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Welcome to the new look dExceP007. The blue part across the top of the screen is called the
RIBBON The 7 tabs across the top of the ribbon (HOME, INSERT etc.) are general areas. When you click
on one of them, their subcategories will fill the ribbon.

But the most important quesbn is:HOW DO | SAVE the top left of the screen
g2dz oAttt asSS GKAa fIFNEBS OANDIS ¢

'P\-PQ'/ W FY;

When you click on it, the following window will drop down. As you can see, it Ho
contains all of the most basiommands: Open, Save, Print, etc. There is also a lis >
recently opened documents. THE BUTTON

Most of the items are simple to use. For a
New Document, clickEW To open a folder

_.-"'_'\-..I =, =
.@, |

Recent Documents

] ew clickOPEN
1 Stats =
’; Open 2 DatabasesStats [= PRINTING
o 3 DatabasesStats 1=l
4 IP & PASSWORDS = . . .. .
H Saie Print Previewis in the Print menu. If you
5 Cheat Sheet =
= 6 interview = move your mouse over the Print Icon, a hew
EL! Save As b | . . . . .
T Morth Brunswick 02192009 = window will open with three options. Just
gl oot > @ Time shest T ~  select Print Preview to Preview.
[ - 9 hawaii =
dickens 1=l .
o 3 Word 2007 (Preview) - Microsoft Word
ﬂ) Prepars  * MCSWEEMEYS =
popular web sites =l i ,
age Show Ruler |
‘ﬁl : send ' MCSWEEMEYS = ages V| Magnifier S
Pzt milias = width || B Shrink One Page i Previous Pagly, Cose Frint
7 Publish paris = XcHicy
==
England 1=l
T Close P & PASSWORDS =
ClickClose Print Previevo close the preview
| 2 Excel Options | | X Exit Excel |

Printing laer.

And toEXITEXxcel, click Exit Exc
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E“_g\ =9 % 1003320394 NORTH BRUNSWICK FREE PUB SAVING
P Save 3 copy of the document SAVE A8alls up a new menu with a couple of
- iy Excel Workbook | options on it. Hold your mouse over SAVE AS to
f
~u H | 5ave the workbook inthe default file i . .
=7 oren format. access this menu. The two most common functions
. Excel Macro-Enabled Workbook | . - .
['iﬁ Comer f‘;,’_ Sove the workboat nthe Ml bsed an - will be the first andourth ones:Excel Workbook
meceEnabed e Toma, | This will save the file iBxcel 200Tormat, which can
) ﬁ:‘ Excel Binary Workbool |
H save masa| S3VE the workbook in  binary file format only be opened on other Excel 2007 computers
optimized for fast loading and saving. e . .
H o @j Bl 2003 Woribook This is the same as clicking Save .
o mostibie with xcel 37 2003, (or the little disc at the top of the @ =
EE:D fnt EDF or XPs screen. The file will be saved in
Q F“uhli_sh a copy of the workbook as a PDF or | )
_}T e FES fle. Xlsx format.
=] Other Formats
H Open the Save As dialog box to select from
g e allpeEiieiistvpes Excel97-2003Workbook Clicking this will save
your file inan Excel2003compatible format. If you

save the file this way, you will be able to open it on any computer with ekixee003 orExceR007.
The file will be saved ixlsformat. You can save a fileboth formats if you like.

When you save the documents, they will show up in your folder with the above icons next to them to
help you distinguish between them.

You can also save directly aBRFormat which is very useful for creating files that cahhe altered.

