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Microsoft Excel: Basick- Navigating and Formatting
2.0 hours

In thisworkshop,we will learn keyboard and mouse shortcuts to quickly move through the workshee
and to format the cells. Topics include an introduction to the Excel interface; working with selection
entering and editing data in cells; cut and copy vs. maweduplicate; resizing, inserting and deleting

columns and rows; formatting cell fonts, alignments, numbers, borders and shading. Lots of shortc
This basic workshop assumes some experience with Microsoft Excel.
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Text Modes

There are three basic text rdes in Excellhe current mode can be found dime status barat the bottom left
corner of theExcel Window

- Excel ideginsin Readymode. This means nothing is beirgtered oredited on the spreadsheet.
In Readymode, the keyboard arrows, and home/end keys will move you between cells.

- Excel changes t&ntermode when yolbeginto enterdata into the cellYou can type directly
into any current cell, odouble-clickon an empty cell to be in Enter mode.Entermode, the
keyboard arrows, and home/end keys will move you between cells.

- Excel changes t&ditmode when you doublelick on a cell with data in #tvhen you click inside
the formula baror when you press thE2key on thekeyboard,(F2will also toggle you between
Editand Entermode).Editmode allows you to use the keyboard arrows, and home/end keys to
move among the charactewsithin the cell.

Ready

Enter

Edit

Moving Between Cells

Navigating using the keyboard

EnterKey
TheEnter(sometimes callethe Return) key will movthe focusdown onecell. If you are irEditor Enter
mode, Excel will accept changes and move down.
- Using theShiftkey and theEnterkey will move thdocus up oneell.

- Using theCtrl key and theEnterkey will accept changes and remain on the current cell. This is the same
as clicking thé/ in front ofthe formula bar.

- Inside aselection,Ctrl-Enterwill fill in the contents of the cell being edited into every cell in the
selection.

- Using theAlt keyand theEnterkey will put in a hard returand force thecell tomove to asecond line.

TabKey
TheTabkey movedhe focus onecell to the right.If you are inEditor Entermode, Excel will accept changes
and move right.

- Using theShiftkey and theTab will move thefocus onecell left
- Using theCtrl key and theTabwill moveyou to another Workbook (another Excel file)
- Using theAlt key and theTabwill move you to another open program on your computer

Page Up and Page Dow®ys

ThePage UmndPage Dowrkeys will move théocus of the currentell to the last visible cell on the previous
screen, that is, it moves down ofiscreenful of cells.

- Using theCtrl key and thePage Upmpr Page Dowrkeys will move to the previous or nekforksheet
respectfully.

- Using theAlt key and thePage Uppr Page Dowrkeys moves ascreenful left or right, respectively.
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Arrow Keys

In Readymode and inEntermode the arrow keys will move in the direction they point: upw, left and
right by one cell

- Using thehift key and the arrows will setéa range of cells as you move.

- Using theCtrl keyand the arrows will move the current cell to the edge of the current data region
(where the data stops/starts)

- Using both theshift-Ctrland the arrows keys will select all the cells from the current cell to the edge
of the current data region

In Editmode the arrow keys will move you up, down, left and right between the letters and lines within the
cell (if you only have one line of tetkte up and down arrows have no effect).

- Using theShiftkey and the arrows will select text in that direction
- Using theCtrl key and the left and right arrows will move word by word

- Shift-Ctrland the left and right arrows will select text, word by word

HomeKey
In Readyand Entermode, the Homekey moves to the first columwithin that row.

- Using theShiftkey and theHomekey will select from the current cell to the first columiithin that
row.

- Using theCtrl key and theHomekey will move to the veryop of your worksheet
- ShiftCtrkHomewill select from the current cell to the very top of the worksheet
In Editmode,the Homekey moves to the beginning of the cell.

- Using theShiftkey and theHomekey will select from where the cursor is blinking e beginning of
the cell.

EndKey

In Readymode,the Endkey turns on arEndfeature.You will see theEND appear on the status ba©nce
it's on, you can then press an arrow key and it will search in that direction for a change in the cell pattern
(with/without data). A similar method can be used by simply using@tkey and the directional arrow.

- CtrrEndmoves to the last working cell on the worksheet, which is the cell at the intersection of the
right-most used column and the bottomost usedrow (in the lowerright corner)

- ShiftCtr-Endwill select from the current cell to the last (working) cell on the spreadsheet
In Editmode,the Endkey moves to the end of the cell.

- Using theShiftkey and theEndkey will select from where the cursorbfinking to the end of the cell.

Escap&ey
TheEsdescape) keis thecancelbutton; if you are editing/enteringlata ina cell, escape wignoreany
changes you have maded return you to the original data or blank cdlhis is the same as clingithexin
front of the formula bar Esowill close dialog boxesuch aOpen,and &weAs.
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Delete Key

In Readymode, the Deletekey will erase the contents of the cell, not the formatting. To erase the formatting
as well, you will need to rigkdlick and choos®eleteX or chooseDelete from theHomeTab to literallydelete
the cell from the worksheetWhen you dahis, you will nesd to tell Excel where to shift the other cells.

In Enterand Editmode, the Deletekeywill erase characters to the right of the cursor.

Backspace Key

In Readymode theBackspacdey will erase the contents of the cell and put you into enter mode.
In Erter and Editmode, Excel will erase characters to the left of the cursor.

- Delete is more universally used throughaftndows to remove objects such as images, table cell
contents and filesBackspace is used fundamentally for text only.

Navigating Usinghe Mouse

SingleClick

In Readymode, dicking on any cell will make it the current céilEnteror Editmode, clicking on a cell will
make it the current cell as long as you are not trying to build an equdfigou start a cell with anquals (=),
plus (+), or minus), Excel will think you are trying to do matdowa SingleClick will change to Bointmode,
allowing you to choose cells for use in your equation.

DoubleClick

Doubleclickng on an empty cell will puhe cell into Entermode; double-clickng on a cell with data in it will
put the cell inEditmode.

Navigating Using the Mouse and Keyboard
ShiftClick

If you useShiftkey and themouse,you can select a range (a set of conjoining celligk where you want to
start, hold down he Shiftkey and click where you want to stdpvery cell in between will be selected.

CtriClick

If you use theCtrl key and themouse,you can select various cells (skipping ones in betweém).cannot use
these for equations but you can apgbrmatting (i.e. change several cells to red text).

