Creating an Excel 2007 Spreadsheet

Starting Excel 2007

In the following exercises you will learn some of the necessary steps to create a spreadsheet
using Microsoft Excel 2007. You will learn not only how to type various items into the
spreadsheet, but also how to copy columns, widen columns, fill columns, add, subtract, multiply,
divide, do graphics and a variety of other “things.”

To begin, load the spreadsheet by quickly clicking twice on the Excel 2007 f ;-.E::;
Windows Icon in the Windows Desktop. If you do not see an Excel Icon, gt

click the Start Button in the lower left corner of the screen, move the cursor
up to Programs, then move to Microsoft Office. Move down to Microsoft
Excel 2007 and click.

A spreadsheet is a “number manipulator.” To make the handling of numbers easier, all
spreadsheets are organized into rows and columns. Your initial spreadsheet will look something
like the one below:
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Notice that the “main” part of the spreadsheet is composed of Rows (Labeled 1, 2, 3, 4, etc.)
and Columns (Labeled A, B, C, D, etc.). There are a lot of rows and columns in a spreadsheet.
The “intersection” of each row and column is called a cell. In the image above the cursor is on
the “home” cell - A1. Notice Row 1 and Column A are “bold,” and colored “orange.” This
indicates what is called the “address of the cell. Notice right above cell A1, that Al is
displayed in a small box called the Name 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 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 Tabs/Ribbons. 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
enhancements in the 2007 Office Suite.



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

Moving Around the Spreadsheet

You can move around the spreadsheet/cells by clicking your mouse on various cells, or by using
the up, down, right and left arrow movement keys on the keyboard. Or, you can move up
and down by using the “elevator” bars on the right and bottom of the spreadsheet. Go ahead
and move around the spreadsheet. Hold down the
down arrow key on the keyboard for a few seconds —

then click-on a cell. Notice how the Name i — AZ115 M

Box always tells you “where you are.” Now JLBREES Y v AZ
hold down the right arrow key on the keyboard for a 145 | |
few seconds. Notice how the alphabet changes from -
single letters (A, B, C,. .... Z) to several letter combinations (AA, AB, AC). There are

hundreds of columns and thousands of rows in a spreadsheet. Anytime you desire to return to
the Home Cell (A1) simply click-in the Name Box and type-in A1. Then tap the Enter key and
you will go to cell Al. You can go to any cell by this method. Simply type-in a row and column,
tap the Enter key, and you’ll go to that cell.

If you want to go to the last column on the right, hold down the Ctrl key and AFD
tap the right arrow key.

If you want to go to the last row at the bottom, hold down the Ctrl key | A1048576
and tap the down arrow key. A
1048576 |

Now that you have the “feel” of how to move around the Excel spreadsheet, go to the cells as
indicated below and type-in the following:

C1 (Your Name)'s Budget. It should look similar to the image below. Do not tap Enter
when you finish

1 - x v | Janie & Greg's Budget

A B C D E F

1 |Janie & Greg's&adget
- = \

Look at cells C1 and D1. Notice how your entry has spilled over from C1 into D1. Sometimes
this is a problem, and sometimes it is not.
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Tap the Enter key and then click-
on cell D1 and type-in the word A B C D E

1 Janie & GBONZO
2




BONZO and tap the Enter key.

Notice how BONZO now COVERS the right part of your original entry!! Move your
cursor over cell C1 and click-on it. Look at the upper part of the spreadsheet, just above the
cells where you typed BONZO. Your name and the word budget are still there! Bonzo only
COVERED the portion in cell D1. See the image and arrows below.

— ] ! I | Janie & Greg's Budget
A B C D —
1 IJanle & G]_EGNZG
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There are several ways to take care of this. For the moment move back to cell D1 and click-on
cell D1. Tap the Delete key (above the arrow movement keys on the keyboard). Notice that
Bonzo disappears and your entire 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. We think that creating a simple personal budget
would be a logical way to show you how a spreadsheet “works.” Move to the following cells
and type-in the information indicated. You can click-on each cell and then type-in the entries.

If you happen to make a mistake simply retype the entries. Later on we'll see how to

edit mistakes. Any time you want to replace something in 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
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5 Job
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3 12 Beverages
13 Parties
14 Miscellaneous

15 Total
16



Your spreadsheet should now look similar to the image on the right.

At this point you probably noticed, the words "Investments" and "Miscellaneous" run over the
spaces given in the cells. Do not be concerned at this point. We’ll soon fix this.

