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@ Creating Hyperlinks

When setting up your Excel workbooks, it is possible to incorporate text or graphics that will
behave as hyperlinks. When a user clicks on a hyperlink, it can be configured to:

» take them directly to another Excel file or a specific Web page on the Internet/Intranet
» take them to another sheet in the workbook
» create a new mail message headed-up with a specific recipient's address

e create a new blank document

To Create a Hyperlink

1. Select the text or the object you want to set up as a hyperlink.
Menu: Select the Insert, Hyperlink menu option.

B Click on the | %& Hyperlink button shown on the Standard toolbar.
[CTRL] K
The following dialogue box will be displayed. /..

Inzert Hyperlink |

Link, ko Text to display: |Currency Converter ScreenTip,.. |

Type the file or Web page name:

[
Cr select from list: Browse For:

Recent htkpe f v, lastrinube co,ukf - Eile... |
B http: isites, stockpoint, com/ukinvest fourrencycalo =

Files http: s, yahoo) web Page. ..

Rkkpe v Freeserve, oo, uk)f

Place in This Browsed  |http: s, beeb,co,uk)
Dacument Pages
Inserted

L =

E-mail Address

(] 4 | | Cancel

Select which type of link you want to create by selecting one of these 4 icons
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@ Creating Hyperlinks

../ To Create a Hyperlink

2. Specify the type of link you want to create by clicking on one of the 4 icons shown in the
link to box.

» Existing File or Web page: If you select this option, enter the web address into the
Type the file or Web page name box, e.g. http://www.lastminute.co.uk

» Place in This Document: If you have selected this option, you will be able to select
from a list of displayed sheet tab names or range names.

» Create New Document: If you select this option, specify the folder path and name
for the new document.

* E-mail Address: If you select this option, enter the e-mail address and subject that
you want to automatically appear in the message header of the e-mail when this
hyperlink is selected.

If you need any additional help, click on the [Z] button shown in the top right corner of
this dialogue box and then click on the option for more information.

3. Once all options have been set, click OK.
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Exercise 9-1

1. Open the Rates Table workbook held in the Excel 2000 Intro Exercises folder.

2. Follow the instructions below to set up a text hyperlink that will link directly to a page on

the

Internet.

Click on cell A13 so the hyperlink is associated with the text Currency Converter.

C |

A | B
1 | Currency Exchange Rates
2
3 |Currency Yalue of the £
4
B |USDollars 1.64
B |French Francs 8.13
7 | Germary D 2.3
8 |Australian Dollars 2.145
8 |Belgium Francs 49.05
10
11 |*'esterday's rates
12
13 |Currency Converter !
14
— Click on the |'&

details as shown below.

Link to: Text to display: ICurrencv Converter
S Type the file or Web page name:
p
rg Ihttp:,l',l'sites.stackpaint.cl:nm,l'ukjnvest,l'currencycalculatnr.asp
FIERES Oy select From list:
Page -
btk fuaana, lastminute, co,uky
Ei IE‘_'IEEE”': http:jfsites, skockpoint, comyukinyesticurrencycalc:
= lEs itk freaein, wahioof
hktp:f fvnan, Freeserve, co.uky
Place in This Browsed  [hkkp:) e, beeb, co,uk)
ClEEurmEn Fages http: ) feaean, knowledgepool, com/
btk f fenana, netg. oo, uky
Inserked  |ww.netg.com
% e http:f fvnann, mediacorp, co,uky
http:  fuaan, digital-imaging. netf

E-

Insert Hyperlink

Click for last
minute holidays

Hyperlink button shown on the Standard toolbar and enter the

Click on this button and then...

ScreenTip,.. |

...type in this WEB address

Browse far: http://sites.stockpoint.com/uk

invest/currencycalculator.asp

= File... |
\eb Page...

=l [ ]

mail Address |

0]4

Cancel |
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== [EXercise 9-1

— Click on OK and the link will be set up.
You will see the text appear in blue with an underline. If you have a direct link to the
Internet, when you click on the Hyperlink a currency converter Web page will be
automatically displayed.
3. Draw a sun onto the worksheet as shown below.
— If necessary display the Drawing toolbar and then select the Sun shape as shown

below.