Undo and Redo

Microsoft Excel keeps track of almost every task you perform. If you accidentally delete or change something
youdid notmean to, you can usuallyndowhatever you have just done. Excdbals you toUndomultiple
times, and even t&kedothings. TheRedoallows you to undo the undo.
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Undo

TheUndofeature is used t@o baclkone-step. This button shows an arrow looping counterclockwise. The

short-cut key isCtrl-Zand the buttonin the quidk access toolbar at the top of the window

To do multiple Und® at once you can click the dropdown arrow next to the undo button and see the list of
actions you have performed. You cannot go back and undo a task without undoing all the steps thatttead up

that point.

Redo

TheRedofeature is used tgo forwardone-step. This button shows an arrow looping clockwise. The
short-cut key isCtrl-Y* and the buttoncan be foundn the quick access toolbar at the top of the window

To Redanultiple times,you can click the dropdown arrow next to the redo button and see the list of actions
you have undone. You cannot go back and undo a task without undoing all the steps that lead up to that point.

* |If there is nothing taedo, Excel puts Repeatfeature inRedds place and assigns the short cut keyrkY)

repea

toRepeat For example, i f you delete a row, the
Zoom Slider — 2 e
In thebottom, right corner of your status bar is a Zoom Slider. The percent&an || yagiication
set between 10% and 400%. :
= I + 100%
) 50%
- The plus will zoom in and make the worksheet appear larger; the min{| © zs%
will zoom out and make the worksheet appear smalléris does not () it selection
change the printout, only the view. © custom: 100 | %
- If you click on the percentagalue (100%)the Zoomwindow will open [ oK | [ conce

The Clipboard

Cut, Copy and Paste are clipboard features built iIMiadows The clipboard is a temporary storage pldoe
pictures and datarheWindowsclipboard can only store one item at a time. Microsoft Office has a Mliiboard
that can store24 items, but the Paste button and the shortcuts for the Paste option only correspond to the most

recently copied itemThe clipboardanemust be displayed to be able to use this feature.
Clipboard

If you click thé'more" arrow to the right of the wordClipboardit will open the Clipboard Panel.

Once the clipboard is open you will see the pane fill with a new item each time you cut oif oagyrieve an

item from the pane, lick on the text/item you wish to paste, and it will appéathe selected cellf you would
like to paste all the cells in the order in which they appear you can clidRasie Albutton. TheClear Albutton

will erase all items in the clipboard.

= X Cut

To Close th€lipboardgclick the Clipboard "more" arrow, oruse thexin the upper B Copy

right corner of the clipboard pane. Paste

Clipboard

- ¥ Format Painter

r]
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Cut

TheCutfeature is used tanovecells.This button appropriately shows a pair of scissors fordimeoption. The
short-cut key isCtrl-X.

To use theCutcommand,you need to first select the dedr a set of conjoining cells, atiten choose theCut
option. When you choos€uta dashed linenarquee (narchingants) will surround the cells, but the data in
the cells will still be visibl&llick into the cell whereoy want the upper left most part of your selection to be
moved to and preskEnteror choosePaste Your selection will appear in the designated cell(s), andet th
same time disappear from theriginal locationlIf your clipboard is not openpy will notbe able toPaste
again.

Copy

TheCopyfeature is used taluplicatecells.This button appropriately shows two sheets of paper for tbey
option. The shortcut key isCtrl-C

To use theCopycommand,you need to first select the cell or a set of conjoining aatidthen choose the
Copyoption. When you choos€opy,a dashed linenarquee(marchingants) will surround theelected cells

Click into the cell where you want the upper left most part of your selecticapfearand pres€Enteror
choosePaste

- If you chooséenter,the dashed linemarqueewill disappear from your original selection and you will
have a dplicate in the designatspot. If your clipboard is not opeygu will not be able td?asteagain.

- If you choose one of thBasteoptions, the duplicate will appear, but theashed linenarquee
continuesaround your original selection, this is so you can continue to make cbypipasting.You will
be able to paste as long as the original selection haslétshed linanarquee

Moving and Duplicating with the Mouse
If you put your mouse ovehe border of theselectedcell(s) you will get the Select Arrow.

- Hover over théborderanddrag (don't let go of the mouse) and a shadow will follow your mousst.go
in an empty celand the selead cellwill be Movedto the new locationThis is an alternative to cut.

- Use theCtrl button while dragging the mouse and you will seemall plus sign added to the shadow.
Drag the to an empty cell, be sure to let go of the mouse before the keyboard and Hkdaplicate
the selection instead of moving ithis is an alternative to copy.

Fill Handle

TheFill Handleis in the bottomright corner of the selected cell. When you place your mouse ovehtmslle it
changes from a thick white selection cross, to a thin black cross. Once you see thecdaskgou can click and
drag the cell to fill the original c&lcontents into he newly selected cells. The handle allows the mouse to move
in a single directionufp, down, left or right). If you want to go in two directions, you must first complete one way,
let go of the mouse and then drag again in the second direction.

When you use thé&ill Handleto pull down a single number or plain text, it will copy the data.

This is discussed more in depth in the Excel Basi¢ddth and Functions workshop handout.

Text 123
Text 123
Text 123
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Format Painter Format Painter

Like the look of a particular
selection? You can apply that look
to other content in the document.

¥ Format Painter  The clipboard groupas a button called thEormat Painter

TheFormat Paintercopies the format of selected cells and applies the format to
the cells you specify. This button appropriately shows a paintbrush. To get started:

1. Select content with the
formatting you like

2. Click Format Painter

3. Select something else to
Paste automatically apply the formatting

Whenyou arecopying a cell, the paste button has a ldisg of possibilities. If you ;1. 0 the rormarting in
click on the clipboard button itself, it performs the same action as the very first = muitiple places, double-click
paste option on its pasting menu. rormat Fanter

@ Tell me more
Pastewill paste the copied cell contents and formatting

Formulaswill paste the formulas without formatting

% Formulas and Number Formattingill paste the copied cell contents and number,
formatting

]

= Keep Source Formattingill paste the copied cell contents, number formattjng Pafte
and cell formats

Paste
- No Borderswill page the cell contents and formatting, but no borders al] ‘}, fﬂ;ﬁ =M
X ! &=
= Keep Source Column Widthsill paste the cell contents, formatting and cell widtt T“—‘" ‘;_;E

il
£8 Transposewill paste a horizontal set of cells into a vertical set of cells, or a verti Paste Values
set of cells into a horizdal set of cells oL [

Other Paste Options

il il

Paste Values YR =~
12z Paste Valuesvill paste theunformattedvalues instead of the formulas o Paste Special...

