
scroll bar: sliding par found 

s__.__TOI T ODUCIO 

IMPORTANT along the right side and bottom 
of the screen, allowing you toVOCABULARY see parts of a long worksheet. 

TERMS 

When you place your pointer over the buttons on 

any of the toolbars, you will get a small pop-up 

label indicating what that button does. We wi,1I use 

many of the tools on the Standard and Formatting 

toolbars throughout this book. If you do not 

see either of these too/bars, you can click View 

and then click Toolbars. You will see a list of all 

available toolbars. Click the one(s) that you need. 

HINT 
To find out what each button 

on the toolbar does, place your 

mouse pointer over the button. 

You will see a little box appear 

telling you what that button is 

used for. 

TIPS 6TRICKS 
Another way to display any missing 

toolbars is to right-click in the light 

blue area atthetop ofthe screen. You 

will see a list of all available toolbars. 

Click the one(s) that you need. 

There are two scroll bars on the Microsoft Excel 

window. One is located along the right side of the 

screen, and the other is located along the bottom 

of the screen. When you have a lot of information, 

you can drag the button on the vertical scroll bar up 

and down to see other parts of the worksheet. You 

can also dick the up or down arrow on the scroll 

bar to move throughout your worksheet. You can 

drag the button on the horizontal scroll bar left to 

right to see other parts of the worksheet. 

NOW YOU TRY IT!
 
Take some time to explore the Standard and
 

Formatting toolbars found across the top of
 

your screen. Place your pointer over each but­


ton and find out what each button does.
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