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Starting Excel 2007

In the following exercises you will learn some of the necessary steps to create a spreadsheet
Microsoft Excel 2007. You will learn not only how tdaype various items into the spreadsheet,
but also how to copy columns, widen columns, fill columns, add, subtract, multiply, divide,
graphicsand a variety of othdithingso

To begin,loadthe spreadsheet lmuickly doubleclicking on theExcel 2007 f_':
iconin theWindowsDesktop If you do not see an Excel Icon, clithe Start -1

Button in the lower left cornerof the screen, move the cursor up to w
Programs, then move tdMlicrosoft Office. Move down toMicrosoft Excel Excel
2007andclick once

A spreadsheet i@ A number onf@ mMmake uHelandbng of numbers easigrall
spreadsheetre organized intoows and columnsYour initial spreadsheet will look something
like theone below

(O i Bookl - Microsoft Excel
3)
~ Home Insert Page Layout Formulas Data Review View
= ¥ ocut - e %ﬂ:‘ i = | P T O S A? l}a
Calibri sl REE R | I General = . - fE i
Gl A n 5 3 e, 7
Paste . B I o -8 A~ |$ - % »|/%8 ;9| | Conditional Format Cell Insert Delete Format Sort & Find &
- Jf Format Painter == = =2 | Formatting - as Table - Styles~ ||~ - ~ || &Clearr  Filter~ Select~
Clipboard Pl Font P Alignment {Fi Number {F Styles Cells Editing
. 1]

A B\E F G H 1 J K L M N o P a R s
IK

Noti ce t h gartotthespreadsieet is composeRaofvs (Labeled 1, 2, 3, 4tc.) and

Columns (Labeled A, B, C, Detc.). There are a lot of rows and columns in a spreadsheet. The
fintersectiond  @a€h row and columis called acell. In the image above thaursor is orthe

fiHomed cell i Al. Notice Row land Column A ardi b od athd coloredii o r a nTdie . 0
indicatesvh at i s addrdsd of ttiecdll.Neticefright above cell Al, that Al is displayed

in asmall boxcalled theName Box Whenever you fAclickod on a cel
be slown in the Name Box.

If you have used previous versions of Microsoft Excel you will quickly notice that the above
image is very different from what you are used to seeing. In Excel 2007 you will now use Tabs,
Ribbons and Groups, as well as special TRibdons These replace the Menu Bar and Buttons

in older versions.

In this e-book whenever we indicate that you need to click the mouse, it will mean
to click the left mouse buttanunless we indicate that you should click RIGHT
mouse button. Se,| ways fAclick | efto unless we te
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Moving Around the Spreadsheet

You can move around the spreadsheet/cells by clicking your mouse on various cells, or by using
the up, down, right and left arrow movement keys on the keyboard. Ocayomove umand
down by elsvatorag I ehresright andbottom of the spreadsheet. Go ahead and
move around the spreadsheéiold down the down

arrow key on thekeyboardfor a few seconds then > AZ145 Y
click-on a cell. Notice howthe Name Box == frer— EDXII - a
awayst el I s you i Wdweholeedowndhe

right arrow key on the keyboard for a few seconds. 145 I:!

Notice how the alphabet changes from single letters

( A, B, C, . é . Z) to several l etter coummsi nat i c
and thousand=f rows in a spreadsheet. Anytime you desire to retoirthe Home Cell (Al)

simply click-in the Name Boxandtypein Al. Thentap the Enter key and you willgo to cell

Al. You can go to any cell by this method. Simply typ@ row and column, tap thenter key,

and youoll go to that <cell

If you want to go to the last column on the right, hold down the Ctrl key ar,__ *FD
tap the right arrow key.

If you want to go to the last row at the bottom, hold down the Ctrl ke ALDISSTE
and tap the down arrow key. A
1048576 I

Now thaty ou have the @Af eel oheExdel sprendsheét,ogo tonther aells asr o u n
indicated below and typ@ the following:

Cl (Your Name)'s Budget. It shouldlook similar to the image belawDo not tap Enter
when you finish

c1 v (3 X o L | Janie & Greg's Budget
fil B C D E F

1 |Janie & Greg'%

Look at cels C1 andD1. Notice how youentry has spilled over from C1 into D1 Sometimes
this is a problem, and sometimes it is not.

