MS Office Excel 2003 Basics

Accessing Excel

Click on the Start menu.
Mouse over Programs.
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Click on Microsoft Office Excel 2003.
A new Excel workbook will appear. The workbook contains three sheets. Begin

entering your data in the top worksheet. The sheets are called Sheetl, Sheet2, and
Sheet3; the tabs to navigate to each sheet are shown at the bottom of the Excel

window.

Saving an Excel document

1. Click on the File menu, scroll
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Opening an Excel document

1. Click on the File menu, scroll
to Opené and click.

2. The Open dialog box will Open PIX
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4. Click on the file that you want
to open.
5. Click Open.
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