11 |*Y'esterday's rates

12

13 ,‘3"33 Lines r |

~a] Copnect b

14 onneckors O/

15 H Basic Shapes k <>

16 B, Block Arrows y OAD

17 g.:. Elawmchart » - {:} R

::g %3 Skars and Banners k 6 @ @ D

20 %b Callouts » @ i

|44 [» M4 Currer ﬁ Mare AutoShapes. .. T ™G -
J Draw = [z (% |.ﬁ.gt|:15hapes = w [ ™[ {Sun|: O -
Feady ()47

— Click and drag to draw the sun on the worksheet and colour it as yellow.

A | E | C
1 |Currency Exchange Rates
2
Click for last
3 |Currency Walue of the £ minute holidays
4
B |US Dollars 1.64 Ky ﬁ <7
B |French Francs 813
<( )=
7| Germarny DM 2.39
8 |Australian Dollars 2145 A v 8
8 |Belgium Francs 449,05
10

4. Right click on the sun image and using the Hyperlink option, create a hyperlink to the
Web page http://www.lastminute.co.uk

5. Click on a blank area of the worksheet and then click on the sun image to see the
hyperlink work.

6. Save the changes to the document.
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@ Saving a Workbook as a Web Page

If you would like others to be able to view your Excel workbook using an Internet Browser
such as Internet Explorer or Netscape Navigator, you can save it as a Web Page.

Once you have saved your workbooks as a Web page you could transfer it to your company's
Intranet or upload it to the Internet for others to access. Once the workbook is saved as a
Web page anyone using an Internet Browser will be able to look at the document without the
need for Excel.

Web Page Preview

If you would like to see what your workbook would look like as a Web page, you can use the
File, Web Page Preview command. After a few seconds, your workbook will be displayed
within your Internet Browser application.

3 C:A\WINDOWSATEMPAE xcel\R ates Table_htm - Microsoft Internet Explorer

J File  Edit “iew Favortesr Toolz Help |
- _ = D | D E 4| B 5 .7
Eamh: Farand Stop  Refresh  Home Search Fawortes  Histany b ail Prink Edit

| ddiess [ CwINDDWS\TEMP\E soelRates T able. him ~] 5o

Currency Exchange Rates

Click for last
Currency Yalue of the £ minute holidays
S Dollars 1.64 ﬁ:;_, A <:;?
French Francs 8.13
G | =
ermany Ok 2.349
Australian Dollars 2145 35:\"‘ v Q
Belgium Francs 49.05
“esterday's rates
Currency Converter i
=
# < = = | Currert Table | Cloze of Play Yesterday |
|@ Done |_]_|§ by Compriter o

This is only a temporary view. To produce your workbook as a Web page, follow the
instructions as outlined on the following pages.
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@ Saving a Workbook as a Web Page

To Save Your Workbook as a Web Page

1. Menu: Select the File, Save as Web Page menu option.
2. The following dialogue box will be displayed. Set your required options.

Specify whether you wish to save the
entire workbook or only the worksheet

) currently displayed
Select where the web page is to be created

Save As HE |
Save in: I[:l Ewcel 2000 Intro Exercises j =) | @ > ﬁ * Toals =
hame I Size I Type I Modified I

My Documents

Save: % Entire workbook. €7 Selection: Sheet Publish. .. I

E I add inkeractiviey

Page title: Change Title. ..
Lates I j Save

Save as bype: IWeb Page (*,htm; *,html) j Cancel |

Once you have specified all options
required, click on Save.

Favarites

File name:

Enter your Web page name here. Excel
will append the file extension .htm

If you select this Publish option, a second dialogue box will appear with
additional options. You can use the Publish command to create an
individual Web page from the current worksheet that can, should you
wish, incorporate user interactivity. For example, if you want the Web
page to allow users to perform calculations, sort or filter the worksheet
data you can use Publish to set this interactivity. You will learn more
about Publishing later in this section.

3. Once you have set all required options and have clicked Save, an html page will be created
within the folder you specified.

Note: You will also find that a folder is also created with the same name as the html file.
This folder contains all the files needed to display fully the html Web page within the
Browser. If you plan to move the html file to another location, you will also need to move
the associated folder.

Microsoft Excel 2000 Introductory Course e Student Workbook e © 2000 e www.StudyIT.net
9-7



Jh
= Exercise 9-1
7. Select the File, Web Page Preview command so you can see what the currently workbook

would look like if saved as a Web page. (Your Internet Browser may look different to
that illustrated below.)

