
Excel 2007 Basics 

Office Button 
 

The menu the office button brings up is the one where most of the file menu features were in the 

previous versions of Excel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

New, Open, and Save work as they did in 2003.   

  

 

 

Office button 

Recent documents list 



Save as brings us several options 

 

 

 

 

 

 

 

 

 

 

 

 

Excel Workbook saves the files as a 2007 document (denoted with an xlsx file extension).  2003 users 

can not use this format without having the compatibility add-on installed.  Until everyone has been 

updated it is safest to use the Excel 97-2003 Workbook option to save.  Anyone can read these files.   

PDF or XPS is an option here because the save as PDF add-on has been installed.  This is the best format 

to use when putting your files on your website.  PDF compresses the file and Adobe reader is free. 

2007 Ribbons 
 

The Ribbon is a panel that houses the command buttons and icons, organizes commands as a set of tabs, 

each grouping relevant commands. Each application has a different set of tabs on the ribbon which 

expose the functionality that application offers. 

Home Ribbon 
 

The Home ribbon includes the copy and paste buttons, text formatting, cell formatting, and the insert 

and delete functions. 

 

 



 

 

 

 

The Insert Ribbon 
 

The insert ribbon allows you to insert graphs, WordArt, SmartArt, shapes, pictures, etc. 

 

 

 

 

 

The Page Layout Ribbon 
 

The Page Layout ribbon is where you change margins, page orientation.  You can change themes which 

will adjust documents colors and effect through out your document.  Width, Height and Scale to fit will 

adjust the amount of information you can put on one page.  For example, Scale to fit will shrink a lot of 

material on to one page and make it all very small. 

 

 

 

 

 

  

 

 

 



The Formulas Ribbon 
 

The Formulas ribbon provides access to all of the formulas programmed into Excel.  We will do more 

with this later. 

 

 

 

 

 

The Data Ribbon 
 

The Data ribbon houses the advanced Sort function, the Filter function, and the advanced data 

functions. 

 

 

 

 

 

 

The Review Ribbon 
 

The Review ribbon provides all of the spell checking and proofing tools. 

 

 

 

 

 

 

 

 



The Quick Access Toolbar 
 

The quick access tool bar is the small strip of icons to the right of the office button.  This allows you to 

perform the functions on that bar with a single click without finding the button on a ribbon.  The toolbar 

can be customized to show the commands the individual user uses most often.  Clicking on more 

commands allows you to choose from any command on any ribbon in Excel. 

 

 

 

 

 

 

 

 

 

 

 

 

Page Layout and Page Break Views 
 

The view ribbon allows you to change your view of the data in your excel page.  The default view is 

άbƻǊƳŀƭέ ōǳǘ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ǇŀƎŜ ƭŀȅƻǳǘ ǾƛŜǿ ǘƻ ǎŜŜ ǘƘŜ ǿŀȅ ǘƘŜ Řŀǘŀ ǿƛƭƭ ƭƻƻƪ ƻƴ ǘƘŜ ǇŀƎŜ ŀƴŘ ǘƘŜ 

page break view to adjust the data that will print on a page. 

 

 

 

 

 

 



Normal View 

 

 

 

 

 

 

 

Page Layout View 

 

 

 

 

 

 

 

 

Page Break View 

 

 

 

 

 

 

 

 

 

 

 



In the page break view, if you put the cursor over the blue lines, it changes to this symbol              and 

you can pull the lines around to decide which columns and rows are on one page.   

The page layout view shows how the pages will look when printed and allow you to put the header and 

footers in the file. Yƻǳ ǿƻƴΩǘ ǎŜŜ the headers and footers in the other views. 

Inserting Rows and Columns 
 

On the home ribbon, there are Insert and Delete Buttons.  These buttons allow you to insert or delete 

cells, rows, or columns into the sheet or sheets into the workbook.  To insert a column highlight the 

column where you want the new column(s) inserted and choose Insert Sheet Columns.  Excel will insert 

the number of columns highlighted to the right of the selection.  Delete columns works the same way 

except that the highlighted columns are deleted. 

 

 

 

 

 

 

 

 

 

To insert or delete cells, highlight the cells and choose the appropriate cells option on the drop down 

menu and then answer the question in the dialogue boxes shown below. 

 

 

 

 

 

 

  

  

  



Freezing and Unfreezing Rows and Columns 
 

On the View ribbon, there is a freeze panes button.  This button brings up a drop down menu that allows 

you to put in a freeze point so that some of the data stays in view and allows you to scroll the other 

data.  Freeze Panes freezes at the selected row or column.  Freeze Top Row freezes just the top row 

(generally the header row) keeping the top row available for reference.  Freeze first column does the 

same with the first column (id numbers, names, etc.).  The freeze point is marked by a black line, 

horizontal if a row is frozen and vertical if a column is frozen. 

 

 

 

 

 

 

 

 

Hide and Unhide Rows and Columns 
LŦ ǘƘŜǊŜ ƛǎ Řŀǘŀ ƛƴ ǘƘŜ ǎǇǊŜŀŘǎƘŜŜǘ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǎŜŜΣ ŎƻƭǳƳƴǎ ŀƴŘ Ǌƻǿǎ Ŏŀƴ ōŜ ƘƛŘŘŜƴ ǘƻ ƎŜǘ 

them out of view without removing them from the spreadsheet.  Select the row(s) or column(s) you 

want to hide and right click on the selection.  The menu that comes up includes the option to hide the 

selection.  The ŎƻƭǳƳƴ ŀƴŘ Ǌƻǿ ŘŜǎƛƎƴŀǘƛƻƴǎ ǇǊƻǾƛŘŜ ōȅ 9ȄŎŜƭ ŘƻƴΩǘ ŎƘŀƴƎŜΣ ƛΦŜΦ ƛŦ ȅƻǳ ƘƛŘŜ ŎƻƭǳƳƴǎ . 

and C the visible columns are lettered A, D, E, F, etc.  Additionally, the dividing line is black where the 

columns or rows are missing.  To bring the columns back, right click in the column letters or row 

numbers where the data is hidden and choose unhide. 

 

 

 

 

 

 

 

 



Inserting Simple Formulas 
On the Formula ribbon the formulas provided by Excel are grouped by type.  The most commonly used 

functions are provided in the AutoSum drop down.  Also from this menu the more functions options will 

bring up a search window to search for other functions. 

 

 

 

 

 

 

 

 

 

 

 

 

Once a function is chosen a new window comes up that provides information about how to put the 

arguments in.  The function arguments can be a range of spreadsheet values or a single cell depending 

on the function.  Ranges can be chosen using the mouse and selecting cells, using the control key will 

allow you to select non adjacent cells. 

 

 

 

 

 

 

 

 

 

 

 



Fill Series 
When you select a cell or a range of cells in the spreadsheet the lower right hand corner is a small black 

box.  If you put the cursor over the box the cursor becomes a cross.  If you click on the cross and pull 

down the column or across the row Excel will copy the contents of the cells into the new cells.  If there is 

a formula in the cell it will put the formula in the cells and update it to calculate the same data for the 

new cells.  Excel will automatically sequential data.  If Excel makes the wrong decision you can click on 

the box that appears below the box and change the selection.  In the case below Copy Cells is chosen.  If 

Fill Series were chosen the data would be 68, 69, and 70 instead of all 68.  Fill Formatting only transfers 

only the cell formatting (font, data type, colors, etc.)  Fill Without Formatting will fill the series without 

transferring any cell formatting. 

 

 

 


