Creating an Excel 2007 Spreadsheet

Created: 12 December 2006

Starting Excel 2007

In the following exercises you wiléarn some of the necessary stepsteate aspreadsheet
usingMicrosoft Excel 2007 You will learn not only how to type various itenm$o the
spreadsheet, but also how to copy columns, widemugs, fill columns, add, subtract, multiply,
divide, do graphics and a variety of other “thirigs.

To begin,oad the spreadsheet loyickly clicking twice on theExcel 2007 "?
Windows Icon in theWindows Desktop If youdo not seeanExcel Icon, -
click theStart Button in thelower left corner of the screen, move the cursor w
up toPrograms, then move tiMicrosoft Office. Move down toMicrosoft Exoel
Excel 2007andclick.

A spreadsheeis a ‘number manipulator.” To make the handling of numbers easadr,
spreadsheetsare organized intoows andcolumns. Your initial spreadsheet will look
something like the one below:

o\ - Bookl - Microsoft Excel

&J & Cut Calibri -l c[A W] [E = =(®r]| | Swepte General - % :';d :j;dl lel j« ;_l Pt B ‘Z‘[_’ \]3"3

& Fil=-

Paste [ - [En A - [=T==|[a==] | o i =8 00| | Conditional Format Cell || Insert Delete Format || Sort& Find &
- B 7 U-|di-|d- A-| |E = =35 5| =3 Merge & Center $ - % v %% o " i &2 Clear~

Formatting ~ as Table ~ Styles ~ Fitter = Select~
Clipboard F] Font F] Alignment G Number i Styles Cells Editing

Notice that the ain” part of the spreadsheet is compose®oWvs (Labeled 1, 2, 3, 4etc.)
andColumns (Labeled A, B, C, D etc.). There are a lot of rows and columns spr@adsheet.
The ‘intersection” of each rowandcolumn is called acell. In the image above tloeirsor is on
the “homé€’ cell—Al. Notice Row 1 and Column A are “bold,”andcolored “orange.” This
indicateswhat is called thedddressof thecell. Noticeright above cellAl, thatAl is
displayedin asmall box called theName Box Whenever you “click” on a cell the address of
that cell will be shown in the Name Box.

If you have used previous versions of Microsoft Exat you will quickly notice that the above
image is very different from what you are used toeeing. In Excel 2007 you will now use
Tabs, Ribbons and Groups, as well as special Tabsli®ons. These replace the Menu Bar
and Buttons in older versions. For an overview 02007 Office, please see the Introduction
to Microsoft Office 2007 Tutorial. This short tutorial introduces you to the many
enhancements in the 2007 Office Suite.



In this tutorial, whenever we indicate that you ned to click the mouse, it will
mean to click the left mouse button — unless we inzhte that you should click
the RIGHT mouse button. So, always “click left” unless we beyou otherwise.

Moving Around the Spreadsheet

You can move around the spreadsheet/celldibking your mousen variouscells or by using
theup, down, right and left arrow movement keys on th&eyboard. Or, you can move up
and down by using theefevator’ bars on theight andbottom of the spreadsheet. Go ahead
andmove around the spreadsheetHold down the

down arrow key on thekeyboard for a few seconds — 3> AZ145 v
thenclick-on acell. Notice how theName — [ Name Box] . s
Box alwaystells you “where you are” Now hold

down theright arrow key on the keyboard for a few 145 |:!

seconds.Notice how thealphabet changedrom

single letters (A, B, C,. .... Zto several letter combinations (AA, AB, AQ. There are
hundreds of columnsandthousands of rowsin a spreadsheefAnytime you desire t@eturn
to theHome Cell (A1) simplyclick-in theName Boxandtype-in A1l. Thentap theEnter key
and you willgoto cellAl. You can go to any cell by this method. Sintgpe-in a row and
column, tap the Enter key, and you'll go to thdt.ce

If you want to go to the last column on the rigiajd down the Ctrl key and XFD
tap the right arrow key. |:|
If you want to go to the last row at the bottomidhdown the Ctrl key | A0S0

and tap the down arrow key.

A
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Now that you have the “feel” of how to move arouhd Excel spreadshegp tothecellsas
indicated belowandtype-in the following:

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

c1 - X v & | Janie & Greg's Budget
A B C D E F

1 |Jar1ie & Greg'iBudi

Look at cellsC1 andD1. Notice how youentry has spilled over from C1 into D1
Sometimes this is a problem, and sometimes itis no



—— D1 - f« | BONZO

Tap theEnter key and therclick-

on cellD1 andtype-in the word A B C D E
BONZO andtap theEnter key. 1 Janie & G§BONZO
2

Notice howBONZO now COVERS theright part of your original entry ! Move your
cursor over cell C1 andclick-on it. Look at the upper part of the spreadsheet, giogve the
cells where you typed BONZO. Your name and thedwaurdget are still there! Bonzo only
COVERED theportion in cell D1. See the image and arrows below.

> (1 - Je | Janie & Greg's Budget
A B C D E F

1 IJEI"‘IiE &GI!BGNEG

There areseveral waysto take careof this. For the momemhove backto cellD1 andclick-on
cellD1. Tap theDeletekey (above the arrow movement keys onkégboard). Notice that
Bonzodisappearsand yourentire entry reappears This is one way to expose the entry. We'll
look at some others as we go along.

Now we'll continue entering text and data. Weakhhat creating a simple personal budget
would be a logical way to show you how a spreadshearks.” Move to thefollowing cells
andtype-in theinformation indicated. You can click-on each cell and then type-in theies.

If you happen tanake a mistakesimplyretype the entries Later on we'll see how to

edit mistakes. Any time you want to replace somegtim a cell you can simply retype and the
new entry and it will replace the old one.

Cell Type-in

A3 Income

B4 Parents

B5 Job
B6 Investments
B7 Total

Al10 Expenses

B11 Food

B12 Beverages
B13 Parties

B14 Miscellaneous
B15 Total
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Your spreadsheeshould nowook similar to 3 |Income
theimageon theright. - Parents
5 Job
6 Investments
7 Total
8
9
10 Expenses
11 Food
1 Beverages
13 Parties
14 Miscellaneous
15 Total
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At this point you probablyoticed, the words Ihvestments' and 'Miscellaneous run over the
spaces given in the cells. Do not be concernéiisapoint. We’'ll soon fix this.

Now, type thenumbersin thecells

indicated: | c7 - I |
A B C D E
C4 300 1 Janie & Greg's Budget
C5 50 .
C6 150 3 Income
4 Parents 300
. 5 Job 50
When youtype-in the 150, tap Enter. . Investme: 150
7 Total 1
Your spreadsheeshouldlook like the image 8
on theright. 9
10 Expenses
Notice, when you enter text that theords E ;Zi:ra ..
line up on theeft side of the cells. Whenyou . Pamesg
enternumbers, they line up on theght side. 14 Miscellaneous
This is because we are using the United States:s Total

(English) version of Excel. Other
international versions will line up logically for
their text and monetary forms.