3 C:AWINDOWSATEMPAE xcel\R ates Table htm - Microsoft Internet Explorer

J Fil=  Edit “iew Favorter Toolz Help |

«,*,@fﬁ‘@@eﬁ@v,”

Elah Farard Stop  Refresh  Home Search Fawvortes  Higtomy bd ail Prirk Edit
| Addiess [£] CwINDDWS\TEMP\E scelPiates T able. him ~] 6o

Currency Exchange Rates

Click for last
Currency Yalue of the £ minute holidays
LS Dollars 1.64 \*\:}, :ﬁ .f\:;?
French Francs 813
=] =
Germarny Dk 2.34
Australian Dollars 2.145 fi’\“ v Q
Belgium Francs 49.05
westerday's rates
Currency Converter o
=l
% < > ® | Current Tahle | Close of Play Vesterday |
|@ Dane l_f_l_gj ty Computer o

Click to view the different pages in this workbook

8. Close your Internet Browser window to return to Excel.
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== [EXercise 9-1

9. Follow the instructions below to save the current worksheet as a Web page.
— Select the File, Save as Web Page command.

— Select the folder called Excel 2000 Intro Exercises from Save in drop-down list and
set the remainder of the options as illustrated below.

Save As H |
Savein: ||:| Excel 2000 Intro Exercises j L= | @ bt @ ~ Tools -
- Mame | Size | Type | Modified |
i )
Hiskaty
My Dacuments
Save: ¥ Entire Workbook. € Selection: Sheet Fublish. ..
E = add inkerackivicy
Page title: Change Title. ..
: File narne: 5 j n Save I
weh Folders
SETEEE Save as bype: Iwel:. Page (*.htm; *.html) j Cancel J

— Select Save button.
The document has now been saved as an html file.
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= Exercise 9-1

10. From the Start, Programs open the Windows Explorer program. View the contents of
the Excel 2000 Intro Exercises folder and you will see the Rates Table.htm file
displayed within this folder.

Web page file produced by Excel. Double click
on this file to view it within your Internet Browser
Programme

Folder that was created by Excel to accompany the
Rates Table.htm file.

BN Exploaireg - C-AEwxcel 2000 Inbro Exsicises
| Ele Edi View Go Favosles Tfok  Help -
= et = —
& .= 3| ¥ B Q| =9 | X @H| 3.
Back i Lo Cid Copy FhﬂJ Linda Debsle  Propsting | Vi |
|M:I'm|_,| C-4Ewciel 2000 Inbo Exmcizes d
Foldess x| Hamw | Sian] Type [ Modiing [=
5] Duckiop |0 Aates Tabbe) b File Folim 1SN 1408
=~ 21 My Computer I' sy 13HE Microsol HTH 150200 14:03
+ .]' 3% Floppy [8:] 3"_‘[451!“2"1'} T4KE  Microsoll Excel 14,0270 14:37
= His-dos_B IC:| MBS ZEE Miciosoll Exce 14,0270 14.58
A0 A M Car zabes M5 HFEE  Miciosol E e 14,0200 14:49
# ) Actein B Clothes s 4EKE Microsoh Evcel . D2/02/00 1041 —
e ad B Cormobidation Summan LS 4ZFKE  Microsolt Excel.  1442/00 14:45
] C_dda M) cam Fesits 415 15KE  Miciosoh Excel . ORA02/00 1327
- u"'_" _ R BEscharge Bate LS KB Microsoh Excel . 14000700 16:20
= E.“-';' ‘”I'_":"'*' E‘“"*"‘“ W) EsperzeL s MKE Microsoh Evcel. 1402700 1026
_'J::.sum e W)Fonest Devastabon 15~ 3B Microsoh Excel . 0S/02/00 0247
{3 hwpercam MY ireoma xS ZIEE Misiosol E e TN e 2D
10 Kpoms = B irwestment: 45 THE  Microsol Exce (FA0C ) (r= 48
« | o |Bromeseions 0 Mot nmmwien o
1 obyweiz] sebected 12ME 2] Mg Compuser v

11. Double click on the Rates Table.htm file and you will see the Web page displayed
within your Internet browser application.

12. Close your Internet Browser window and your Internet Explorer window to return to

Excel.
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@ Publishing an Interactive Web Page

When saving your workbook as a Web page, if you want users to be able to interact with the
worksheet information, for example, if you want them to be able to perform calculations or
sort the information, you can make use of the Publish option.