Tap the Enter key and thenclick- e ——l o X f« | BONZO
on cell D1 and typein the word A B C D E
BONZO andtaptheEnter key. 1 Janie & G§BONZO
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Notice how BONZO now COVERS theright part of your original entry !! Move your cursor
overcell C1 and clickon it. Look at the upper part of the spreadshgsst above the cells where
you typedBONZO. Your name and the word budget are still theBenzo onlyCOVERED the
portionin cell D1 See the image and arrewelow.

— (1 - I | Janie & Greg's Budget
A B c D E F
1 IJame & G]_BGNZG
2

There are several ways to take care of this. For the moment move backDa aetl clickon
cell D1. Tap the Delete key (above the arrow movement keys on Keyboard. Notice that
Bonzodisappearsand yourentire entry reappears This is one way texposethe entry. We'll
look at some others as we go along.

Now we'll continueentering text and dataWe think that creating a simple personal budget
would be a logical way to show you how a spréadse t i Move td tee.following cells and
type-in the information indicated/ou can clickon each celand then typen the entries.

If you happen to make a mistake simply retype the enttiaer on we'll see how to edit
mistakes. Any time you wano replace something in a cell you can simply retype thenew
entry and it will replace the old one.

. LR
Ce” Tvpe_ln _d/ Home Insert Page Layout Formulas
= cut Calibri -l - N
A3 Income B s i S s
Pajte J# Format Painter |B 7 U-jE-|d- A
B4 Parents Clipbeard 2 Font ,
B5 Job | 8 - { £ |
A B C D E
gg EII_‘]VteIStmentS 1 Janie & Greg's Budget
Oota 2
3 |Income
Al0 Expenses a Parents
5 Job
6 Investments
B11 Food : e
B12 Beverages 8
B13 Parties -
. 10 Expenses
B14 Miscellaneous 5 cood
B15 Total 12 Beverages
13 Parties
14 Miscellaneous
15 Total

16
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Your spreadsheet should now logiknilar to the imagen the right.

At this point you probablyoticedthe words Investments' and 'Miscellaneous run over the

[ soon

spaces given in theells Do not be concerneglt t hi s poi nt . We 0 |
Now, typethe numbers in the cells indicated:
I c7 - fe |
C4 300 A B C D E
Cs5 50 1 Janie & Greg's Budget
C6 150 =
3 Income
When youtype-in the150, tap Enter. : E;ems 323
. 5] Investmer 0
Your spreadsheet should look like timage 7 Total
on the right g \
9
Notice, when you enter text that thends line S Expenses
up on the left side of the cells. When you ! Food
enter numbers, they line up on the right side. E Ejﬁ:ges
This is because we are using the United States, Miscellaneous
(English)  version of Excel. Other 45 Total

international versions will line up logically for
their text and monetgrforms.

We would like to place an underline at the bottom of the three figures so that we can iadicate
total belowi in cell C7. Point to cellC7 (with the mousg That's where we want the lire
always move the cursor to the place where you wamisert a line With the Arrow on cellC7

tap theRIGHT mouse button.

A submenu with a captiorFormat Cells
appears. Total

The RIGHT click will ial ways ring
upo a menu that i's Atailo
where you click. This will work in any Fo°d
Microsoft Windows product.  You can E::;:ges
al ways tell Awhereo y,04. cl
button for the cursor arrow will always be in 1.

a corner of the menu thappears exactly

where you clicked the right mouse button

& | Cut
53 Copy
| Pagt

B T to
Paste Special...
Insert...

. Dglete...

Ec K the

Clear Contents
Filter
Sart

+_d Insert Comment

SelectFormat Cells.  mm=

When theFormat Cells dialog boxappearsselectthe Border tah

'ff' Format Cells...

