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Arranging windows

Microsoft Excel 2003

Arranging windows may be helpful when you have multiple workbooks opened and you wish to compare them.
Note: This is just a viewing method and it will NOT combine workbooks.

For example, there are currently three workbooks opened; Alarm.xls, Bank.xls, and Communication.xls.
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1.  Window > Arrange (Note: You can use menu from any workbooks opened.)
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Tip: Closing window arrangement
When you wish to go back to the normal view, double click on the title bar, i.e., where you see the file name.
For example, if you wish to view Alarm.xls, double click on any part of the title bar.
(Note: This way will prevent clicking on the Close button (x) rather than the Maximise button accidentally.)
Title bar
S Ele  Edit Wew Insert Format  Tooks Data  Window  Help Type a question for help
HRNEA= I NN AR RN R AR N A 0N Er L | 7 Bt ot B LS L, B 2| Yo Reply with Changes. ._End Revizw... il
ol 20 2| B 2 U|===F8]8 % » u% e
057 - =
‘g E] Communications. xls g@ o
3 B | c [ D = 1 = 1 1 = 1
b | I || 11
i 12| L2
2l 2 Free at Las1 | 5] E
;="' I Communications Servic 4 4
il (i 5] 5
\' | 5 | 2003 Sales 1B | |5 |
| 6 | (71
7| January February March L7 June Tncome and Expense: | /|
03 || Jon Allen $ 10256 § 12879 § a5 |5
O || -2 Maria Consuelo § 11348 § 21487 § 258 ||| 9| Income Expenses N
|10 |Su Li Macado § 10987 § 11997 5 95 ||[10] Bragwille & 51,789 | $ 12,998 [§ | g
211 Tony Jackson § 2560 § 21864 § 195 = |11 CosssHill & 40863 & 11,947 & |G | Julee Watts 21/07/1999 § 1153 $11.9812 § 12C
Uiz || 12 |Katie Wilson 5 20154 & 22321 § 183 []42] EHiersievee ¢ 44,978 % 12,947 | § [ 10] Biyan Gold 1/01/1997 § 1188 §124740 § 124
A3 Jennifer Flynn § 10254 § 9967 [ § 8I |[13 Mulderbity ¢ S2,379 | ¢ 11,547 § |11 Tenisha Allen 3/05/1997 § 1094 $11.4870 & 114
o ||14 | ChiLyn Cheng 5 32457 § 18214 § 2490 | 12 Carlos Naquez 21/10/1996 § 11.27 $11.8335 % 11.E
i 15 | Antonio Bendera  § 18345 § 10254 | § 9% (|14 § 199,009 | § 49,439 |§ |5 Tony Diaz 4/08/1998 § 1097 §11.4098 § 114
(]S 16| 1151 (14|  Katie Brown 8041999 § 1163 $120952 $ 121
] HE | 15
| 18| January February March 117] |16 |
& <1113 |Total Sales § 139450 § 128693 § 1322% || 18] 17|
aell20] | 19] 18]
.|| 21 Total 2000 Sales |20 KEl
=== |21 Bl
=3 =2 571
=24 B, 1z
=) 25 | [ [22] =
= l4 « v wlsheet1 {sheetz £ sheeta < | | @l W 4 » M)\ Sheetl f sheet2 f sheet3 / 4 4+ nhSheetl {Sheets fSheets /
Ready UM

Page 2 of 2

Produced by Massey University Library Information Commons




