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. _
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@ G-
]ﬁ ¥ Recent Documents Recent documents list | :
ew
1 rice alglxls =
~ : L:J l
7 Open 2 report.xls r
3 SHS MASTER SCHEDULE 08-09.xls = |
4 initial credit evening.xls =
H Save
5 initial credit evening.xisx 1=
= 6 period 4 data for merge. xlsx &= I
a Save As »
7 rebecca boyd.xls =
— 8 report12_15.xis =
%J Brint > ' 9 Teacher Staff Listing 08-09 (3-11-08) departmen... =
— January 5 mini-conference room class chartxls 1=
v
i’/ Prepare  * ERO info new teachers.xlsx =
- certificate numbers shs #2.xlsx =
Q Send » roberts q2 progress.xlsx =
classes.xlsx =l
L/ Publish » AP Enroliment by gender ethnicity and lunch s... =
Qox
progress report period 4 raw.xls =
[ H Close campbell data q2 progress.xisx =l

2] Excel Options l lX Exit Excel

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




Save as brings us several options

@u - D E&Q )"

Save a copy of the document

New
l;‘;’ & Excel Workbook

‘il | Save the workbook in the default file
Open format,

g; & Excel Macro-Enabled Workbook
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Save the workbook in the XML-based and
macro-enabled file format.

—] l'—\-] & Excel Binary Workbook
Save As  » ml Save the workbook in a binary file format
optimized for fast loading and saving,
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Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.
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%/| Prepare » PDF or XPS

Publish a copy of the workbook as a PDF or
XPS file,
Send >

U

Other Formats

Open the Save As dialog box to select from
Publish » all possible file types,
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Excel Workbook saves the files as a 2007 document (denoted with an xIsx file extension). 2003 users
can not use this format without having the compatiyiladd-on installed. Until everyone has been
updated it is safest to use the Excel®J03 Workbook option to save. Anyone can read these files.

PDF or XPS is an option here because the save as PDF hds 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

TheRibbonis a panel that houses the command buttons and icons, organizes commands as talsgt of
each grouping relevant commands. Each aapion has a diffrent set of tabs on the ribbowhich
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.
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The Insert Ribbon
The insert ribbon allows you to insert graphs, WordArt, SmartArt, shapes, pictures, etc.
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The Page Layout Ribbon

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

The Formulas ribbon provides access to all of the formulas programmed into Excel. We will do more
with this later.
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The Data Ribbon

The Data ribbon houses the advanced Sort function, the Filter function, and the advanaed da
functions.
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The Review Ribbon

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

1" IR =1 TP O

Home Insert Page Layout Formulas Data ] Review[ View

Bookl - Microsoft Excel

Developer  Add-Ins

Spelling Research Thesaurus Translate | New  Delete Previous Nest

SE . Show/Hide C t m a
v me gantimes e @

Comment i) Show Ink

8 Protect and Share Workbook

77 gl Allow Users to Edit Ranges
Protect  Protect Share
Sheet Workbook > Workbook |2 Track Changes

Proafing Comments

Changes




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 individual user uses most often. Clicking on more
commands allows you to choose from any command on any ribbon in Excel.
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Show Belowthe Ribbon

