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2003 Version

Microsoft Office Excel 2007

File Menu
2007 Version

1 New E’T ] = o -
File --> New 3
j HNew
7 open
== Click on the Microsoft Office Button.
=) Click on New.
2 Open = T
File --> Open
HNew
3 oper
"_I Sawa
=) Click on the Microsoft Office Button.
=) Click on Open.
3 Close ) H 9 -

File --> Close

=

Mew

Plman

mm) Click on the Microsoft Office Button.
=) Click on Close.

4 Save
File --> Save

Recent Docum

@[ﬂwv =25 9
a

Crossover P

2 Open Crossover P

I
H Save As Pk

mm) Click on the Microsoft Office Button.

m=) Click on Save.
Or you can click on the Save Button in the Quick Launch
Toolbar.

Crossover P

CrossOver_S

[
| I (W I

mehak

~
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Microsoft Office Excel 2007

5 Save As
File --> Save As

0

it
7 Qpen

Il =
H Save As | ¥

m=) Click on the Microsoft Office Button.
m=) Click on Save As.

6 Save As Web Page
File --> Save As Web Page

File: name: |Crossover Project.xlsx

Save as Pl Eucel workbook (. ks

Open #ML Data (*.xml)

Cil o taao b [ * 15 *.mhtml)
Wwieb Page . hbm; *.htmi |
=R
Excel Macro-Enabled Template (*,xlkm)

Save As | »

Excel 97-2003 Templake (*.xI)

mm) Click on the Microsoft Office Button.

== Click on Save As.
In the Save as window, Under Save as type:,
choose Web Page (*.htm; *.html)

7 Save Wrokspace
File --> Save Workspace

Developer
A Sas

Zoom 100% Zoom to
Selection

Zoom

—'__t_l, % ji—l split

Window All Panes » __| Unhide

1 Hide

Switch A
+ 4 RESE ao WaorkspaceJWindows ~
Window M

Mew  Arrange Freeze

m=) Click on the View Tab
m==) In the Window group, Click on Save Workspace

~
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Microsoft Office Excel 2007

8 File Search
File --> File Search mm) There is no File Search option in Office 2007.

9 Permission
File --> Permission

Prepare the document for distribution

Mew
S Properties
55_-_-_! '-fieu_\r and edit workbook properties, such
Open as Title, Author, and Keywords.

Inspect Document
Check the workbook for hidden metadata
or personal information,

F
= -

| Encrypt Document

= Iral
E‘.i Save As b | | '3_'[? Increase the security of the warkbook by
adding encryption,

|

1
Restrict Permission v || Unrestricted Access
Grant people access while restricting their L4
ahility to edit, copy, and print.
Add a Digital Signature Manage Ciedentil

&
Iy,
_'R Ensure the integrity of the workbook by Il
=2
£

e Print 3

Bestricted Access

Prepare »

A

@ Send 3
i

=)

adding an invisible digital signature.

Mark as Final

Let readers know the workbook is final and
Publish * make it read-only.
Run Compatibility Checker

Check for features not supported by earlier
Close wversions of Excel.

2] Excel Options | [ X Exit Excel |

=) Click on the Microsoft Office Button.
==) Click on Prepare
==) Click on Retrict Permission

Unrestricted Access Click on Unrestricted Access
Do Not Distribute... Click on Restricted Access
Restrict Permission As... Click on Manage Credentials
10 Web Page Preview (il - =
File --> Web Page Preview b Customize Quick Access Toolbar... Data
Show Quick Access Toolbar Below the Ribbon
Minimize the Ribbaon A |||F
= S T
Pacte | roxr e e o A =

m=) Right Click on the Microsoft Office Button.
m=) Click on Customize Quick Access Toolbar...
== |n the Excel Options window,
m=) Under Choose Commands from: list
== Select All Commands and from the list below
=) Select Web Page Preview
=) Click on Add>>
== Click on OK
Click on the Web Page Preview iconin the
Quick Access Toolbar.

~
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Microsoft Office Excel 2007

11 Page Setup
F||e s Page Setup Formulas Data Review View Developer
s —_ 3 = : =l e Width: |Autc
J {= lj | = _j 3| Height: |Aute

lins Orientation  Size Print Breaks Background Print
- *  Areav - Titles_| s Scale: 1
Page Setup Scale to Fit
e | Page Setup

C D E F G

== Click on the Microsoft Office Button.
== Click on Page Layout Tab
Click on down arrow at the end of the Page Setup

group
12 Print Area Fage Layout Formulas Data Review
File --> Print Area ba = . _
=5 » | i
rgins Crientation Size Print ||Breaks Background
- - - Area T -
Page Setup

Click on the Page Layout Tab.
Under Page Setup Group, Ckick on Print Area.

13 Print Preview = = EESR -
. . . | 3
File --> Print Preview
[z Preview and print the document
New

Lk Print
L= Select a printer, number of copies, and

Open other printing options befare printing.

Quick Print

Send the workbook directly to the default

Save & : 5
printer without making changes.