We would like toplace an underlineat thebottom of the three figuresso that we camdicate
atotal below —in cellC7. Point to cellC7 (with the mouse). That's where we want the dine
always move the cursor to the place where you watt insert a line. With the Arrow on cell

C7 tap theRIGHT mouse button



A sub-menu with a captioformat Cells
appears

TheRIGHT click will “always bring

up” a menuthat is ‘tailored” to the “place’

where you click This will work in any
Microsoft Windows product. You can
alwaystell “where” you click the right
mousebutton for thecursor arrow will

always be in a corner of the menu that
appears — exactly where you clicked the right

mouse button..

Total

d | Cut
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[% Paste
Food Paste Special...
Beverages Insert...
Parties Delete..,
Miscellaneous Clear Contents
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—d Insert Comment
a»’j“ Format Cells...

SelectFormat Cells.

| —

When the Format Cells menu screeifbelow) appears,select théBorder Tab.

Look at theline Style box on the
right side of themenu screen

There are several types of lines that
you can choose. Point to ttreck
single linein theStyle Area (se
arrow) andclick theleft mousee\
button. Abox will go around the
line. Look at the area which says
Border. Point to theupper part of

the Text box (see arrowjandclick
theleft mouse button. Ahick

black line will appear at thetop of
the Text box.

Format Cells E]EI
Murber | Aligrnment Font Border Fill Protection
Lire Presets
e (=R e [ T
MNompe  ==ce=c| | R LA ] | il
________ Mone Cutline
____________ Border
—— i Texk
Calor:
Autamatic w
i

The selected border style can be applied by clicking the presets, preview diagram or the
buttons abowve.

QK ][ Cancel l

If the thick line does not show-up at the tomf theText box, click-again at the “top line area
in the Text box” and the line will “disappear”. Tihelick-on the thick, single line in the Line
Style box again and repeat the previous instrustidf) somehow, you makenaistake, simply
click “on and off in the Text line boxes.You will notice that the lines appear and disagpe
This is called a “toggle” in computer “talk.” Seprk at this until you get the line on the top of
the cell. We have indicated that we want a singlektunderline at the top of the cell C7. Point

to OK andclick theleft mouse button.



A B £

When youreturn to thespreadsheetglick somewhere 1 Janie & Gre
other than cell C7. This is called €licking away.” You 2
should nowseealine at thetop of cellC7. Sometimes the 2 ncome
box highlighting a cell hides the lines. If youéssed-up”, 2 Pa:”“ 300
try again. : ‘o >0
o] Investmet 150
7 Total
Now type in the numbers in the cells indicated. ' A B c
1l Janie & Gre
Cl1 30 -
3 Income
C12 50 4 Parents 300
C14 70 (Afteryoutype 70, tapthe Enter key) 6 Investmet 150
7 Total
Now, underline thetop of cell C15 like you did cellC7. S
9
10 Expenses
. . 11 Food 30
Your spreadsheet should now look like the imagéhen 12 Beverage: 50
I’ight. 13 Parties 150
14 Miscellam 70

. . 15 Total
Widening Columns o

You probablynoticed, as you typed in the numbesemeof thewords were justoo wide for
the defaultcell width (Investments and Miscellaneous). Letlden column Bto take care of
this.

Slowly movethemouse arrowto theright Al [ Jx |
edgeof theB cell (between the B and the

_ : A B «& C D
C). The cursor will turn into aarrow 1 |:|. / Janie & Greg's Budget

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

-}| Width: 1371 {101 pixels) |

B T D
As soon as yostart to move (drag)the mouse,adotted ] Janie & Greg's Budget
vertical line will go down the spreadsheednd it will move as ===
you hold down the left button and drag the mouse tthe parents 300
right. Keep moving your mouseo the rightuntil you arepast Job 50
thewidest word - and a bit more (for some space). Release the 'Tr;‘:::tme”“ =
button. The column is widened. Notice, abovetiie headed
arrow cursor, that as you hold down and drag dicates the

current width of the column.

Food 30
Beverages 50
Parties 150

Miscellaneous 70
Total :




—

Here isanother way to widen a column Point to theB at the top of
i column B (in theGray area) andlick t_heleft mouse button (Theell
i should turndark blue and thecolumn light blue.).
Investments

% cut

Total Now, keepingthecursor somewhere |23 copy

in the ‘blue” area,click theRIGHT & Paste

Mouse Button. Notice that anenu e

with Column Width... appears. Rl
Food Click-on Column Width... A | e
Beverages new Column Width menu appears. N
Parties Type in 15andclick-on OK. This is L Sdminds
Miscellaneous another way to widen a column. i::m"w'dth'"
TDtEI Enhide

Colurnn width: |15

4 l [ Cancel

Inserting Rows

Oops... amistake (on purpose). Whaven't left enough roomat the top of the spreadshézt
insert some budgatnonths. So... move the cursor to theay 2 along thdeft edge (this is the
second row}yo we can insert two new rows.Click theleft mouse button. You will notice that
the whole row goelght blue and the 2 turn’s dark blue. Make surethe cursoarrow is
eitheron the 2or somewhere in the blue row

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

Click theRIGHT mouse button. A drop down menu will appear. | # it
Point tolnsert. Click the leftbutton onInsert. Notice howone =3 Copy
row wasinserted and howeverything belowmoved down Do this 4, pasts
againtoinsert another row. Excel, and all spreadsheets, will 5 :
. aste Spedal...

remember where they moved your work and autométical
adjust for these changebicome shouldnow be incell A5. i’ il

Delete




Aligning Cells
Now we'll type some more text. Go to cell

C3 SEPT (Type-in SEPTandtap the Enter key)
Notice howSEPT is automatically left aligned. Logically,

since you are using Excel, the English versiontéieis left
aligned so that all of the text entries will ling micely in the -

column cells. We would like toenter SEPTin cell C3.

view View
|1= =||#~| | SiwrapText

= = =||<E iE| grﬂerge & Center -

Click on cellC3to “mark” the cell. One way teenter - C%t e '
SEPT is to simplyclick-on theCenter button in thebutton o
bar at thetop of the screenMake surethat you ar€N cell
C3, thenclick-on thecenter button (see image aboveght).
You'll notice that SEPT is now centered in cell.C3
[SEFT__1
& cut
153 Copy _ _
il paste Here is another way tenter SEPT. Click RIGHT on
- [ cell C3. Then click orFormat Cells.
Insert
Delete
: Clear Contents
A Insert Cu:umment/
: Format Cells
& omatcels...
Mumber | Alignment Font | Border | Patterns || Protection |
Text alignment Orientation
When theFormat Cells Menu i B
. )‘Center V| ’.
appears, click-onthe— _ = T _
Alignment Tab and then dop ° & ® | [Text—e
click-on -- Horizontal - P = J t _
Center --Vertical - Center -- then .t
click OK. Try it. Textmcjnfﬂ'm t L1
Wrap tex
1 - Degrees
This is how you can align words for gfﬂ:niig
neatness. You can also point to Right_@eit
several cells you want aligned and do e
this. We'll try that next. |Context 3
0K ] [ Cancel




Now type the below text in the cells indicated.

