Creating an Excel2007 Spreadsheet

Created12 December 2006

Starting Excel 2007

In the following exercises you wikarn some of the necessary stepsteatea spreadsheet
usingMicrosoft Excel 2007 You will learn not only how to type vais items into the

spreadsheet, but also how to copy columns, widen columns, fill columns, add, subtract, multiply,
divide, do graphicsand a variety of othdithingso

To begin,load the spreadsheet lyiickly clicking twice on theExcel 2007 x=
Windows Icon in theWindows Desktop. If youdo not seeanExcel Icon, e

click the Start Button in thelower left corner of the screen, move the cursor
up toPrograms, then move tdlicrosoft Office. Move down toMicrosoft
Excel2007andclick.

A spreadsheei s nuenbefi manipulator. 0 T o handlingof nantbers easigall
spreadsheetare organized intoows andcolumns. Your initial spreadsheet will look
something like thene below
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Noticet hatmainhh ep drt of t he s p rRews(abled@d, 2, 3jdstc.)c o mp o s e ¢

andColumns (Labeled A, B, C, D etc.). There are a lot of rows and columns in a spreadsheet.
T h éentersectiond eath rowandcolumnis called ecell. In the image above thoeirsor is on

t h eomdécelli A1l. Notce RowlandCol umn A ,aandc ofl boaled Thsr ange.

indicateswh at i s addrdsdofahadcelt Naticefight above cellAl, thatAl is
displayedin asmall boxcalled theName Box Whenever you fclicko on
that cell will be showmn the Name Box.

If you have used previous versions of Microsoft Excel you will quickly notice that the above
image is very different from what you are used to seeing. In Excel 2007 you will now use
Tabs, Ribbons and Groups, as well as special Tabsbbons These replace the Menu Bar
and Buttons in older versions. For an overview of 2007 Office, please see the Introduction
to Microsoft Office 2007 Tutorial. This short tutorial introduces you to the many
enhancementsn the 2007 Office Suite.
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In this tutorial, whenever we indicate that you need to click the mouse, it will
mean to click the left mouse buttori unless we indicate that you should click
theRIGHT mouse button. So, always #dclick |

Moving Around the Spreadsheet

You can move around the spreadsheet/celldibking your mouseon variouscells, or by using
theup, down, right and left arrow movement keys on the keyboard Or, you can move up
and down belevaio®i @ r tyighe anéibottbne of the spreadsheet. Go ahead
andmove around the spreadsheetHold down the

down arrow key on thekeyboard for a few seconds A7145 -
) . —
thenclick-on acell. Notice how theName — rrm——
- R flicoiiald 199 AZ
Box alwaystellsy o wvhefe you are 0 Now h 145 |:|
down theright arrow key on the keyboa for a few =

seconds.Notice how thealphabet changesrom

single | ett e)tesseveral JetteBcombibations (BA, AR AQ. There are

hundreds of columnsandthousands of rowsin a spreadsheeAnytime you desire taeturn

to theHome Cell (A1) simplyclick-in theName Boxandtype-in A1. Thentap the Enter key

and you willgoto cellAl. You can go to any cell by this method. Simply typa row and
column, tap the Enter key, and youdll go to t

If you want to go to the lasbtumn on the right, hold down the Ctrl key and XFD
tap the right arrow key.

Al048576

A
1048576 I

If you want to go to the last row at the bottom, hold down the Ctrl key |
and tap the down arrow key.

Now that you have t he theExeetdpreadshdap tothecellsas mov e a
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
il B C D E F

1 |Janie & Greg'%

Look at cellsC1 andD1. Notice how youentry has spilled over from C1 into D1
Sometimes this is a problem, and sometimes it is not.



—— D1 - f« | BONZO

Tap the Enter key and therclick-

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

Notice how BONZO now COVERS theright part of your original entry ! Moveyour
cursor over cell C1 andclick-on it. Look at the upper part of the spreadsh@edt above the
cells where you typeBONZO. Your name and the word budget are still théBenzo only
COVERED theportion in cell D1. See the image and arrowbelow.