Save As b | ﬁ Preview and make changes to pages before
printing.

5
u___! A= Print Preview

u’glu Print »

mm) Click on the Microsoft Office Button.
=) Click on the Arrow next to Print
=) Click on Print Preview.

14 Print
File --> Print mm) Click on the Microsoft Office Button.
m=) Click on Print.
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15 Send To
File --> Send To

Mail Recipient

Mail Recipient (for Review)...
Exchange Folder...

Online Meeting Participant

Mail Recipient (as Attachment)..

Recipient using Internet Fax Service...

Microsoft Office Excel 2007

N :

Customize Quick Access Toolbar...

- Data
Show Quick Access Toolbar Below the Ribbon
Minimize the Ribbon A |llI=
= ey T
Paste 3 R 1 S S5 R | (R - =

m=) Right Click on the Microsoft Office Button.
m=) Click on Customize Quick Access Toolbar...
==) |n the Excel Options window,

m=) Under Choose Commands from: list

=) Select All Commands and from the list below
=) Click on Mail Recipient

m=) Click on Mail Recipient (for Review)...

== Click on Exchange Folder...

==) Click on Online Meeting Participant

=) Click on the Microsoft Office Button
==) Click on Send.
==) Click on E-mail.

== Click on the Microsoft Office Button
==) Click on Send.
==) Click on Internet Fax.

16 Properties
File --> Properties

Encrypt Document

e 1= HG )

-
] e Prepare the document for distribution

- > | Properties
—~ 'BI Wiew and edit workbook properties, such
Open as Title, Author, and Keywords,

: Inspect Document
I I Save 5-_-;]" Check the workbook for hidden metadata
- ar persaonal information,

Save As b i '-_;'j_% Increase the security of the workbook by

adding encryption.

D A
)

Print » =  Restrict Permission

ability to edit, copy, and print.

5/ Prepare * | | § Add a Digital Signature

=) Click on the Microsoft Office Button.
m=) Click on Prepare.
m=) Click on Properties.

|_& Grant people access while restricting their

Ensure the integrity of the workbook by

17 Exit
File --> Exit

== Click on the Microsoft Office Button.
== Click on Exit Excel.
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2003 Version

1 Undo
Edit -> Undo
shortcut Key -> "ctrl + 2"

Microsoft Office Excel 2007

Edit Menu
2007 Version

(Og) WB]e = -
a)

—-/ Haome Insert Page Layout

=) Click on the Undo icon in the Quick Access Toolbar.
m=) shortcut Key -> "ctrl + 2"

2 Repeat command (Redo)
Edit -> Undo
Shortcut Key -> "ctrl + Y"

E"_"? HWT N
=

—-/I Home Insert Page Layout

m=) Click on the Redo icon in the Quick Access Toolbar.
m=) shortcut Key -> "ctrl + Y"

3 Cut
Edit -> Cut
Shortcut Key -> "ctrl + X"

|
—-/I_ Home Insert Page Layout

&b Cut

Calibri
oot 53 copy
aste -
- ¥ Format Painter ke i ol
Clipboard I Fi

=) Click on the Home tab.
m=) |n the Clipboard group, Click on Cut.
=) Shortcut Key -> "ctrl + X"

4 Copy
Edit -> Copy
Shortcut Key -> "ctrl + C"

-
— Insert

Page Layout

45 Cut -
= Calibri
oot 23 Copy
aste -
= ¥ Format Painter st i
Clipboard {F] Fi

m=) Click on the Home tab.
m=) |n the Clipboard group, Click on Copy.
mm) Shortcut Key -> "ctrl + C"

5 Office Clipboard
Edit -> Office Clipboard

=)
22 ()

4 Cut

Page Layout

Calibri
- 53 Copy
1ste -
= ¥ Format Painter ) st i

Clipboard Fi

A2 | Clipboard
m=) Click on the Home tab.
Click on the Arrow at the corner of the Clipboard
group

Y4
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Microsoft Office Excel 2007

=
6 Paste _—/r Insert Page Layout

Edit -> Paste % oot
Shortcut Key -> "ctrl + V" ’ Calibri
53 Copy
avs : ,}Fnrmat Painter ||| i |
Clipboard F F

m=) Click on the Home tab.
== |n the Clipboard group, Click on Paste.
m=) Shortcut Key -> "ctrl + V"

H ol
7 Paste Special — Insert
Edit -> Paste Special... =0 | ¥ cut
23 Copy
| Paste |
- # Format Painter
[ Paste
Formulas

Paste Walues
Mo Borders
Transpose

Paste Link

5 Paste spedial...
(&3 | Paste as Hyperlink

al L S S

m=) Click on the Home tab.
m=) |n the Clipboard group, Click on Arrow under Paste.
m=) From the list select Paste Special...