15 Paste values and number formatgill paste the raw values instead of the formulas, but with the number
format from the original cells

4

% Values andsource Formattingvill paste the raw values instead of the formulas, but with the number
format and cell formats from the original cells

Other Paste Options

Y Formattingwill paste only the formatting from the original cells, not the contents (Formattegi

il

Paste Linkwill link the new cell to the old such that any changes to the old data will be made here

il
il
e

Lo ]
] Paste Picturewill create a floating picture based on the copied cells
Q

Paste Linked Pictureill create a floating picture based on the copigglisthat arelinked to the original
value so changes made in the original data will be reflected in the picture.
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Paste Special

ThePaste Speciadption can be found on the shortcut (rightick) menu, and th®astedropdown menu (see
previous page). this option is grayed out, it means that nothing is currently on the clipbdatde copied

item is from outside oExcelyou will get a customized screen to paste as text, pictures, or links. If you have
copied from inside of Excel, you will get fielowing options.

All: pastecell contents and formatting

- Formulas paste the formulas staying true to the absolute and relative references

- Values paste only the raw numbers Paste Spedial <™
- Formas: pastes only cell formatting Paste
Q)iAll All using Source theme
- @mments paSteS comments attached to thm-‘,‘ll, Formulas All except borders
but not the data Values Column widths
Formats Formulas and number formats
- Validation: pastes data validation rules for the Comments Values and number formats
Copied Ce”S Walidation All merging conditional formats
to the paste area Operation
- All using Sourceleme: pastes only theme of A —
original cells Add ohide
Subtract
- All except borders pastes cell contents and alll _
Skip blanks Transpose

formatting except the border linesurrounding the

original cells Paste Link oK l | cancel

- Columnwidths: pastes the width of a column (or
range) to another column (or range)

- Famulas and number formatspastes formulas and all number formatting
- Values and number formatspastes the raw numbers and number formatji

- All merging conditional formatspastes formulas, formatting and conditional formatting

Operation Options
- The Paste Special Operation option allows you to specify a mathentiation.

- Example: A1:A2 are copied onto B1:B2, using an Add Operation

A[BJC A[B|C
1.1 2 113
21214 |::>226
3 3

Other Options
- Skipblanks- Avoids replacing values in your paste area when blank cells occur in the copy area.
- Transpog - Changes columns of copied data to rows, and rows of copied data into columns.

- Pastelink - Links the pasted data to the active worksheet.
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A Note About the Ribbon

The images of Excel in this packet were copied from a wide screen maMitbithe widescreen the ribbon is
stretched across the window and | can see all the buttons. If you are working on a narrower window, Excel will
try to clump the groups together arttie layout may look a little differenfrom the ones shown here, but all the
buttons will be there.

oo e 5
Calibri BRIV W'y - EPwiap Text General - L E) ¢ | Normal Bad Good & =X B é:‘l‘l“jsum éY p

w7 © B
Paste - - CA- == - - » <g o Conditional Formatas| Neutral Calculation IZl ~ Insert Delete Format Sort & Find &
* formatpainter B L U™ 7 O A- === =32 EMegescener - § - % o S s T T Y @ cears

Formatting - Table - Filter - Select -
Clipboard 2 Font 2 Alignment 5 Number 5 Styles Cells Editing

Herewe can see how

the font group iS now Insert Page Lat FOrIas Data Review View Q Tell me whyou want to do. Sign in ,Q, Share
three buttonS h|gh, =J E‘t Calibri - 1iL ; - i % % General  -| [f& Conditional Formatting ~ Eﬂﬂlnser‘t - X -ir-

Ez~- B T U~- A A ===[- $-% » [EPFromatasTable-~ EXDelete - [¥]- O~
and how some of the | ™ o o 4 = 5l oo 3 Coll Styles - i Format- | @ -
buttons like Wrap Text Clipboard 1 Font 5 Alignment  m  Number & Styles cells Editing ~
have lost their text
labels.

FormattingCells

The most formatting options around onthe Home Tab All the optionsarein the Format Cells windowhis
contains several tabs to help us format the contents of our spreadshéegs. window can be opened by using
the = More Optionsbutton at the end of thd=ormat, Alignmentand Numbergroups.You can also use the
Keyboard Shortcut Ctrl-1 or chooseC 2 NJY | (i frém3He fright¢lick shortcut menu.

Font- Ribbon
1 2 3 4
1. Font-Sets the font of the selected cell(§onts are different ways v v v Vv
to show the same letters. Calibri -1 - A A
2. Font Size- Sets the size of the letters (the fonbarger numbers B I U- O - A~
give larger fontsYou can type a custom size into this baxcel will
allow you to use the numbers 1 through 409, including half sizes T T T - T i
5 6 7 8 9 1011

Increase Font Increases the font to the next Font Size on the list

Decrease Font Decreases the font to the next Font Size on the list
Bold—Makes the selected cell(Bpld. Shortcut keys are CtB and CtrR.

Italic — Makes the selected cell(&plicized Shortat keys are Ctl and Ctri3.

N oo o~ W

Underline—Makes the selected cell(E)nderlined Shortcut keys are Ctt) and Ctr4. The drop down
arrow lets you choose betweesingleanddoubleunderlines.

8. Borders—Adds and removes borders ftire selected cell(s)he drop down arrow will provide a long
menu of border possibilitieSo get to the dialog box for more control you can chob&NB . 2 NR S NA X

9. Fill Color—Changes the background colafrthe selectedcell(s).Bydefault,the cells havéNo Filt; this is
not the same as a Whitackground

10. Font Color-Changes the color of the font of the selected cell(s).

11. More Options— This button will open the Format Cetl@logwindow.
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Font- Format Cells Winde

- Fontsets the fonf the shape of the lettersf the ]
selected cell(shr text. Format Cels 12 e

‘ Number |AI\'gnment| Font ‘ Border | Fill | Protection |

- Font Styleoffers four optionsRegular]talic, Bold,

. Font: Font style:
BO|d |ta||C Calibri Regular
. i i Calibri Light (Headings) - g
- Sizesets the size of the letters (the font). d_ﬁi" 5| |rae
Adobe Caslon Pro Bold Italic
- Underlineplaces a line under the data. = -
Underline: Calar:
- Colorchanges the color of the font. ore [-] '~ | 7 ormal fort
Effects Preview
- Normal Fontwill reset the selected cells to the [ stethrouh
default valueswhich are set in the Excel Options|| = I —
- Strikethroughplaces a single line through the
Valueln the Ce” This is a TrueType font. The same font will be used on both your printer and your screen.
- Superscriptraises and shrinks the selected text,
used n text like 3*and X. (Superman goes up) | ‘
0K Cancel

- Subscriptiowers and shrinks the text, used in text
such as kD and HAC. (Subway goes down)

Border- Format Cells Window

By default, the gridlines around the cells of your spreadsheet do not print. If you would like them to print, you
can turn them on from the Page Layodtab;clickthe Printcheck boxunder the Gridlines option.