> (1 - S | Janie & Greg's Budget
A B C D E F
1 IJame & G]_BGNZG
2

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

Now we'll continueentering text and dataNe think that creating a simple personal budget
would be a | ogical way to dMowtwthgfalawingcell a spr e
andtype-in theinformation indicated. You can clickon each cell and then tyje the entries.

If you happen tanake a mistakesimplyretype the entries Later on we'll see how to
edit mistakes. Any time you want to replace something in a cell you can simplyaatypee
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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1 Janie & Greg's Budget
iy
Your spreadsheéshould nowook similar to 3 |Income
theimageon theright. 2 parents
5 Job
6 Investments
7 Total
8
9
10 Expenses
11 Food
12 Beverages
13 Parties
14 Miscellaneous
15 Total

16

At this point you probablyoticed, the words Ihvestments' and 'Miscellaneous run over the
spaces givenintheells Do not be concerned at this point.

Now, type thenumbersin thecells

indicated: | c7 v £ |
A B C D E
C4 300 1 Janie & Greg's Budget
C5 50 =
C6 150 3 Income
a Parents 300
. 5 Job 50
When youtype-in the 150, tap Enter. - Investme 150
7 Total
Your spreadsheeshouldlook like theimage 8 |
on theright. 9
10 Expenses
Notice, when you enter text that theords E ;‘md
line up on thdeft side of the cells. Wheroy = pjﬁzges
enternumbers, they line up on thdaght side. 14 Miscellaneous
This is because we are using the United Statesis Total

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

We would like toplace an underlineat the bottom of the three figuresso that we camdicate
atotal belowi in cell C7. Point to cellC7 (with the mousg That's where we want the lire
always move the cursor to the place where you want to insert a ling/ith the Arrow on cell

C7 tap theRIGHT mouse button



A submenu with a captiofrormat Cells

appears /T‘ME'
& | Cut
TheRIGHT click wi lallvaysibring i <o

upd menut h a tailoiedd it oplateh e i | paste

i is Wi i Paste Special..

where you click This will work in any FBUGd S s
Microsoft Windows product. You can YT el

wayst e | | i wh ektleedighy o U G lud; Detete..
aways ¥ g ly CM SCéllaneous Clear Contents
mousebutton for thecursor arrow will Total = ’
always be in a corner of the menu that S' :f :

0

appears exactly where you clicked the right

mouse button A Insert Comment

a;ﬁf‘ Format Cells...

SelectFormat Cells. s

When the Format Cells menu screen(below) appears,selectthe Border Tab.

Look at thd_|ne Sty|e bOX on the MNurmber || Alignment Fant Border Fill Prokection
right sideof themenu screen Line Presets
There are several types of lines that | &=
you can choose. Point to ttféck e .
single linein theStyle Area (see\ S -
arrow) andclick theleft mouse T— —— &
button. Abox will go around the T T/
line. Lookat the area which says T 5 Text \
Border. Point to theupper part of T
the Text box (see arrowjndclick =
theleft mouse button. Ahick =
bIaCk I|ne W|” appear at thetOp Of g:tet;ﬁlsn’agieodvslorder style can be applied by clicking the presets, preview diagram or the
the Text box.
Ok ] [ Cancel ]
If the thick line does not showup at the topof theText box, click-aganat t he Atop | in

in the Text boxo0 and t hentheithicle singlelin¢ inthedines appear
Style box again and repeat the previous instructions. If, somehow, you rmédtalee, simply

click fion and off in the Text line boxs6 You wi | | notice that the |
This is call ed at #&ISdwgogklathis untiln/ougei timplinetoe the tip

the cell We have indicated that we want a single thick underline at the top of the cell G7. Poin

to OK andclick theleft mouse button.