8 Paste as Hyperlink — Insert

Edit -> Paste as Hyperlink = M ocut
|

53 Copy
Paste
- \}* Format Painter

|5 Paste

Formulas

Paste Walues
Mo Borders
Transpose
Paste Link
[T Paste special...
|} Paste as Hyperlink

[8] A< picture 3

=) Click on the Home tab.
m=) |n the Clipboard group, Click on Arrow under Paste.
==) From the list select Paste as Hyperlink

~
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Microsoft Office Excel 2007

9 Fill
Edit -> Fil B e M T
- _ﬂ Down T
= |=] Right
1@ w
=] | Left 1
Series..,
Justify E
=) Click on the Home tab.
== |n the Editing group, Click on Fill.
Down =) Click on Down.
Right m==) Click on Right
Up == Click on Up
Left =) Click on Left
Across Worksheets... m=) Click on Across Worksheets...
Series... == Click on Series...
Justify m=) Click on Justify
10 Clear Z AutoSum T :
Edit -> Clear ¥ Fill - %? lﬁ
( Sort & Find &
m Filter - Select -
¢2 | Clear Al
| f"f'_/ Clear Formats
1 LClear Contents
Clear Comments
m=) Click on the Home tab.
==) |n the Editing group, click on Clear.
All m=) Click on Clear All.
Formats mm) Click on Clear Formats.
Contents (Shortcut Key -> Del) m=) Click on Clear Contents.
Comments == Click on Clear Comments.
11 Delete...
Edit -> Delete... T Autosum - A

] Fill -
5S¢
- - - <# Clear ~ Fil
Cells Editin
m=) Click on the Home tab.
== |n the Cells group, click on Delete.

~
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12 Delete Sheet
Edit -> Delete Sheet

Microsoft Office Excel 2007

¥ AutoSum ~ S

@] Fin -
'Delete IFormat Sor

<2 Clear ~ Filt:
5% | Delete Cells... iting
_| =*| Delete Sheet Rows
' | Delete Sheet Columns
|4 Delete Sheet

m=) Click on the Home tab.
== |n the Cells group, click on Arrow under Delete.
m=) From the list select Delete Sheet.

13 Move or Copy Sheet...

Edit -> Move or Copy Sheet...

=) Click on the Home tab.

== |n the Cells group, click on Format.
From the list, under Organize Sheets, select
Move or Copy Sheet...

14 Find... o 5 Avkpsam (o
Edit -> Find... :,_l @] Fitl - Z? Ja"&
irmat - Sort & |Find &
- _# Clear - Fifter ~USelect ~
# Eind...
wac| Replace.. | TE——
=] | Find (Ctri=F)
==) Click on the Home tab.
== |n the Editing group, click on Find & Select.
== Click on Find...
15 Replace... =

Edit -> Replace...

¥ AutoSum T )7 \_ﬁ
;J 7
Sort

@] Fill -
rmat _ Find &
- <2 Clear ~ Filter -\/Select =

G4 FEind...

2ac Replace..

m=) Click on the Home tab.
== |n the Editing group, click on Find & Select.
m=) Click on Replace...

16 Go To...
Edit -> Go To...

== Click on the Home tab.
m=) |n the Editing group, click on Find & Select.
=) Click on Go TO...

~
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Microsoft Office Excel 2007

17 Links ut Formulas Review
Edit -> Links... , i
= . |0] Connections
_IJ @ Properties
isti Refresh
||
Connections
=) Click on the Data tab.
==) |n the Connections group, click on Edit Links.
18 Object m=) Right Click on the Object.

Edit -> Object...

m=) Click on the Object Name.
==) Click on Edit.
==) Or, Double Click on an Object to edit it.

For Example:
To edit a Bitmap Image Object,
e o
T
Y
™ &
T
<A w'a"‘@
7 Q
o 4 | Cut
55| Copy
& Paste
Bitmap Image Object F [ Edit
Grouping 2 QOpen
Order 4 Conyert...

Assign Macro...

{‘?‘, Faormat Picture...

m=) Right Click on the Object.
==) Click on Bitmap Image Object.
==) Click on Edit.

~
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Microsoft Office Excel 2007

View Menu
2003 Version 2007 Version
1 Normal View Home Insert Page Layout Farmulas Data Review
View -> Normal View ; = = =
J | IJI ,J Ruler v Formula Bar &)
iz I E ol _ \ =
ridlines W Headings
Page Page Break | Custom  Full ) ) Zoom  100%
Layout Preview Views Screen Wiessage ba
Waorkbook Views Show/Hide Zoo
=) Click on the View Tab
=) In the Workbook Views group, click on Normal.
2 Page Break Preview | & ‘
View -> Page Break Preview -
Mormal
Waorkbook Views
=) Click on the View Tab
In the Workbook Views group, click on Page Break
Preview.
3 Task Pane
View -> Task Pane ==) There is no Task Pane in Microsoft Office 2007. The
Ribbon performs all the functions that a Task Pane would.
4 Toolbars
View -> Toolbars =) All the Toolbars are converted into Ribbons.
5 Formula Bar ne Insert Page Layout Farmulas Data Review View Developer
View -> Formula Bar @ = : _
calibri 111 &A= =8| =
apy
B I U-~|i-|[& A= ==|E==E| = | $
ard ] Font ] Alignment
) -G oxv[&] )

==) The Formula Bar is located in the same place as it was in
2003, just about the worksheet Column names.