Minimize the Ribbon

Page Layout and Page Break Views

The view ribbon allows you to change your view of the data in your excel jégedefault view is
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page break view to adjust the data that will print on a page.
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Normal View
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1 Grade Parent/Guardian Mafing Address Cy Stzte Zp  Penod Class Fnal Grade
2 | 11 Kathleen & Howard Stevens 5233 Stonewal Dr Summenfle  SC 238 1 Prcakulus CP 38:Prob and Stat CP
3 10 lsMFinn 4157 Hickory Ln Ladson SC 294% 4 PrecakulusCP £2:Prob and Stat CP
4| 10 Gomee Quattiebaum 108 Micider Dr Ladson SC 2345 2 Digtal Elecionc 4
5 11 LlawaHammet 5210 Femland Way Horth Charleston SC 23420 5 Precaiculus CP §1:Prob and Stat CP
6 11 Mekssa & Chauncy Simpson 325 Midand Pkwy 5308  Summendle  SC 238 1 Precaiculus CP 61{Prob and Stat CP
7 11 Nancy & Jose Pineirn 701 Professar Dr Ladson SC 2% 1 Precaiculus CP £2{Prob and Stat 2P
8 11 Lone A Market MeS Ladson SC 24% 4 PrecakulusCP 65:CP Calodus
9 11 Robbe & Sheli Beebe 1404 Hay 61 Ridgele SC 2472 4 Precakulus CP 67:Caiculus CP
10| 11 Rober & Eiaine Muligan 8175 Sherbrooke Ln Morh Charleston SC 23418 2 Digital Electronic 67}
11 11 Tammy & Harcfd 'Wilkams 5344 Greggs Landing Dr Mosth Chardeston SC 23420 2 Digital Electronic 67t
Page Layout View
A 8 ¢ D EulE |6 H
(Cick to 36d header
Grade ParentiGuardian IMafing Address City State Zp  Penod Class Final Grade
11 Kathleen & Howard Stevens 5233 Stonewall Or Summerdle  SC 29485 1 Precalcuius CP K Prol
10 Ins M Fan 157 Hickory Ln Ladson SC 2545 4 Precalcus CP 42 Prol
10 Ginnice Quatilebaum 108 Mickder Dr Ladson SC 2845 2 Digtal Electronic L
11 Laura Hammet 5210 Femland Way North Charleston SC 2320 5  Precaleuius CP b1 Prol
11 Melissa & Chauncy Simpson 325 Midland Phwy 2808 Summerdle SC 23485 1 Precalcuus CP bt Prol
Page Break View
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Grade Parent!Guardian Flailing Address City Skate Zip Period Class Final Gradel
11 Kathleen & Howard Stevens 5233 Eronewall Dr Summerville sC 23455 1 Precaleulus CF 33' Prob and Stat CP
10 Iriz B Finn 4157 Hickory Ln Lad=zon EC 29456 4 Precalculus CP 42| Prob and Etak CP
10 Ginnice Ruattlebaum 105 Mickler Dr Lad=zon EC 29456 2 DOiiqital Electronic 44
11 Laura Hammet 5210 Fernland 'way PMarth Charleston SC 23420 5 Precalculus CP 61' Prob and Etak CP
M Melizsa & Chauncy Simpson 325 Midland Phwy #5305 Summerville EC 29455 1 Precalculus CP 61' Prob and Etak CP
1 Mancy & Jasze Pineira TO1 Prafessar Or Ladzan ZC 23456 1 Precalculuz CP E-2| Prob and Stak CP
11 Lerie & Rarket 210 Iriz = Lad=on sC 23456 4 Precaloulus CP ES' CP Calculus
11 Raobbic & Shelli Becbe 1404 Hwy &1 Ridaqevill: EC 29472 4 Precalculus CP ETI Calculuz CP
11 Robert & Elain: Mulliqan G175 Eherbrooks Ln Morkh Charlestor C 23415 2  Digital Electronic BT
11 Tammy & Harold Williamsz 5344 Greqas Landing Dr  Morth Charleston 50 23420 2 DOiiqital Electronic I
M Theresa & Chriz 2ajaczkowski 5350 N Red Maple Cir Summeryille EC 29455 5 Precalculus CP Prob and Stak CP
11 Daviz & Debbic Ray 425 Chezzingkan Cir Summeryille EC 29455 1 Precalculus CP 63] Prob and Stat CP
M Awurclia & Bartosa Rosa 101 Chemistry Cir Lad=zon EC 29456 1 Precalculus CP 63' Prob and Etak CP
12 Gary & Yelma Barrineau 5300 Wild Indiqo EIF PMarth Charleston SC 29415 T Plathematics |6 SL I
12 David & Rosa Bellamy 5413 Elufton Ct PMarth Charleston SC 29415 2 DOiiqital Electronic
1 Lewi & Mary Bennctt 1005 EFRE v d Summerville 204 25455 5 Precalculuz CP I Prob and Stat CP
12 Shewe & Cheryl Bergen 227 AllzpicdDrd™ Ny 0 Siimmrill: CL 29483 T Mathematics |6 5L — .
12 Anil & Sudha Bhula 115 Brittontn ol [ MerthCharlestar 3C 0 23415 7 Mlathematics 16 5L | Fade 4
1| 12 Kenneth & Maria Bickley 5401 Berkers Okl W MorthiShaflester 3G 0 23420 5 Precaloulus GP |
M James & Cynthiz Bogstad 104 Plartin Ln \_.____i’mmerville EC 29455 1 Precalculus CP 1 AP Calculus




In the page break view, if you put the cursor over the blue lines, it changes to this sgmi¥l

and

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

The page layout view shows how the pagél look whenprinted andallowyou to put the header and
footers inthe fileY2 dz ¢ 2 yiie headeS 8nd footerim the other views.