A B C
When youreturn to thespreadsheetclick somewhere 1 Janie & Gre
other than cell C7. T hi slickingawaya d | ¥ d u?f
should nowseealine at thetop of cell C7. Sometimes the = | Income

box highlightng a cellhides the lines! f y o u -ufpnde s°s e d Pa:”“ 300
try again. s o >0
B Investmet 150
7 Total
Now type in the numbers in the cells indicated. ' A B c
i Janie & Gre
Cl11 30 2
3 |Income
C12 50 4 Parents 300
Cl4 70 (After youtype 70, taptheEnter key) 6 Investmet 150
7 Total
Now, underline thetop of cell C15like you did cellC7. o
9
10 Expenses
. . 11 Food 30
Your spreadsheet should now lodkdlithe image on the 12 Beverage: 50
right. 13 Parties 150
14 Miscellam 70
15 Total

Widening Columns

You probablynoticed, as you typed in the numbesgmeof thewords were justtoo wide for
the defaultcell width (Investments and Miscellanequd_et'swiden column Bto take care of
this.

Slowly movethemouse arrowto theright Al - S |
edgeof theB cell (between the B and the A T D
C). The arsorwill turn into anarrow 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.

————- | \Vidth: 1371 (101 pixels) |

B T D
As soon as yostart to move @drag) themouse adotted | janie & Greg's Budget
vertical line will go down the spreadsheedndit will move as ===
you hold down the left button and drag the mouséo the Parents 300
right. Keep moving your mouseto the rightuntil you arepast Jab 50
thewidest word - and a bit more (for some space). Release the! ™" =
button. The column is widened. Notiedove the two headed
arrow cursorthat as you hold down and dréigindicates the

current width of the column.

Total

Food 30
Beverages 50
Parties 150

Miscellaneous 70
Total :




—

Here isanother wayto widen acolumn. Point to theB at the top of
me column B (in theGray area) anatlick t_heleft mouse button (Theell
e should turndark blue and thecolumn light blue.).

Investments
¥ cut
Total Now, keepingthe cursor somewhere 2 Copy

i n blle@ dclicktheRIGHT [ Paste

Mouse Button. Noticethat amenu e

withCo |l umn \Wapgkard é Rl
Food Click-onCol umn WA dt hé | B
Beverages new Column Width menu appears. N
Parties Typein 15andclick-onOK. This is L Sdminds
Miscellaneous another way to widen a column. i::m"w'dth'"

Total Enhide

15

Column width;

o, l [ Cancel

Inserting Rows

Oops.. amistake (on purpose). Whaven't left enough roomat thetop of the spreadshetet
insert some budgetonths. So... move the cursor to theay 2 along thdeft edge (this is the
second rowyo we can insert two new rows.Click theleft mouse button. You will notice that
the whole row goelght blue and the2t u r dadk flue. Make surethe cursolrrow is
eitheron the 2or somewhere in the blue row

B B e
1 Janie's & Greq's Budget
—
3 |Income
4 Parents 300
Click theRIGHT mouse button. A drop down menu will appear. | # ©ut
Point tolnsert. Click the leftbutton onInsert. Notice howone =3 Copy
row wasinserted and howeverything belowmoved down Do this 4 paste
againto insert another row. Excel, and all spreadsheets, will Paste Specil...
remember where they moved your work and automatically
adjust for these changebicome shouldnow be incell A5. P MY
Delete




Aligning Cells

Now we'll type some moréext Go tocell

C3  SEPT (Typein SEPT andtap the Enter key)

Notice howSEPT is automatically left aligned. Logically,
since you are using Exce¢he English version, the textis left
aligned so that all of the teghtrieswill line up nicely in the )

column cells.We would like tocenter SEPTin cell C3.
Click on cellC3t omarko t h eOneway tdcenter
SEPT is to simplyclick-on the Center button in thebutton

= §!|v/'| ;‘NrapTex‘t

= =|=||£E :E|| =3 Merge & Center -

% Alignment ]

bar at thetop of the screenMake surethat you ar€ON cell
C3, thenclick-on thecenter button (see image aboveght).