Y4
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Microsoft Office Excel 2007

6 Status Bar 52

‘ 4 4 » b | Jessica . Krishna | Mehak .- Sumanth i’
View -> Status Bar Ready

The Status Bar is located in the same place as it was in
2003, below the worksheet names.

7 Header and Footer b Q
. 4 (Fe
View -> Header and Footer 5 _/T g
rlink NordArt Signature Object Symbaol
= Line =
ks Text

m=) Click on the Insert Tab
== In the Text group, click on Header & Footer.

8 Comments fout Formulas Data Review View Develo
View -> Comments J
_J _—l _Jl 3 Show All Comments]
MNew Delet
Comment

Comments
=) Click on the Review Tab
== In the Comments group, click on Show All Comments

9 Custom Views Insert Page Layout Formulas Data Review

View -> Custom Views IjJ B . mel._”a e ';,i

W Gridlines | Headings
Full ) Zoom
Screen || | Messs

1e Break JCustom
review

‘book Views Show/Hide

=) Click on the View Tab.

In the Woorkbook Views group, click on Custom Views.

10 Fu" Screen Page Layout Formulas Data Review

View -> Full Screen I.jl 7| EormulaBar || 65
— W Gridlines | Headings _l!"
Custom| _ - Zoom
Views | Screen]|| || Message Bar
iews Show/Hide

=) Click on the View Tab.
m=) In the Woorkbook Views group, click on Full Screen.

~
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11 Zoom
View ->Zoom

Microsoft Office Excel 2007

ata Review

¥ Formula Bar

¥ Headings

Zoom

‘Hide
m=) Click on the View Tab.

100% Zoom to
Selection

Zaom

==) In the Zoom group, click on Zoom.

13
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2003 Version

1 Cells...
Insert -> Cells...

Microsoft Office Excel 2007

Insert Menu

2007 Version
= :Lr\ FE] | E Autosum -t A
— g ; [#] Fil -
= Insert |Delete Format 2 S0
i . = - ~# Clear = Filt

=2 Insert Cells...
j*ﬁ Insert Sheet Rows

&' Insert Sheet Columns N

:_.,;J Insert Sheet
=) Click on the Home tab.

m=) |n the Cells group, click on the Arrow under Insert.
m=) From the list select Insert Cells...

2 Rows
Insert -> Rows

D ke T Aut
- o @] Fill
— | insert JDelete Format

= - - - 2 Clei

=3 Insert Cells...

= Insert Sheet Rows

u

Cju. U jmo

Insert Sheet Columns

F
|2l Insert sheet
=) Click on the Home tab.

m==) |n the Cells group, click on the Arrow under Insert.
m=) From the list select Insert Sheet Rows.

3 Columns
Insert -> Columns

|

™ T—IEEI —1 h X Auto
o ' E= -C"I @] Fill -
2@l | | inzert | Delete Format
o = = = < Clear
g Insert Cells... -
j = | Insert Sheet Rows
Jlf Insert Sheet Columns
=] Insert Sheet

m=) Click on the Home tab.
==) |n the Cells group, click on the Arrow under Insert.
m=) From the list select Insert Sheet Columns.

~
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4 Worksheet
Insert -> Worksheet

Microsoft Office Excel 2007

] — e N ¥ AutoSt
- <+
j I -
i = ] Fill -
Insert | Delete Format
e - - - Z Clear ~

*a | Insert Cells...

—

Insert Sheet Rows

C LU Mo

L

4 | Insert Sheet Columns
L_,_J Insert sheet

m=) Click on the Home tab.
m==) |n the Cells group, click on the Arrow under Insert.
==) From the list select Insert Sheet.

5 Chart...
Insert -> Chart...

Insert Page Layout Farmulas Data Review View Developer

b BE 0P 12 gl X @@ S ol [0 0D

Picture Clip Shapes SmartArt | Column Line Pie Bar Area Scatter Other F
Art v b v - b - v Charts -

[liustrations Charts
m=) Click on the Insert tab.

m=) In the Charts group. Select the appropriate Chart.
m=) For more options click the Arrow in the Charts group.

6 Symbol...
Insert -> Symbol...

A = ¥ i=
AS] & V. "1| kY
1k Text Header WordArt Signature Chbject] Symbol

Box & Footer & Line
Text

m=) Click in the Insert tab.
m==) |n the Text group, click on Symbol.

7 Page Break
Insert -> Page Break

Page Layout Farmulas Data Review View

gins Orientation Size Print ||Breaks)] Background Print

it

e Al - Titles || £
Page Setup Insert Page Break L
Fa | Remove Page Break

m=) Click on the Page Layout tab.
==) |n the Page Setup group, click on Breaks.
m==) Click on Insert Page Break.