To Publish a Web Page with Interactivity

1. Menu: Select the File, Save as Web Page menu option.

2. When the Save As box is displayed, select the Save in folder and then click on the
Publish button.

Select what you want to publish, for example the selected cell range, or a
specific worksheet within the current workbook.

Publizh az Web Page E |

Item ko publish

Choose: IItems an Current Table j

If you want users to

j interact with the Web
page, select this option
Viewing opkions _and spe_cify the type of
|b ] — ] interaction, e.g. _
Add interactivity with: Spreadsheet functionality j Spreadsheet functionality

or Pivot Table

Enter and calculate data in Microsoft functionality.

Inkernet Explorer 4,01 or greaker,

Publish as

‘ Specify the full name and location for

Title; the file to be published.

File narne: ID:'I,Exu:eI 2000 Intro Exercises\Exchng Table, bt Browse. .. |

@l |F Open published web page in browser | Publish I | Zancel
|

To see the published file displayed in your Internet Browser, select this tick box.

3. Once you have set all required options click the Publish button.

If you have selected to Open published web page in browser, you will see the file
displayed within the Browser program.
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=  Exercise 9-1

13. Follow the instructions below to publish the worksheet Current Table as an interactive
Web page.
— Click on the worksheet tab Current Table to view this worksheet on screen.
— Select the File, Save as Web Page command.
— Set the Save in folder as the Excel 2000 Intro Exercises folder.
— Click on the Publish button.
— Set this dialogue box with the options illustrated below.

Publizh az Web Page |

Iterm ko publish
Choose: IItems an Current Table j
All conkents of Current Table S
;I
Viewing options
W add interactivity with: | Spreadsheet Functionality =l
Enter and calculate data in Microsoft
Internet Explorer 4,01 or greater,
Publish as
Title:
File name: ID:'I,Exu:eI 2000 Intro ExercisesiExchng Table htm Browse. ., |
@l ¥ open published web page in browser | Publish I | Cancel I

Note: Your file name path may differ from that outlined above. Ensure, however,
that you amend the file name to read Exchng Table.htm

— Ensure you have chosen the Open published web page in browser tick box and click
on the Publish button.
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14. The published Web page will then be displayed on screen.

You can work with the data on this worksheet. For example, try sorting the table of
currency values as outlined below.

— Click on cell A5 and then click on the | 2%| button and choose Column 1 (A) to sort
in acceding order.

| File Eckt ‘ew Favoies Tools Help -
R 2 3 e @ 3 o 30"
[m e Stop Fehesh  Home Search Fawoiles  Histony Ml Purt Edit
| Agdees {8 OE scel 2000 Intio Exescises\Ewckeng Tabbe bim =| oo
=
G h e x| HERY R G
. A m B . c B
2 ol 2 [E|
A | Currency aluE of the £ or last minute he
4
£ U= Dollars
E__ Frignch Francs
I Jzermarny D
8 Paustralian Dollars
9 Ecloum france
10
11 | ‘esierday’s mies -
| | ¥
. =
|&] Done | =4 My Comper o

15. Close your Internet Brower programme.
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@ Sending a Workbook via E-maill

If you make use of electronic mail, Excel has options available from the File menu that make
it quick and easy to send your workbook files directly from within Excel.

To Send a Workbook via E-mail

1. Have the workbook displayed on screen.

2. From the File menu, select Send To and the following submenu will appear.

F1 Microzoft Excel - Bates Table XLS

J File Edit “iew Insert Format Tools Data ‘Window Help

0O 0 bew Chrl+-N
M = open Chrl+o
e Close
[ E Save Chrl+5
_1 Save As...
_2 Save as Web Page. ..
- Save Workspace. ..

3 ‘Wieb Page Preview
—4 Page Setup...
—: Prink Area
_? & Prink Prewview
5 & print... Ctrl+P
% Send To
T Properties
£ 1 Rates Table.xLS
ﬂ Z n\Excel 2000 Inktro ., \Rates Table,htm
ﬁ 3 Du\My DocumentsibuscAoZ, xls

KT [l -

4

Q= A4l ZW
B3 % , W%

,_..
@ ||
m

Ak

Fa

as]

m

| C

Click for last
of the £ minute holidays
1.64
813
2.39
2.145

4=

@ Mail Recipient {as-httachment). .,

This option will
create an e-mail
within Excel. You
will have the
option to send the
worksheet data as
an attachment or
as the main
message body
within the e-mail.

_____ This option will
load your default
e-mail application
with the workbook
appended as an
attachment within
a blank e-mail
ready to be
addressed.