The Font group of #th Home Tab has a borddratton | == | -|. This button has multiple border options, but for
more customizationsyou can come to this window.

Line

You can choose a line style and a line color that you would like for your border. The line style/color you choose
will not be applied until gu choose a Preset or a Border option.

Presets

Farmat Cells B ﬁ

‘ Number Alignment Font ‘ Border | Fill |Protam’on |

There are three preset border options: None (no
borders), Outline (Top, left, right, bottom borders), an
Inside (inner borders). These will be created based o

Line Presets

the line style and color selected. Neme | :
None QOutline Inside

Border T I orer

. R — ! :
The Brder group does more than show a preview of - P T
the preset options, it allows you to choose to turn on ¢/ = - . D s rer |
off any border (top, middle, bottom, diagonal left, left, L1 ' !
center, right, diagonal right). Select the line style and 4
color and then click within the praﬂv window, or on The selected border style can be applied by licking the presets, preview diagram or the buttons above.

the actual border button to see the change. To turn of
the border, click on the border or border button again
or choose theNone option from the Presets.
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Fill - Format Cells Window

Bydefault, the cell background has no coldie Font

group of the Home Tab has a fill butt <* - . This
button has multiple fill options, but for moreontrol, you
can open the Format Cells Window

Background Color

The Background Color shows the same palette of col
we see on the Home Tab. Click ocodor to choose it
as your new background color.

a2 NB |/ #thechldr palette is not sufficient, you
can use the More Colors button. This will give you a
honeycomb of multiple color options. If you want to g¢
even deeper, you can choose@ustombuild a color.

Faormat Cells

‘ Number |AI\'gnment | Font | Border

Background Color:
Mo Color

O

Sample

Fill Protection |

Pattern Color:

Pattern Style:

Cancel

r
Colors

- Stand ard -

Colors:

e

Current

CAff 9FFSOGax

The gradient gives the cells more depth of cdlgrshowing almost a-3 | ..

D effect as it changes one color to another.

-
Colors

Custom

Colors:

Color madel:

Green:

RG
Red: o
]
Blue: 0

RLILINEY (LNIE R

Current

Fill Effects

Gradient

1 - 1 1 1 1 1
1 5 1 1 1 1
1 5 1 1 1 1 1

Patterns

A pattern allows us to put lines and hash marks in the background o
our cell(s). Along with the pattern that will fill in the background, you

have the ability to choose the Pattern Color.

1P

111

T 5

shading styles

() Horizantal

@ vertical

() Diagonal up
(©) Diagonal down

Sample

o ) o ]
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Alignment- Ribbon

1 2 3 4 5
1. Top Align-Vertically aligns to the top of the cell. vV Vv v
. . . . . === - [E’WrapText

2. Middle Align—Vertically aligns to the middle of the cell.

_ _ _ == = €& 3= Merge & Center -
3. Bottom Align— Vertically aligns to the bottom of the cell. T T T € = [ ergeT et
4. Orientation — Rotatesthe contents of the celo the ||| fonent . =

currently displayed option. 6 7 8 9 10 11 12

5.  Wrap Text-Displays contents on multiple lines within the edolumn width
6. AlignTextLeft—Horizontally #igns the contents to the left side of the column.
7. Center—Horizontally &igns the contents to theenterof the cell.
8. AlignTextRight—Horizontally #igns the contentso the right side of the cell.
9. Decrease Indent Decreases thepace between the text and the cell border Left, Right and Distributed

horizontal alignmats.

10. Increase Indent-Increases the space between the text and the cell bofdeLeft, Right and Distributed
horizontal alignments.

11. Merge and Center Joins selected (adjacent) cells into one cell and centers the réfdiiere is data in
more than ore cell, Excel will only keep the information from the upper left @¢le drop down arrow
offersafew more options, including Merge Cells and Unmerge Qdésge and Centewill merge the cells
from the rows and columns into one large célheMerge Acossoption will merge the cells across the
columns but not the rows.

12. More Options—This button will open the Format Cetlslog window to the Alignment Tab.

Alignment- Format Cells Window

Text Alignment

Horizontal: Bydefault, Excel has &eneralHorizontal Format, this means that Text is aligned left and numbers are
aligned right.

. . aormat Cells LEJ
- Fillwill repeat the contents of the cell as many |~ ¥
times as will fit within the width of the column. TR = —————
Text alignment Qrientation
- Justifykeeps the text even on both sides of the pormon 5] v c
cell, as afull justified" paragraph. g~ o = T B
i i i Bottom E| X Text N
- Center Across Selectionill center the text in the sty distributed ! .
first cell of across the selection of cells. Test contral = L .
Wrap text - Degrees
- Distributed spreads the text out such that text is :::,;k:lfi
as evenly distributed as possibléthere is only Fight o et
one word, this option will centethe text. Tet direction: =
- Justify distributedis available when you have
chosen a distributed Horizontal alignmefftyou
choose thioption, you will not be able to use an
indent with the distributed text. o] [ocone
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Vertical: By defaultExcek Vertical alignment is the bottowf the cell. There are four other options: Top,
Center, Justify and Distributed@op, Center, and Bottom are sefkplanatory.

Justified and Distributed vertical alignments will wrap your text so that the contents fit within the column width
and will plae blank space between the lines as necessary to have the words touching the top and bottom of the
cell.If there is only one line of text Justified text will remain at the top of the cell, Distributed in the Middle.

Thelndent: option only available withite alignments that offer (Indent) in the list.

