
































Tip: When you're merging scenarios, make sure that your destination worksheet is the same as all of the Opening the
scenarios. Otherwise, merged data will still appear in the proper cells, but if those cells arent properly Excel Toolbox
placed or formatted, it'll look all wrong.
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« Summary. When you click the Summary button, the Scenario Summary window
appears. It has two radio buttons: one for a standard summary (which creates a
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* You can use the “Snap objects to other objects” box with or without snapping to
the grid. When this box is checked, a dragged object snaps into alignment with
the edges of the closest nearby object. If the grid is on, the nearest object over-
rides the grid.

Lines & Shapes: The
Drawing Toolbar

* Change the default grid spacing (an eighth of an inch) by changing the measure-
ments in the “Grid settings” boxes.

* The “Grid origin” settings govern where the grid begins, measuring from the
upper-left corner of the page. For instance, you can start the grid 1" from the
upper-left by setting the horizontal and vertical origins each to 1".

* Check “Use margins” to limit the grid to the area within the margins, using the
margins as the guide; this option ignores the page edges and makes the area within
the margins a world unto itself in terms of alignment. This is a good option if the
margins are not exactly centered on the page, but you want everything within the
margins to be centered within the margin area.

Click OK to apply the grid changes to your document.
Rotating drawing objects

There are two ways of rotating drawing objects: freely with the mouse, or using
commands to rotate them in precise 90-degree increments.

* To Free Rotate, click the object and, on the Drawing toolbar, click the rotation
tool (a curved-around arrow). The handles on the object become green dots. Drag
any dot to rotate the object on its own axis; the object is set in place when you let
go of the mouse button. (Option-drag to rotate the object on its end instead.)

WORKAROUND WORKSHOP

Drawing with Clip Art

Many of the tools for forfnaﬁing drawing objects don't work
on pictures—most of the time. However, if the picture is a
piece of Microsoft clip art in PICT format, you can actually
turn itinfo a drawing object. Then you can use the drawing
tools on it, such as rotate, flip, and stacking. j

To do so, dlick the picture; from the Draw

pop-up button in the Drawing Toolbar,
choose Ungroup. (If the Ungroup com-
mand is grayed out, it means that the pic-
ture caninot be ungrouped—and that it can-
not be converted to a drawing object.)

In Word and PowerPoint, you may find it
faster to Control-click the picture; from the contextual menu,
choose Edit Picture.

If you're in Word, you now arrive in a separate window
containing nothing but the graphic. In PowerPoint or Ex-
cel, you're asked if you want to ungroup the object; dick
Yes.

Suddenly, your clip-art image has turned
into a mass of drawing objects. (In
PowerPoint, you see all their tiny white
handles at once, as shown here, which can
be disconcerting.) You can click a compo-
nent object to see its four handles, which
you can then drag independently to ad-
just the graphic itself. You can also apply
the usual drawing commands to it—align-
ment, layering, rotating, flipping, and so on.
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