Routing Recipient. ..
'“ﬂ Exchange Faolder. ..
EmlimeMesting Fatbicmant

This option will enable you to set up a routing slip. You can use this feature to send the workbook to a number of recipients
all at the same time, or to each one in turn. If the e-mail is sent to each one in turn, once the first recipient has read the e-
mail, they are instructed to forward it to the next recipient by selecting File, Send to, Next Routing Recipient from within Excel.
Once everyone has read and responded, it will be sent back to the original sender. While the worksheet is on-route, the
original sender can be sent status reports via e-mail to let them know who was last to read it and send it on.

3. Select which Send To option you wish to use.

4. At this stage, the exact options displayed will depend on the Send To option you have
selected. Follow the instructions on screen and go through the normal process for heading
up your e-mail message with recipient names etc. Once all options are selected, click on

the Send button.

Note: You can also send the workbook via e-mail by clicking on the E-mail button

shown on the Standard toolbar.
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1. Follow the instructions below to send a copy of the Rates Table sheet to 2 people in your
address book.

— Ensure the Rates Table workbook is displayed on screen.

— Click on the E-mail button shown on the Standard toolbar.
— Select that you would like the current sheet to be sent as the message body.

— Enter the e-mail recipient details into the header of the e-mail message as described
below.

Click on this button to select recipient names from your address
book. Select your name and at least one additional nhame from your
address book

Set any additional e-mail options you wish
to set using the buttons on this toolbar.

F1 Microzoft Excel - Bates Table XLS

E File Edit “jew Insert Format Tools Daka Window Help

Izl gy sal<d -

ARAN AT

| M5 Sans Serf <10 - | B I g|§§§|§/ , W EE .
i#] Send this Sheet | () | <RI S & | 4 | Optluns... |Ei|:|: Frarm I
Ta... |L Henderson; G Denny
(o |
Subject: |Examp|e Training Exercise - Rates Table.xLS —

G3 | =|
A, | B C | D |
1 |Currency Exchange Rates
2
Click for last
3 |[Currency Yalue of the £ minute holidays
. i)
5 |US Dollars 164 Sop—xf
b |French Francs 813 =] =
7 |Germarny D 2.34 ;j'>
8 |Australian Dollars 2.145 v
8 |Belgium Francs 49.05
10

Edit the subject as shown here.

— Once you have completed the e-mail header, click on the | L=15end this shest | pytton.

The message will now be sent to each specified recipient.
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2. Open your e-mail application and you should see e-mail you have just sent yourself appear
in your Inbox. Double click on it and the message will be displayed on screen.

™ Example Training Exercize - Rates Table XLS - Mezssage [HTML)

JEiIE Edit Wiew Insert Formak Tools Ackions Help

| @oreply | Boreplytoal | §GFoward |G B v (DY X | & - w - 0

Framm: L Henderson Sent: Tue 15002000 16:27
Ta: L Henderson; & Denry
et
Subject:  Example Training Exercise - Rates Table, X135
Currency Exchange Rates
Click for last
Currency Yalue of the £ minute holidays
LS Dollars 164 % A <7
French Francs 8.13 c::]Q[:;p
Germarry Dk 234
Australian Daollars 2145 £ v A (I
Belgium Francs 49.05
westerday's rates =|

3. Close this e-mail and return to Excel.

4. Follow the instructions below to send the Rates Table worksheet as an e-mail, but this
time as an attachment.

— Ensure the Rates Table workbook is displayed on screen.
— Select the File, Send To, Mail Recipient (as Attachment) command.

Send To » Mail R ecipienkt

Properties @ Mail Recipient (as Attachment). .. k
Routing Recipient. ..

'ﬁ Exchange Falder. ..

@nline Meeting Participant

1 Rates Table, ®LS
2 D:\Excel 2000 Intro ...\Rates Table.htm

3 DuiMy Documentsibuschlos, xls
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— At this stage your default mail application will start. Enter your name and that of one
other as recipients. Edit the message Subject as shown below and then click Send.

B Rates Table XLS - Mezzage [Rich Text] M=l E3

J File Edit Wiew Insert Format Tools Actions Help

| =send |G| 0 (BB & ¢ ¥ | EJotions.. @2
q = "= o

J.ﬁ.rlal - £|B g|: =

m -

-— *

|ﬂ This message has not been sent, |

To,.. | IL Henderson; D Elder
ce. ||

Subject: IF:::r Training Purposes: 2ates Table, XLS

@ =

Fates Table xS

[

The message will now be sent with the workbook file as an attachment. The recipient will
need to have Excel loaded on their computer before being able to view the attached file.
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5. Following the instructions below, e-mail this workbook to a number of recipients in

turn using the Routing feature.