Inserting Rows and Columns

On the home ribbon, there are Insert and Delete Buttons. These buttons allow you todnsefete

cells, rowspr columns into the sheet or sheets into the workbodto 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 selecti@elete columns works the same way

except that the highlighted columns are deleted.
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42 Prob and Stat CP
44

61 Prob and Stat CP
61 Prob and Stat CP
62 Prob and Stat CP
65 CP Calculus

To insert or delete cellfighlight the cellandchoose the appropriate cells option on the drop down
menu and then answer the question in the dialogue boxes shown below.
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Insert

Insert
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C} Shirt cells down
{:} Entire row
) Entire column
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Delete

) shift cells up
{:} Entire row
() Entire column

[ (414 l [ Cancel




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 putin 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 noeotumn. Freeze Top Row freezes just the top row
(generally the header row) keeping the top row available for reference. Freeze first column does the
samewith the first column (id numbers, names, etcTihe freeze point is marked by a black Jine
horizontal if a row is frozen and vertical if a column is frozen.
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the worksheet scrolls (based on current selection).
G | H _ Freeze Top Row
lass Final Grade Keep the top row visible while scrolling through
recalculus CP 38 Prob and the rest of ti;e worksheet,
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Hide and Unhide Rows and Columns
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them out of view without removing them from the spreadsheet. Select the row(s) or column(s) you
want to hide and ript click on the selection. Thmenuthat comes up includes the option to hitlee
selection. Th® 2 f dz¥Yy FyR NRBg RSaAdyliAz2ya LINRPOARS o8
and C the visible columns are lettered A, D, E, F, etc. Additionally, the dividing link ish#ae the
columns or rows are missing. To bring the columns back, right click in the column letters or row
numbers where thealata ishiddenand choose unhide.
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Inserting Simple Formulas

On the Formula ribbon the formulas proviiby Excel argrouped bytype. 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.

l' Insert Function

ButoSum|Recently Financial Search for a function:

v Used ~ Ay wpe a brief description of what wou want to do and then click Go
>  Sum I o
o E Cr select a cateqgary: |Stat|st|ca| w |
Average & Select a Function:
Count Numbers N ~
F AVERAGE =
Max AYERAGEA
AVERAGEIF
Min 1 AVERAGETFS
BETADIST
More Eunctions.., BETAINY _

AYEDE¥{number1,number2,...)

Returns the average of the absolute deviations of data paints From their mean.
Arguments can be numbers or names, arrays, or references that conkain
numbers,

Help on Ehis Funckion [ a4 ][ Cancel

Once a function is chosemaw 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, usorgrtiikey will

allow you to select non adjacent cells.

Function Arguments

AVERAGE

Number1 |

Murnberz |

{358;42;44;61;61 ;62,6567 676767 ..,

zn ]
I

59.7e923077

Returns the average {arithmetic mean) of its arguments, which can be numbers or names, arrays, or references that
contain numbers,

Mumberl: numberl,numberZ,... are 1 ko 255 numeric arguments For which you want the
average,

Formula result = 59.76923077

Help on this Function o] 4 ][ Cancel




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 crogsu tflick on the cross and pull

down thecolumnor across the row Excel will copy the contents of the cells irdanéw cells. If there is

a formula in the cell it will put the formula in the cells and update it toudate thesame data for the

new cells Excel will automaticalsequentialdata. If Excahakes the wrong decisioyou 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 chosehé 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.

68|Prob and Stat CP
EB!F’ 68|Prob and Stat CP
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Fill Series

Fill Eormatting Only
Fill Withgout Formatting
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