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CHAPTER 2 SUMMARY

File Commands

Edit Commands

View Commands

Insert Commands
Format Commands

Tools Commands

Data Commands
Window and Help Commands
Drawing Commands
AutoShape Commands
Chart Commands

Web Commands

Forms Commands
Control Commands
Macro Commands
Built-In Menu Commands
New menu Commands

ExceL COMMANDS

This chapter is provided as a reference. It contains a listing of every toolbar command in Excel.
There is no better way to learn Excel than to study the various commands. While performing this
exercise, most CPAs discover a great deal of functionality they never knew existed. While some
of the commands are better than others, depending on personal preference and the task at hand.
Here in this chapter, we’ve listed each command along with it’s corresponding ICON (when it
has one). | have also placed a star next to those commands that we think CPAs find most useful.
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FiLE COMMANDS

] Mew...

] Mew

L ©Dpen
Close

L'E‘ Sawve
Save As...

Save Workspace. ..
Save as Web Page. .. .
Publish as \WWeb Page. ..

Permissian. ..

O =

Web Page Preview

Zheck, Cuk
Check In...

IJpdate File
Page Setup...
Set Print Area
Clear Print Area

Print Premview

Zombined Preview 3
Prink, ..

Print (Y\carlbonibp laserjet 4100
Prink Lisk

Mail R ecipient

Send for Review. ..

Reply with Changes. ..
Mail Recipient {as Attachment)

x

Recipient using Internet Fax S

Send Maw

Routing Slip

Exchange Folder...

Cnline Meeting Participan
Wersion History. .. *
Properties

Exit

't"1_‘| Togole Read Only

EDIT COMMANDS

VIEwW COMMANDS

‘)
fu

(F @b i o

0 e (s B

Y

X

Undo

Redo

Zut

Copry

Office Clipboard. ..

Paste

Paste Special. ..
Paste as Hyperlink
Paste Formatting
Paste Values
Do

Right

Up

Left

fcross Warksheets, .,
Series. .

Juskify

All

Clear Conkents
lear Formatting
Delete Cormment
Delete

Delete Rows

Delete Columns
Delete Sheet

x

Move or Copy Sheet. .,

Find...

Replace. ..

Go To..,

Select Visible Cells

Select Current Reqgion

Copy Ink As Text

v v

= Mormal
U Page Break Preview *
Faorrmula Bar
Skatus Bar
Headet and Footer. .,
Zuskan Yiews. .
Full Screen
Zoam;
£ ZoomIn
= Zoom ouk
4 Comments
4 showHide Comments *
‘:J Previous Comment:
"Q Mexk Comment
HTML Source
INSERT COMMANDS
g= Cels...
o= Rows
':5" Colurnns
] Worksheet
!ﬂ, Chart...
Page Break

hoE o) Bl Bfe S b B M R

1]
o
o

U &

Insert Function
AukoSum

Paste. .,
Zormment

Ink Annotations

Ik Drawing and Sriting

From File...
Clip art. ..
Autnshapes

Qrganization Chark

Bt bt ot X6t

wtordart. .,

From Scanner or Camera, ..
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Object. ..

Hyperlink. ..

]

L} sSymbal...
"=" Equal Sign

Plus Sign

="' Minus Sign

#  Mulkiplication Sign

/ Division Sign
"' Exponentiation Sign
"{"  Left Parenthesis

"Y' Right Parenthesis

i Colon
1 3 " Comma
"3-3" Percent Sign
"B Dollar Sign
;_':3 Diagram...
£%  Cycle Diagram

Lk
st
+?+

F.adial Diagram

A&  Pvramid Diagram
Target Diagrarm

& wWenn Diagram

.',:gﬂ? onstrain Mumeric

FORMAT COMMANDS

) o

Cells. ..

Faonk:

Fant Size:

Shyle. ..

Shyle:

Increase Font Size

Decrease Fonk Size
Bold

Italic

Underline

Format Painter

I 4 1S ~ B >

Double Underline

*

% & oo [

y
¥

il e bk

.

o ot
oo oo

+
*

1

4

Strikethrough

Font Colar )
Cycle Fonk Color
Align Left

Zenker

align Right

align Top

Center Yertically
Align Botkom

Juskify

Distributed Align
Werkically Distributed

Merge and Center
Decrease Indent

Increase Indent

) o

Currency Skyle
Percent Style

Zomma Skyle

Increase Decimal
Decrease Decimal
Merge Cells
Unmerge Cells
Merge Across

Verkical Text
Rotate Text Up

Rotate Text Down
angle Clockwise

Angle Countercloclkwis

2]

* X X et

Height. ..
weideh. .
AutoFormat. ..

