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This no-nonsense guide helps you learn the easy way to navigate Office Excel 2007 with numbered steps and
concise, straightforward language to show the most expedient ways to learn a new skill or solve a problem. Youll
become familiar with the new, easy-to-use user interface and learn the essentials for working with Microsoft Office
Excel 2007discovering how to perform everyday tasks and answer your own questions quickly. Youll learn how to
create a wide-variety of documents, how to present information visually with charts, and how to add graphics to
your spreadsheets. You will discover how to work with features to make data entry faster, how to sort and filter
data, how to work with PivotTable views, and even how to publish your documents to the Webplus more!
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Interprets Data Entry Navigating the Worksheet Selecting Cells Entering Text in Cells Entering Numbers in Cells
Entering Dates and Times in Cells Entering Data with Other Shortcuts Creating a Data Table Editing Cell
Contents Inserting a Symbol in a Cell Creating Hyperlinks Cutting, Copying, and Pasting Cell Values Undoing
or Redoing an Action Finding and Replacing Text Checking the Spelling of Your Worksheet5 Managing and
Viewing Worksheets Viewing and Selecting Worksheets Renaming Worksheets Moving Worksheets Copying
Worksheets Inserting and Deleting Worksheets Hiding or Showing a Worksheet Changing Worksheet Tab
Colors Inserting, Moving, and Deleting Cells [J [J 6 Using Formulas and Functions7 Formatting the Worksheet8
Formatting the Worksheet9 Printin Worksheets10 Customizing Excel to the Way You Work11 Sorting and
Filtering Worksheet Datal2 Summarizing Data Visually Using Chars13 Enhancing Your Worksheets with
Graphics14 Sharing Excel Data with Other Programs15 Using Excel in a Group Environment Index

Page 3



00004, tushu007.com
<<Microsoft Office Exc>>

goon
gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 4



