Second Level / Microsoft Excel 2010

Lab 6: Searching for Help

Searching for Help

Searching for help is easy — just type something into the search bar you are looking for and
press Enter. After a moment, any results Excel thinks are relevant will appear in a list. Click

one of the topics in that list to view information on the topic.

For example, if you search for “formula” (while connected to Office.com) you should get search

results that look something like this:
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downloads | images | templates

Search results for: formula

Quick start: Create a formula
Formula compatibility issues

Overview of formulas

eplace a formula
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£ | Formulas are equations that can perform calculations, return i...

Formulas are equations that can perform calculations, return i...
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Click the pull-down arrow beside the Search command for more search options:

R Search

Q CcnteTn%from Office.com
" All Excel

Excel Help
Excel Templates
Excel Training
Developer Reference
& Content from this computer
Excel Help

Developer Reference

Online Help vs. Offline Help

There are two versions of the Help file: online and offline.

Online Help requires an active Internet connection. When available, all searches for Help are
directed to Office.com, the online portal for all Office programs. The Help topics retrieved via
Online help are considered the most up-to-date should there be a program change to any of the
Office programs.

Offline Help refers to help content on your computer (called “local” content). It may not be
completely up to date, but it will always be available.

To switch between the two modes, click the connection icon in the status bar and make your
choice:

O Cornnected fo VOffirce.com l l
Connection Status:
<" Show content from Office.com

Show content only from this computer

@ Explain these options...
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Using the Table of Contents

If you would prefer to navigate through the Help file using a more traditional method, click the
Table of Contents (TOC) button (<#) on the Help toolbar. Your Help screen will then look like
this:

©) Excel Help | &
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Table of Contents X | HelpandHow-to -
& Getting started with Excel -
posige <08 T s o
@Access:buhty (n[w N Ice piceatoldbil e U b'nS
& Activating Excel downloads | images | templates
l‘; Getting help

@ File conversion and compatibility

& Customizin 3 3 ;

L4 g Getting started with Excel 2010

& File management

lVWorksheets . . =
= * Getting started with Excel 2010 T
._-g/rcharts . | ‘ 2

> ; = ‘ e, * Use sparklines to show data trends

@ Collaborating on worksheet data ‘ - y

> J * Use slicers to filter PivotTable data

._-\‘/rConditionaI formatting » Koyhidaid shorléiits
l.g/ Filtering and sorting

@ Forms and controls
@ Formulas Browse Excel 2010 support
& Function reference
l@Analyzing it * Charts * Getting help —
& Importing and exporting data * Customizing ® Getting started

@Printing * Formulas * Macros

& Security and privacy * Function reference ®* Worksheets

lv/ Validating data

@ Macros = see all

All Excel | | @ Connected to Office.com

From here, you can do one of two things.
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One thing you can do is to click items in
window:

the TOC to see the articles on the right side of the

7~

@Collaboraﬁng on worksheet data
@/ Conditional formatting
@/Filtering and sorting
@/Forms and controls
@Formulas
@Function reference
@Analyzing data /
QSQL Server Data Mining Add-ins
@What-if analysis
(@) Define and solve a problem by
QCalculate multiple results by using a ¢/~
eProject values in a series
operform statistical and engineering ar
oUse Goal Seek to find the result you
OIntroduction to what-if analysis
\:“Q/PivotTable reports —

& Importing and exporting data

ElCJlOffiE_é Search Support

’Solver

~
Excel Hel — v I = ™5
9} PR p —_— ‘1 e F e
formula + P Search ~
Table of Contents X' | Excel2010 Home > Excel 2010 Help and How-to > Analyzing data > What-if analysis
g nans =

‘é

B ong |3

downloads | images | templates

Define and solve a problem by using

Solveris part of a suite of
commands sometimes called

+ Show All

what-if analysis tools. With Solver, you can find an optimal
(maximum br minimum) value for a formula in one cell — called
the objective cell — subject to constraints, or limits, on the
values of other formula cells on a worksheet. Solver works with
a group of cells, called decision variables or simply variable
cells, that participate in computing the formulas in the objective
and constraint cells. Sclver adjusts the values in the decision

./ Gl variable cells to satisfy the limits on constraint cells and
@/Prmhng .

: . produce the result you want for the objective cell.
@/Secunty and privacy

Pl — | » || Note Earlierversions of Solver referredto the objective cellas .
All Excel |

| @ Connected to Office.com
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When browsing the Help file, click items on the right side to see their relation in the tree
structure of the TOC:

§
@) Excel Help | B

D-RH0 @MU e | g

formula v L Search ~

Table of Contents X | Excel 2010 Home > Excel 2010 Help and How-to > Accessibiity -

._'\q/vGetﬁng started with Excel - 9 e _ _ =

(Jj Accessibility L’JD.Oﬁ:lce search Support e bing
gAccessibiIity Checker
eAccessibiIity Features in Microsoft Office
gAdd alternative text to a shape, picture, .
@ Kevboard shortuts in Excel 2010 4™ Keyboard shortcuts in Excel 2010

gUse access keys from Office 2003 in Ribb

[

downloads | images | templates

QUse the keyboard to work with Ribbon pr This article describes what Key Tips are and how you can use
gUse Windows to make your Office experi them to access the ribbon. It also lists CTRL combination
Qwhat happened to speech recognition? shortcut keys, function keys, and some other common shortcut

&3 Video: Find and fix accessibility issues in ¢ keys for Microsoft Excel

To navigate through the table itself, simply click on topics to expand them, and then click the
link to view the topic.

MFormulas Use ActiveX con

w Calculating dates 08
L 4 g Create applicati
k‘\(/Correc'ﬁng formulas

() Creating formulas Use form contrc
Break a link to an external reference )

0 Work with the Si
echange formula recalculation, iteratic
QCombine twg_or more columns by usir Create new sha

(@) Count nonblk cals
O3 Connt unian SoMbine two or more columns by using a function

Here is what the different icons mean.

Closed Book ““ Click the book to expand the list of topics.
Open Book W Click the book to collapse the list of topics.

Help Topic @ Click the title to view the help topic.
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Getting Help in a Dialog Box

Some of Excel’s features are accessed via dialog boxes, which we haven’t really discussed
yet. However, you should know that in some dialog boxes, you will see a help icon in the top
left hand corner. Click this question mark to see specific help on that to

-~

<
Format Cells

-5

Fill I Protection Help

Category:

Genea  PUNEET

Number

Currency

Accounting General format cells have no spedific number format.
Date

Time

Percentage

Fraction

- -
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