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MS Excel 2010 tutorial 3

	1. MS Excel 2010  Tabs
The Ribbon
Understanding the Ribbon is a great way to help understand the changes between Microsoft
2003 to Microsoft 2010. The ribbon holds all of the information in previous versions of
Microsoft Office in a more visual stream line manner through a series of tabs that include an
immense variety of program features.
Home Tab
This is the most used tab; it incorporates all text and cell formatting features such as font and
paragraph changes. The Home Tab also includes basic spreadsheet formatting elements such as
text wrap, merging cells and cell style.
Insert Tab
This tab allows you to insert a variety of items into a document from pictures, clip art, and
headers and footers.
Page Layout Tab
This tab has commands to adjust page such as margins, orientation and themes.
Formulas Tab
This tab has commands to use when creating Formulas. This tab holds an immense function
library which can assist when creating any formula or function in your spreadsheet
 


	2. Data Tab
This tab  allows you to modifying worksheets with large amounts of data by sorting and filtering
as well as analyzing and grouping data.
Review Tab
This tab allows you to correct spelling and grammar issues as well as set up security
protections. It also provides the track changes and notes feature providing the ability to make
notes and change someone’s document.
View Tab
This tab allows you to change the view of your document including freezing or splitting panes,
viewing gridlines and hide cells.
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