D3 OCT
E3 NOV
F3 DEC
G3 MONTHLY TOTALS (tap theEnter key and thenviden the width of

Column G

Next we’ll highlight cellsC3 through G3. To do this, point t&€3 and click theLeft
mouse button Then,holding down the left mouse buttomrag (move) the mouse to the right
through G3 — when the cells are highlighted — takgour finger off of the left mouse button

| B N G | H
Janie's & Greg's Budget \

[ SEPT OCT MOV DEC MONTHLYTOTALS!

Thenpoint to thegroup of cellsand click
the RIGHT mouse button to bring up
theFormat Cells menu. Click the
Alignment Tab and choos€enter
(Vertical & horizontal) . Then pOint to I SEPT ocT NOV DEC  MONTHLY TOTALS]
OK andclick theleft mouse button. All

of the cells will be as centered. You could
alsoclick theCenter button as you did before.

£ D E F G
Janie & Greg's Budget

Don't forget towiden Column GandMONTHLY TOTALS. You know what to do. Move
the cursor over the line between cells G and Hdaad the line to the right to widen the G
column, just like you did a few minutes ago.

Saving Spreadsheets

We have done quite a bit of work so now is a gome to save your spreadsheet.

If you have used previous versions of Microsofti€df2007 Office will be quite different- in
many ways. You've alreadyoticed theTabs andRibbons, and that there iso File choicein a
Menu Bar. Many “selections” havehanged significantlyin 2007 Office. This is one of them.



Microsoft Office Button

The Microsoft Office Button has
replaced Filein the Menu Bar. In the
upper left corner of your Excel 2007
screen you wileea button similar to the
imageon theright. This is theMicrosoft
Office Button.

Click theMicrosoft Office Button.

You will now see the Excel ZOA

Microsoft Office Button selections.

First, notice thatmany of the “old”
File-Menu Bar choicesare
included in this menu(they are all
here — we’ll show you.)

When wemove our cursor over >
Save Asan expanded menu 8have
choicesappear on thaght. ===

Notice that You can save your
spreadsheet in many different
formats.

If you save agxcel Workbook, it

will saveyour spreadsheét an

XIsx format. This will save your

spreadsheet in dxtensible

Markup Language (XLS) format.

This formatrequires less storagespace and makes tepreadsheeimore ‘shareablé€ with
others. However, folks using previous version finaye a problem opening your spreadsheet
(and may have to download a special program tctatsm).

Many folks really like to save their files Portable Document Format (PDF) One of the neat
new features of 2007 Offices the ability to save applications as PDF.

For this introductory Excel tutorial, we’d suggestthat you save in the Excel 97-2003
Workbook format.

It's your choice, so you select the format you desi

10



Notice in theupper left corner that
there is abox” to theright of Save In:
with adown pointing arrow to the
right. Click-on thearrow. This will
showyouall of the ‘drives” and
“folders” where you may save your
work.

When you see the drop-down list in the Save ima,atboose the drive where you want to save
your file. If you are going to use a diskettej a formatted 3 ¥z diskette in the A Drive then
click-on the3 %2 Floppy (A):. We are going to save our file on the Local DiSK)  our hard
drive, so we chose that drive in the image aboget(p arrow).

To the right ofFile name:, delete the information (which is in the box) appe-in

MYBUDGET (seelower left arrow above). This is the name under which you are saving you
file. (In the future you will choose logical namfes your spreadsheets as you save them.) Now
point toSaveandclick theleft mouse button (sdewer right arrow above).

11



Exiting Spreadsheets

Anytime you need to leave your spreadsheet, cliek t

Microsoft Office Button in theupper left corner of your — ==
Excel screenthenclick Exit Excel. If youhave not saved

your spreadsheet, a reminder box will apesking you to

do sa

Notice the Excel Options buttonto theleft of Exit Excel. Earlier, we indicated that all of the
choices under File in the Menu Bar are still aafalié using the Microsoft Office ButtorClick
theExcel Options button. The Excel Options menu screen (belowyill appear. As you can
see, all of the choices available under File inrtte@u bar are here — as well as many more.

12



If you click theResourcesselection in the Excel Options menu, you will seene great on-line
resources available to assist you with Excel.

Retrieving Spreadsheets

When you need teeturn to a spreadsheet, open
Excel, as you didbn Page 1When Excel openslick
theMicrosoft Office Button in the upper left corner o
the Excel screen.

When you click the Microsoft Office Button you wiee on theright of the Microsoft Office
Buttonmenu screenyour spreadsheetR¢cent Documents YourMYBUDGET should be on
the list. Click on MYBUDGET and your spreadsheet vapen

™\

If you do not see your spreadshegtlick the Open button and follow the steps you used to save
your spreadsheet (on Pages 9-11) — exclepbse Open

13



Adding Numbers

Next we want to learn how to add numbers. Thezesaveral ways to do this. Each method has
its advantages and disadvantages.

Begin bymoving your cursor to ceIC9, andclicking-on cell C9.

Always move to the cell where you want the answer
to be located.
TYPE-IN METHOD

We want toadd the three numbers in cel6, C7andC8. To use this methodlype-in (using
the keys on the keyboarjlthe following formula in celC9:

=C6+C7+C8

Your spreadsheet should look like the
image to the right as you are typing in
this equation.Note: youdon't have to
use capital (upper case) letters we
only did this because they are easier to
“see” in the tutorial.

on cellC9 again. Thetotal of these
cells will nowappearin C9.

Now —tap the ENter key. Thenglick

When you have completed typing your equation, ydusee
thisformula in the aredelow the menu bar

Changethe number in celC6 to 500 (andtap Enter). See how the tot&dUTOMATICALLY
recalculates!!!

THIS IS THE TRUE POWER OF THE SPEADSHEET !!!

Whenever a number is entered in a cell the entirgpseadsheet will
automatically recalculate.

14



Something happened hereNotice: you typedan(equal sign) = before the cell location If
you had typed in C6 + C7 + C8, Excel would haveutid this entry was word (text) and this
entry would have shown as you typed it.

Try this if you want. Any time you “create” an eriin Excel, you can simply re-type or edit the
formula to correct the error.

TheType in Method is really easy if you havefaw numbers and can see their cell locations
on the screenlf you have a lot of cells in the formula, whictean several screens, this is not
such a great method. The next method will worgtdeétter for numbers “all over the place.”

Subtraction, Multiplication, and Division

You cantype a (minus) - for subtraction, (asterisk) * for multiplication , and glash / for
division. As you become more skilled we'll, build somesefive formulas — using these
features.

Point Method

Move to cellC9 again anctlick-on it. We'll now add the numbers a second wagp the
Delete keyon thekeyboard to deletethecurrent formula.

First, tap the= and therPOINT (move) thecursor over cellC6 andtap theLEFT mouse
button on cell C6(you will see a marquee box go around

the cell). Nowtap a+ andmove cursor toC7, tap the

left mouse button,andtap another+ andmovethe

cursor toC8 and taptheleft mouse button(notice how

as you' + and point " the additiorformula is being

built in cell C9), nowtap Enter. Thesame formulacan

bebuilt using thearrow movement keys on the

keyboard (except that you don’t have to click each cell as

the cell is marked - when you move with the arr@y<y. Notice, as you arentering the cell
addressesthat as you place anotherin theformula, that thecursor “returns” to cell C9.
Also notice, as youoint to eactcell that it ishighlighted by a ‘marquee box” This “tells”
you whatcell you've pointed to. Pretty neat!