Orientation
0 Text = ! . ientat
These tools allow you rotate your text within Orientation
180 degrees, from left side to right side, as wel + .
+" as arranging each letter into a single column. +
. . T

z When you change therientation, you the e || 1 R
r borderswill follow the slant of the text. w ||
i T For the least amount of distortion, try to stay .
; i with the 90°, 45°, 0245° and-90° values. + '
| T 2 g 0 = Degrees

Text Control

Text control
[ wirap text
[ shrink to fit
[] Merge cells

The text controls are toggle option$the box ischeckedthe option ison; if the box isblank,
the option is offlf a light gray check appears in the box, then some cells have the option ar
some do not; click once to turn on the option for all selected cells, and again to turn off for
selected cells.

- Wrap Textwill keep text inside its ownell by
creating multiple lines.

- Shrink to ft will reduce the size of the text such
that it appears smaller when the column is not

wide enough to show its true size.

- Merge Cellswill join the selected (adjacent) cells
into one celllf there is data in rare than one cell,
Excel will only keep the information from the

upper left cell.

General text

How now brow

Wrapped
Text

How now
brown cow

Shrink to Fit

How niotw brosen cow

Merge Cells

How now brown cow

Right to Left

This option specifies the reading order and alignment for different languages. Text is usually entered to the left
of the cursor;in somelanguagesit is expected to go to the right of the cursofhis setting will adjust the flow of

data, if your computer is set to the correct language.
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Number- Ribbon %

1. Number Format-Allows you to change the way numeric values are
displayed on the spreadsheéthe drop down arrow gives you a list of the | | General -
most common formats, includingMore Number Formatsption.

00 3

2. Curency Style- Sets the selected cell(s) to ti@irrency Stylehis style T T T
keeps the dollar signs on the left side of the cell, and the number on the umbgr y
right side.The drop down arrow gives you a list of other currency formats, 2 3 4 5 67

such as )XtXhe Euro (€

3. Percent Style- Sets the selected cell(s) to tiRercent Stylethis stylehas zero decimal placeseyboard
shortcut- CtrkShift%. This button can be reset throudPell Styleon the Home Tab.

4. Comma Style-Sets the selected cell(s) to tl@mma Stylethis style las a comma for every thousaadd
two decimal placesThis button can be reset through

5. Increase Decimal Increases the number of decimal places showing to the right of the decimal.
6. Decrease Decimal Decreases the number of decimal places showing to the right of the decimal.

7. More Options—This button wil open the Format Celtlialog window to the Number Tab.

Number- Format Cells Winde formatCas (2 e
Most of thecategorieshaveoptions for you to choose. romber | wgrmene || gom | sorcer |, em | eroesion |

For example, with &lumbercategory you decide how el ————— anele

many decimal places, if there should be a comma e a—

separation at every 1000, and how to display the bme pecmalplaces |2 IS

negative values. pecenage e e

Scientific
Text

Dates and Timeare numbers, if a date loses its format, Spedal
Excel will displaghe numericd representation of the

value.You can change it back to a date/time format from
the General drop down on the ribbon, or from the Date ¢
Time categaesin the Format Cells window.

MNumber is used for general display of numbers. Currency and Accounting offer specialized formatting for
manetary value.

There are a few Special formatisch asnclude Zip
Codes, Phone Numbers and Social Security Nusnlb
youtype in 3525551234, and if the cell has a Special

"Phone Numbeérformat the cell will display (352) 5'—35234.

. . . Sample
It is possible to create Custom Formdtsr example, if you wanted to create a 1934-5673
column of UFIDs, you may choose to create a customdbof 00060000. This
. . . . Type:
would ensure that akightcharacters are required, and there is a hyphen in the 2000-0000]
middle.If we type in 123, we will see 00@123. pET——
0—required number Em
. ##50
#—optional number 2,220.00
] ] #, #80_);(#,£%0)
; —designates format for negative numbers #,#£0 );[Red](#,#£0)
# #££0,00 (%, ££0.00)
[red] - change cair of text red :;*fﬁﬁ”jféﬂmid},g?**”-””}
s#,#0); Red](6%, #50)
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CellsStructures

There are a set number of cells within a Microsoft Excel worksheet. In the Ribbon versions (2@Q&ramiere

are 16,384 columns and 1,048,576 rows. As you insert and delete structures, you are not reducing the mumber o
cells, merely shifting where your data lies on the defined worksheet. Think about moving a painting around on a
wall. You arenot changing the wall, just the position of the painting.

Inserting

We usdnsertto make new cells, columns, and rows. Exeg¢émines what r SR
you are trying to insert based on your selection. If a full column is seleq "sert
Excel will assume you mean a full column and it will skip the Insert wing | j,cert

You can insert a cell, row, or column by doing one of the following: Shift cells right

E Press Shift Ctrl- = onthe keyboard (ctrl plus)
E orfrom the Hometab, in theCellsgroup, choosénsert
E oropen the Rightlick menu and choose insert.

Entire row

Entire column

x  To insert multiple at once, select the number of cells/rows/columns l S H Eanen)

you would like to insert and follow the steps above. L

x  The size and format of the new space is determined by the previous (above or left) row or column.

x  This will push the cells, columms, rows away to the left and down to make room for the new cells.

Deleting
We useDeleteto removecells, columns, and row&xcel determines what you- - \
are trying todelete based on your selection. You cdglete a cell, row, or | Delete 7 -

column by doing one ohe following: Delete

E Press Shift Ctrl- - on the keyboard (ctrl minus) 0%
E orfrom theHometab, in theCellsgroup, choosé®elete Shift ilr
E oropen the Rightlick menu and choose insert.

Entire row

. Enti |
x Todeletemultiple at once, select the number of cells/rows/columns yo e comn

would like todeleteand follow the steps above.

0K l | Cancel

x  This will completely remove the structure, formatting and all, and the |
rows/columns/cells will shift into this place.

x  If you only intended talelete the contents not the cells, undo and use the Clear Contents option instead.

View Freeze Titles

To keep the titles on the top and/or left side of the screen as you move F splt | O View Side by Side —
around the worksheet, you need to freeze them into place. You can fre — Lide “H
1 1 1t Freeze Save
the very first column, the very fII?S.t row, or fro.m your current position. If ez | - B
you want from your current position, everything above and to the left o Freeze Panes
the select cell will stay in place as you move around the worksheet. Yc 7 Keep rows and colums visble while the st of
. . R " " the worksheet scrolls (based on current selection).
will still be able to edit, the "freze" refers to movement only. Freeze Top Row
i . . . . " Keep the top row visible while scrolling through
You willfind this option on théV/iew tab, in theWindow group. Once the rest of the worksheet.
you have frozen your panes, you will have an optiobtdreezeto EEg Freeze First Column _
Keep the first column visible while scrolling
release the cells. through the rest of the worksheet.
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Cell Size (Row Height/Column Width)

You cannot resize one cell; the structure is dependent on the entire row and col ﬂJ
where it resides. The Row Height and Column Width settings can be found ( Fermat

the Formatmenu in theCells group of theHometab.

