width
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Design Tab Tableof Contents|| Print Section
|E".I B9-¢-=Z03& )+ crosoft E SmartArt Tools - B X
el ———— T =
~ Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design Format @ - 8 X
3] Add Bullet ¥ Promote [r— o0 F' __}
2 Right to Left | 5 Demote . :: — ol = = | = i - —
Add — Change — Reset
Shape~ & Layout [{] Text Pane ~ || colors = . 7 || Graphic
Create Graphic Layouts Smarthrt Styles Reset
Ilcon Description

Code

J

Add
Shape~

Add shape to SmartArt diagram

[:3) Add Bullet

Add bullet text

= Right to Left

Switch between right to left and left to right

2 Layout Change the branch layout for the selected shape
& Promote Increase the level of the selected bullet or shape
% Demote Decrease the level of the selected bullet or shape
T Text F'a.nel Turn the text pane on or off

Layouts
B Select a layout
| - | -]
-

L3

3

Navigate through layouts

SmartArt Styles

o
9 _9
L

Change
Colars =

Change style colors

Select a style

1l

Navigate through styles

Reset

Reset
Graphic

Discard all formatting changes
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Format Tab

) \H92-C-E0R )"
:3/’ Home Insert

/ 4? Change Shape ~

Page Layout

Formulas Data Review View

Tableof Contents

Print Section

SmartArt Tools

Developer Add-Ins Design Format

S shape Fill -

A TextFill - | =

o

©
1
a
=

4 Larger + | [ shape Outline - A A\ - & Ted Outline - ;_ :
_ ] smaller 7| ) shape Effects - A a = Text Effects = A"avnge S'.ZE
Shapes Shape Styles F} WordArt Styles (F]
Icon Description
Shapes
If 3-D effects have been applied — allows editing in 2-D

_.? Change Shape =

Change the shape while keeping the formatting

o4 Larger Make the shape larger
] smaller Make the shape smaller

Shape Styles

Select shape style

>

Navigate through the styles

< shape Fill -

Shape fill color

L shape Outline -

Shape outline color

=' Shape Effects

Apply visual effects (3-D, glow, drop shadow, etc.)

]

More shape style options

WordArt Styles

A

Select WordArt style

Navigate through the styles

A TextFill -

Text fill color

£7 Text Outline

Text outline color

Text Effects =

Apply visual effects (3-D, glow, drop shadow, etc.)

]

More WordArt style options

Arrange

O

Arrange

-

All arranging options

Size

gl

Size

All sizing options




Chart Tools

Design Tab
Page Layout

O E2-c - @F0R)
9 Home
¥ =
o K

Insert
i ag £
Switch

Change Save As Select
Chart Type Template || Row/Column Data

Type Data

Tableof Contents

Print Section

Chart Tools

Formulas Data Review View Developer Add-Ins Design

Layout Format

= W

@ - = x

Chart Layouts

Chart Styles

(in]

Maove
Chart

Location

Al 4

Icon

Description

Type

Change
Chart Type ~

Switch between chart types (pie, column, scatter, etc.)

ag

Save As
Template

Save the current chart format and layout as a template

Data

L
+H
Switch
Row/Column

Change which axis the data is being displayed on

=
=]
Select
Data

Select the data source for the chart

Chart Layouts

Select a chart layout

Navigate through chart layouts

Chart Styles

ot

Choose a chart style

>

Navigate through the chart styles

Location

]

bove
Chart

Move the chart to another sheet or tab in the workbook
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.-/lie;\\, B9-¢-=Z03& )+ Chart Toals
]
Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design Layout Format @ - = X
- =) : [ chart wall 7 [] Line Chart Name:
. bal [ 25| | [ 't 8| [ &) def (6] =
{?/ Format Selection = ar [z own Bars Chart 5
— Pict 5h Text Chart  Axis Legend Data Data Axes Gridlines P Trendline
&4 Reset to Match Style e snapes BEOK Titles K Labels * Table Area ] Ba
Current Selection Insert Labels Axes Eackground Analysis Properties