N

t he

Rilo g it

ipl aceo

mouse
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Format Cells I@El
Look at theLine Sty|e box on the Murnber | Alignment Font Border Fil Prokection
right side of the menu screeifhere Line Presets
are several types of lines that you | #*=
can choose. Point to tllick single S T
line in the Style Area(see arrow, N =
and click the left mouse kon. A T——— @
box will go around the line. Lookat | |~ m—
the area which sayBorder. Point T o Text
to the uppe);1 pdarlt ?(f trr]le ITf?Xt box ey
(see arrowpndclick the left mouse e
button. A thick black line will -
appear at the twf theText box. g::t;ﬁls:a;;eodvlélorder style can be applied by clicking the presets, preview diagram or the

l Ok ] [ Cancel ]

If the thick line does not siw-up at the tof the Text box, click-againat t he At op | i n

the Text boxo and t he lontheethick simgle lind id thesLang Ptydea r 0 .
box again and repeat the previous instructions. If, somehow, you nmistake simply click

fion and off in the Text line boxe You wi | | notice that the | i ne
call ed a nAt o@y Ba warknat tlisountipyaut get the line on the tdphe cell

We have indicated that we want a single khuioderline at

the top of the cell C7. Point ©OK andclick the leftmouse g A : ; £
anie & Gre
button. ;
When you return to the spreadshetitk somewhere other ;| .
than cellC7. Thi s dlickingaady.l e dY ofiu s h o ul baents 200
now seea line at thetop of cell C7. Sometimes the b0 s Job 50
highlightngacellhi des t he | inapo, {tfyyomdvestfiem§ si1m e d
again. 7 Total
A B G
Now type in the numbers in the cells indicated. ; fanie & ore
3 |Income
Cl1 30 4 Parents 300
C12 50 = Job 50
6 Investmer 150
C13 150 7 Total |
Cl4 70 (After youtype 70, taptheEnter key) q
9
Now, underline thetop of cell C15like you did cellC7. 10 Expenses
11 Food 30
. : 12 Beverage:s 30
Your spreadsheet should now look like the image on th Dartioe 150
14 Miscellan 70
15 Total
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right.

Widening Columns

You probably noticed, as you typed in the numbers, some of the words were just too hde for
defaultcell width (Investments and Miscellanequd_et'swiden column Bo take care of this.

Slowly move the mouse arrow to the right Al - [ ﬁ:|
edgeof the B cell (between the B and the

; _ A B & c D
C). The arsor will turn into an arrow 1 :./JaniE&GrEE.E Budget

pointing right and left with a small vertical
line in the middle(see arrow below)Hold
down theleft mousebuttonandmove (drag) the line to the right.

———- | Width: 1371 [101 pixels) |

B T D
As soon as you start tmove @rag the mousea dotted | Janie & Greg's Budget
vertical line will go down the spreadsheet andill move s
you hold down the left button and drag the maoste right Parents 300
Job 50
Keep moving yourmouseto the right until you are past the 'T”‘f:tme”ts =
widest word- and a bit more (for some space). Release t
button. The column is widened.
Notice, above the two headed arrow cursiiat as you hold ;23:@ .. ;g
down and dragt indicates theurrent width of the column. o 150
Miscellaneous 70
Total ;
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—

Here isanother wayo widen a columnPoint to theB at thetop of column
i B (in the Gray area) and:l_ick the leftmouse button (Theell should turn
e dark blue and thecolumn light blue.).
Investments

4 | Cut

Total Now, keeping the cursor somewhere in |53 copy

t he @bl cliekothe &RIGHT , B Paste

Mouse button. Notice that amenu e e

with- Co |l umn Wi appedrse Rl
Food Click-on Co |l u mn WiAd t h |  Be=e
Beverages new Column Width menu .
Parties appearsType in 15and clickon OK . L Sdminds
Miscellaneous This is another way to widen a i::m"w'dth"'
Total column. L

Colurnn width: |15

(] 4 l [ Cancel

Inserting Rows

We haven't left enough room tiite top of the spreadsheet to insert some budget months. So...
move the cursor to the gray 2 along the left edge (this is the second row) so we can insert two
new rows. Click the left mouse button. You will notice that the whole row lggiesblueand tre

2t u rdark ldue Make sure the cursor arrow is either on the 2 or somewhere in the blue row.