QUICK ACCESS TOOLBAR

D_w\ HO-0 = ‘_ At the top of the screen is a Quick Access Toolbar. You can customize
A o | e .., this with whatever icons you use most. They are mostly familiar from

ExceR003. By clicking on the arrow at the right, you can add whichewas you like.That little blue

curving arrow is UNDO, by the way. et Optins 2K

Popular @ Customize the Quick Access Toalbar.
B The most frequently v .
qsert| Customize Quick Access Toolbar used Optlons are |ISt€d Advancea %('ﬂ:u;:;r;\ -~ Ezan:: )
Hew . Custonize @ ol Redo )
open when you click that 8
Trust Center & Da
|V save arrow. But near the " o
E-mail =
= Quickrnt bottom isMore -
:B Print Preview Commands i;
spelling i
S V| undo Jj{
([ Redo By clicking on this, it will :
W Sort Ascending i E .
Sort Descending open a new window full o
SE LA S s v
ME| | “oreCommands. of virtually every 3 st s Toomm e
B Show Below the Ribbon )
:CE,U] Minimize the Ribban command you can think

of. The drop down at the top lets you selédtL COMMANDSThis lists hundreds of things you can
add, like Cut, or Columns or Find, or eBirkethrough
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WHERE 1S? IN THIS TAB THIS SECTIO WHERE 1S? IN THIS TAB THIS SECTION
Auditing (4) FORMULAS Formula Name Functions (4) FORMULAS Defined
Auditing Names
AutoSum (4) FORMULAS  Function Number (1) HOME Number
Library Formatting
Background (3) PAGE LAYOU' Page Outline (5) DATA Outline
Background
Bold Italic etc. (1) HOME Font Page Layout (7) VIEW Workbook
Views
Breaks (3) PAGE LAYOU' Page Setup Page Setup (3) PAGE LAYOU' Page Setup
Calculation (4) FORMULAS Calculation Pattern (1) HOME Editing
Cell Styles (1) HOME Styles Picture (3) PAGE LAYOU' Arrangement
Arrangement
Charts (2) INSERT Charts Pictures/Clip Art (2) INSERT lllustrations
Comments (6) REVIEW Comments Pivot Table (2) INSERT Tables
Copy/Paste (1) HOME Clipboard Protection (6) REVIEW Changes
Delete Cells (1) HOME Cells Reference (4) FORMULAS  Function
Library
Filter (5) DATA Sort & Filter Remove (5) DATA Data Tools
Duplicate
Find/Replace (1) HOME Editing Ruler (7) VIEW Show/Hide
Font (1) HOME Font Scale to Fit (3) PAGE LAYOU' Scale to Fit
Font Color (1) HOME Font Send to Back (3) PAGE LAYOU' Arrange
Font Size (1) HOME Font Sort (5) DATA Sort & Filter
Format Cells (1) HOME Cells Sort/Filter (1) HOME Editing
Functions (4)FORMULAS  Function Spacing (3) PAGE LAYOU' Paragraph
Library
Get Data from (5) DATA Get External Spell Check (6) REVIEW Proofing
Access Data
Get Data from (5) DATA Get External Sum (1) HOME Editing
the Web Data
Gridlines (7) VIEW Show/Hide Symbols (2) INSERT Text
Group (3) PAGE LAYOU' Arrange Table (2) INSERT Tables
Information
Heading Print (3) PAGE LAYOU' Sheet options Text Box (2) INSERT Text
Indent (3) PAGE LAYOU' Paragraph Themes (3) PAGE LAYOU Themes
Insert Cells (1) HOME Cells Thesaurus (6) REVIEW Proofing
Links (2) INSERT Links Track Changes (6) REVIEW Changes
Macros (7) VIEW Macros Translate (6) REVIEW Proofing
Margins (3) PAGE LAYOU' Page Setup View/Print Lines (3) PAGE LAYOU' Sheet Options
Math (4) FORMULAS Function Window (7) VIEW Window
Library Arranger
Merge Cells (1) HOME Alignment Word Art (2) INSERT Text
Zoom (7) VIEW Zoom
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At the bottom right of many of the subsections, there is a tiny square wite . x* Aa-||*% - & - |

an arrow. If you click on that little box, a menu will open up allowing you

Font P

wL.

do many of the detailed features that you were used to frarceR003.