— Have the Rates Table worksheet displayed on screen.
— Select the File, Send To, Routing Recipient command. You will then see the

Routine Slip dialogue box displayed.
— Complete this box as described below.

EI Clear

[~

Address. . || Remove |

Subject:

From: L Henderson Add Slip
To: 1 - L Hendersaon -
2" G Doy =
3 - D Elder
=1

IRDuting: Rates Table, xLS _—]

Routing Slip E3 |

Click on the Address button and select the required recipient names from your address book. For this
example select yourself as the first name and at least 1 other name. The order they appear listed will be the
order the messaae is routed to them. You can chanae the order usina the Move buttons

Once all other options have been set, click
this button if you do not want to send this
message immediately but will send it later
using the File, Send To, Next Recipient
command

Once all other options have been set, click
this button to start the routing process by

sending the message to the first person on
tha lict

Enter the message subject here

Message text:

Please review, edit with vour comments and send to the next recipient.|

S

Enter your message text here.

F.oute bo recipients

W Return when done

& One after another
- ¥/ Track status

" all at once

Select this option to ensure the file
is e-mailed back to you when the
routing is complete.

Select this option so you are e-mails by the system to keep you up-to-date
with the status of the routing. You will be informed when each person has

read the e-mail and has sent it on.

— Once all options have been set, click on the Route button. This e-mail will now

be sent to you as you were the first person on the list.
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6. Open your e-mail application and you should see the e-mail displayed in your Inbox.

E-mail received

U= Inbos - Microsoll Dullook
Fle GS few Favgrtes Took Acios | Help
Lt = & [ ¥ OvReph (Repy to 8 W Forgand | [ Send/Regeie | JoFind By Orgaips | [8)

P % g Feom Subisct Rmoshoed 7
= 0 LHenderson Routing: Bates Tablex s T 13/02,/00 1 70
L3 Shephen Conibs Gt Kw T Tis 15012000 0941
& T Massaba FW: Subijects fior Aol D000 trasining Tise 1510300 0928
) Banricher, Elsns RE: Mach Pty Fri 1102400 1485
% Charles Brosdfioot, LTIC  [deanabion - Sootisnd's Ennawstion Duy 2000 Fri 11000 11:28

7. Open the e-mail and you will see the following message:

B Routing: Rates Table ¥LS - Message [Plain Text] M=] E3

JEiIe Edit Yiew Insert Formak Tools Actions Help

JEJR_EDW|@Replytuﬂﬂ|kﬂFDrﬂard|§ | v |[B x | » - w43,

Fram: L Hendetson Sent: Tue 15/02/00 17:01
To: L Henderson
e
Subject:  Routing: Rates Table.xLS
|Flease review, edit with your comments and send to the next :J
recipient.
The enclosed docuwent has a routing =lip. When you are done
reviewing this document, choose Z2end To from the Microsoft Excel
File mwenu. Then select Next Routing Recipient Lo continue the
routing.
=
L ;
Rates
Table, .. :J

— Open the attached file and then select File, Send To, Next Routing Recipient.

The message will now be sent to the next person and you will receive an
automatic STATUS message informing you of this.

8. Close your Excel document and save the changes you have made.
9. Close all related e-mail messages and exit from Excel.
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ﬁ Questions and Answers

1. Give 2 examples of what a hyperlink can be used to do?

2. Can you make a graphic into a hyperlink?

yes 1 No (4

3. What is a Web page?

4. Which command will enable you to save your entire workbook as a Web page?

5. If you have created an interactive Web page with Spreadsheet functionality, what does that
mean?

6. Which command can you use to send your workbook as an e-mail message so a number of
people can review and edit it one after the other?
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Z Index

E

E-Mail
sending a workbook via, 9-14

H

Hyperlinks
creating, 9-2

P

Publishing A Web Page
with interactivity, 9-11

S

Saving
your workbook as a Web
Page, 9-7

w

Web Page

publishing and interactive web

page, 9-11

saving the workbook as a, 9-7

saving your workbook as a, 9-6
Web Page Preview, 9-6
Workbook

sending via e-mail, 9-14
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