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1 Five Ways to Hide/Show the Full Ribbon Menu
There are five ways hide and show the full ribbon menu.

1. CTRL+F1 (it is a toggle - on/off)

2. Double click on any ribbon name (it is a toggle too)

3. Right-click on the ribbon name and choose Collapse the Ribbon (it is a toggle again)
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4. Use the Ribbon Display Option icon (all the way on the top right of the screen) and select you option
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5. Use the Collapse Ribbon Icon.

Home  Inset  Pagelayout  Form | me what you want to do Isaac Gottlieb 3 Share
2= Corrections = jm, Compress Pictures Border - Bring Formard S ol [od TN el o
Remove M Color - &., Change Picture b Effects * Send Backward - #
o . Crop 1
Background = Artistic Effects - % Reset Picture - Layout * Selection Pane A 5 e 158
Adjust : Amange . B
Picture 1 - J2 Collapse the Ribbon (Ctri+F1)
Need a e? Collapse
A 8 C D L M N y the tab names
13
B

2
isaacgottlieb@gmail.com



mailto:isaacgottlieb@gmail.com

Dr. Isaac Gottlieb

2 Insert Header and/or Footer

Go to the Page Layout tab and click on the more icon in the Page Setup group for the Header footer

menu.
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3 Get the Function Menu

When you are typing the function, use CTRL+A to get the menu.
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VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])
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Or

Click on the Fx icon next to the formula bar.

Page Setup
x «@ =VLOOKUP(
C D S F G
Insert Function
|
Function Arguments ? X
VLOOKUP
Lookup_value | Bl = any
Table array Pl = number
Col_index_num " = number
Range_lookup P = logical

Locks for a value in the leftmost column of a table, and then returns a value in the same row from a column you
specify. By default, the table must be sorted in an ascending order.

Lookup_value is the value to be found in the first column of the table, and can be a
value, a reference, or a text string.

Formula result =

Help on this function Cancel
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4 Show the Status Bar

Right click below the sheets’ names to show the Status Bar.
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5 Remove Duplicates

To generate a list of unique names from a large list go to Data and click on Remove Duplicates
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Delete duplicate rows from a sheet

A B C D E F G H | M

You can pick which columns should
be checked for duplicate

information
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6 Eliminate Links

On the Data ribbon, click on Edit Links and use the menu to break the links.
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7 Format Painter for the Entire Sheet

1. Click on the Select All button of the worksheet that contains the preferred formatting.
2. Click on the Format Painter button.

3. Click on the sheet tab for the sheet that is to receive the formatting.

4. Click on the Select All button in the new sheet. All of your formatting has been assigned!

H ©- e 2 = : Excel Tip of the Month June 2014 -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER POWEF
- ——

0 Ex’ Calibri i <A A === ®- »r- EeWrapTet General
iy -

Paste « B I U- i+ O A === &Es= EMerge&Center -~ $ 9% v 51N

Clipboard = Font [ © Alignment [ Numbeér
D24 - I

O B C D E F G 1 J K

2

4
5

6

7

isaacgottlieb@gmail.com



mailto:isaacgottlieb@gmail.com

Dr. Isaac Gottlieb

8 Food Conversion Table

For the convenience of you who cook or bake you can use this conversion table on the Conversion Table
sheet

I w = w “ ' ~ i

Enter .
Result in
number
Cup Gram Ounces Cups Grams Ounces Tablespoon
whole-wheat flour 125 4.4 1 125 441 Flour
Sugar 200 7.1 1 200 7.05 Sugar
Packed Compressed brown sugar 225 7.9 1 225 7.94 Salt
Butter 230 8.1 1 230 811 Dry Yeast
powdered sugar 120 4.2 1 120 4.23 Butter
Ground nuts 110 3.9 1 110 3.88 Baking Powder/powdered su;
Chopped nuts 100 3.5 1 100 3.53 Chopped Nuts/Almonds
) Long Grain Rice 200 7.1 1 200 7.05 Gelatin Powder
Rice 210 7.4 1 210 741 Honey
! Honey/Maple Syrup 320 11.3 1 320 11.29 baking soda
} o jam, jelly 320 11.3 1 320 11.29 Corn Flour
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