This method is goodwhen you need to move tmmbers that are spread out all over the
place Some people like it best and use it all the timgs your choice.

15



Function Method

Move again tocell C9 andDeletetheformula bytapping theDelete key

Now type in the following
=SUM(

[This tells Excelthat we are going to
sum somenumbersin aRANGE
which will follow the =SUM(]

Notice — a new feature in Excel 2007As you are typing SUM in cell C9 thapap-up menu
appearsunder the cell. What you see are mathematicaitimms. One of these is SUM. As you
become more comfortable with numbers in Excel, gam select the functions you need without
typing in the entire function. We’'ll get into thasbit more later.

There aréwo waysto put in this range:

Arrow Key and Anchor Method: With thekeyboard arrow keys, move the cursor to cell
C6. As you move you will notice that tleell where the cursor is locategppearsatfter the
=SUM(. When you get t&6 tap the. (Period) Key. This is called amNCHOR andholds
one endof theRANGE in place. You will notice that @6:C6 appearsin theformula area
under the button bar. This is aone cell range Nowmove, with the arrow keys, to cell C8
See how cell€6, C7 and C8 are highlighted This indicates thRange is C6:C8 Excel
assumes, logically, that these are the numbersvgmiti to add. Nowap Enter. The numbers

still add, but now the formula reagSUM(C6:C8) instead of =C6+C7+C8 like it did before.

Mouse Method Move again tocell C9. Deletetheformula in cell C9bytapping theDelete
key. Typein SUM( as you did beforePoint to CellC6 —with yourmouse cursor Click
and hold down the left mouse buttorandmove/dragthe cursor down to Cel8 (Cells C6, C7
and C8 should be highlighted}ake your finger off the left mouse button Tap Enter.

This=SUM Function is agreat wayto add a lot of numbers, or a block/range of numbers
By simply anchoring, and using page downs, or uiegnouse, you can highlight lots and lots
of numbers to add quickly. However, since it asiynsyou can't do subtraction, etc.

Point to cellC9 again. Tap theDeletekey to remove the formula currently in cell Cbhis is a
really important DELETE , since what we’ll explain below won’t work corricif you do not
delete the formula in cell C9.

16



Functions

There are a number tdrmulas built \

into Excel, like Sum. These formulas
are called~unctions.

Another new feature of Excel 2007 —
Tabs/Ribbons. Look at thep of your
Excel screenandclick on the
Formulas Tab. The Formulas Ribbo
will display.

On the left of theFormulas
Tab/Ribbon is an hsert Function
button. Click thelnsert Function button.

Thelnsert Function menu screenwill
appear (imageat right).

Let's work with thelnsert Function
menu screenClick thesmall down

arrow to theright of Or select a
/ category: (seearrow atleft).

In the drop down menu that appears
you can see that there are all kinds of
formulas (functions) that come with
Excel spreadsheet (e.g. statistical,
mathematical, financial, etc.). Instead
of having to go to math, financial, or
statistical tables in a book, you can
enter data from your spreadsheet into
the formulas and receive answers.

17



This is a really great, timesaving feature. Wiedlv show you how to use théelp featuresof
Excel 2007 to work with, and understand, thesetfans.

—/

Click All in thedrop down menu

The Select a function menuwill look like theimage below

Look at all the functions (formulas)! We’ll jusbdghrough how to use the addition formula
(SUM) in this tutorial. If you need these formulaghe future, you’ll know they’re here.

Usetheelevator bar on theright side of the Select a function menu screeméwe downthe
list until you seeSUM. Click SUM.

Thenclick OK.

18



Remember, youclicked-on CellC9 — which was émpty”’ because you deleted the formula in
that cell.

AN
N\
~~

When youclicked OK, theFunction Arguments menu screerapove appeared If youlook

at thetop of the screenin theSUM area, you'll seethat Excel 2007 hagjuesset that you
desire toadd thenumbers above cell C3- where you clicked in your spreadsheet. SmateEx
Notice that it indicates thatells C6:C8will be added (sum cells C6 through C8 — the cdlpn

means “through.” It also indicates the numberselts C6, C7 and C8 and gives you the sum
{300;50;150} = 500 (right arrow above).

But it’s a little unclear how Excel did this. ThiIp on this Excel Functionis excellent. So, to
see how this SUM equation works, we’ll go to Helpp do thisclick Help on this function in
the lower left corner of the screeseé lower left arrow above

You will seeaMicrosoft Office Excel Help window appear gimilar to the oneabove that will
show youhow to usethis SUM function (or any function).

19



One of the reallyeat things about these Help windows is that thereezeanplesfor each
function. Wemoved down theSUM help screenusing theslevator bar on theright of thehelp
screen Thebottom of the screetooks like theimagebelow. Spend a few minutes looking at

the SUM Help window and notice all of the features.

Thebottom of the
SUM help screen
looks like the
image on theleft.
Notice that it gives
you examples
froma small
spreadsheethat
has data in cells
Al through A6. It
uses these numbers
in the examples at
the bottom of the
help screen.

When you have reviewed all of the help you carsetecarefully click theX at theupper right
corner of theMicrosoft Office Excel Help blue bar to closethe Microsoft ExceHelp
window. If you accidentally close the spreadsheetimply reply yes to Save, and then re-
open the spreadsheet as you did on Page 13.

TheFunction
Arguments
menu screen
will still be on
the screen.
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As you can see, in the area to the righlamber 1, the “Wizard” hasguessed”that you want

to add the numbers in the rargé to C8 - (C6:C8) Now that you are becoming skilled with
Excel, we’'ll try something specialCarefully, point to somé'plain part ,” in thegray area

above. Clickandhold down theleft mouse button, andrag the aboveSUM box “away” so

that you carseeyournumbersin C column cells When you have done this, release the mouse
button. Nowclick-on the small box’ on theright edge of theNumber 1 area (see arrow

above) It has a littlered arrow in it.

Thebelow Function Arguments window will appear.

i

Highlight cellsC6 to C8in the spreadsheatlick-on C6, hold down the left mouse button,
and drag until the three cells are highlighted. A “marquee” will begin toflash around the
cells, indicating they are highlightelgft arrow above). TheFunction Arguments area will
appear as above Nowclick thesmall button on theright of thecell (see right arrow abovg.
Thenumbers will showin the area to theght of Number 1. Click OK at thebottom of the
Function Arguments menu screen You'll seethat theSUM formula [=SUM(C6:C8)] shows
in the formula area at the top of the screen This is a really handy method to highlight a
“group” of numbers you want to add.
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AutoSum METHOD -

Since we add numbers more than any other
operation in spreadsheets, Excel spreadsheet
has an additional featuréduto Sum. Move

to cellC9 againand tap th®eletekey to
eraseyour last formula.

You should still be on thEormulas
Tab/Ribbon. Notice  Auto Sum button.
Click the AutoSum button. \

An image similar to the one on the left
will appear.

Click  Sum.

