Learning Objectives

After completing this chapter, you will be able to:

(
Describe the different components of the application and workbook windows

(
Select commands using the Menu bar, toolbars, and right-click menus

(
Enter text, dates, numbers, and formulas in a worksheet
· Edit and erase cell data

· Use the Undo and Redo commands

· Start a new blank workbook

· Save, open, and close a workbook

