These sheets can be colour coded to help with clustering
items such as Sales ( Blue) Purchases (red) Salary (Green)
Etc

To action this, place your cursor on the tab and right click this
menu is then displayed

Insert...

Delete

R.ename

Mawve or Copy...
Select All sheets

| Tab Calar, ., |I

Gl Wisw Code
Sheetl ' STTEELE [ SEEts 7
Click tab colour to bring up the colour tools

s 4 Purchases




Managing Workbooks With The Open Command

It is easy to open, copy, move, rename, print and delete files
without leaving Excel using the Open command.

1. Select the file that you want to work with and click the
file name using the right hand mouse button.

Open H
Look, in: I 1 OFfice of Fair Trade j @ A R * Tools -
M ame | Size | Tupe | todified -
ﬁ sﬁﬂ % copy screens 1KE  Microsaft .. 23-01-03 101
Histary ] ~$ Hang manager 1B Microzoft .. 23-01-0310::
] ~4rd Manual %P 26012003 version 3 1B Microzoft .. 26-01-03 08:2
‘ 5T ExCEL M oy 20013 KB Microsoft .. 28-01-03 112
m .-’-'-.utu:u Cormect O - 24KB  Microzoft .. 23-01-0314:¢
My Documents @.ﬁ.utu text S0 Open I2EB Microzoft . 23-071-03 15::
.-’-'-.utu:u bet settin Mew J2KEB  Microzoft .. 23-01-0314:2
ﬁ .-’-'-.utu:ufu:urmat sD Print 33KE  Microzoft .. 24-01-03714:%
% Borders S0 Scan with AVG 24KE Microzoft .. 24-01-0315:1
Deskkap Bullzt: and mur J4EB  Microgoft . 24-01-03711:F
Clip &t 5D Send Lo ' E4KE  Microsoft .. 24-01-0309:
ﬁ Copy 5D Cut FKB  Microsaft .. 230103132
- I Encel S0 Smar Copy 54k Microgoft ... 24-01-03 03:C
TS Final version F 12003 I47HE  Microsoft .. 28-01-0310:3 =
*:I Create Sharkcut | LIJ
Delete
é File narne: I_ Eename j Open |+
web Folders o of bpe: 2l Properties j Cancel |




Clearing A Cell

If you wish to erase all of the contents in a cell and leave the
cell blank, first select the cell or cells to be erased and then
either press the DELETE key on the keyboard or choose the
Edit Clear command. If you use the DELETE key, only the
cells contents will be deleted, the formatting will remain.

If you have chosen the Edit Clear command, select from one
of the options listed below:

Edit | Wiew Imsert Formak  Tools  Daka  window  Help

&7 Undo Typing '555555' in E17  Chrl+2 % ¥ - %l [H_:"E
L3 Repeat New Chrl+Y
£ ocut Chrl E | F |
Copy Chel4C
@ Office Clipboard...
2 Paste Chrl+y
Paste Special...
Fill »
Clear k All
Delete. .. Formats
Delete Sheet Contents Dl
Mowve or Copy Sheet, ., Camments
dh Find... ChrH+F
Replace. .. Ckrl+H 555555

Go Ta,.. Chrl4+13
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