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Excel Ribbon Tip

How familiar are you with the Excel Ribbon? This Excel Tip will help you
understand how it is organized so that you can easily find and execute
commands.

The Excel Ribbon is your primary way to access most of Excel’s commands. The
purpose of the ribbon is to provide quick access to commonly used
commands. It is at the top of the Microsoft Excel window as shown in the
screen shot below.
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The Ribbon has four parts: Quick Access menu, Tabs, Groups, and Commands.

The Quick Access menu is at the top of the Ribbon. The Quick Access Toolbar
in Excel is a customizable toolbar that contains commonly-used Excel
commands, as shown in the screen shot below. It contains a set of commands
that are independent of the tab on the ribbon that is currently displayed. By
default, the Save, Print, Undo, and Redo commands are in the Quick Access
Toolbar.
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You can add new commands as needed as described on the next page. This
will save you time when executing your most commonly used commands.

Continued on the next page
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Customizing the Quick Access toolbar is easy to do. First click on the drop-
down arrow to the right of the toolbar. You can now check/uncheck any of the
popular commands. Or click on More Commands to see the full list of
commands.
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The screen show below shows the options available for adding more
commands.
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Tabs organize related groups of actions/commands together. In the screen
shot below, notice the Home tab. It is divided into Groups including Clipboard,
Font and Alignment.
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Command Buttons within a Group allow you to perform actions or open
menus with further related actions. Each button, or icon, on the tabs provides
one-click access to a command.

Some tabs, toolbars, and menus come into view as you work. They are known
as contextual because they contains commands related to what you are
working on. For example, in the screen shot below, a cell in a PivotTable was
clicked. That caused PivotTable Tools tabs to be displayed.
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You can minimize the Ribbon to provide more space for data. Just right-click
anywhere on the Ribbon or any of its buttons, and select Minimize the Ribbon
from the menu.
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To display the Ribbon again, right-click any anywhere on the Ribbon or any of
its buttons and uncheck
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Need Help? Contact Us

Wouldn't your business benefit from implementing our expertise in high level
data analysis? Talk to us about how we can help you improve your business,
saving you time and money. Info Express Virtual Business Consultants offers
Excel data analysis services, Excel coaching, and Excel one-on-one or small
group online training as well as other services. See the website for a complete
list of the ways we can help you - InfoExpressVBC.com. Please contact us at
(561) 289-9484 or sharon daniel@att.net to discuss your needs.
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