2 8Qft Gt

In theHOMETab:

lpé i their individ$abiafeas| Batlfdr ydwr reference:

2] 21|
Nurnber I Alignment | Eorder | Fill | Prutectiunl Riiz7 nhg | fiont | Eelde] I Gl | furckec ion
o Faptcil Gz Text alignment rOrientation
Camic Sans M5 IReguIar 11 Hotizontal;
T Chiller - ][5 a IGeneraI > | Indent:
Bt fha 2 i - !
Eold Thalic Bottom h %
%Esﬂ:to“aanstia | =l }3 hd| ™ Justify distributed t
Underlin: Color: Text contral -0
INone j I_ = | ¥ Mormal fant [~ Wrap bext lﬂ‘ —
Frect: rPrevie ™ shrink ko fit - e
[™ Strikethraugh I~ Merge cells
™ Superscript AQBbCCVyZZ Right-to-left
I Subseript Text direction:
Context v
This is a TrueType font, The same font will be used on bath your printer and your
SCreen,
Cancel | Caneel |
FONT POP OUT ALIGNMENT POP OUT
FONT POP Olallows you detailed font effects like 2]
Stnkethrough, Out“ne etc. | |A\ignment| Fank | Border | Fil I Pratection
Categary:
| 5ol
ALIGNMENT POP O#lfows you to change the N ™ |
. . . Currenc:
allgnment Of teXt W|th|n Ce”S, as WE” as TeXt Wl’ap SCEUU”J”Q General format cells have no specific number Format,
and Shrink to Fit. fine
'ercentage
Fraction
Scientific
NUMBER POP OWliows you to change the s
formatting of the numbers in your document. More |
on that later.
[
On ThdNSERTab there is only one pop out menu.
Thelnsert Charts POP OU3ee next page) gives you
all the possible charts that you can use in your
document (covered later). Conce
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On thePAGE LAYOUH®D there

Insert Chart 7| X
L are three Pop Outs.
[ Templates Column = | ThePage SetumndScale to Fit
ki Column Wm Eﬁ Eﬁ W and Sheet Option$Pop Outs
¢ Line Im ||-Bﬂ I\-Hﬂ | I | I open the same Window.
& Pie
S l“]]ﬁ IM Im ljﬁ]{ji IM:ﬂ ngAr l These allow you to do very basic
MA area page set up information like
[ XY (Scatter) Adl | AL _ _ ] A portrait or landscape, with a
i stock |M{i Jﬁj |J5‘5 |J§Lﬂ |ﬁ*ﬁ Tab for Margins anHeaders&
@ surface Lz Footers. The ShekeTab allows
® Dosghnut @ l ) l 5 l’:"'". I" ]“ i,x fo_r adju_stments to Gridlines and
% Bubble I W) ] | (] | Y things like that. (These are
By Rader — hardly ever used.)
W | (@] 0] |as] el -
Manage Templates. .. | Set as Default Chart | 0K I Cancel |
e
ONE LAST THING ABOUT THE RIBBON
LT &2dz OFyQd adtyR GKI o 9- } 18 A
Click on the arrow to the right of the Quick Access bar ar | ED
onthat drop down menu, select Minimize the Ribbon. Mo T Bimu
!I/@ lgHc;m.':;v P‘Inser‘t: Page Layout Formulas Data F‘\E\rie:hE!E":\«’S:\:'Et7I\d"cmsc”;t == "@_— ; :(
I %288 - | [#
A B C D E F G H I J K L i

When you minimize the ribbon, you are left with just the Tabs. If you click on any of the Tabs the ribbon
will come back and let you do anything. Once you click back in your document, the ribbonamitygo
again. Uncheck Minimize the Ribbon to have it show up again.

IS THE MOUSE AT LEAST THE SAME?

Yes.
The right mouse button performs a lot of tricks thawizover

Cut
LCopy

Paste

G b o<

Paste Special...

[atN

above; however, if you prefer to use the mouse, they are handy
here.

Right clicking o a cell will bring up this box. You can cut copy an
paste, you can Insert or Delete Cells, you can Sort and even ope
Formatting Popup.

hCCL/ 9 HnannTtQf{ !} ¢h
With Office 2007, any of the changes you may make from Font tc

Color to Style will automatically be Previewed for you. Highlight

|
Iy

e

Insert...
Delete...

Clear Cantents
Filter

Sart

Insert Comment

Format Cells...

