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ADVANCED EXCEL 2007 Part Two 

PREVIOUSLY IN ADVANCED EXCEL 

We looked at a lot of introductory information for Excel in the Notes for Part One.  Assuming you 
remember everything, we will move on to some more advanced topics.  

First, ǿŜΩƭƭ Ǝƻ ǘƘǊƻǳƎƘ ŜŀŎƘ ƻŦ ǘƘŜ Tabs ǘƻ ǎŜŜ ǿƘŀǘΩǎ ǘƘŜǊŜΦ 

The HOME Tab features most of the things we talked about in Part One: Font, Alignment, Styles, and 
Insert.  It also features Formatting and Sorting which we will talk about below.  
 
 

The INSERT Tab is where you can insert Tables, Shapes, Pictures and Clip Art ό²ƘƛŎƘ ǿŜΩƭƭ ƭƻƻƪ ŀǘ 
shortly).  Also Charts (a little later) Hyperlinks (which need an internet connection to work) and, in the 
last box, Text.  We looked at Symbols ƛƴ tŀǊǘ hƴŜΦ  ²ŜΩƭƭ ƭƻƻƪ ŀǘ 
Headers & Footers Shortly.  Signature Line is quite literally a line for 
a signature.  WordArt allows you to use preset designs to create 
fancy word shapes.  When you click on the A, a new window pops 
open showing the templates that you can use.  When you select the style you want, a new box opens in 
which you type your message.  Your text will then appear on the document, and a new Word Art Tools 
Tab will open up.  Using this you can change the style of lettering, the color, the angle of the letters, or 
even if you want the text to be vertical rather than horizontal.  

SHAPES 
INSERT Tab, Illustrations Submenu.  Shapes: A menu drops down with 
many shapes to choose from, (a fraction of which are shown here).  
Most are self explanatory. 
Choose the shape you want.  Move your mouse to the document. Click 
and drag your mouse to place the shape where you want.  If you click off 
and click back on you can resize your shape by dragging the bubbles at 
the ends.    
A Drawing Tools Tab opens, in this you can add more shapes or change 

the color or style of the shape.  And also change text 
styles.  You can Add Text to any shape either by 
right clicking on it and selecting Edit Text or, in the 
Drawing Tools Tab on the left side is a small box 
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with an A in it.  That is the Add Text box.   You can then type in the shape, and the text will, for the most 
part, fit into shape.  You can always make the shape bigger to accommodate the text.   
 

SMART ART 
 

 
Smart Art is slightly more sophisticated shapes, designed for charts and graphs.  When you select it (of 
course a new Smart Art Tab opens) a menu opens.  Select the style you want.  (A preview is on the right 

side of that window).  After you click OK, your 
SmartArt will appear in your document.  It will 
give you a box to type text in, which will then 
fill in the boxes you have chosen.   

Once you have finished, the Design Tab is the 
default.  With it, you can change the Layout if 
ȅƻǳ ŘƻƴΩǘ ƭƛƪŜ ƛǘΣ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ŎƻƭƻǊǎΦ ¸ƻǳ 
can even add a new box (or whatever shape 
you have chosen.  You can also add bullets by 
clicking in the Add text window (this will also 

add a new shape). 
 
The Format Tab lets 
you manipulate the 
color scheme to a 
greater extent, 
including changing 
the way letters look, 
and what kind of 
shadows you would 
like. 

 

 

The PAGE LAYOUT Tab is where you can change Themes (clicking on it will show you how you can color 
or change the font for your entire sheet.  Page Setup allows you to change Size, Margins Orientation.  
Also you can add a background picture.  And Print Titles allows you to have certain rows appear on every 
page. 
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Gridlines are the blue lines on the page, clicking View will remove them (this does not affect printing).  
Clicking Print will print all of the lines between and around where you have typed. 
Headings will display or remove Row Numbers and Column Letters.  Print will print them. 

The FORMULAS Tab we will look at a little later. 

DATA TAB 

 

The Data Tab is where you can add Data from other sources. (A web site or Word Document).  You can 
also use Sort & Filter options here.   
Data Tools is where you can put Text into Columns (see right below). 
Remove Duplicates (will delete Duplicates from a Sheet); There are some other formulas as well.  
Finally Group will group cells together to act as one unit.   

TEXT INTO COLUMNS 

This is a neat feature that lets you split up content in cells. So, if you began typing first and last names 
into one column and you would like to separate them, it is only a few steps to do so.  

Highlight the column of names or any other text you would like to split. 
 Then Click on Text to Columns.   
 The default option is Delimited, which means that you have spaces or commas 
between the fields that you want separated.  [Fixed width is more difficult and more 
unreliable].  Click Next.  The second window gives you 5 Delimiter options.  Typically 

you will select Space, as that it what separates your words. If you used commas or semicolons you can 
select that.  You can select more than one.   
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At this point, it is safe to click Finish.  The next screen gives further possibilities, especially if you have 
numbers and what you would like done with them, but for our purposes we can Finish now.  
 
The Review Tab is where you will do most of your finalizing of your document.  The Spell Check is there.  
Research is also there (see below).   