A B e
1 Janie's & Greq's Budget
ﬁ
3 |Income
4 Parents 300

Click the RIGHT mouse button. A drop down menu will appear.| & ©Cut

Point tolnsert. Click the leftbuttonon Insert. Notice how one row |53 Copy
was inserteénd how everything below moved dowdo thisagain 4 paste
to insert another row. Excel, and all spreadsheets, will remembe

~ . Paste Spedial...
where they moved your work and automatically adjust for
these changedncomeshouldnow be incell A5. > Insert
Delets
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Aligning Cells
Now we'll type sme mordext Go tocell
C3  SEPT (Typein SEPT andtapthe Enter key)

Notice how SEPT is automatically left alignedLogically,
since you are using Excahe English version, the text is left — — =
aligned so that all of the teentrieswill line upnicely in the A = F =¥ Siwmeeres

column cells. We would like tocenter SEPT in cell C3. — e

||| = = =||££ #£|| B Merge & Center -

Click on cellC3t omaikd t h eOneveay tbcenter SEPT C%t Lo '
is to simplyclick-on the Center buttonin thebutton bar at the ——— . ...
top of the screen. Make sure that you are ON cell t@én
click-on the Center button (see image Yo u 6 | | notice that
SEPT is now centered in celBC
[SEFT__1
&1 cut
153 Copy
il paste Here is aother way tocenterSEPT Click RIGHT on
- R cell C3. Then click orFormat Cells.
Insert
Delete
: Clear Contents
[ | InsertCn:nmment/
: Format Cells
& Fomatcels...
Mumber | Alignment Font || Border | Patterns || Protection |
Text alignment Orientation
When theFormat Cells dialog r:riz:entah 3 BGE .
box appears click-on the i | Center i T g
Alignment taband thenclick- Yertica: 0 @ | ext —e
- —— :
on -- Horizontal - Center -- - [ ] t _
Vertical - Center -- then click OK. .- . *
Trv it. Text contral L |
ry Dﬂrap text
o ) [ Shrink to fit [0 %] Degrees
This is how you can align words for Wy
neatness. You can also point to Right-t;-le?‘t
several cells you want aligned and do AUl
this. We'll try that next. |Context 3
oK ][ Cancel

10



This e-book provided by http://www.msoffice-tutorial-training.com. Visit the site for
more FREE Office 2007 & 2003 tutorials and information.

Now typethe kelow textin the cells indicated.

D3 OCT
E3 NOV
F3 DEC
G3  MONTHLY TOTALS (TaptheEnter key and thenvidenthe widthof

Column G)

Next we 0l cells@3ithgohgh G3 hTo do this, point t&€C3 and click theLeft mouse
button Then,holding downthe left mouse buttordrag (move) the mouse to the right through
G371 when the cells are highlightédake your finger off of the left mouse button.

| B e R S e G | H
Janie's & Greg's Budget \

[ SEPT OCT MOV DEC MONTHLYTOTALS!

Then point to the group of cells and click
the RIGHT mouse button to bring up
the Format Cells menu. Click the

Alignment tab and choose Center

(vertical & horizontal). Then point to [ seer ocT NOV DEC__ MONTHLY TOTALS]
OK andclick the leftmouse button. All of
the cells will be asentered. You could
also clickthe Center buttonas you did before.

£ D E F G
Janie & Greg's Budget

Donét fwidengCeldtmn G @and MONTHLY TOTALS . Move the cursor over the line
between cells G and H and drag the line to the right to widen #@u@n,just like you did a
few minutes ago.

Saving Spreadsheets

We have done quite a bit of work so now is a good time toygawespreadsheet.
If you have used previous versions of Microsoft Offi2807 Office will be quite different in

many ways. noticed GheTabs antl Ribbang gnd thathere isno File choican a
Menu Bar.Ma n geleétions  h eéhangedsignificantlyin 2007 Office. This is one of them.