Icon

Description

Current Selection

-

Select the chart area to format

{5} Format Selection

Open the format dialog box

&4 Reset to Match Style

Reset all formatting to match the selected style

Insert
Insert a picture into the chart
|l
Picture
'—I_J]*" Insert a shape into the chart
Sha_pes
A Insert a text box into the chart
Text
Box
Labels
= Add, remove, or position the chart title
i
Chart
Title =
lldne Add, remove, or position the axis titles
Ais
Titles =
i Add, remove, or position the legend
Legend
Al Add, remove, or position the data labels
Data
Labels =
A Add a data table
I==8
Data




Chart Tools: Layout Tab

Axes
i Change the formatting and layout of the axes
Axes
Turn on or off gridlines
(e
Gridlines
Background
™ Turn on or off the plot area background fill
Plot
Area -
& Chart Wall Format the chart wall
& Chart Floor Format the chart floor
3-D Rotation Change the 3-D viewpoint
Analysis
Add a trendline to the chart
Trendline
(] Lines Add other lines to the chart
124 Up/Down Bars Add up/down bars to the chart
[ Error Bars = Add error bars to the chart
Properties
Chart Name: Edit the chart name
Chart 5
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Format Tab

Tableof Contents

Print Section

-'/t??;\", =9~ =R Chart Tools
]
—/ Home Insert Page Layout Formulas Data Review View Developer Add-Ins Design Layout Format @ - = X
Shape Fill = 4 Bring to Front = Align ~ + . -
- R . allj3 =
{?/ Format Selection Abc Abc Abc - L_/ Shape Outline = A - 4% Send to Bac g Group
- — — *
afﬁ Reset to Match Style = Shape Effects ~ i hd L} Selection Pane T Rotate =g hd
Current Selection Shape Styles NordArt Styles (F Arrange Size (F]
Icon Description

Current Selection

-

Select the chart area to format

{?} Format Selection

Open the format dialog box

&9 Reset to Match Style

Reset all formatting to match the selected style

Shape Styles

Select a shape style

4|

Navigate through shape styles

<y shape Fill =

Shape fill color

L Shape Outline -

Shape outline color

= Shape Effects -

Apply visual effects (3-D, glow, drop shadow, etc.)

P}

More shape style options

WordArt Styles

Select a WordArt quick style

Cuick

Styles -

A - WordArt fill color

& - WordArt outline color

Apply visual effects (3-D, glow, drop shadow, etc.)

More WordArt style options

Bring object in front of all other objects

B cornd tn Bar
_I__ o LAY PO

Send object behind all other objects

q’[} Selection Pane

Show the object selection pane

|2 Align -
= Align

Alignment

E? oup

Group objects together

Lk Rotate -

Rotation
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Size

E - Height

=5 - Width




Header & Footer Tools

Design Tab
(O i 9 S lay) +
]
- Home Insert Page Layout

=

Header Footer

-

Header & Footer

=,
= = j % A (B i}

= # G s \_/J ./ @ L LES

Page Mumber Current Current File

Time Path
Header & Footer Elements

hd Mumber of Pages Date

Formulas

Tableof Contents|| Print Section
Header & Footer Tools - 8 X
Data Review Wiew Developer Add-Ins Design @ - = x
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Choose and edit a header style
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Choose and edit a footer style
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Insert the sheet name
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Insert a picture




Header & Footer Tools: Design Tab

Format the selected picture

Navigation
Navigate to the page header
J. Navigate to the page footer
Goto
Footer
Options
Different First Page Check the box to allow the first page of the section to have a

different header/footer than the rest of the section

Different Odd & Even Pages | Check the box to allow the odd and even pages to have
different headers/footers

7| Scale with Document Check the box to scale the header and footer as the printed
document is scaled

v align with Page Margins | Check the box to align the header and footer with the page
margins
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