Conditional Formatting...

Borders |
Clear Border

apply Qukline Borders

Apply Inside Borders

[+ Left Border
Right Border

Top Border
{51 Bottom Border
Inside Vertical Border
Inside Horizontal Border
Diagonal Down Border
Diagonal Up Border
&l Borders
Botkom Double Border
Fill Colaor ]
Patkern
Dark Shading

Light Shading

AutoFarmat
Lock Cell

Edit
Settings...
Showe ar Hide

FT Text Direction
4] sheet Right-to-Left
o Draw Border

</ Erase Border

Ling Skwvle
=2 Line Calar )
Filled Grid

4 Draw Borders...

)

TooLs COMMANDS

? spelling. ..
Hangul Hanja Conversion. ..

Research. ..

k_{v

&

File Search. ..

Share Warkbaook. ..

Highlight Changes. ..
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#
lu

8 [

W E G L%

Accepk or Reject Changes* E_,-f
Compare and Merge Workbook

Meek Maw

End Feview. ..

Protect Sheet. ..

Protect Workbook. .. 2k,
Protect and Share ‘Workbook., vju,
Allow Users to Edit Rangesy 1:;:|:}
SCEnarios., . : _Er
Scenario:

) o

Trace Precedents
Remove Precedent Arrows
Trace Dependents *

Remove Dependent Arrows

RSN OR RS

Check Mames
speech Recognition
Shared Workspace. ..
Zuskamize. ..
Options...

Speak Cells

Stop Speaking

By Rows

By Columns

Speak COn Enker

x

Showe Text To Speech Toolbar

Error Checking...
Show W'atch Window

Evaluate Formula

UrEEs Evey Formula Auditing Made

Remove All Arrows Cuskam

Circle Imvalid Data *

Show Formula Auditing Toolbar EATA COMMANDS

Macros. .. ,.5.|, Sort...

Recard Mew Macta, . ﬁ Sort Bscending

Security... il Sort Descending

Wisual Basic Editar W= AutoFilker

Microsoft Script Editar Shaw Al

Insert Script fdvanced Filker. .,

Remove All Scripts Form...

Showe &ll Scripts Subtatals. ..

oM Add-Ins. .. Walidation. . .

web Opkions. .. Table...

alculake Full Text ko Colurins. .

Caontrol Toolbox 3 E:j":z';:;& an

Create Microsoft Qutlook, Task, 1

Calculate Mow #=  Show Detail

Camera @ Ungroup...

Zuskom & f&roup...

Cuskom * Auko Outline
Clear Cutline

Select Mames

* BBttt X X bt

ol O 1 N el

AR += [FAC @ 8 X o=

=1

Showe Qutline Symbols
Create List. ..

Publish List... *
Wiew List an Server

Unlink. List

Synchronize List

Discard Changes and Refresh
Insert Row

Delete Row

Insert Colurnn

Delete Column

_onverk ko Range

Toagle Taokal Row

Print Lisk

PivotTable and PivntCha*p
Field Setkings. ..

show Pages. ..

Label
Data

Label and Data

Import Data. ..

Mew Web Query, ..

Mew Database Query..,
Import Texk File. ..

Edit Query. ..

Data Fange Properties, ..
Parameters. ..

Refresh External Data
Zancel Refresh

Refresh all
Refresh Status

x

Property Fields. ..
aenerake GetPivatData
Refresh <ML Data
Import, ..

Export...
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e =L Source. .,

H i
|

..]% Edit Query...

#“ML Map Properties., ..

WINDOW
COMMANDS

AND

x

HELP

Ml tird o
Arrange...
EE'II Swnchronous Scrolling

3[¥ Reset Window Position

Compate Side by Side with, ..

Hide
Unhide. ..
Split
1= Freere Panes
2 Microsaft Excel Help

) o

Show the Office Assistant

Cantack Us
Check for Updates

) o

ustomer Feedback Options. ..