Center

Center text,

Youol | notice that SEPT i s now centered
|SEF'T__|

g Cut

153 Copy

jilk
= =

Insert...
Delete...

3 Clear Contents
i Insert Cn:nmment/
|ff' Eormat Cells...

When theFormat Cells Menu

Format Cells

Text alignment

Horizontal:

)| Center b |

appears click-on thei
Alignment Tab and then
click-on -- Horizontal -
Center --Vertical - Center -- then
click OK. Try it.

This is how you can align words for
neatness. You can also point to
several cells you want aligned and do
this. We'll try that next.

Vertical:

Here is aother way taenter SEPT. Click RIGHT on
i cell C3. Then click orFormat Cells.

Mumber | Alignment Font || Border | Patterns | Protection |

Orientation

- TR |

Text contral
|:| Wrap text
[ shrink to fit

[ Merge cells
Right-to-eft

Text direction:

|Cu:untext w

= m -

Degrees

oK ] [ Cancel

n
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Now typethe below textn the cells indicated.

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

Column G)

Next we 0l dells®3ithgpagh G3y Ma do this, point t&€3 and click thelLeft
mouse buton. Then,holding down the left mouse buttomrag (move)the mouse to the right
through G311 when the cells are highlighted take your finger off of the left mouse button

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

| SEPT OCT MOV DEC MON'I'I—lLYTOTALS!

Thenpoint to thegroup of cellsand click
the RIGHT mouse button to brinup
theFormat Cells menu. Clickthe
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 asentered.You could
alsoclick the Center button as you did before.

£ D E F G
Janie & Greg's Budget

Do n 6 tttofwmengaeumn GandMONTHLY TOTALS . You know what to do. Move
the cursor over the line between cells G and H and drag 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 work so now is a good time to say@ur spreadsheet.

If you have used previous versions of Microsoft Off@@)7 Office will be quite different- in
many ways. noteced the Tabs antRibbaans] and thathere isno File choicein a
Menu Bar. Mselactiondi h eéhanged significantlyin 2007 Office. This is one of them.



Microsoft Office Button

41

FLE
D?‘[}g

The Microsoft Office Button has - Home Insert Page Layout Formulas Dz
replaced Filein the Menu Bar. In the = Office Button
upper left corner of your Excel 2007 = o Click here to open, save, o print,

. . Past . and to see everything else you can
screen you wilseea button snilar to the E n- = do with your document.
imageon theright. This is theMicrosoft B~ =
Office Button. -

Click theMicrosoft Office Button. 1 T
2 i@ Press F1 for more help.
2

You will now see the Excel 2007 — g
Microsoft Office Button selections. {““ !

Sav f the d t
j e e 3 copy o ocumen

. . ~ 4 e Excel Workbook
FIrSt! notice thatmany Of then 0 l d 0 ~ [xj_’. Save the workbook in the default file
File-Menu Bar choicesare a oren el
included in this menu (they areall [RER A AN e
.. A Save 51 save the workbook in the XML-based and
herei we 0 | | show you H = macro-enabled file format.

— = Excel Binary Workbook
When wemoveour cursor over — H Save As | * ﬁ‘ﬁﬂuj Save the workbook in a binary file format
Save Asan expanded menu Sb_ve optimized for fast loading and saving.

- : it [i] Jy Excel 97-2003 Workbook e
ChOICE‘S&ppear on thEght . : Hl| 5ave a copy of the workbook that is fully
compatible with Excel 97-2003.
Notice that You can save your “’_}T i Q BUL s
. . 0 Publish a copy of the workbook as a PDF or
spreadsheet in many different . XPS file.
formats _ﬁ e : .‘,—l Other Formats
Open the Save As dialog box to select from
If you save a&xcel Workbook, it Al St
will saveyour spreadsheat an .
xlsx format. This will save your . o=t
spreadsheet in dxtensible _1F_xce|0ptmns XE:_utF_xcel

Markup Language (XLS) format.
This formatrequiresless storagespace and makehe spreadsheemo r shardabled wi t h
others. However, folks using previous versmay have a problem opening your spreadsheet
(and may have to download a special program to assist them).

