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How To Action

Select the Insert Tab and the
Table Option, a New Gallery
will be activated for preset
formatting options

Insert Tables g
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Select the Data Tab, and you
will find the Filter Options.
You can now use multiple
filters within separate tables

Change Formats
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How To Action

Select the Home Tab, in
any of Font, Alignment,
or number Group’s you
can change the Format
settings

Add and Adjust Sheets Settings
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Headers and Footers
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Select the Insert Tab, and the
Headers & Footers Group to
insert Headers and Footer
and Page Numbering. A
Gallery of preset designs will
appear

Select the Worksheet
Tab, and you can use the
Right mouse button to
adjust options, you can
also add sheets,
reorganise them,
duplicate (Use mouse +
Ctrl), delete

Charts
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Select the Insert Tab, to
define your Chart. Additional
Galleries will become
available once you start the
process. For quick Charts use
F11

Formula
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Select the Formula Tab,
and you will they have
enhanced the options for
you to work in the
different categories, you
still can use other
methods to create

View (Before Printing)

Preview and print the document

Print
Select a printer, number of copies, and

ather printing options before printing.

Quick Print
Send the document directly to the default
printer without making changes.

Print Preview
Preview and make changes to pages before

printing.

Use the Office Logo and Look
at the Print Options for Print
Preview. Or press Ctrl + F2
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