DRAWING COMMANDS

4y Drawing
Ly Select Objecks

Y Select Mulkiple Ohjects
L ] Graup
IEI Jngroup
17

Regroup

Ll.;-

Bring ko Fronk

©

Send to Back,
Bring Forward
Send Backward
To Grid

g = A

To Shape

L . P o

i3

T &

| i

= =
— —
— —

=]
[ =] I
o

H}a

Up

Dy

Left

Right

Align Left
align Center
Align Right
align Top
Align Middle
Align Botkom
Diskribute Horizonkally

Diskribute Wertically

Felative ko Canvas

Relative ko Organization Chart

)
)

Relative ko Diagram
Free Rotate
Rotate Left 20°
Fotate Right 20

Flip Horizonkal
Flip Wettical
Rerauke Conneckors

Edit Paints

“hange Autoshape

Set Aukoshape Defaulks
Fill Colar

Line Color

Line Skvle

Dash Style

Arra Skyvle
Shadow Skyle

3-D Style

Object. ..

Shadow OnjfoOFfF
Mudge Shadow Up

* X

Mudge Shadow Down
Mudge Shadow Left

AT I |

LWEie, N

e @ EIZIE 2

e
—

BN b

2 ott

£

Mudge Shadow Right *

Shadow Colar | )
-0 OnOFF
Tilk Crawar
Tilt Up

Tilt Left

Tilt Right
Depth
Direction
Lightirg
Surface

3-0 Color
Edit Text...

Clip art...

WeordArt Gallery
WordArt Shape
wWordArt Same Letker Heights

Wordart Yertical Text
weardAre Alignment )

ot %

wWardAre Characker Spacing )
Color )
Mare Contrask
Less Contrask

Maore Brightness

Less Brightness
Crop

Reset Pickure

Set Transparent Colar
Fit *

Resize

Expand

Select ]
Delete

Layouk ]
Autolavouk

Autoformat
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at it & 9

4

5

4

Resize Organization Chark
Insert Shape

Layouk )
Move Shape Backward

Move Shape Forward

Rewverse Diagram

Autolayouk

Ise AukaFormak

AutoFarmat

Fesize Diagram

Zhange to )

AUTOSHAPE COMMANDS

& EHOH~» s

o i g 25

H

L

R A A R R

Line

Arro
Rectangle
Cryal

Texk Box
WordArt,.,
Autoshapes
Lines

Conneckars

Block, &rrows

Flowchart

)

)

)

Basic Shapes )
)

)

Stars and Banners )
)

Callouts *
Maore Autoshapes...
Double Arrow

Zurve

Freefarm
Scribble

x

Straight Arroww Connector

Straight Connectar

Straight Double-Arraw Connec
Elbow Connectar

Elbaw Arrow Conneckar

£C2000UOQ00CACK OO0 O s

o =1
A G

A

Elbow Double-arrow Connecko
Curved Conneckar

Curved Arrow Conneckor
Curved Double-Arrow Connect
Parallelogran

Trapezaid

Ciarnond

Rounded Rectangle
Ockagon

Isosceles Triangle
Right Triangle

Hexagon

Cross

Reqular Pentagon
Zan

Cube

Bewvel

Folded Corner
Smiley Face
Daruk

"ma" Syrbol
Black. Arc
Heart *
Lightring Balk

Sun

Maan

arc

Double Bracket

Double Brace

Plague
Left Bracket

Right Bracket
Left Brace
Right Brace
Right &rrons

Left Arrow

 ALLDABH QT O

36

C
&

5

)@l aLY U T

Cx
4

Do02dogne o

Up &rrow *
Dann A
Left-Right frrow
Up-Dowan Ak
Cuad Arrow
Left-Right-Up Arrawm
Bent Arraw

-Turm Arraw
Left-Up &rrow
Bent-Up Arrow
Curved Right Srrow
Curved Left Arrow
Curved Lp Arrow
Curved Down Arrow
Striped Right Arrow
Mokched Right Arrow
Pentagon

Chevron
Right Arroww Callouk

Left Arrow Callout *
Up Arraw Callouk

Drown Arrovy Callout
Left-Right Arrow Callout

p-Dawn Arraw Callouk
Cuad Arrow Callout

Circular rrow
Flowchart: Process

Flowchart: Alternake Process

x

Flowchart: Predefined Process

Flowchart: Decision

Flowchart: Data

Flowchart: Internal Storage
Flowchart: Docurment
Flowchart: Multidocurment
Flowchart: Terminator

Flowchart: Preparation
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Flowchart: Manual Input
Flowchart: Manual Operation
Flowchart: Connectaor
Flowchart: Off-page Connecko
Flowchart: Card