. . . Cell Size
Adjusting with the Mouse

When we resize ware growing away from the top left.

0 Row Height...

) ] AutoFit Row Height
To resize the column, place your mouse cursor between the lines of the col __

headings. The current column heading is in a box; all you need to do is resiz "1 column Wicth..

box to make it wider. Put your mouse along the rightsid the heading box until AutoFit Column Width
you see the resizing arrow pointing in two directions. Click and drag away fron Default Width...
column letter. When you let go of the mouse, the column will resize. Visibility
Al v| Width: 10.00 75 pixels) Hide & Unhide ¥
A L T D .
! Organize Sheets
1 | ?

. . . Rename Sheet
To resize the row, place your mouse cursor between the lines of the radimgs.

The current row heading is in a box; all you need to do is resize the box to m:
wider. Put your mouse along the bottom side of the heading box until you see Tab Color ¢
resizing arrow pointing in two directions. Click and drag away from the row num| protection

When you let go of the mouse, the row will resize.

Move or Copy Sheet...

&y Protect Sheet...
Autofitting (5| Lock Cell
You can use the option found on the Format menu, or place your mouse ct & | Eormat Cells
between the headings, with the twavay arrow to help resize, and doubdtick. The —
row or column should AutoFit to the largest data length within its structure.

x To resize multiplat once, select the cells you would like to fit and follow the steps above. If you are using
double-clickto auto-fit, the entire column/row structures must be selected.

Gridlines

Printing Gridlines

By default, the gridlines seen on the screen do pratt, so we often use borders to shovi
the boundaries of our cellsloweverborders get tricky, and does nottake much to have
them go awry. A better choice might be to have Excel print the gridlines. V| view | W view

Gridlines  Headings

You can find this option on the Sheet page of Bagie Setupwvindow, butit is easier to Print Print
find on thePage Layoutab, in the Sheet Options group. Fromhere,you can decide to| sheet Options
print the Gridlines and the Headings, as well as decide if you want to view them on the

screen.

Headingsrefer to the column lettes and row numbers.

Print Titles

=]

=
Print
Titles

0B 0CB= @

If you want your own custom titles, not theeadings use thePrint e
. . . argins Urientation 1Ze rn Breaks ackgro
Titlesoption on thePage Layoufab in thePage Setugroup. g g v Area~

Page Setup
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Shortcut Keys

There are many ways to complete tasks in Excel: using the menus; ustogltiee's; using the shortcut (right
click) menu; and using the keyboard shortcidere is a list of some of the keyboard shortcuts available in Excel.

CtrtA - Select All F1 — Help

CtrtB - Bold F2 — EditEnterMode

CtrkC - Copy ShiftF2 — NewComment

CtrkD  — Fill Down ShiftF3 — Insert Function

CtrktF - — Find CtrktF3 — Name Manager

CtrtG - Goto F5 — Goto

CtrtH - Replace F7 — Spell Check

CtrH — ltalicize CtrtF4 - Close Workbook

CtrkK  — Hyperlink Alt-F4 - EXxit Excel

CtrtL  — Create a LigTable Alt-Tab - Switch between Programs
CtrkN  — New Workbook CtrkTab — Switch between Excel Workbooks
CtrkrO — Open Workbook Alt-F — OpensFile Menu

CtrtP —  Print Alt-H — Home Tab

CtrkR  — Fill Right Alt-N — Insert Tab

CtrtS - Save Alt-P — Page Layout Tab

CtrkT  — Create a List/Table Alt-M - Formula Tab

CtrtU - Underline Alt-A — Data Tab

Ctrtv - Paste Alt-R — Review Tab

CtrtW - Close Workbook Alt-W - View Tab

CtrkX - Cut Alt-X — AddIns Tab

CtrtY — Redo Alt-F8 — Macros

Ctrkz - Undo Ctrl ~ — Formula View

Ctr-:1 - Format Cells CtriShiftF — Format Cells Window
Ctr:-2 - Bold CtrlAlt-Tab — Increase Indent
Ctr1-:3 — ltalicize CtrlAlt-Shift Tab— Decrease Indent
Ctr1-4 — Underline CtrkShift% — Percentage style
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Class Exercise

1 ookt - Excel

Page Layout Formulas Data Review View Q Tell me what you |

| & condit

= % - ca == =
D Calibri -|11 A A == % =¥ General
@) D - [P Format
Paste ¢ B I U-H- O-A- === B §$-%° %32 Bcasy
Clipboard =~ Font M Alignment &~ MNumber o
s @
A B C D F G H [

N TE RN R

e Sheetl @ 4
[

Ready [

- Vocabulary
1. An Excel file is called a Workbook.
A Each workbook starts with one worksheet, but can have hundreds of worksheets.
2. Ribbon broken into tabé Ho me , Il nsert, Page Layout ..)
A Tabs broken into group€lipboard, Font, Alignment)
3. Name box and formula bar
4. Columnd_ettered RowsdNumbered individualCells
A Columns of building, rows of chairs
5. Worksheet navigation buttondVorksheet tabs
6. Status bar
A Excébehaves differently depending on whahode' you are in

- Move aroundExcel

1. CtrkA

A Column XFD (16,382)columns- SET AMOUNT)
2. curkC

A 1,048,576 rows @-SET AMOUNT)
3. CtrkHome

A Always returns to the top

- Working area
1. Type the letter' A" in cell G12and press enter to accept
2. From theView Tab chooséage Break Preview
A If needed, close the pop up message
A Notice most of the area is grayed out, but yot
can still click in the cells .
3. Click way down in the limm right and type the letter | 22! Papge Break 13 custom Views
"A", and pressenter to accept review o
. I Workbook Views
A The print aresshouldsnap to that cell. Every
page in between Al and that last cell will be printed.
4. Move up one cell and preg®elete(If you use backspace you will also need to press enter.
A The print area should snap back into place
From the Workbook Views in the View Tab choNsemalview
Ctrl Home
7. Delete data in G12

D Page Layout

o o
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- Change Zoom
1. From the View tabglick onZoombutton to change to 200%,

2. Change Zoom Manually to 150%

3. Play with + & buttonson the zoom slider in the bottom right ofi¢ window
A See Pagd of this handout

4. Change Zoom back to 200%

5. CtrkHome

- Moving around
1. Use keyboard arrows to move up, down, left and right

2. Use enter and tab to move down and over
3. Use ShiffEnter and Shiffab to move up and back

- Selecting Multiple Cellsith the mouse
1. Drag mouse from middle of a cell diagonally across to another cell

- Difference between Tab/Enter and Arrows
1. Make a selection of cells (about three by three)

2. Use the enter key to move between the cells
3. Use the tab key

4. Use an arrow key
A Tab anl Enter will stay within the selected range. Arrow keys like the mouse, are
pointers. They point to a location. Enter and tab are meant for data entry, they
accept and move on.