Fick From Drop-down List...

Mame a Range...

Hyperlink...
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text in a cell (double click airag the mouse over the text)Then roll over any of the options and the

screen will changeotshow you what it will look like. Click on the option and it will take effect, move
your mouse away and it will go away.

LQ+9 b9+t9w ! {95 9-/9[ .9Chwos

Yes. This class is designed for both beginners and for those who are upgrdekegltd007. We will

cover very basic information, but also some of the new features that make Excel 2007 different, but
more interestingthan 2003.

On the next page, you will see the basic layout of the Excel screen, as well as an explanation of what
(just about) everything is.

(Da) i 7 - = Bookl - Microsoft Excel - = X
)
Home Insert Page Layout Farmulas Diata Review Wiew W - 50X
] P i ) b B3] Text Box F= '
%; lal) & |(d
- ks =) | Header & Footer *gd
PivotTable Table Picture Charts || Hyperlink
- - /" & wordart - Yy
Tables Ilustrations Links Text
| E8 - f | ¥
A B C D E F G H A
1
2 MName Box FormMla Bar 1
: ==
4 Active Cell Column Letter
5
B
7 Row Mumber
a8
| |
9 /SheetTab
10
W 4 » M| Sheatl -~ Sheet? . Sheet3 -~ #1 0 m I
I —— S r===11r T g o] S| [l L -

Column Letter & Row Numbea reference for which cell you are currently working in.
Active Cell The cell that is outlined in black is the cell you are working in.

Name Box The name box states what cell you are curnemtbrking in, you can move to a cell if you
type it into that box.

Sheet Talat the bottom. You can have as many Worksheets as you wish. It is most useful to Rename
the sheets to keep them straight (more about that later).

Formula Bar Shows you the texhat you have typed into a cell and also the mathematical formula that
provides the result given in that cell (see Formulas below).

NAVIGATION

MOUSEYou can always click on a cell that you want.
TABkey moves the active cell to the right.

Page6 of 15 rev 2.0 ©North Brunswick Public Library May 2009
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ENTERey moveshe active cell down one row and intbe FIRSTolumnyou had been working iim

the above line So, if you had started in Row 3 Column B, and tabbed ov@oltonnD, by hitting enter,

you will jump to Row 4 Column B.

ARROWSou can also nayate with the 4 arrows on the keyboard,

TYPEA final navigation option is to type iheé name of the cell you want to be in into the NAME box.
Also:

Home key:moves the active cell highlight to Ctrl + Up Arrow keyanoves the active cell
column A without changing rows. highlight to the first row of the spreadsheet
Ctrl + Home keyanoves the active cell without changing columns.

highlight to cellAl. arl + Page Down keysnoves the active cell to
Ctrl + End keysnoves the active cell highlight the next sheet of the spreadsheet.
to the last cell containing data. Ctrl + Page Up keymoves the active cell to the
Ctrl + Down Arrow keyanoves the active cell previous sheet of the spreadsheet.

highlight to the last block of text in the row of
the spreadsheet without changing columns.

ENTERING DATA

When you start with Excel, your cursor will be a white cross. This means you have a cell
EE] selected and if you begin typirige textwill appear in that cell. (Default cell when you open

is Row 1 Column AYWhenever you are done typing in thaell you MUST press ENTER for

AlG G2 al OOSLIi¢ dlslisieved Rade inkpbri@rd whérdwiel§eRtdmath.

If you wish to type elsewhere, click on the cell you wish to type in. Your text will go beyond the gray grid

your cell so you can fill in more information.

% Once you have typedpy can move your text tany othercell. As long as the dark black box is
around the cell, when you mewour cursor near the bottom of that cell it will turn into a white

arrow with a black 4 arrowed cros®¥henyou see thisclick the left mouse key and hold down.
4%, You can drag the contents of that cell to any other cell.

EDITING DATA

Thisisoneofthy 2 NB O2y FTdzaAy3a | aLISO0Ga 2F 9EOSéadytod dzi
remember.If you want to type somethng newinto a cell simply click on that celland begin typing.
If there is already text in that cell, thigll overwrite whatever isn there.