P1/GEORG
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Microsoft Office Excel 2007

8 Function Home Insert Page Layout Farmulas Data Review View De
Insert -> Function. ﬁj I i E § ﬁ i |MI/|
AutoSum Recently Financial L:nglcal Text Date & Lookup & Math More
o Used ~ o = Time ~ Reference » & Trig = Functions =

Function Library
m=) Click on the Formulas tab.
==) |n the Function Library group, click on Insert Function.

9 Name [
- A= Define Mame -
Insert -> Name j
£ Use in Formula ~

+
o

re Mame
ons = || Manager B Create from Selection ||

Defined Names
m=) Click on the Formulas tab.
=) In the Defined Names group, Select the appropriate
option.

b

10 Comment ¢ Layout Farmulas Data Review Wiew Develope

Insert -> Comment
_J _J _J _J

% Show All Comments

te ]
Comments .
m=) Click on the Review tab.
==) |n the Comments group, Click on New Comment.
11 Picture 1= Insert Page Layout Formulas
Insert -> —— —
* —q
jj bha g8 [ 2 ul
ble Picture Clip  Shapes Smartart || Co
Art v
[lustrations
=) Click on the Insert Tab
==) In the lllustrations group,
Picture == Click on Picture.
ClipArt m=) Click on ClipArt.
AutoShapes =) Click on Shapes
Organization Charts =) Click on SmartArt.
Symbol ==) In the Text group, click on Symbol.
12 Diagram... m=) Click on the Insert tab.
Insert -> Diagram... ==) In the lllustrations group, click on SmartArt.
P1/GEORGE
UNIVERSITY DOIT/TOPS
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Microsoft Office Excel 2007

13 Object...
Insert -> Object...

V[E B 4 [@e

ink Text Header WordArt Signature] Chject | Symbol
Box & Footer - Line =

5 Text

m=) Click on the Insert tab.
m=) In the text group, click on Object.

14 Hyperlink... aper

Insert -> Hyperlink... : 'iJ Q M 3 A

e Bther Hyperlink Text Header Woi
Charts = Box & Footer

Tl Links

== Click on the Insert tab.
== |n the Links group, click on Hyperlink.

~
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1 Cells...

Format -> Cells...

2003 Version

Microsoft Office Excel 2007

Format Menu
2007 Version

=) Click on the Home tab.
==) |n the Cells group, click on Format
=) Click on Format Cells...

2 Rows

Foramt -> Rows

Height
Autofit

Hide
Unhide

;dl' jm :_A j_ll_ E AutoSum = ,%? l}}

(@] Fini -
Il Insert Delete]|Format Sort & Find &
s+ . - - .F Clear - Filter = Select =

Cells | cell Size

*[]| Row Height..,

AutoFit Row Height L

3 Column Width..,
AutoFit Calumn Width

Default Width..,

Visibility
Hide & Unhide 3

=) Click on the Home tab.

=) In the Cells group, click on Format.

m=) Click on Row Height

m=) Click on Autofit Row Height

== Under Visibility,

== Click on Hide & Unhide, click on Hide Rows
== Click on Hide & Unhide, click on Unhide Rows

3 Columns

Format -> Columns

Width
AutoFit Selection
Standard Width...

Hide
Unhide

:ﬂl' em E AutoSum v %? C?i}
= @] Fiti -
Il Insert Sort & Find &

2 Clear =

5 v

Filter =~ - Select =

Cells | rell Size

—

Y| Row Height...
AutoFit Row Height L

r,':T Column Width...
AutoFit Column Width

\____Default Width... y

=) Click on the Home tab.

== In the Cells group, click on Format.

=) Click on Column Width

=) Click on AutoFit Column Width

==) Click on Default Width...

==) Under Visibility,

=) Click on Hide & Unhide, click on Hide Columns

m=) Click on Hide & Unhide, click on Unhide Columns

MASoN
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Microsoft Office Excel 2007

4 Sheets m=) Click on the Home tab.
Format -> Sheets =) In the Cells group, click on Format.
m=) Under Organize Sheets
Rename m=) Click on Rename Sheet
Tab color ==) Click on Tab color
== Under Visibility,
Hide == Click on Hide & Unhide, click on Hide Sheet.
Unhide ==) Click on Hide & Unhide, click on Unhide Sheet.

5 AutoFormat... . E;L_I -+ o | S
£ T |5 | B

Format -> AutoFormat...

;J-g _;'3'_3 Conditional}| Format Cell Inse
Formatting - as Table ~}5tyles - B4
fa Styles

ms) Click on the Home tab.
== |n the Styles group, click on Format as Table.

6 Conditional Formatting... E:"‘I ] ===
oas . T = - L
Format -> Conditional Formatting... - e ol |
:3 _iﬂg Conditional | Format Cell Inse
- Farmatting =|/as Table = Styles - -
E] Styles

=) Click on the Home tab.
m=) In the Styles group, click on Conditional Formatting...