 

RESEARCH 
Also in the Review Tab, in left section Proofing, you have Research: this allows you to do some simple 
research: definitions, spelling etc.  ¢ƘŜǊŜΩǎ ŀƭǎƻ ŀ TRANSLATION key as well. When you click on it a side 
bar will open.  Type in any word you wish to look up or hold down the ALT key and double click on any 
word to find out the definition.   
The drop down menu that says All Reference Books lists all of the different resources available.  Other 
things available include Encarta, Live Stock Quotes and Gale Company Profiles (!) For instance if you type 
in Microsoft, financial information will come up.   
 

TRACKING CHANGES 
This feature is useful for seeing when you have edited a document and what you have done to it.  It only 
works after you have saved a document first.  So, after you have saved the document, click on the 
Review Tab.  The Changes section has Track Changes.  All of the changes you make will now be 
documented and you can compare versions of the document with the Track Changes menu. 
You can also highlight a word or phrase and leave a comment make changes to it.   If you click on Track 
Changes, it will show you all of the changes that you make as you go through the document (a bit 
annoying actually). 
 

 COMMENTS 
In the center is the Comments option.  When you click on 
that it leaves a little Post-It Note type object on the screen 
where you can type a comment for yourself.  

 

Finally, the View Tab provides different ways of viewing the screen.   

From the left, the default is Normal .  Page Layout shows the documents as they will be printed. 
Again you can Show/Hide rulers or Headings or Gridlines. 
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Zoom lets you increase the screen size without affecting the actual size of the document.  There is also a 
slide bar in the bottom right corner that also zooms and reduces 
the screen size.  This does not affect Printing. 

In the Window subsection, New Window opens a New Document with the same content as what you 
are looking at.  And Arrange All opens up small versions of all of your Worksheets so you can compare 
them side by side. 
More useful are Freeze Panes.  Wherever your cursor is, when you click this, it will split your document 
into quadrants.  The part where you cursor is will remain 
stationary as you scroll through the rest of the document.   
While Split (at right) allows you to Split your document 
into multiple views of the same thing.  Although why 
ȅƻǳΩŘ Řƻ ǘƘƛǎ L ŘƻƴΩǘ ƪƴƻǿΦ 

Finally, Macros, will be dealt with at the end. 

INSERTING A PICTURE 

Click the Insert Tab and click Picture (right below it).  The Insert Picture window will allow you to choose 
a picture from somewhere on the computer.  [Clip Art gives you access to a staggering amount  of clip 
art online.]  Once the picture is inserted you can change the size or position of the picture.  If you click 
on the picture, the Picture Tools Tab will appear in Red and circles will appear on the corners and sides 
of the picture.  If you click and hold on one of those circles, you can drag the box to make it bigger or 
smaller.   

 

If you select the PICTURE TAB you can adjust the strength of the picture with the Brightness and 
Contrast levers, and you can make the picture a watermark by selecting Watermark from the Color drop 
down menu.  This will put the picture faintly in the background of the page.  And, with a new feature, 
you can use the Picture Styles to frame the pictures, or change the shape of the pictures or even add 
shadows.  Just click on the down arrow on the right side of Picture Styles to see all of the selections.   

HEADERS & FOOTERS 

Headers and Footers appear on the top and bottom of every page of your document.  To insert a Header 
or Footer, click on the Insert tab, and select Header & Footer.  A new Header & Footer Tools Tab will 
appear in green.  The Design part of Header & Footer Tools Tab allows you to modify the Header or 
Footer.  You can add page numbers, dates or times.  You can even put a picture in there. When you are 
done, click in the body of your text, and the Header Tab will go away.  To get that Tab back, just double 
click in the Header/Footer area again and it will reappear. 
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When you add a header or footer, the page will change to this Page Layout Format, which shows you the 
Header area.   

 

To return to the Standard format, click on the View Tab and select Normal on the far left side. 

SORTING 

Another great feature is the SORT feature. This allows you to alphabetize or put items in numerical 
order based on which columns you choose.  If you are doing one 
column of text, select the Column Letter and then click on the Sort 
& Filter icon on the HOME Tab on the far right.  You can sort either 
AtoZ or ZtoA. 

NOTE: Numbers go before letters; symbols (parentheses, slashes 
etc.) go after numbers, before letters.  

If you have multiple columns, and you use this method, it will alphabetize the first (furthest left) column 
that you selected, AND, all of the text in the rows will be sorted WITH the first column. See the example 
on the next page 

Beta Flower Car  Hammer 

Alpha Tree Motorcycle Wrench 

Delta Grass Plane Pliers 

Gamma Plant Boat Screwdriver 

Alpha Tree Motorcycle Wrench 

Beta Flower Car  Hammer 

Delta Grass Plane Pliers 

Gamma Plant Boat Screwdriver 

BEFORE  SORTING     AFTER SORTING 

If you would like to sort according to a different column than the first column, (for instance if you have 
the first column as first names and the second column as last names, and you want to alphabetize the 
last names). Select Sort & Filter Then Custom Sort.  This window will open.  In Sort By, you can select 
which column you want to sort.   

 