If you want toedit type that is already therethere are two methods:

1. Click on the cell you wish to edit. Then Double click on the cell. The text will appear with a text
editing bar. You can edit the text as you would with the keyboard.

2. You can alsodlick orce onthe cell and the texthat is in thecell willappearat the top of the screen in
the Formula Bar. Put your cursor in the Formula Bar and edit the text as you would normally.

Page7 of 15 rev 2.0 ©North Brunswick Public Library May 2009
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The only problem you may have with this is thahi text you have typed extends beyond the cell, you
must click the beginning of the line of text in that cell to activate the editing function. If you try to click
the text at the end of the line, you will click on a different, empty cell instead.

ToDELETEontent from a celuse theDELET&r the BACKSPAKEY. This | 3% pejete cells..
will remove the data but NOT the color or formattingo fully remove

thosecolor, formatting et, you must select the cells you want removed
and click on Delete in the CELLS subsecfitre. pop up menu allows you
to delete either the selected cells, or entire rows, columns or sheets. | Delete Sheet

= Delete Sheet Rows

al
=

Delete Sheet Columns

RESIZINGELLS/ROWS/COLUMNS

You can make your rows or columns wider or thinner by dragging them. But your 'I-I-l %
cursor must be the right shapdf the mouse turns into a heavy black line with arrows,

it means you can expand or shritite row or column.

If you accidentally resize a row or column (which happens all the time), rather

thantrying to resize the row back toow you had it simply letgo of the PN 4 ) -
mouse anctlick the Undo arrow ouse the Undo shortcut (Ctrl+2). { mf‘; s

Sometimes your cell will be filled with this: #####his means your cell is too small to contain either the
text or the date that you have enteredou must expand the widthf éhe column in order to display
the text.

FORMATTING CELLS

Formatting the cellss now much easier than in Excel 2003. All of the formatting options are right there
in the Home Tab.

If you wish to format aingle cell click on that cell. If you wigh format asingle Row or Columrclick

on the letter of the column or the number of the row (the whole column of row will be highlighted). To
format anentire document click in the upper left corner (the blue square between the row letters and
the column numbers. The whole page will be highlighted. Or you can select any number of cells by

clicking and dragging your mouse across the desired cells.
Lf;l - -

Insert Page Layout Fo

The first subsection BONT You can format any of the above according“e
to Font, Size, Color, Italics, Bold elicalso contains the section for
Borders The borders icon is next to tlk(the small grid).

Calibri 11 | A AT

B 7 O ||| - A

il 4

Font

BORDERS

For the most part, you will want borders for your rows and columns showing up when you print. The
default mode on Excel is that your lines WiDTshow up. In order to get them to show up, you can

either select all of the spreadsheet (that upper left cerisquare) or you can highlight just the area

where you want the lines to show up (start at the top left of your work, click and drag your mouse to the
bottom right of where you want to lines to show up

PageBof15 rev 2.0 ©North Brunswick Public Library May 2009
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“/11 -1 A Click on the small gridThe window that opes Borders
u -|| i -/ & - shows you all of the options for where you want | . goiom sorder
a your lines. Lines will be applied to whatever cells
you have highlighted.

Top Border
Left Barder
Right Barder
The Draw Borders section allows you tq -

Draw Borders ~ . o >
o | Draw Border dzaS I LISYOAt AOZ2Y '@ sisorders
):H DI'E;BDI'E‘EI'EI'H é 2 dZ é 2 de ﬁ? t 7\1 é L:' 2 Cutside Barders
2| Erase Border probablymore work, but it does allow a

2| Line Color ,  certain degree of flexibility.

e w
(=
0

Thick Box Border

Eottom Double Barder
Line Style 4 v | Thick Bottom Barder
You can also use this section to change
the colors of the line and change the
line styles (dotted lines etc).

Top and Bottam Border
Top and Thick Bottom Barder

] More Borders...

i Top and Double Bottom Border

armulas Data Review

The second subsectionAs IGNMENT You can change the alignment of th
text inthe cells. The small icons show how the text will get formatted in
each cell. Each icon shows the alignment per each individual cell (but it
be applied to all of the cells you highlight.

