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Microsoft Excel 2007 
 
 

           Revised 2/24/09 

 
The Microsoft Excel main window has changed in Office 2007! 

  
 

 
 

   
 
 
New in Excel 2007 

 Microsoft Office Button – Think of this as the old File menu combined with Tools | Options. This is where you can 
print, save, and set Word options. 

 Tab Bar – Tabs display tools and commands in the ribbon. 
 Groups – Once a tab is selected, related items are grouped together like fonts and styles. 
 Ribbon – Contains the groups used in Excel 2007. 
 Launcher – Provides old familiar looks to group properties. 
 Quick Access Toolbar – Customizable shortcuts to commonly used commands. 
 Title Bar – Shows the document title and format. Ex: New.docx format or compatibility mode. 

 Help – Help  is available for items you can’t locate or simple and complex tasks. 

 
Opening Excel – Click Start | Programs | Microsoft Office | Microsoft Office Excel 2007. 
 
Customize the Quick Access Toolbar 

The Quick Access toolbar can be used to quickly access icons used most often like Save  and Print . 
 Click the dropdown arrow in the Quick Access Toolbar. 

 
 Select the options you want to appear in the toolbar. 
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 Workbooks 
 
Creating a New Workbook 

 Click the Office Button  | Select New | Select Blank Workbook | Click 
Create. 

 
Open Existing Workbooks 

 Click the Office Button  | Select Open.  
 You will also see a list of recently opened workbooks for quick access. 

  
 
Creating a New Workbook Using Templates 

 Click the Office Button  | Select New | Select from the Templates on the left of the page. 
 The templates will display on the right. 
 Double-click the template you want to use.  
 Microsoft will verify that your copy of MS Office is genuine. 
 The template will open. 

 
Saving Workbooks 

 Click the Office Button  | Select Save.  
Excel 2007’s default file format has changed and is not 
compatible with previous versions of Microsoft Office 
products.  

 To change the format of the workbook you are 

saving: Click the Office Button  | Select 
Save As. 

Excel 2007 supports many advanced saving techniques, 
including publishing workbooks as PDFs.  

 To save a document as a PDF: Click the Office 

Button  | Select PDF. 

 
Worksheets 
 
Inserting Worksheets 
By default, workbooks contain three worksheets.  

 To add a new worksheet: Click the Insert Worksheet button  next to the worksheet tabs at the bottom of the 
window. 

 
Inserting Worksheets from Templates 

 Right-click on a worksheet tab | Select Insert | Select the desired template | Click OK. 
 
Deleting Worksheets 

 Right-click on the worksheet tab | Select Delete. 
 
Renaming Worksheets 

 Right-click on the worksheet tab | Select Rename. 
 
Moving or Copying Worksheets 

 Right-click on the worksheet tab | Select Move or Copy. 
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Viewing Multiple Workbooks or Worksheets 
 Open the workbooks you want to view. 
 Click the  tab. 
 To view multiple workbooks: Click Arrange All | Select the desired 

arrangement | Click OK. 
 To view multiple worksheets: Click New Window | Click on the tab 

for the worksheet you wish to view. You may repeat this for each 
worksheet you wish to view. 

 

Rows, Columns, and Cells 
 
Moving Around 

 Arrow Keys – one character in the direction specified. 
 CTRL + Arrow Keys – next cell of data separated by a blank cell. 
 Tab – one cell to the right. 
 Shift + Tab – one cell to the left. 
 Enter – one cell down. 
 Home – Column A of active row. 
 CTRL + Home – Cell A1. 
 Page Up, Page Down – one screen up or down. 
 Alt + Page Up – one screen left. 
 Alt + Page Down – one screen right. 
 F5 – go to a specific cell. 

 
Selecting Rows, Columns, or Cells 

 To select an entire row or column: Click the row heading or column heading. 
 To select a range of rows or columns: Click and drag the mouse pointer over the row or column headings. 
 To select nonadjacent rows or columns: Press Ctrl and click on each row or column heading. 
 To select a single cell: Click on the cell. 
 To select a range of cells: Click the first cell in the range | Hold the Shift key | Click the last cell in the range.  

o Alternately: Click and drag the mouse pointer over a range of cells. 
 To select multiple nonadjacent cells: Hold the Ctrl key | Click each cell you want to select. 

 To select all the cells in a worksheet: Click the Select All button  in the upper-left corner of the worksheet. 
o Alternately: Press Ctrl+A. 

 
Inserting Rows, Columns, or Cells 

 Select the row heading below or the column heading to the right of where you 
want to insert the row or column, or the individual cell where you wish to insert 
new cells. 

 Click the  tab | Click Insert Cells | Select Insert Cells, Insert Sheet Rows or 
Insert Sheet Columns. If inserting cells: Select how you want to shift cells | Click 
OK. 

 
Deleting Rows, Columns, or Cells 

 Select the row or column heading of the row/column you wish to delete or the 
individual cell you wish to delete. 

 Click the  tab | Click the arrow on the Delete Cells button | Click Delete 
Cells, Delete Sheet Rows, or Delete Sheet columns. 

 

Row Column 

Cell 
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Adjusting Row Height or Column Width 
There are multiple ways you can adjust the height and width of your rows and 
columns. 