WOW ! Automatic addition!! Notice that thecells
you'd logically desire to add, havenaarquee around
them and that th&UM function is displayed in celC9.
You'll need toconfirm that this is theorrect formula.
So,tap theEnter key, and the SUM function will now
be set in celC9. Any time you want to add using this
method just click-on the cell where you desirettital

to be and click Sum.

This would be a good time to save your work.

PERIODICALLY SAVE AND REPLACE YOUR WORK IN CASE YOU LOOSE
POWER TO YOUR COMPUTER
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Now move to cell C17 and add the total Expenses ¢ells
C13 to C16 -using each _of the four methods

While you aran cell C17, go ahead anplace a line at the top of cell C11sing the format
cells — bordemethod that you learned oRage 5.

Subtraction

In cell A19 type-in Net Income Next,adjust the width of column A (Page 6).

Click-on cell C19

In cell C19we want tasubtract (- ) the amount in foExpensesn cell C17 from the amount

for Incomein cell C9. This can be accomplished by using eitherfiyyge-In Method orPoint
Method. Go ahead and do this. Don’t forgetap theEnter key toconfirm yourformula.

The formula should look like =C9-C17

More Cell Formatting

We want ounumbers to look better. To do this we'll includéollar signsanddecimal points
in ournumbers. This is done bysing the mouse. Pointo cellC6, hold down the left mouse
button anddrag (move)down slowly to highlight cellsC6 through C19. Yourscreenshould
look like the imagebelow.

Now point anywherein thehighlighted area
andclick theRIGHT mouse button A pop-up
menu will appearClick-on Format Cells (like
you have done before).

Your Format Cells menu screen will appear — sintathe image at the top of the next page.
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Click-on theNumber “Tab” at the top of thd=ormat Cells menu screen Point toCurrency
andclick-on Currency.

. d

Noticeseveral things Theright side shows theaumber of decimal places. The & the
default for centsWe'll use 2 Notice abovetheDecimal Placeghat there is aampleof what
ournumber will look like. At the lower right ishows how negative numbers can appeatr,
depending oryour choice When a negative number is calculated, it wijpegr with your
choice. Nowclick-on OK. All the numbers now have $. If you have largenbers that are
"too wide" for the currentolumn width you will seesomet########n thecellswhere these
numbers are located. If this occurs in your spgbadt, go ahead amdden the columns as you
did previously Page §.

Your spreadsheet numbers should now look like
the one on the left.
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Division

Now move to celA21 and type in the worBercent.We're going to calculate a fun percentage
to show you how division works and give you someearmractice with numbers.

Now move to celC21. Using either th@ype-In Method or thePoint Method, divide (/) the
amount foilncome in cell C9 by the amount foExpensesn cell C17.

[The formula should look like =C9/C17]

This will give you a horrid number so why not pytexrcent symbolwith it. Now we’ll repeat
what we didabove to format our $$$$ (Currency).

Percentages

Point to cellC21 and click theRIGHT mouse buttonPoint to Format Cells, thenclick the
Number tab, thenclick-on Percentage. Select zero ( O ) Decimaldeles Click OK.

TaDa!m A %.

Your spreadsheeshouldlook similar to theimage below

Copying

We could repeat what we did to this point and
fill in the Income and Expenses for each of the
remaining columns (months). There is a
simpler way to do this. Assumingour income
and expensamountsare about theame,
throughout the months, we wantdopy the
amountsin Column C to ColumnsD, E and

F. This will require TWO “steps.”

First: Move your cursor to celC6. We'll
highlight what we want to copy second we'll
tell thespreadsheet where we want to place
what we've copied So, point taC6, hold
down the left mouse button and drag (move)
down the column until cells C6 through C21
are high-lighted. Youhighlighted areashould
look like the one on thkeft.
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Click theHome Tab thenclick the Copy
- button.

You will notice that once again, when ybughlight an area, anarquee of
running lights movearound thecopy area So, you'll know you
highlighted the correct aream@ageonright).

Now we'll tell Excelwhere to copythe data. Point to cdll6, click and

hold down the left mouse button and drag down anda the right to cell F21(This will
highlight three columns-- OCT, NOV, DEC -- to copy to.). When you hawaghed your
highlighting, your screen shouldok like theimage below

Make sure you are still on th#ome Tab andclick thePast
button. Wow !' All those numbers and dollar signs and
formulas - EVERYTHING - was copied in a flash!! That sure
saved us a lot of time.
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Your spreadsheet should look
similar to the image on the right.

Click on acell away from the areawhere thenumbers are located. This will “turn-off” the
highlight. Tap the ESckey and themarqueewill also disappear.

Changeafew numbersin eachof themonths in both theincome andexpenseareas
to seehow the spreadsheet works

Notice how all of the formulas, totals, and percemiges change —
AUTOMATICALLY!!!' This is the POWER of a spreadshe et!!!!

(This will make the graphs we’ll create more re@isvhen we create them later in the
tutorial.)

Our spreadsheet now
looks like the image
on the right.

This would be a great time to Save again.
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Now for something to do on your own.

Entering formulas in the Monthly Totals Column

Click cell G6 (under the titleMonthly Totals). Choose one of the formulas you learned
earlier to add the four monthly amountsin theParentsrow. Use any of the four
methods you desireYour spreadsheet should look similar to the imagjew:

e

After you haveaddedthe fourcolumnsin cell G6,
you'll copythe formula ircell G6to cellsG7
through G19. Click on cellG6 and follow theCopy
processyou did onPage 26

Next, click oncell G7, hold down the left mouse
button, anddrag down through cell G192 Your
spreadsheet should look like the one to the right.

Now follow thePaste procesyou usedn Page 26
to paste the formula from cell G6 to cells G7 tlyiou
G1o9.

After you Paste your formula, you will see sotetuff
(zeroes)"in cellsG10, 11, 12, and 18 This is because
there wasriothing there" to add. So, go in andciean-
up” these cells byeletingthezerosin these cells.

Go tocellsG9 andG17 andunderline like you did onPage 5
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Copying the Percentage Formula

Notice thatwe didn’t copy the percentageformula when we
did the last copying process. If we had copied)&Sormula,

it would have added the four percentagége don’t want the
sum of the percentages. Want apercentageof only applies
to the overall Monthly Totals. So, we need toopy the
percentage formula separately Click oncell F21, copy the
percentage formula in celF21to cellG21. This is the average
percentage that Income is greater than Expenses.

Now put a$ in cellsG6 through G19 (like you did on Pages 23
and 24) , and & in G21 (Page 25). Youspreadsheet column
G shouldlook something likethe image on thaght

This would be a great time to Save again.

Absoluting (and multiplication)

There are times, when we are working with a spieeets that welo not wanta cell to

"roll" to the next columnwhen weusethecopy feature of the spreadsheet — like it did in our
last copying exercise. Taiop thecellsfrom “rolling” we utilize something calledbsoluting.
The following is an illustration of absoluting.

Go to cellA23 and type-irfNumber. Go to cellA25 and type-irResult

Go to cellC23 and type in the numbe2? —thentap the Enter key.
We'll nowcreate a formulato multiply ournumber timesNet Income You may use either the

Type-in or Point method. Go to cellC25, and type-in a formula toultiply cell C23 times cell
C19.