7 Style... E] | ===
T <= e )
Format -> Style... = 121 ||
00 Conditional Format Cell Insert
Farmatting = as Table = Styles = =
la Styles

=) Click on the Home tab.
m=) In the Styles group, click on Cell Styles

Y4
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2003 Version

1 Spelling
Tools -> Spelling

Microsoft Office Excel 2007

TOOLS MENU

2007 Version

yort |

_'f/' Haome Insert Page Layout Farmulas Data
- : A 3h

vld O 2% ] e e

Spelling Research Thesaurus Translate Mew

Comment
Proofing Comments

=) Click on the Review tab
=) |In the Proofing group, click on Spelling

2 Research
Tools -> Research

=122

‘?/'I Home Insert Page Layout Farmulas Data
; : A 5hi

Y0 |Ed 3 | A d T4 Tdg

L3 She
Spellingf Research fThesaurus Translate MNew

Comment
Proofing Comments

=) Click on the Review tab
= |n the Proofing group, click on Research

3 Error Checking
Tools -> Error Checking

$iaTrace Precedents ] Show Formulas j ol |:| |
l='CfTrace Dependents ‘@) Error Checking| ~ -
Watch Calculation '-:_.,J(

Cptions =
Formula Auditing Calcul:

lectian —'1/\- Remaowe Arrows v (£ Window

=) Click on the Formulas tab
=) |n the Formula Auditing group, click on Error Checking

4 Speech Drop Down Menu
Tools -> Speech
Speech Recognition
Show Text to Speech Toolbar

=) Click on the Microsoft Office Button

ms) Click on Excel Options

=) |n the Excel Options window, click on Customize

=) |n the Choose Commands from; list, select All Commands
= From the list, select each Speak Cell

=) Click on Add>>

=) Click on OK

5 Share Workspace

Tools -> Share Workspace

Need administrative rights to create Document
Workspace
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Microsoft Office Excel 2007

6 Share Workbook
Review View

Tools -> Share Workbook

) ShowyHide Comment || Fome J@’ _J &3 Protect a
"3 Show All Comments a > = & Allow Us
Protect Protect Share ~
Sheet Workbook L& Track Ch:
iments Changes

=) Click on the Review tab
= |n the Changes group, click on Share Workbook

7 Track Changes Drop Down Menu View
Tools -> Track changes ~d Show/Hide Comment & g 1& = &1 Protect and Share Warkbook
_“] 23 Show All Comments "_I.‘ wJ Allow Users to Edit Ranges
_ Protect  Protect Share ~
Sheet Workbook~ \*.forkboo»l'_.jTrack Changes I
ments Cha

|57 Highlight Changes... I

[

=) Click on the Review tab
=) |n the Changes group, click on Track Changes

Highlight Changes == Click on Highlight Changes
Accept/Reject Changes = Click on Accept/Reject Changes
8 Compare and Merge Workbooks m) Click on the Microsoft Office Button

Tools -> Compare and Merge Workbooks = Click on Excel Options
=) |n the Excel Options window, click on Customize
=) |n the Choose Commands from; list, select All Commands
=) From the list, select Compare and Merge Workbooks
=) Click on Add>>
=) Click on OK

9 Protection Drop Down Menu View

TOOIS -> Protection -> A Show/Hide nment e i HH @Protect and Share Workboo
3 _‘£| _B EECE

L2 Show All Comments @allow Users to Edit Ranges
t Protect Protect Share

Sheet Warkbook =~ Warkbook L2 Track Changes ~
ments Changes

=) Click on the Review tab

=) |n the Changes group,

=) Click on Protect Sheet

=) Click on Allow Users to Edit Ranges
=) Click on Protect Workbook

=) Click on Protect and Share Workbook

10 Online Collaboration Drop Down Menu
Need administrative rights to create Document
Workspace and use the Document Management Server
Tools -> Online Collaboration ->
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11 Goal Seek
Tools -> Goal Seek

Microsoft Office Excel 2007

SI=] @re o @
= W= -TJ:J
= [ e

=5 2 = d= L2

Text to Remove Data Consolidatg| What-If Group Ungroup Subtotal
Columns Duplicates Validation = Analysis 3 = i
Data Toals Scenario Manager... =
Goal Seek...
Data Table...

=) Click on the Data tab
= |n the Data Tools group, click on What-If-Analysis
== Click on Goal Seek

12 Scenarios
Tools -> Scenarios

== —_— I % T B A =
j E*E =l Ea- Esg? c"ﬂL:E Q{j SES
Text to Remove Data Consolidatg| What-If Group Ungroup Subtot
Columns Duplicates Validation = Analysis b -
Data Tools Scenario Manager,.,
Goal Seek...
Data Table... 1

=) Click on the Data tab
= |n the Data Tools group, click on What-If-Analysis
=) click on Scenario Manager

13 Formula Auditing
Tools -> Formula Auditing ->

f:‘:Trace Precedents @Show Formulas i
o 2385 |:| Calc
L 555l

_ Watch Calculation 7
ction <7 Remove Arrows ~ & Evaluate Formula | windaow = cale