 To adjust height or width with the mouse: Click and Drag the boundary line 
of the row or column you wish to adjust. 

 To adjust height or width to fit cell data: Click the  tab | Click Format | 
Select AutoFit Row Height or AutoFit Column Width. 

 To set a precise width or height: Click the  tab | Click Format | Select 
Row Height or Column Width | Enter the values you wish for Row height or 
Column width | Click OK. 

 To change the default column width for a worksheet: Click the  tab | 
Click Format | Select Default Width | Enter the value you wish for Standard 
column width | Click OK. 

 
Formatting Cells  

 Select the cells you want to change formatting for | Click the Home tab | Click Format | 
Select Format Cells | Make your formatting selections in the dialogue box | Click OK. 

 

Data 
 
Entering Data 

 To enter data in a cell: Click the cell | Enter data in the cell. 
 To insert in a line break in a cell: Press Alt+Enter. 
 To insert the same data into several cells at once: Select the cells | Enter data into one of the selected cells | Press 

Ctrl+Enter. 
 
Clearing Cell Format or Contents 

 Select the cells you want to clear of formatting or contents | Click the 
 tab | Click the Clear button. 

o To clear the contents of the cell: Select Clear Contents. 
o To clear the formatting of the cell: Select Clear Formats. 
o To clear everything in the cells: Select Clear All. 

 
Using AutoFill 
The AutoFill feature is a useful tool for automatically filling in series of numbers, dates, or other sequential items. 

 Select the first cell in the range you want to fill. 
 Enter the starting value | Enter a value in the next cell to establish a pattern. 
 Select the cell or cells that contain the starting values. 
 Drag the fill handle over the range you want to fill. 

 
Moving or Copying Data 

 Select the cells you want to move or copy. 
 Place the mouse pointer over the border of the selection until it turns into a four-headed arrow. 

o To move the data: Drag the selection to a new location. 
o To copy the data: Hold the Ctrl key as you drag the selection. 
o To insert the selection between existing cells: Hold the Shift key (to move) or 

Ctrl+Shift (to copy) as you drag the selection. 
o To copy or move the selection to a different worksheet: Hold the Alt key and drag the 

selection over the worksheet tab | When the worksheet opens, drag the selection to 
the desired location. 

 

Fill Handle 
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Formulas 
 
Understanding Cell References 
When writing formulas, the following basic definitions are important to keep in mind. 

 A reference identifies a cell or range of cells on a worksheet and tells the formula where to look for data. 
 A relative cell reference is relative to the position of the formula. If the position of the cell that contains the 

formula changes, the reference is changed. 
o IE: A1, B1, C1 … 

 An absolute cell reference always refers to a specific location, regardless of where the formula is located. TO 
indicate an absolute reference, place a dollar sign before the letter and number of the cell reference. 

o IE: $A$1, $B$1, $C$1 … 
 
Creating a Formula 

 Select the cell that will contain the formula | Enter an equal sign (=) | Enter the formula in the Formula Input Area 
using the following guidelines: 

o The four main types of operators are Add (+), Subtract (-), Multiply 
(*), and Divide (/). 

o Reference cells by their cell number. 
o Constants can also be used in formulas. 
o Enter parentheses around calculations that are to be performed first. 

 Press the Enter key when you are finished. 
 
Inserting a Function 

 Select the cell that will contain the formula | Click the Insert Function 

button . 
o To search for a function: Enter a description of the function in 

the Search for a function box | Click Go. 
o To select a category: Click the arrow on the Or select a 

category box | Select a category. 
 Select the function you wish to use | Enter the arguments for the 

function in the Function Arguments box | Click OK. 
 To display the function library on 

your ribbon: Click the  tab | 
Click the buttons in the Function 
Library group and select functions 
from the resulting menus. 

 
Using the Sum Button 

 Click a cell below the column or to the right of the row of number you want to 
evaluate | Click the  tab | Click on the arrow on the Sum button | Select a 
function from the resulting menu. 

o To use the highlighted cells: Press the Enter key. 
o To change the highlighted cells: Select other cells | Press the Enter key. 

 
Copying a Formula to a Range of Cells 

 Select the cell that contains the formula | Click and drag the fill handle across or down the cells you want to copy 
the formula to. 

 
Referencing Multiple Sheets 

 Precede the range with the sheet name followed by !. 
o IE: =SUM(Sheet1!A1:B1) 
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Using Data to Create Charts or Graphs 
 Select the range of data (including column or row 

headings) you wish to chart | Click the  tab | Click 
the chart or graph you wish to create from the Charts 
section | Select the specific chart or graph you would 
like. 

o To change the type of chart: Select Change 
Chart Type. 

o To change the data selection: Select Switch 
Row/Column or Select Data. 

o To change the chart layout: Click Quick 
Layouts | Select a layout. 

o To change the chart style: Click Quick 
Styles | Select a style. 

 
 
 
 
 
Getting Help 
 
Browsing Excel Help 

 Click the Help button  or Press F1. 
o To browse Excel Help: Select a topic in the heading of the 

Browse Excel Help box. 
o To browse the Help Table of Contents: Click the Show Table 

of Contents  button on the toolbar | Click a topic to open 
and view its subtopics. 

o To search for Help topics: Enter what you want to search for 
in the Type words to search for field | Click the Search 
button. 

 