The formula should look like:=C23*C19

The result inC25 should bawo times the net income in cell C19

Now copy the formula in celC25to cellsD25, E25, F25 and G25Your row 25 should look
similar to the one below.

Uh Oh!ll Where did all of those "0's" come from?
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Point to each of the cellB25, E25, F25 and G25Notice, as you click on each cell, and look
at the screen, how C23the cell with the 2)rolled" and became D23, E23, 23 and (3

(which are blank - this caused the0's"). A blank timesa number is a “OWe want the 2
to be in each formula and not to "roll".

To do this we utilize something callédbsoluting or Anchoring.

Go back to cell C25 Now we'llenter the formula again but alittle differently
(to anchor the 2.

Type-in a=C23 (or you could type = and point to C23)NOW, tap the F4 function
key. Notice, in cellC25 and theEdit bar at thetop of the screenthat the=C23 changes

to: $C$23 (This tells you that celL23 is absolutedor anchored The"$'s" indicate the
absoluting.) Nowfinish the formula by typing in or pointing €17 as before. Tagnter.

The formula in cell C25 should look like: $€%$23*C19

Now copy theformula in cell C25to cellsD25, E25, F25 and G2%&gain. Your row 25 should
look similar to the image below.

The numbers should now lberrect. Point to cellD25, E25, F25 and G2%like you did
before). You will notice thé$'s" havecopiedthe=$C$23to each cell (absolutingand theNet
Income figures Cells D19, E19, F19 and G18ave folled” as they should. Absoluting is
something you should know and understand.

Pause and reflect- Look at all you have accomplished. If you waatig and change
some more numbers or change the income and exp#gesd¢o something you feel is
more fun or appropriate, please do so.

This would be a great time to Save again.

The next important lesson is to learn howtmt. This done with a few easy steps.
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Printing
First, click cell A1.

All of the Windowsspreadsheetdry to figure out what you want to print. Sometimes they'mght,
sometimes they'rerong. So........

The most important thing with printing is to tell t he printer what to print.

Unlike a word processor, youay needto highlight what you want to print. For the moment,
we’ll assume that Excel 2007 will “guess” correctiynd that you have not “clicked” somewhere
that will cause a problem. If you do have problemisich we’ll know in a second, we’ll show
you how to take care of the problem - a bit later.

It's usually a good idea weewhat ourprintout will look like — before you printit . First, we'll
use aPrint Preview to “seé what our spreadsheet looks like.

Click theMicrosoft Office Button /

When the menu screen appeansye your
cursor overPrint and therclick thePrint
Preview choice.

At thetop of thePrint Preview
screenyou will seethePrint >
Preview Tab.

We'll these buttons to assist us with
our printing.

Notice: theNext andPrevious buttons araot highlighted — they are just gray. Thiseans
that the buttons amot “active.” Thisindicatesthat we ar@®©K with our spreadsheet — itad
on one page If we saw that the Next button was active, thaild mean that there are other
pages to our spreadsheet. If yoldibk at thelower left corner of thePrint Preview screen
you'll see: Preview: Page 1 of 1Thisconfirms that our spreadsheetas one page If you do
not see this “combination,” we’ll show you how todke care of it later.
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If you do seethis combination, click the Print button. Then,
Click-on OK in thePrint menu screenthat appears.

Label (write on) this printout: Default Spreadsheet Printout

A picture, of what theprintout will look like , appearsbelow.

The ‘image€’ aboveshould also look similar tpour spreadsheet.

If you move your cursor over the spreadsheetou’ll notice that the
cursor changesfrom anarrow to atiny magnifying glass If youclick the
left mouse button yourmagnifying glass will “zoom-in” on the exact
spot where the magnifying glass is locatedif you click-again, it will
zoom-out Try this a couple of time. It is a really harfdgnture.

Now click thePageSetup button on thePrint Preview
Tab. >

ThePage Setup menu screeat thetop of the next
pagewill appear.
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Notice that thdage Setupmenu screemdicatesthat you are ifPortrait view. Now we’ll
enhancethe spreadsheet to make it a bit more presentadibliweOrientation areaclick-in the
small circle to the left ofLandscape (see arrow above)The spreadsheet will now print on the
page as indicated. Next, in tBealingareaclick-in the box to the left of % normal size

Using either thetp/down” arrows, or by typing in the information, change the sizel?5.

Then clickOK .

Your spreadsheet will now be larger and fill thegamore appropriatelyClick-on Print and
when this spreadsheet comes out of the printet iabkandscape — enlarged to 125 %

Go ahead anddjust the “size” of your spreadsheet so that it becotoedarge to fit on a single
page. Set th8calingto200andclick OK. When youeturn to thePreview screen, thélext
andPreviousbuttons at the top left will now keective, and you’ll seel of 3 or 4 pagesn the

lower left corner of the screen. Go ahead attidk theNext andPrevious buttonsto get a

“feel” for the “size” of your spreadsheet. If yolick-on Print (please don’t do it), you'll get
these 3 or 4 pages. If you made a mistake whertrgaied the spreadsheet, you might see that
you have 58 (or some big number of) pages in yprgagisheet!

Now, click-in thesmall circle to theleft of Fit to 1 page(s) wide by 1 talin the Scalingarea

and make sure thatpageis set. Excel 2007 will noweturn your spreadsheet tmepage. Try
other things here. Work with tiargins, Header/ Footer, and Sheetabs at the top of the
Page Setup menu screen. Any time you desire b, g ahead and do so. This will give you a
feel for how the spreadsheets will print. When goe finished, simply clickKK or Canceland
you will return to your spreadsheet.
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Many people ask how tenter a spreadsheet on the pageThis feature is located on the
Margins Tab at thebottom left of theMargins screen

Many users also ask how to plag&dlines andshow the row and column heading$A, B, C
and 1, 2, 3) in their spreadsheet printouts. Téasure is located on tt&heet tabin the Page
Setup menu screen.

When you ardinished working with Print Previewclick theClose Print Preview button
When you return to your spreadsheet you will seshed lines” around your data. Print
Preview added these to assist you in knowing wtieréedges” of your printed data will be on
paper. We'll show you a nice new feature thatsaisgven more in a minute.

Cure for the problem — if you have too many spreadset pages.

Click cell A1 andhighlight your
spreadsheet dowthrough cell G25

After you’ve highlighted Al through
G25, clickthe Microsoft Office Button
and thertlick Print. In thePreview and
print the document area (on theight)
click Print

A Print menu screen willappear.

In thelower left corner of thePrint menu screen you wilseean
areathatlooks like the image on the rightClick-in thesmall

circle to the left of Selection This indicates to Excel thgbu onN
want to print the area you've highlighted Click OK. Only the

section that you’ve highlighted will printyou can still modify

your spreadsheet if you desireOnce you'veclicked Selection

you mayclick-on thePreview button to see a preview of yo

highlighted area. Follow the instructions abovenadify as ng\

desire.
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Page Layout View

Now that you have a “feel” for printing your spreaeets, we’ll look at a neaew featurein
Excel 2007 — Page Layout ViewIn thelower right corner of yourExcel screenyou’ll see the

Excel 2007 Toolbar
I Page Layout View I
TheExcel View Toolbar

looks similar to the image on
the right.
Normal View Page Break View I

You arecurrently in Normal View . Look at your screen and thelick thePage Layout

button (as shown above) on tikexcel View Toolbar. Your Excel screen should look similar to
the image below. Wow! Your screen now has allsttings you entered in Print Preview.
Notice the Rulers at the top and on the left —ljustMicrosoft Word! So you now have a very
accurate Print Preview as you are working.

