STANDARD TOOLBAR

The Standard toolbar contains buttons that are used to perform most of the common operations,
such as opening, saving, printing, and previewing a document. There are some buttons on the
Standard toolbar that are common on all Office 2003 programs. These include:

Button Used to

New ]| Openanew blank window

Open 3 Open a previously created document from a folder

Save i Save a document to a folder. If the document is a new one that
hasn’t been saved, Word will display the SaveAs dialog box. If
the document has been saved previously, the document will
replace the previous version when the Save button is pressed.

E-Mail = Bring up the E-mail dialog box, which allows the current
document to be sent to another person via e-mail

Print 3 Send a document to print. This button may be customized to
allow a dialog box to appear rather than sending the document
directly to the printer.

Print Preview 3 Preview a document to see what it is going to look like when it

has been printed. A document may be previewed one-page at a
time or several pages at a time.

Spell “% | Check spelling and grammar in an Excel worksheet.

Research i Search for words or topics from Microsoft Encarta or other
reference materials. It is possible to search folders on the
Internet as well as on the local computer.

Cut 4 | Remove text from a document and store it on the Clipboard.
The text is then inserted into another area of the document by
Pasting the text from the Clipboard.

Copy _ 3| Make a copy of selected text of a document and store it on the
Clipboard. The copied text can then be inserted into another
part of a document using the Paste feature.

Paste Insert text that has been cut or copied from a document and has

been stored on the Clipboard. In Excel 2003, it is possible to
have up to 24 items on the Clipboard at one time.

Format Painter

Copy the formatting applied to one cell in a worksheet to
another cell in a worksheet or workbook. When the button is
clicked once, it copies the text to the next occurrence. When it is
clicked twice, it applies the formatting to selected cells
throughout the rest of the worksheet.

Undo

¥ v | Reverse previous edits or formatting changes that were made to
a document. It is possible to undo up to 100 previous actions.
Redo (4 +| Repeatareversed edit or formatting change. Only reversed

changes can be repeated with the Redo command.




Button

Used to

Insert Hyperlink

&

Insert a link to a Web page, another document, a different
location in the current document, to a different file, such as a
multimedia file, or to an e-mail message. Hyperlink text
appears in the document in underlined text that is usually a
different color than the original text.

Zoom 1009

View the document in different percentages from 10% to 100%
or as Page Width, Text Width, as a Whole Page or as Two Pages.
The default is 100%.

Help

Provide help regarding any process used while creating, editing,
or formatting a document.

In addition to the common buttons on the Standard toolbar in Excel, there are additional
buttons on the Standard toolbar that are specific to Excel only. These buttons include:

Button Used to

AutoSum ¥ | Perform different functions on a range of columns or rows in a
worksheet, such as Sum, Average, Count, Maximum, or
Minimum. It is also possible to access other functions from the
list.

Sort Ascending 4] | Sortthe columns in a worksheet in ascending (A-Z, 0-100) order.

Sort Descending %) | Sortthe columns in a worksheet in descending (Z-A, 100-0)
order.

Chart Wizard _ﬂ Create a chart for selected data in a worksheet. The wizard
provides step-by-step boxes that help to create the chart.

Drawing & Open the Drawing toolbar. This toolbar usually appears in the

lower portion of the Window. The Drawing toolbar is used to
create and format WordArt and different shapes in a Word
document.




