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Excel 2007 - Introduction

MODULE DESCRIPTION

Excel 2007 is a spreadsheet program. A spreadsheet stores and manipulates data that lends
itself to being stored in a table format (e.g. accounts, survey data, statistics, budget information,

etc.).
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. GETTING STARTED WITH EXCEL

In this lesson, we will explore the Excel 2007 environment. The interface of Excel 2007 is
substantially different than earlier versions.

2. The
Quick

Access
@ AT Rub9-0- ¢ Book2 - Microsoft Excel
Home

Insert Page Layout Formulas Data Review View Add-Ins

®
T 1
E Sort & Find &
27 Filter~ Select~

o ey’ u mm Ll T || Seansert -
e & <= = e I

1
[/

~ % 9 ||%8 ;%||| Conditional Format Cell
Formatting v as Table ~ Styles ~

Paste 3 (B O~ D A SilicT

‘E’:"_’]Format'

3. The
Ribbon

il

17

5 4.a
Row

19

Page 3 of 24



Excel 2007
Introduction
November 2008

PARTS OF THE EXCEL 2007 ENVIRONMENT

1. The Office button. Basic commands like Open, Print, Save, and Close are contained in
the Office button. Also, Excel 2007 preferences can be changed here.

2. The Quick Access toolbar. Standard commands live here. Commands can be added to
or taken from the Quick Access toolbar at the discretion of the user.

3. The Ribbon. A graphical menu that contains command buttons and icons, organized
into tabs.

4. A row. Rows are horizontal and contain data. Rows are numbered.

5. A column. Columns are vertical and also contain data. Columns are named by letter.

6. The ActiveCel. The active cell is the one currently h
black box, and if you type, your text will go into the active cell.

7. The Name box. This box shows the location of the active cell. You can see that the
active cell is in Column A, Row 1.

8. The Formula Bar. As you type in the active cell, your typing appears in the formula bar.
If you type a formula, the formula will display in the formula bar, and the result of the
formula will display in the active cell.

9. The Pop-out button. This button, when pressed, will open a menu box with additional
choices.

THE RIBBON

THE HOME TAB
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Home gives standard formatting options-

Cut/Copy/Paste

Font selection and formatting (bold, italics, size, colors)
Text alignment and formatting

Number formatting (date, currency, percentages)

Cell formatting

Worksheet sorting, AutoSum, and Fill commands

Page 4 of 24



Excel 2007
Introduction
November 2008

THE INSERT TAB
A" Rmbk '~ ¢ Book2 - Microsoft Excel
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Insert lets you further modify your whole document once text is entered.

Insert Tables

Insert graphical elements (like picture files, Clip Art, SmartArt, or charts)
Links (insert web links)

Text boxes and Symbols

THE PAGE LAYOUT TAB
AT Rmb -0 ¢ Book2 - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Add-Ins
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The Page Layoutt ab all ows you further control over your

¢ Themes (these give the user quick access to professional-looking document formatting
choices)

e Page Setup (Formerly under the File menu. Allows the user to specify margins, paper
size, and paper orientation)

e Scaling and worksheet options

e Arrange (handy for organizing objects like text boxes and pictures)

THE FORMULAS TAB
AT Rmb -0 Book2 - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Add-Ins
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The Formulas tab gives quick access to commonly used formulas, arranged by type.
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THE DATA TAB
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The Data tab is used to import data from other source to use within Excel.

THE REVIEW TAB
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The Reviewt ab gi ves options for proofing and coll abor ¢
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Excel 2007 includes a new feature, similar to custom toolbars in old versions of Excel. The Quick Access
toolbar is customizable and users can add favorite or often-used commands here. This toolbar is located
just to the right of the Office button.

The default commands in the Quick Access toolbar are:

New

Open

Print Preview
Save

Save As
Close

Undo

Redo

ADDING COMMANDS TO THE QUICK ACCESS TOOLBAR

1.
2.

Click on the Office button.
Click on Excel Options.

AP Ee B 9-0- -

Recent Documents

Print »

~~
\
H Save As  »
ﬁ Prepare  »

_'g Send »

565}" Publish  »

J Close

3 Excel Options | ) Exit Excel
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3. Onthe next page, click Customize.

Word Options i ) 2]x|
=
Fonuig ’ﬁﬁ Customize the Quick Access Toolbar and keyboard shortcuts.
Display
CpeutE commamdgfrom: i) Customize Quick Access Toolbar: ()
Proofing All Commands j IFor all documents (default) LI
Save
Advanced <Separator> 3 New
P 100% 2. Choose All 25 Open
( " Customize & 3-D Color Commands. 3, Print Preview
) 3-DEffects Save As
3.D Effects = = save
Trust Center 174 3-D On/off [ Close
Reaiees |4 3-D Picture Rotation » ¥) Undo |»
U Redo
. >
1. Click §
Customize.
Add >> 2
T Rccent > —I > 4. Use this
2 Accept » S control to
Accept All Changes in Document move
Accept All Changes Shown
N2 Accept and Move to Next comman@s up
W2 Accept Change or down in
" Accept/Reject Changes 3. After you find the command priority.
Account seings: you want on the left, highlight it
Activate Object d | k Add
Activate Product... and clic N
|5 Add
‘ Add a Digital Signature
[ Add Assistant
i3 Add Bullet -
[ add New Plarshaldar | i | Moty |
I~ Show Quick Access Toolbar below the Ribbon
5. When you're
Keyboard shortcuts: Customize... I done| CIlek OK

oK I Cancel

4. | n tChoese bommands from:6 b o x All Colmands.

5. After you find the command you want to add, click Add >>.

6. Use the up and down arrow icons on the right to prioritize your commands.
7. Click OK.
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SAVING FILES

Once you have created your document the next step is to save it. There are a variety of ways to
save your work. You can put it onto a flash drive or a disk/cd. You could also store it on a hard
drive or network drive.

The Save and Save As commands can be accessed through the Office button.

SAVE VS. SAVE AS

Using the Save H command will save your document to exactly the same place, and with
exactly the same name as before. The first time you save a document, you are actually using
the Save As dialog box.

Using the Save As H command will bring up a dialog box that allows you to choose where
you want to save the document. It will also allow you to rename the file to be saved. This allows
for multiple versions of similar files. The Save As command gives the user more control than
the Save command.

**T|P. Save Before Printing - You should always save your document before you print.
Sometimes printer connection problems can cause the program to malfunction and any recent
changes would be lost.
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. ENTERING DATA

Whatever you type on the keyboard appears in the Active Cell. Only one cell can be active at a
time, and you can tell which cell is active by the bold black border around the cell.

KEYBOARD NAVIGATION

The arrow keys can move the active cell around.
If you press <Enter> after entering data, your cursor will move down to the next row.
If you press <Tab> after entering data, your cursor moves to the next cell to the right.

I f youdbre not typing in text, pressing <Tab> w
<Shift> + <Tab> moves the cursor left one cell.
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