35



Spend a few minutes using theevator Bars on theRight side andBottom of your Excel
spreadsheet to move up and down and left to riglstyou move you’lseethe Page Breaksand
Pages as they’ll Print

Headers and Footers

Look at thetop of your spreadsheet and you'll alsee an areavhich indicates:Click to add
header.

If you desire aHeader (or Footer) oneach spreadsheet paggou can now create them in this
view! Notice (above we’ve moved oucursor over thecenter Header area(the Footer area is
at the bottom of the page). When we ditlithed light blue. If you move your cursor over the
left and right Header areas, you will see that'theeyn blue as well. If you thenlick on one of
these areas you'ieeaHeader & Footer Tools Tab— with aDesign Tab below In theDesign
Ribbon you'll see that this Tab/Ribbon is “tailored” tavk with creating your Headers and
Footers. This is one of the great new featur&dv Office and Excel.

\

Go ahead and experiment as you desire. This natwréereally makes working with Headers
and Footers really easy.

36



Print Preview Button in Quick Access Toolbar

Since you'll beusing the Print Preview feature frequently it would be nice to havelautton
in theExcel Quick Access Toolbarso you won't have to do all that “clicking.”

To add aPrint Preview button click the/
Microsoft Office Button - like we did to
open our Print Preview..

When the menu screen appeansye your
cursor overPrint and thermove the

cursor over thePrint Preview choice. \ \

When thePrint Preview selection
“turns orange,” click theRIGHT
mouse buttonand a pop-up menu
will appear.

Move your cursor over theAdd to Quick Access Toolbarselection andlick theleft mouse button.

As soon as you “click” you'll see your Print Prewie /
button added to the Excel Quick Access ToolbarwNo

anytime you desire to Print Preview your spreadsiadie

you’'ll have to do is click the Quick Access PrimetAew

button.

As you see other buttons you would like to adddoryExcel Quick Access Toolbar, simply follow the
instructions above.

Graphics

This will be a lot offun. We are now going to turn your spreadsheet nusnibés graphics - bar
charts, pie charts, etc. This will greatly asgmt when you display and explain your work. A
new — really awesome — feature in Excel 2007 isd@mmal Formatting. We’ll begin with
Conditional Formatting and them move to full pade(s.
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Conditional Formatting

Conditional Formatting will let yoshow graphics in your spreadsheets!
The best way to describe this amazing new featut@ show you how it's
done.

First, you'll need to highlight some of the data on your spreadsket We/
highlighted thelncome andExpensenumbers for the month @fecember

for our image. Our Conditional Formatting graphidl appear in this

column.

Now, look at thel'abs at thetop of yourExcel screenand make sure you ana theHome Tab.
Under each Tabis aRibbon made up ofsroups (Clipboard, Font, Alignment, etc.). Over to
theright is aConditional Formatting selection in thé&tyles Group

e

N _—

Groups

When you move your cursor over the
Conditional Formatting button, an image
similar to the one on the right will appear.
We've enlarged the image So you cans=gaé-
an idea of how this feature will work.

In thelower right corner of theConditional Formatting button
is asmall down arrow. Click on thisarrow.

38



When you click the down arrow tim@age on the
right will appear. Notice theData Bars, Color
Scales and Icon Sets choices

As you move your cursor over these selections you
will see that a number of choices are availablé& wit
each option.

i

To show you how
this works we
moved our cursor

overData Bars.
\ Then, wemoved
\ ourcursor over the
Blue selectionon

theright.

Notice, our December
Column data is now
highlighted in blue.

Also notice that the
larger numbers have a
longer blue bar
highlight with them.

This is really a neat new feature. Go ahead aokl #aColor Scalesandlcon Setsas well.
Experiment as you like. If you click a selectiomvill show that graphic on your spreadsheet. If
you go to Print Preview, you will see that effebtow you can print spreadsheets that have not
only data numbers, but a graphic to show their size
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If you don't like the Conditional Formatting effegtyou can use the Undo
Arrow (in the Quick Access Toolbar) to remove them.

Charts

Before we work with Charts, there are a coupldedBSENTIAL stepswe have to do. First,

we have tdell Excel 2007what we want to see in our charand therwere we want the chart
to go.

First: in cellB9 type-inIncome (to replacethe wordTotal). Next,type-inExpensesn
cell B17 for the same reason. You'll see why we do thigmvirou see your chart.

VERY IMPORTANT.......... But Tricky!

Something new...Hold down the left mouse buttonandhighlight cellsB3to F3. Next,
HOLD DOWN aCtrl key at thebottom of the keyboardand, while you are holding
Ctrl down, highlight cells B9 throughF9. You will nowsee two "ranges" highlighted

Hold down the Ctrl again, andhighlight cellsB17throughF17. These three ranges will
make up your chart. Theaxiswill be made up of cellB3 throughF3. And, the two sets of
bars — Series - will show Income and Expense. Wencomplete the above instructions, your
screen should look like the image below.
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If your spreadsheetoes not IookexaCtlyIike the one abovepleasdry again. This is a bit
tricky and it often takes (even experienced spieaeisusers) a couple of “tries” to get the
highlighting just right.

What we are about to doesitirely new in Excel 2007 So, if you have used previous versions
of Excel — hang on — this is awesome!

Click thelnsert Tab at thetop of theExcel screen When you do you'll see that one of the
Groups in thelnsert Tab/Ribbon is Charts.

~

/

ﬁ

For our first chartye’ll use a Column Chart Move
your cursor over Column and an image like the ane o
the right will appear.

Click theColumn button and you’ll see an image
like the one on the left. As you can see there all
kinds of Column Charts. We’'ll begin with a simple
two dimensior2-D Column chart. You'll be able to
change this later, if you desire — to another Colum
Chart of one of the other selections.

Click on the2-D Column chart indicated by the
arrow on theleft.
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As soon as you clickbecause you highlighted your datajmage similar to the onéelow will
appear.Don’t worry that the Chart is covering your data — we’ll take care of that in a minute.

Notice that when waighlighted cellsB3 to F3thiscreated the X-Axis labelfSEPT, etc.).
When wehighlighted cellsB9 to F9andB17 to F17this created the twimcome andExpense
bars for each month And, when youyped Income into B9 andExpensesnto F9 this created
alLegendon theright side of your chart.

Now, let’'smove our chart to a page of its ownr- so it will be easier to work with and not cover
our data.Click anywhere on your chartand you willnotice that a newl'ab appearsat thetop
of yourExcel screen-Chart Tools. Click theChart tools Tab and theChart Tools

Tab/Ribbon will appear like the image bely

Notice, onthe right end of theChart Tools Tab/Ribbonis a
Move Chart Location button. Click theMove Chart —
Location button.
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When youclick theMove Chart Location button aMove Chart menu screenwill appear
(like the image below).