Flawchart: Punched Tape
Flowchart: Summing Junckion
Flowchart: Or

Flowchart: Collate
Flowchart: Sork

Flowchart: Extract

Flowchart: Merge
Flowchart: Stored Data

Flowchart: Delay
Flowchart: Sequential Access ¢
Flowchark: Magnetic Disk

Flowchart: Direck Access Stora

x

Flowchart: Display

Explasion 1
Explasion 2
4-FPaint Star
S-Paint Star
g-Paoint Star

16-Paink Skar
24-Poink Skar

32-Paint Star

Up Ribbon

Dowen Ribbon
Curved Up Ribbon

Zurved Down Ribbon

YWerkical Scroll
Horizonkal Scrall

Wi gve

Double Wave
Rectangular Callout

Rounded Rectangular Callout

[
1
Nt

LA BSERbES

s

K
|

A0
A0

dd

Creal Callout

Cloud Callout
Line Callout 1
Line Callout 2

Line Callouk 3

Line Callout 4

Line Callout 1 {Accent Bar)
Line Callout 2 {fccent Bar)
Line Callout 3 {Accent Bar)
Line Callout 4 {fccent Bar)
Line Callout 1 (Mo Border)

Line Callout 2 (Mo Border)
Line Callout 3 {Mo Border)

Line Callout < {Mo Border)

Line Callout 1 (Border and Acce
Line Callout 2 (Border and Acce
Line Callout 5 (Border and Acce

Line Callout ¢ (Border and Acce

CHART COMMANDS

5B

Chart Type...
Source Data, ..
Chart Options. .,
Lacation. ..

&dd Data. ..

add Trendline. ..
3-0 View, ..

Sized with Window
Zhark ‘Window

Chart Ohjects: -

Selected Ohject
Area Chart

t¥esUWBEeREEN

SNEBCEERe :ER e e =L

Bar Chart

Column Chart
Stacked Column Chart
Line Chart

Pie Chart

3-0 Area Chart
3-D Bar Chart

3-D Clustered Colurnn Chart
3-D Column Chart

3-D Line Chart

3-D Pie Chart

() Scatker Chart
Bubble Chart

3-D Surface Chart
3-D Cylinder Chart
3-D Cone Chart
3-0 Pyramid Chart
Radar Chart

YalumeHigh-Low-Close Ch*

Open-High-Low-Close Chart

x

Doughnut Chart
Default Chart
Zhart Wizard

Cateqory Axis Gridlines

Yalue Axis Gridlines
Legend

Chart Twpe...

Data Table

Series in Rows

Series in Calurns
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WEB COMMANDS

O E: B

HPAEFE D OFEE O ¥ T

Address:

Open Hyperlink
Open Favaorites, .
Stark Page
Search the Web

Favorites
(a0

Back,

Forward

Skop

Refresh

Add ko Favorites. ..
Skop

Refresh

#dd ko Favorites. ..
Showe Only W'eb Toolbar
Hyperlink. ..

Web Toolbar

Forms COMMANDS

%
@

Check Box

Option Bukton

Bukkan

Edit Box *

List Box

Zomba Bax
_ombination List-Edit

Zombination Drop-Down Edit
Scroll Bar

Spinner

Label

Garoup Box
Conkrol Properties

Code
Toggle Grid
Tab Order...
Run Dialog

CoNTROL COMMANDS

Bel = e bp B Bl T b ® R & B E

Design Mode
Properties

Yiew Code

More Contrals. .
Check Box
Opkion Butkon

Command Butkbon
Toagle Butkon
Text Box

List B

Combo Box

Scroll Bar

Spin Butkon
Label

Image

MACRO COMMANDS

et

BUILT-IN

Cusktom Menu Ikem

Cuskom Button

MENU

COMMANDS

File

Prinkt Area
Send Ta
Edit

Fill

Clear
Object
Wi
Toolbars
Insert
Marne

Picture

b . . . . . . . . . . .

Farmat

R

Colurnn

Sheet
Phonetic Guide
Tools

Track Changes
Protection
Formula Auditing
Macro

Data

Filter

Group and Cutline
Import External Data
Window

Help

File:

Send To

Edit

Clear

Wigw

Toolbats

Insert

Picture

Farrmak

Sheet

Tools

Track Changes
Protection

Macra
Chart
wWindow
Help

NEW MENU COMMAND

[ewy Menu
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NOTES
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