E'if Trace Dependents ‘@> Errar Checking ~

Options =
Formula Auditing Calculatia

=) Click on the Formula tab

=2 |n the Formula Auditing group,
Trace Precendents = Click on Trace Precendents
Trace Dependents =) Click on Trace Dependents
Trace Error = Click on Error Checking, click on Trace Error
Remove All Arrows =) Click on Remove Arrows
Evaluate Formula = Click on Evaluate Formula
Show Watch Window = Click on Watch Window
Formula Auditing Mode = Click on Show Formulas
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14 Macro
Tools -> Macro ->

Macros

Record New Macros
Security

Visual Basic Editor

Microsoft Office Excel 2007

j ] Record Macro g -
A :|_ j _}:\?I, =
= E Use Relative References &7
Visual Macros Insert i
Easic B\, Macro Security = - |
Code Contro

=) Click on the Microsoft Office Button

=) Click on Excel Options

=) |n the Excel Options window, click on Popular
In the Top options for working with Excel group, click on
Show Developer tab in the Ribbon

=) Click on Developer tab

=) In the Code group,

=) Click on Macros

=) Click on Record Macro

=) Click on Macro Security

= Click on Visual Basic

15 Add-Ins
Tools -> Add Ins

=) Click on the Microsoft Office Button

=) Click on Excel Options

=) |n the Excel Options window, click on Add-Ins

=) |n the Manage drop down list, select Excel Add-ins
=) Click on Go

=) Click on the desired options in the Add-Ins dialog box

16 AutoCorrect Options
Tools -> AutoCorrect Options

=) Click on the Microsoft Office Button

=) Click on Excel Options

=) |n the Excel Options window, click on Proofing
In the AutoCorrect Options group, click on AutoCorrect
Options

17 Customize
Tools -> Customize

=) Click on the Microsoft Office Button

=) Click on Excel Options

== |n the Excel Options window, click on Customize

=) |n the Choose Commands from; list, select All Commands
=) Select the desired command

=) Click Add>>

= Click Ok

18 Options
Tools -> Options

=) Click on the Microsoft Office Button
=) Click on Excel Options
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2003 Version

1 Sort...
Data -> Sort...

Microsoft Office Excel 2007

Data Menu
2007 Version
Review e Cevelcper
cton w
I =
Fiter . ¥

i_':/ Advanced || ¢ 3_
sort B Filber

m=) Click on the Data tab.
=) In the Sort & Filter group, select the desired sort option.

2 Filter
Data -> Filter

Review Viewr Developer
:ctions 51 FaTz P dea E
: £ Ela IJ - E
zZ| sot | Fiter . T
il s pdvenced || g

B Sort & Filter

m=) Click on the Data tab.
=) |n the Sort & Filter group, select the desired filter option.

3 Form...
Data -> Form...

=) Click on the Microsoft Office Button

=) Click on Excel Options.

==) |n the Excel Options window, click on Customize.

=) Under Choose Commands From: select All Commands
==) From the list below, click on Form.

4 Subtotals...
Data -> Subtotals...

R

-If Group Ungroup)Subtotal
s b *

=) Click on the Data tab.
==) |n the Outline group, click on Subtotal.

i ion... = = N ! Bl
5 Validation . _% E_g — J;E E? ﬂ|_
Data -> Validation... Textto  Remove Data Consolidate What-If Grol
ed Columns Duplicates\/alidation 3 Analysis = =
Data Toaols
m=) Click on the Data tab.
==) In the Data Tools group, click on Data Validation.
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6 Table...
Data -> Table...

» () e
Fem || 22 ] "
¥ =g B

nsolidatq| What-If
Analysis ~

Group Ungroup Subtotal

; lina w
Scenario Manager... ptiine

Goal Seek...

Data Iable...
m=) Click on the Data tab.

=) |n the Data Tools group, click on What-If Analysis.
==) Click on Data Table...

7 Text to Columns... — I - K
Data -> Text to columns... s==1 W= = = J'QE' HEE
Text to Remowve Data Consolidate What-If C
ranced N Columns)Duplicates Validation ~ Analysis =
Data Tools
m=) Click on the Data tab.
==) |n the Data Tools group, click on Text to Columns.
8 Consolidate... = = > E Y
3 -+ =4 — P [+
Data -> Consolidate... SESE . J Jf*‘ - Lt
Text to Eemove Data Consolidate) What-If Grov
td Columns Duplicates Yalidation = Analysis - -
Drata Tools
=) Click on the Data tab.
==) |In the Data Tools group, click on Consolidate.
9 Group and Outline .) E>i'rﬂ \:’Eﬂ ‘EJ f§:~:.. Deta
Data -> Group and Outline L= L= "= Hide Deta
-If Group Ungroup Subtotal
is ™ - -
Outline {F]
m=) Click on the Data tab.
=) In the Outline group, select the desired option.
10 PivotTable and Pivotchart Report... " Home | Insert I Page Layout F
Data -> PivotTable and PivotChart Report... e ElE er »
laal g {1 4=
PivotTable || Table Picture Clip Shapes Smar
Art -
Tables INustrations
=) Click on the Insert tab.
==) In the Tables group, click on PivotTable.
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11 Import External Data
Data -> Import External Data ->

Microsoft Office Excel 2007

— Home Insert Page Layout Farmula
D TEN 7EN  IEN g ?
e e == =13 —13 L
From From  From From Other Existing Refr

Access  Web Text Sources - Connedtions
Get External Data

m=) Click on the Data tab.
==) In the Get External Data group, select the desired option.