L
[

i
1]
]
L)
]
¥
i
Lz
4

Alignment (]

The top rowshows thevertical alignment of the text (top, middle or bottom alignment).
Theabwith the arrow allows youio rotate text within a cell. A
Thesecond rowdown providesK 2 NA T 2y Gt | fA3yYSyid 68§
Justification or more advanced items, click oatthox to open the menu). 2| ®
The bluearrowsallow you to change the indent of text in cells.
On the other side of the vertical line are two more icons.

The topicon . is forWrapping Text Now, rather than going across merged cells
the end of the =I' cell across tha@ext cell, all of the text will wrap around merged
to the width of the cell. It will make the cell get taller, but not any —
wider. [SedFitting text into a cellbelow]

The bottom icon is forMERGING ANBPLITTINGells. This is particularly useful if you are

going to center a4 = text across several rows or columns (like a title or header), or if you are
creating a calendar and would like to show off a block of tin&mply select the cells

that you would like merged into one cell. (Noieyou have text in the ced] only the text irthe top left

cellwill be saved.Clickontheicoh yR &2dz ¢Aff &SS GKIFIG GKS OSftfa |
split the cellsglick on the icon again.

Htting text into a cell

If you would like your text to wrap in the cell, click on the cell you are working on (or, if you want to
have the entire row, column or document to have the text wrap around in the cell, click on| =;
the Column letter(s) or Row number(s) or the upper lefinarfor all), and click othis icon =l

Page9of 15 rev 2.0 ©North Brunswick Public Library May 2009
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on the FONTsubsection Click on théAlignmentTab and seledtVrap Text Your text will nowit to the
width of your cell. If you make your cell wiser, the text will match the width

MORE THAN ONE LINE IN A CELL

If you would like to have multiple rows of text in one cell (as if you were hitting the return key at the end

2F I ftAYSTZI 5hbQ¢ ! {9 ¢19 9b¢9w Y9, 6 H ¢KIAikegAff 0NR
and then press the Enter Keysually the bottomrow of text will show up in the cell. You will need to

expand the cell to see all of the text (that is covered below).

NUMBERS

Thethird subsection iINUMBER Click on theGeneraldrop down menu l = )

and a new window opens ufthe defaul(General) | asc To0%. S

General * isthatnumbers willbehavB A ¥ T SNBYy U U F Nomber (Se
$ - 5 = will align to the right, écimal points of 0 will be 112 50
removed and Dates like 5/19 will convert to -WRly. | = currency
Number F] . === $5.00

If you select any of the other options, all the |
numbers in the selected areas will behave ia thay that you have 1B e
selected. If you type in a number, select the cell, and click the drop dow| ~— chort Date
it will show you what the result will look like. ] TH s

: El #"?SI'QSE:;EJBHUBI}'GS. 1900

NUMBERormatsthe number with two decimal placegThe comma’) will o '
automatically do the same). S English (U.5) () 120000 am
CURRENGisplays a dollar sign and decima(Below  zengiish w.k; Percentage
the General drop down, there is dollar sigh (hich ~ ecuro 12 o s
allows you to change the currency. ¥ Chinese (PRQ) l/:_, Fraction
ACCOUNTINeutomaticallylines up a column of Sl Sl 5 Saentiic
number so the decimals are aligned. 10 o0 L
SHORT DATE/ LONG DATE & TiMIEset up numbers as a date or time apc 1% L
format. (You can change the style of Time by clicking on the Pop Out bo 53
the number section. Hore Humber Formats..

PERCENTAGE&nverts your number to a percentage and adds percent sign. (You can also select this by
clicking the%symbol in hat subsection).

FRACTIOBonverts your number to a fraction.