Many folks really like to save their files Portable Document Format (PDF) One of the neat
new features of 2007 Officas theability to save pplicationsasPDF.

For this introductory Excel tutor i-2003, weod
Workbook format.

| t 6 s y o uyouselécothedoamat yau desire.
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Notice in theupper left corner that
t her édoxd st @ightiofSave In:

with adown pointing arrow to the savein:  |[C) My Documents v
right. Click-onthearrow. This will - ) Coligo Received Fies
showyouallo f  drikesd fia n d ‘ uﬁ HMY Dats Sources

fifolderso wher e you may save your

work.

Save As @
savein: | Local Disk (C:) v @-2 1@ X o B

My Recent
Documents

* Tools =

My Documents

8

My Computer

My Metwork
Places Save as fype: |I'~"Iir:rcusu:uf't Office Excel Warkbook (*,xds) w | Cancel

File name: |mybudgeﬂ ha | I Save J

When you see the dragown list in the Save in: area, choose the drive where you wantdo sa
your file. If you are going to use a diskettef a formatted 3 ¥ diskette in the A Drive then
click-on the3 % Floppy (A):. We are going to save our file on the Local Disk ({Cour hard
drive, so we chose that drive in the image aliseetop arrow).

To the right ofFile name:;, deletethe information(which is in the boxandtype-in

MYBUDGET (seelower left arrow aboveg. This is the name under which you are saving your
file. (In the future you will choose logical names for your spreadsheegtsu save them.) Now
point toSaveandclick theleft mouse buttoriseelower right arrow above.

11



Exiting Spreadsheets

41

Anytime you need to leave your spreadshelatk the e ™,
Microsoft Office Button in theupper left corner of your — === %}"

Excel screenthen click Exit Excel. If youhave not saved : Home [T
your spreadsheet, a reminder box will apesking you to
do sa

y
J Close

| £ Excel Options | | X Exit Excel |

Notice the Excel Options buttonto theleft of Exit Excel. Earlier we indicated that all of the
choices under File in the Menu Bar ardl stivailable using the Microsoft Office ButtorClick
theExcel Options button TheExcel Options menu screen (belowyill appear. As you can
see, all of the choices available under File in the menu bar aré asnell as many more.

Excel Options @

Popular Y s i v
u _% Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection '
Enable Live Preview '
Advanced
|:| Show Developer tab in the Ribbon G
Customize Always use ClearType
Add-Ins Color scheme:
Trust Center ScreenTip style: | Show feature descriptions in ScreenTips o |
Resources Create lists for use in sorts and fill sequences: | Edit Custom Lists...
When creating new workbooks
Use this font: |Body Font bt |
Font size:
Default view for new sheets:
Include this many sheets: 3 &

Personalize your copy of Microsoft Office

User name: |Murray_T |

Choose the languages you want to use with Microsoft Office: Language Settings...

I OK l [ Cancel
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If you click theResourcesselection in the Excel Options menu, you will see some grelt®n
resources available to assist you with Excel.

Retrieving Spreadsheets

When you need teeturn to a spreadsheetopen ~

Excel, as you dicbn Page 1 When Excebpens click Do) = 9 -~ v
the Microsoft Office Button in the upper left corner o i) Home B
the Excel screen.

When you click the Microsoft Office Button you wike on theright of the Microsoft Office
Buttonmenu screenyour spreadsheetRécent Documents YourMYBUDGET shauld be on
the list. Click on MYBUDGET and your spreadsheet wifpen

™\

If you do not see your spreadshegtlick the Open button and follow the steps you used to save
your spreadsheet (on Page$19i exceptchoose Open
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