12 Refresh Data
Data -> Refresh Data

Page Layout Formulas Data Review View De
o =y =~ |[E] Connecdtions || 4 2
19 =T S e I j f
Other | Existing Refresh| - z| sort Filt
ces~ | Connections Alj = |'== tdit Lin
Data Connections Sort &

=) Click on the Data tab.
=) In the Connections group, click on Refresh All.
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2003 Version

1 Chart Type...
Chart -> Chart Type...

Microsoft Office Excel 2007

Chart Menu
2007 Version

a |af, = E

Change || 5ave As Switch Select

Chart Typelemplate || Row/Colu Data

Type Data Che
=) Select a Chart.
=) Under on Design Tools, Click on Design tab.
==) |n the Type group, Click on Change Chart Type.

2 Source Data...
Chart -> Source Data...

ag
| 0

inge  Save As
t Type Template

Type
=) Select a Chart.
==) Under on Design Tools, Click on Design tab.
==) In the Data group, Click on Select Data.
3 Chart Options... =) Select a Chart.
Chart -> Chart Options... ==) Under on Design Tools, Click on Layout tab.
=) Select the desired option from the Ribbon.

4 Locations...
Chart -> Locations...

“ l ‘ |

Select a Chart.
Under on Design Tools, Click on Design tab.
In the Location group, Click on Move Chart.

11

5 Add Data...
Chart -> Add Data...

This feature is the same as the Source Data (2)
Please refer to Source Data (2)

11

6 Add Trendline...

Select a Chart.
Under on Design Tools, Click on Layout tab.
In the Analysis group, click on Trendline.

111
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Microsoft Office Excel 2007

7 3-D Views... =) Select a Chart.
==) Under on Design Tools, Click on Layout tab.
== |n the Background group, click on 3-D Rotation.
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Microsoft Office Excel 2007

Window Menu

2003 Version 2007 Version
= | Z B =1 split 1 View Side by Side Z __‘-51 "
L L = It Hide A Synchronous Scrolling :H - ]
Mew  Arrange Freeze - = i __ Save Switch i
Window Al Panes = | Unhide | &4 REset Window Fostion | Warkspace Windows -
Window M
1 Window -> ms) Click on the View tab.
m=) |n the Window group,
New Window =) Click on New Window
Arrange... mm) Click on Arrange All
Compare Side by Side with... =) Click on View Side by Side
Hide m=) Click on Hide
UnHide mm) Click on Unhide
Split =) Click on Split
Freeze Panes m=) Click on Freeze Panes
List of Windows m=) Click on Switch Windows
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Microsoft Office Excel 2007

Help Menu
2003 Version 2007 Version

1 Microsoft Office Excel Help =
Help -> Microsoft Office Excel Help ‘ Siiis

!r.\ e Microsoft Office Excel Help (F1) ‘

ete Format

Get help using Microsoft Office,

7 Clear ~ Filter = Select~ |
Ils Editing

Click on Microsoft Office Help icon on the top right
corner of the window.

2 Show the Office Assistant There is no Office Assistant in Access 2007
Help -> Show the Office Assistant

3 Microsoft Office Online ms) Click on the Microsoft Office Button
Help -> Microsoft Office Online m=) Click on Excel Options.
=) |n the Excel Options window, click on Resources
In the Go to Microsoft Office Online section, click on Go

Online.
4 Contact Us ms) Click on the Microsoft Office Button
Help -> Contact Us =) Click on Excel Options.

=) |n the Excel Options window, click on Resources
= |n the Contact Us section, click on Contact Us.

5 Checking for Updates ms) Click on the Microsoft Office Button
Help -> Check for Updates m=) Click on Excel Options.
=) In the Excel Options window, click on Resources
=) |n the get updates section, click on Check for Updates.

6 Detect and Repair =) Click on the Microsoft Office Button
Help -> Detect and Repair =) Click on Excel Options.
=) |n the Excel Options window, click on Resources
In the Run Microsoft Office Diagnostics section, click on
Diagnose.
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Microsoft Office Excel 2007

7 Activate Product =) Click on the Microsoft Office Button
Help -> Activate Product =) Click on Excel Options.
=) |n the Excel Options window, click on Resources
== |n the Activate Microsoft Office section, click on

8 Customer Feedback Options =) Click on the Microsoft Office Button
Help -> Customer Feedback Options m=) Click on Excel Options.
=) |n the Excel Options window, click on Trust Center
In the Protecting your privacy section, click the Customer
Experience Improvement Program link.

9 About Microsoft Office Excel ms) Click on the Microsoft Office Button
Help -> About Microsoft Office Excel =) Click on Excel Options.
==) |n the Excel Options window, click on Resources
In the About Microsoft Office Excel 2007 section, click on
About.
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