SCIENTIFKCam taking this from this website as they summarize this better than | could
http://pubs.logicalexpressions.com/pub0009/LPMArticle.asp?ID=4)8cientific Notation is a

shorthand used to keep short the number of characters in a value no matter how large or small the
number is. It looks like 1.23x3,®r 1.23E+3, where the number 1.23 is multiplied bydied to the

power 3. 1.23x10or 1.23E+3 equals 1230. We didn't save any characters with this number, but when
you consider that it's 9.3xI0niles from here to the sun, well, now we're saving some digits. Excel has

no native way to write a number withuperscripted notation and retain its numerical value, but neither

did FORTRAN back in the good old days, so we'll use the E notation. Essentially, the E notation consists
of a single digit, a decimal point, any number of decimal digits, the letter Es@phainus sign and an
exponent.

TEXTormats the number as if it were textn lother words it will be formatted to the left, and will not be

PagelOof15 rev 2.0 ©North Brunswick Public Library May 2009
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AYLI OGSR o6& 9EOSt QEwillidigay asiStfped. 2 ¥ y dzY 6o SNA ©
MORE NUMBER FORMASE®ENSs up the sameptions as theNumber PopUp.

INSERTINGELLS/ROWS/COLUMNS

There are many ways to insert cells into a WorkboGkck where you would
like the cell or cells to be added. On tHOMETab in theCELLSubsection,

2 Insert Cells...

L MO

click oninsert. The box at the right gms. Select what you would like to 5% Insert Sheet Rows

Insert: a cell, a row or a columt.ou can also insert multiple cells by o CEEEE ST
highlighting a number of cells and selecting Insert Cells. o] Insert Sheet

If you select Insert Cells, the following box will open allowing you to select where

you want the cells situated.

Insert

If youinsert a row, it will appearABOVEhe row that you are currently using, it

82:2:;%“ will push your current row and all rows below it, dow¥hu can insert multiple
) rows byselecting multiple rows either in the Worksheet ottlire numbers on the
o« ][ cm=l J| left. That number of rows will be inserted.

If youinsert a column it will appear to the LEFT of the column that you are currently using, it will push
your current column and all columms the right of it to the right You can insémultiple columns by
selecting multiple columns either in the Worksheet or in the letters at the left. That number of columns
will be inserted.

To insert a new worksheetlf you are using multiple worksheets (discussed below) select |8estt
to add a new blank one

TO GET YOUR COLUMN/ROW TO FIT EXACTLY TO THEh@EXKEN sliding the arrow to the left or
right or up or downgdouble clickon it. The row/column will resize itself to be the exact space of the
longest text in that row/column.

TORESIZE ALL OF YOUR ROWS/COL UkIB@multiple rows/columns Then when yoexpandor

shrink them as described above, ALL of the selected rows/columns will become that size, regardless of
what size they were beforelf you click that upper left corndyetween columns and rows, you can

resize the entire Worksheet.

Shrink to fitis an option thawill reduce the size of the text so that it fits into the size you have already
selected. This is really only useful if your texiigh$ly too large for youcell when you are printingro

access it, make sure you are clicked on a cell with text in it. Then click on the Alignment Pop Out arrow.
When the Alignment Window opens, check Shrink to Fit and it will resize the text to fit in the window.
This could rake it very very small if you wanted it to.

MINI TOOLBAR

Calibri (Bot » (14~ A" A7 Ay F
Whenever yothighlight text in a cel faint box will appear above |B| s = # - A - &= 5= 1= -
your mouse. If you move your mouse toward the box, it will
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reveal itself to be a small toolbar, giving you quick access to most of the text effémtscan lsange
the font, the color, Bold or Italicize. The changes will affect everything that is highlighted.
You can also access #hioolbarby right clicking. It will pop up automatically

STYLES

A new feature in Office 2007 is the R R
SyleS W|ndOW |n the HOME tab The MNormal Bad |Good Neutral

Styles enable you to format your Data and Moce r —— _
document quickly with color coding Warning Tex: e

I' y R A y I d lj I é L] S -.F (| Titles and Headings .

