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New Look in Microsoft Office 2008

Microsoft Office 2008 introduces a similar look and feel to Office 2004, with the exception of some changes
and new features, including thetandard Toolbainsert Ribbonand a new Palette.

Standard Toolbar
The Standard Toolbar is now a part of therkbookwhen openingexcel It may be turned on or off, but
cannot be detached from thesorkbook You can clickiew hToolbarsand check or uncheck Standard.
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Palette
The Palette can be found to the right of your document. It is comprisedvehdabs:
Formatting, Object-ormula BuilderScrapbook, Reference Tools, Compatibility Report, and Project Palette.

¥ Font

Mame: |‘u"erdana |-'l'-|
Size: E’—
[B| 1 |U |se] A

| A2 | A

F Mumber

b Alignment and Spacing

b Borders and Shading
b Page Setup

b Document Theme

Clicking on a tab will change the available commands on the Palette. It is meant to provide easyoacces
tools without having to search for them in the Menu bar.



Appearance of Microsoft Excel

Microsoft Excel allows you to create spreadsheets much like paper ledgers that can perform automatic
calculations.Each Excel file isveorkbook that can hold manyvorksheets The worksheet is a grid of
columns(designated by letters) ambws (designated by numbers). The letters and numbers of the
columns and rows (callddbels) are displayed in buttons across the top and left side of the slwekt. The
intersection of a column and a row is callededl. Each cell on the spreadsheet haseli addresghat is the
column letter and the row number. Cells can contain text, numbers, or mathematical formulas.

After opening Microsoft Excel, yolililbe taken to a blank workbook and see the following screen.

\ Column

G Cell
(cell address: B4)

Row

/ Worksheet

You can also change théorkbook Viewby clicking the view icons along the bottom of Microsoft Excel.