[\

Click on thesmall circle to theleft of New SheetandchangeChart 1 toMly Budget Chart — as
indicated above. Theslick theOK button.

Look at thebottom left of yourExcel screen You will seeanew Tab—My Budget Chart!
Your data is on Sheet 1. We’'ll rename it when waeehfinished working with our chart.

V'

You should be on you're My Budget Chart Tab. If,raick this tab. Your chart should now fill
the Excel screenClick in one of the outside corners of your chart

\
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Chart Tools

Make sure that you can stdeethe Chart Tools Tab/Ribbon. If not, click the Chart Tools Tab.

e

T

Notice that there is &hart Layouts

Group in the Chart Tools Ribbon.

There are many different Layouts you

can choose to enhance your chart.

Click theMore down arrow in the \
lower right corner of theChart

Layouts Group.

When you click the More arrow amage similar to
the one on theght will appear. We’'ll choosethe
Layout in theupper left corner. We'll click on
this choice

As you become more experienced with Charts, you
choose the Layout that will best display your data.

You can also enhance the colors of your chart bars
and backgrounds in a similar mann@&io the right

of theChart Layouts Group is theChart Styles
Group. Toseethesestyles click theMore down
arrow on thelower right of the Chart Styles

Group.
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Chart Styles
A Chart Styles menu screer{similar to the ondelow) will appear. You carclick the various

choices as you desire. Each time you click, yoMyeBudget Chart will change to the Style you
chose.

If you don't like the Chart Styles, you can use thendo Arrow (in the
Quick Access Toolbaj to remove them.

A note — as you choose different Chart Types, you wil ge Chart Styles menu (above) change
to that new Chart Type.

We'll show you another way to enhance the colors gour bars in a moment

If you would like tochange your Chart
Type — look in theupper left corner of
theChart Tools Ribbon. You'll see a
Change Chart Type button

Click theChange Chart Type butto
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A Change Chart Typemenu screerbglow) will appear. Currently it is “on” our
2-D Column Chart. We’lthange itto a3-D Clustered Column chartnext.

T

We'll click the3-D Clustered Columnchoice and theanlick theOK button. As soon as we
click the OK button our entirehart changes to a 3-D Chart
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Another way to change chart colors

On Pages 44 & 45 you saw how you could
change the colors of the bars in your chart
(Chart Styles). Here is the second way to
change colors that we promised.

Move your cursor overone of the barsin
your chart andclick theRIGHT mouse
button. When theop-up menuappears,

click theFormat Data Series...selections

A Format Data Series menu screeflike the one below) wilappear “over” your chart. In our
original chart the Income bars were blue. We tlgrden would be a better color for our Income
bars. So, welicked theFill choice on the left. When the Fill menu appeared on et rwe
clicked thesmall circle to theleft of Solid fill and therclicked thedown arrow on theright
side of theColor button. Then weclicked thegreen colorchoice (if you would like to see a lot
more colors you can click More Colors.. As soon as we clickedurIincome barschanged to
green

Notice theother choicesin theFill menu area. Experiment with the other choices as ysirele
You can really get some neat effects vitadient andPicture or texture fill.

When you ardinished, click theClosebutton.

a7



Changing Text

To change textin Excel 2007 you need tdick on thetext, theLegend, or theaxis on which the
text is located.

WeRIGHT clicked on ourChart Title anc/
two menus appeared. Thpper menuis
another new, great feature in Excel 2007. It's

called theMini Toolbar . The lower menu is
the standard menu that appeared previously.

We clicked thedown arrow to theright of
Calibri and adrop down menu of font
choicesappeared We moved down the list
and clicked-on Comic Sans MS. You move
down the menu anchoose a font you like

As soon as we clicked our font choice, our
Chart Title changed to that font.

You can also change the Font size, Bold,
Color, and more using the other Mini

Toolbar selections. Experiment as you
desire

Now we’ll changeour Chart Title to something more

meaningful. Move youcursor over Chart Title and

click theleft mouse button three times quickly This

will highlight all of thetitle — just like Microsoft Word.

Or, you carclick and drag your cursor of the title to highlight Chart Title.
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Type in atitle for your budget. We typed in the title you setse When you havénished
typing your title,click theleft mouse buttonin an“open” area of your chart {o turn-off and
confirm the title)

If you desire to enhance your
text some more, RIGHT click
on the title and the Format
Chart Title menu screen will
appear. You can use this menu
to augment your text.

Now it would be a good time to Save again.

In Excel 2007, when you save yowwpreadsheetyou also save yougraph. Your graph is saved
wherever you are working in the graph.

Changing (Renaming) Excel 2007 Tabs

If you would like to havéogical namesfor yourExcel 2007 spreadsheet tabsrather than
Sheet 1 and Chart 1, we’ll show you how to do this.

At the bottom of yourspreadsheetyou will see youabs (like theimage on thebelow). To

change the nameof one of thaabs, place your cursor over a tabandclick theRIGHT
mouse button.

We’ll changethe name oSheet 1first. /

RIGHT click onSheet Bnd the drop down menu screen IOT()
right will appear.Choose Rename
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When you choosBename theSheet 1 tabwill “ turn black” — like
theimageon theright. As soon as you see this, type in the name
you want for your chart. Wetyped in Budget Data

As soon as we began typing, the tab name changéebn we finished, the Tabs for our Chart
and Data looked like the image on the below.

So, anytime you need to change Tab names, all goe to do is Right Click and Rename.
Some additional Charting

Sizing your Graph Area - Click-on theupper right corner of your chart area. You will see
little circles now appear at the four corners and sides of taghgarea. Point to thgoper right

corner circle and move the cursor until you seeaarow with two heads« . Click andhold

down the left mouse buttonanddrag down and to the leftthen let go. Your graph will get
smaller. You can make the graph area of your chart smatl&rger as you desire.

Legend Area- Click-on theLegendon theright (box with Income and Expenses). When you

see the corner “grabbers,” make the Legend boxlarger. Thertlick right in theLegend
area. When thQuick Toolbar appears,make thefont bold andsize 14

Printing Charts - Now let's look at your graph and then print@ick thePrint Preview
button you placed in th&uick Access Toolbar If you like what you see go ahead gumiht

the graph. If not, close Preview and make somesrgmaph changes. If you have a color
printer, your graph will print in color.

Whenever yougraph is visible, you carpoint to any areaof the graph, andlick theright
mouse buttonon the area, anetit that particular area. You can aldwk-right in thechart
itself.

You can really go “wild” at this point. If you makamistake, simply click the

undo button at the top of the menu screen and try again.

Note: No matter what type of printer you have, graphe takhile to print. Be patient.

Well that's it Excel 2007 fans! Go for it!
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Microsoft Office Tutorials

In addition to this tutorial, other Office tutorsahre available at:

http://www.officetutorials.com

This site is updated frequently with tutorial reerss as well as tutorials from a number of
collegiate institutions. Please feel free to vasitl down load as you desire.

This has been an introduction into the basics @eER007. If you have any questions about
Excel 2007, or comments on this tutorial, pleagean:

murray.t@lynchburg.edu

Thank you for your patience and good luck.
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