- Selecting Multiple Cellsith the keyboard
1. Click in a cell, hold down tH#hift key andclick into another cell.
2. Let go of thexhift key and click anywhere to drop your selection.
3. Click in a cell, hold down tHhift key andat the same time use the arrow keys

- Entering Text (Enter Mode)
1. Inall lower case letterstype in cell B2
A Dbig city store
A Noticethe status bar will changas soon as yohegin to typefrom READY to ENTER

- Editing Text (Edit Mode) Name Box Cancel/Accept Formula bar
1. Doubleclick to"get insidé cellB2 = . X « f | BigCitysStore
2. Change first letter of each word to uppercase A B c D E
< . . 1
A Big CityStore 5 [Big Gty Store
3. Press CtrEnter to accept. 2

- Editing Text (Edit Mode)
1. Click inside the Formula bar, and notice your status is Bdiw
A TheCancelndAcceptbuttons between the name box and the formula bar are
available when you are in Edit, Enter, and Point nsode
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- Entering Text in Consecutive Cells
1. Typeincell C2
A sSale
2. Big City Store will be cut off by the Sale. If'y@in cell B2, you can look at the Formula bar
to see the true contents still read "Big City Store"

- Adjust Column Widths
1. We cannot change thez of one cellso we need to adjust the column

A Place your mouse between tlwwlumn headings B anda®d you will see the"‘l"
A Drag away from column heading B imake the column wider
A Dragtoward column heading B tmake the column skinnier
1 Make it soyoucan only see Big City
A Move back to the resize double arrow and doubliek on the line to AutBit
A Now, AutoFit Column C

- Copy and Paste
1. Copy Cell B2, notice tliashed lines, the marquee, around the cell
2. Paste into another cell, paste into anotherceth(pt e a f ew..)
3. Read the status bar, press enter to diimal paste

- Cut and Paste
1. Cut Cell C2, natice the cell does not delete, but we have a marquee
2. Paste into an empty cell
A Notice the original NOW disappears
3. Cut and PastéSalé back into C2

- Fill Handd
1. Take Fill handle from bottom left of cell C2 and drag it down two cells
A Creates two moréSalé cells
A Fill handle will be discussed at length in the next class
2. Click anywhere to drop your selection

- Moving Cells
1. Mouse over the edge of c&ll2until youget the arrovs
A dick and drag to a blank cétl move the cell contents

- Duplicating Cells
1. Pick up a cell as if to move it and hold down the CTRL key at the same time, move to an
empty cell. Let go of the mouse BEFORE the keyboard

- UseCopy/Cut & Paste dviove/Duplicate Cellto organize your screen
1. Move all the Big City Stores to Column B, RoWs 2
2. Move all the Sales to Column C, Rows 2
3. Delete all extras

- Move the dataset
1. Select all the data, move the mouse to the edge of the selection to get the arrow
2. Drag the whole block into columns D and E
3. Undo the move
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- Insert Columns

1. Rightclick on ColumiHeading Bchoose Insert

2. Do it again smow data lives in D & E

- Formatting Fonts wittHometab,

1. Seepage 8

2. Format FontCellD2)

3. Format SizeGellD3)

D E
2 | Big City Store | Sale
3 | Big City Store | Sale
4 | Big City Store | Sale
5 | Big City Store | Sale
6 | Big City Store | Sale
7 | Big City Store | Sale
8 | Big City Store | Sale

A Custom Sizing (size 15)
A Use Increase and Decrease buttons

4. Format Bold (D4)talics (D5) and Underline, Double Underline (D6)

5. Format Color (D7)
A View MORE COLORS
6. Edit Cell D8
A Doubleclick to"Get Insidé the cell
Doubleclick each word to format
Bold: Bigltalicize: CityUnderline: Store
Notice the text in the formula bar is nf@rmatted

> > > >

- Format Fonts with Format Cells window
1. Format Cell E2 usinigylore" Button
A Comic Sans, Bold, 14, Double Underline, Green

- Use Format Painter
1. Incell E2, click on the format painter
A Dashed Mrquee means we are copying
A Click on cell D2, all chandesppen at once
2. Try painter again, it turns off
A Doubleclick to Keep onpress Esc (escape) to stop
3. Change all cells to this font
A Cell D8 woti format, Delete

Format Column/Row
1. Click on Column Letter E to select whole column
A Change color to Red
2. RightClickon Row Number 4 to select whole row
A Change color to Blue
Format All

1. Click on blank gray square between Column A and Row 1 to select the whole spreadsheet

A Open the "more" fontsRormat Cells Window

A hooseNormal Fon{(Click the box as many times as negde show a check mark)

A Click OK to see the changes

Format Cells ? e

Number | Alignment ‘ Fant | Border | Fill | Protection ‘
Font: Font style: Size:

Calibri Regular 11

B Calibri Light (Headings) - | ETEE - 8 -

Calibri (Body) 3 Italic g 3

EAdube Arabic Bold 10

E. Adobe Caslon Pro Bold Italic
EAdube Caslon Pro Bold 12

B Adobe Fan Heiti 5td 8 = ~ | fua =
Underline: Color:

Nene [~] || ] nomai fort

Effects Preview
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- Click on the Plus sign next to Sheet 1 to cr&iteet 2

Ready =

Sheetl ©) 4

Zoom to 200%

1.

Starting in B2 type: B
B2 - Text 2 | Text
B3-123 s 123
B4-* 4 1"
5 1-Feb
B5-2/1

arwDn

The date changes to a differefurmat, but the formula bar shows that Excel assumed the
date was for the current year.
Notice the data is on different sides of the cell
A (text, number, textdate)
1 Texton the left
1 Numbers & Dates on the right

Alignments with Toolbar

1.
2.