11
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Office Button

LT RILESL

The Office Button hasreplaced:ile in the :I‘/ Home Insert Page Layout Formulas Dz

Menu Bar. In theupper left corneof your =] Office Button

Excel 2007 screen you wiee a button < @ Click here to open, save, or print,
and to see everything else you can

similar to the imageon the right This is ol . = do with your document.
the Office Button. -

[]
BREGC

Click the Office Button.

) 2 i@ Press F1 for more help.
You will now see the Excel 20 ———
\ H Wy - =

Microsoft Office Button selections. @

Save a copy of the document

MNew
H H ~ A = Excel Workbook

F!I’St, notice that many of the ol dpo o [xj_i Save the workbook in the default file
File-Menu Bar choices are included | | 7 Zpen format.
in this menu (they arall herei {2y Excel Macro-Enabled Workbook

A 11 save the workbook in the XML-based and
we o I I S h ow y ou. ) H 2ave ; macro-enabled file format.

) — = Excel Binary Workbook

When we move our cursorover ﬁj;mn save the workbook in a binary file format

optimized for fast loading and saving.

Save Asan expanded menu 8ave
choices appear on the right.

= Save As | b

: ljl

Print

@j Excel 97-2003 Workbook < CE—

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

Notice that you can save your i}r Prepare > Q PDF or XPS

spreadsheet in many different H St e M S Rl
formats ‘ﬁ . ; _,—l Other Formats

Open the Sa}re As dialog box to select from
If you save a€Excel Workbook, it W ubEh TR

will save yur spreadsheein an &
Xlsx format. This will save your | | | Sose
spreadsheet in an Extensible |wmwmmmmm @ @ T
Markup Language (XLS) format. T Wttt ot Q5= Mo b
This format require less storage

space and makée he spreadsheet more fAshareabl eodo with
version may have a problem opening your spreadsheet (and may have to downloadl a spec
program to assist them).

Many folks really like to save their files Portable Document Format (PDF) One of the neat
new features of 2007 Offide theability to save applicatiorssPDF.

For this introductory Eudsaelinthe Exced 92008 Warkbosle 6 d s u
format.

| t 6 s y o uyouselécbthedoamat yau desire.

12
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Notice in theupper left corner that there
i s a fbox ofSaveln:with a
down pointingarrowto the right. Click Save in: |[D My Documents w
on thearrow. This will show you all of 3 Coligo Received Fiks

the #nAdriveso anau f‘ uﬁ HMyDataSDLIrcES
may save your wotk

Save As @

savein: | Local Disk (C:) v @-2 1@ X Ci B

My Recent
Documents

* Tools -

My Documents

8

My Computer

g File name: |myhudgeﬂ b | I Save J

My Metwork
Places Save as type: |Miu’osuf‘t Office Excel Warkbook (*,xds) w | Cancel

When you see the dragown list in the Save in: area, choose the drive where you want to save

your file. If you are going to use a disketpt a formatted 3 ¥z diskette the A Drive,then
click-on the 3 ¥z Floppy (A):.We are going to save our file on the Local Disk (Cgur hard
drive, so we chose that drive in the image aliseetop arrow).

To the right ofFile name;, deletethe information(which is in the boxand typein mybudget

This is the name under which you are saving your file. (In the future you will choose logical

names for your spreadsheets as you save them.) Now pdiatveoand click the left mouse
button(seelower right arronabove.

13
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Exiting Spreadsheets

Anytime you need to leave your spreadshelatk the Office 6x e =
Button in the upper left corner of your Excel screethen" ‘_%3;/}
click Exit Excel. If you have not saved your spreadsheet, a Home [N

reminder box will appear asking you to do so.

y
J Close

| £ Excel Options | | X Exit Excel |

Notice the Excel Options buttonto theleft of Exit Excel. Earlier we indicated that all of the
choices undeFile in the Menu Bar are still available using th@ffice Button. Click the Excel
Options button The Excel Options dialog boxwill appear As you carsee, all of the choices
available under File in the menu bar are hieaswell as many more.

14