. . Heading 1 Heading 2 Heading 3 Heading 4 I'itle Total
going to look at one of these items | s censoes L
r|ght nOW’ the Other tWO, Format as 20% - Accentl  20% - Accent2  20%- Accent3  20% - Accent4  20% - AccentS  20% - Accent6

Table&CondltlonaI FOfmattIng,Wl” 40% - Accentl  40%- Accent2  40%- Accent3  40% - Accentd  40% - AccentS  40% - Accentf

be deat with in the next class.
Number Format
Cllck on the far rlght |terﬁ:e" Styles Comma Comma [0] Currency Currency [0] Percent

=] Mew Cell Style...

a colorful box will open. All of the
colors in the box are suggestions for how you could style your Worksheet. If you select one or multiple

cells and then choose one of these styiesvill be applied to your cell. The explanations given in th

S62E IINB 2yfé || 3FdZARSEtAYySXtAy]l R2S8a yz2d 1!'+9 (G2 o
suggestion.

NICE FEATURES OF EXCEL

Auto complete.

As you type data into a column, Exassumes you may want to retype the same dat: January
later in the column. So, Excel fills in the rest of the lettershe example, | typed the 31 rFebruary
letter J and it filled in anuanyPressEnter to accepthe word, or ke@ typing if you 22 | April
R2y Q0 Wdteythis adesindt work once a blank cell is left in the column 23 m:

Instant copy

If you want to copy the same data into multiple cells, click oncttieor cellsyou

would like to copy. There is a black square in the bottom right of that cell. As you :!
move your curspto that square, it will turn into a dark black cross. Click that square,
and drag your mouse down, or to the right (or even up or left) and the sansewdét
appearinthenewcellsl ¥ @2dz R2y Qi 4SS GKI G Odxpanda
the selection.

s

ED)att S

Sequence
Even BETTER: if you would like a sequence to continue, Excel can do this as well. Start your sequence in
your row or column: 1, 2 or 3, 6 or Monday, Tuesday, or January February, any 2 items that start a
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sequence. Follow the directis above for Instant copy, and rather than copying the item, it will create a
sequence. This is a quick way to number your rows.

MULTIPLE WORKSHEETS

A worksheet is the grid that you are working ofit the bottom of he page you will see three Talgh
Sheet 1, Sheet 2 and SheetBoucanhave as many sheets as you waihhis is very useful, ifor
instance you wanta sheet for eacimonth in the same document or ifou have multiple people
working on a schedule, each person can have his or hersbegt. dick on the tab to make it the
"active" sheet.You can name any of these sheets by right clicking on the tab and selRetiagne
You can also move the ardof the tabs by clicking and dragging the tab to the left or right (a small
triangle wil appear as you move the tathowing you where it will be insertgd

If you would like to enter text or a formula or create a setting and have it occur on multiple sheets, hold
down the Ctrl key and select the Sheets that you would like affedféldateveryou type in the sheet

you are working on wikhppearin the same cell on every sheet you have selected (Be Careful: it will also
OVERWRITE the data that is currently there, if there i§ 8v, if you have Selected Sheets 1 and 3 (by
holding down CTRL as you click on Sheet 3) and then type Hello in Cell F2 on Sheet 1, it will also appear
on Sheet 3 in Cell F2. This is true for any Formatting or text you do.

PRINTING WORKSHEETS

Be sure to slect where you want your sheet to display in Portrait (vertical) or Landscape (horizontal)
format in the PAGE LAYOUT Tab in Bege Setugubsection. Select Orientation.

If youjust select Print it will print all of the cells that have content in thesm,if you accidentally put a
letter or a period in cellJ2,999 you will get hundredsof blank pages until it gets to that last character.
If you are sure that there is no extra text, you can print like normal.

If you only wanto print asmall area dthe
document,drag your mouse over theellsyou would
like printed. Click on the Button and select Print.
When the Print window opensear the bottom in
the Print What section, click on Selection.

If you have mulple sheets you would like to Print a
once, select the Entire Workbook option (as always be
careful with this or you may get lots of blank pages).

If you have text that overlaps a new cell, it will appear

fine in your document AND when you print. However,

if your text runs into a new cekynd that new cell has text in it, you will only see the text in that second
cell. Example:

PRINT PREVIEW:
Is an especially helpful tool for setting up your page for priiter you select Print Preview, Excel
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