Indent
1.

2.

Select Column B

Fromthe Alignment Group on the Home tab try the different alignments
A Left, Center, Right, None (Not left/not center/not right)

E& Wrap Text

|
NS
4

Bold and Underline BZiext

Select B3:B5

A Increase Indent
Decrease Indent Alignment &
Center Text, Increase Indent, pops back to the left

Decrease Indent

Right Align Text, Increase indent

3= Merge & Center ~

|
1]
(hl
Il

|

> > > >

Alignments with Menu

1.
2.
3.
4.

Delete
1.

2.

3.

Select albf @lumn B
Open the more alignments (format cells) window
Change the Horizontalption to Fill
Cliclf OK and see how the cell contents repeat
A Type into a cell in column B to see the changes
A Careful of ones like-or -=, Excelwill think you want an equation and will give you
an error message. If you want thgattern, you will need a single quote in frant

Column
SelectColumnB, press delete on keyboard
Type Ain cell B2 and Press enter
A Cell should repeaAAAAAAAAAA
A Delete on the keyboard erases the cell contents, not the formatting
Rightclick on column B and Choose DELETE
A Column will be physically removed, along with its formats
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Copy from another worksheet
1. Turnto Sheetl

A Selectthe firsttwo Big City Stores

A Copy
2. Tun to Sheet 2

A Paste into Cell B2 on Sheet 2

3. DO NOT ADJUST COL

UMN WIDTHS

Try cell alignments to see what happens when cell's not big enough

1. Left, center, right, none

Center Acros Selection
1. Select B2:F2
2. More Alignments

A Horizontal:Center Across Selection

3. Click OK

Center and Merge Selection
1. Select B3:F3
2. More Alignments

> > >

\

Horizontal:Center
Text Control: Merge Cells
Notice in the Alignment group, there is a

Format Cells

Number || Alignment ||

Font | Border

Text alignment
Horizontal:
> General
Vertical:
Bottom
Justify distributed
Text control
Wrap text
shrink to fit
T

Merge cells

Y

IEI Indent:
0

3

Merge and Center button

Copy 2 Big City Stores from Sheet 1
1. Paste into Cell B6 on Sheet 2

Shrinkto fit
1. Clickin Cell B6

2. Open format cells box, Alignment tab
A Text Control Shrink to Fit

3. Click OK

4. Adjust Column Widths wider, narrower

Wrap Text
1. Click in Cell B6

2. Open format cells window, Alignment Tab
A Text Control turn off Shrink to Fit

A Text Controturn

on Wrap Text

3. Adjust Column Widths so line goes through the Y in CITY
A Notice in the Alignment group, there is a wrap textton

Forced "Enter"

1. DoubleClick in Cell B7
2.

3. Press ALEnter to force
4. Repeat in front of Store
5. Adjust column widths
6.

Place your cursor in front of the word City

the text to th next line

The bottom of the formula bar can be dragged down to read multiple lines
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- Vertical alignment
1. Adjust the column widths so B6 and B7 match
2. Click in Cell C6, type Sale
3. Press enter or accept
4

In cell Cé¢change the vertical alignment
A The TopMiddle/Bottom are above the left/center/right buttons

- Text Rotation

1. In cell C6, click on th@rientation button to slant text
A Looks like an angled AB next to align bottom

2. Open Format Cells Window to view all ORIENDNToptions

- Click on the Plus sign next to Sheet 2 to cr&iteet3
- Adjust the zoom t@200%

- Decimal places

1. Incell B2 type:
A 1.928374650 and press enter
A This is not the number that shows
A Move back to that cell and see the true number in the status bar

2. Use the Increase Decimal button to show the original number

- Too many digits ###H#H#HH#H
1. Resize the column to half its current width

2. Notice the number is still in the formula bar, but the cell displays hashtags. This means the
cell is too skinny to display ttall number.

3. Doubleclick between the column headings to auto fit the cell contents

- Format numbers buttons

1. Use the Decrease Decinimltton until there are no decimals showing
Click on the Dollar sign button

2
3. Click on the Percentage button
4

. Format Cells
Click on the&Comma style button
A Edit cell, remove decimal place, Number | Alignment Font Border F
Accept Category:
5. From the drop down list in the number General ~ | sample
group, click General to remove all formatting | | | turens
Accounting Type:
. Dati -
- Format Special Numbers Time Zip Code
Zip Code + 4
1. From the corner of the number group choosq | | | Zercenade Phone Number
the More button Scientific
. . . Text
2. Click on the different optios
A Special> SSN Custom ) _—
L, . Locale (location):
A CIICk OK English (United States)
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Click on the Plus sign next to Sheet 3 to cr&iieetd
Adjust the zoom t®00%

Fill in data selection

1. Select B2:D4
2. Enter numbers D, press enter to maintain the selection
3. Press delete to clear what you typed
4. Make sure youstill have your nine cells selected

A Type the number 1

A press CtrEnter to accept

1 This should enter a 1 into all nine cells at once

5. Centerthe numbers

Format Background Colors

1. While the values are still selected, click on the fill bucket in the Font group

2. Open the menu and hover to see a preview of choices
3. Hover over the white

A No gridlines
4. Choose No Fill

AddBorders

1. Click on the borders button in front of the bucket in the Font group

2. Choose ALL BORDERS
3. Return to the fill and find one you like
4. Click outsie the select to see the result

Custom borders
1. Select the dataseB2:Dj
2. From the Borders drop down, choostore Borders
A Pick a line, pick a color, pick a locatiorput the lines
3. Click Ok and click outside the selection to see the results

ClearFormatting
1. Select the entire sheet (space above Row 1, left of Column A)
2. Inthe editing group on the far right of the Home Tab, look for the
Clear button
3. Choose Cleat Clear Formats

Format Fill

1. See Page 10

2 AutoSum ~ AY
[¥] Fill - z ;

_ Clear~

Sort & Find
Filter » Seled

¥ Clear Al

B Clear Formats
Clear Contents
Clear Comments

Clear Hyperlinks

2. Select the dataset (B2:D4)
3. Citrk 1, or rightclick Format Cells
4. Turn to the Fill Page
A Fill Patterns
A Fill Effects

Center Vertical

Close, Dot save

Horizontal
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