Now, type the numbers in the cells indicated:

| c7 - |
C4 300 A B C D E
Cs 50 1 Janie & Greg's Budget
Cé 150 2
3 |Income
When you type-in the 150, tap Enter. 4 Parents 300
5 Job 50
Your spreadsheet should look like the image s Investmel
on the right. ; Total
Notice, when you enter text that the words 190 Expenses
line up on the left side of the cells. When you o Food
ent.er.numbers, they line up on the right side. 12 Beverages
This is because we are using the United States 13 Parties
(English) version of Excel. Other international 14 Miscellaneous
versions will line up logically for their text and 15 Total
monetary forms.
We would like to place an underline at the bottom of the three figures so that we can

indicate a total below — in cell C7. Point to cell C7 (with the mouse). That's where we want the
line -- always move the cursor to the place where you want to insert a line. With the Arrow

on cell C7 tap the RIGHT mouse button.



A sub-menu with a caption Format Cells

appears. ot
The RIGHT click will “always bring

up” a menu that is “tailored” to the “place”

where you click. This will work in any Food
Microsoft Windows product. You can always Beverages
tell “where” you click the right mouse Parties
button for the cursor arrow will always be Miscellaneous
in a corner of the menu that appears — Total
exactly where you clicked the right mouse

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

Format Cells

Look at the Line Style box on the Mumber | alignment | Fant

Border |  Fil Prokection

right side of the menu screen. Line Presets

There are several types of lines that

you can choose. Point to the thick

single line in the Style Area (see

arrow) and click the left mouse ==
button. A box will go around the

line. Look at the area which says |
Border. Point to the upper part of Color:

the Text box (see arrow) and click | Automatic v
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the left mouse button. A thick black e

line will appear at the top of the

Text bOX The selected border style can be applied by clicking the presets, preview diagram or the

buttons above.
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[ oK ] [ Cancel l

If the thick line does not show-up at the top of the Text box, click-again at the “top line area
in the Text box™ and the line will “disappear”. Then click-on the thick, single line in the Line Style
box again and repeat the previous instructions. If, somehow, you make a mistake, simply click
“on and off in the Text line boxes.” You will notice that the lines appear and disappear. This is
called a “toggle” in computer “talk.” So, work at this until you get the line on the top of the cell.

We have indicated that we want a single thick underline at
the top of the cell C7. Point to OK and click the left mouse
button.

When you return to the spreadsheet, click somewhere
other than cell C7. This is called “clicking away.” You
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A B C
Janie & Gre
Income
Parents 300
lob 50
Investmet Y 150
Total




should now see a line at the top of cell C7. Sometimes the box highlighting a cell hides the lines.
If you “messed-up”, try again.

Now type in the numbers in the cells indicated. ' A B c
1 Janie & Gre
C11 30 2
C12 50 3 Income
C13 150 4 Parents 300
5 Job 50
C14 70 (After you type 70, tap the Enter key) = F—— 150
7 Total
Now, underline the top of cell C15 like you did cell C7. 3 o
9
10 Expenses
Your spreadsheet should now look like the image on the right. 1 Food 30
12 Beverage: 50
. . 13 Parties 150
Wldenlng Columns 14 Miscellan: 70
15 Total

You probably noticed, as you typed in the numbers, some of
the words were just too wide for the default cell width (Investments and Miscellaneous). Let's
widen column B to take care of this.

Slowly move the mouse arrow to the right Al - I |
edge of the B cell (between the B and the = =

: . A Bl
C). Th 1t t arro
). The cursor will turn into an arrow . I:I. /1 Janie & Greg's Budget

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

— - | Vyidth: 13.71 (101 pixels)]

B it D
As soon as you start to move (drag) the mouse, a dotted | Janie & Greg's Budget
vertical line will go down the spreadsheet and it will move as — =—r—————-
you hold down the left button and drag the mouse to the parents 200
right. Keep moving your mouse to the right until you are past Job 50
the widest word - and a bit more (for some space). Release the Investments 150
button. The column is widened. Notice, above the two headed Total
arrow cursor, that as you hold down and drag, it indicates the
current width of the column.
Food 30
Beverages 50
Parties 150
Miscellaneous 70
Total




Parents

Job
Investments
Total

Food
Beverages
Parties
Miscellaneous

Total

Inserting Rows

Here is another way to widen a column. Point to the B at the top
of column B (in the Gray area) and click the left mouse button (The cell
should turn dark blue and the column light blue.).

Cut
Now, keeping the cursor somewhere i £
in the “blue” area, click the RIGHT  Paste
Mouse Button. Notice that a menu Paste Special...
with Column Width... appears. Insert
Click-on Column Width... A new Delete

Column Width menu appears. Clear Contents
Type in 15 and click-on OK. This is ‘\fr Format Cells...
another way to widen a column. Column Width...

Hide
Unhide

Column width: ISY

[ Ok l[ Cancel ]

Oops... a mistake (on purpose). We haven't left enough room at the top of the spreadsheet to
insert some budget months. So... move the cursor to the gray 2 along the left edge (this is the
second row) so we can insert two new rows. Click the left mouse button. You will notice that
the whole row goes light blue and the 2 turn’s dark blue. Make sure the cursor arrow is
either on the 2 or somewhere in the blue row.

e B e R R
1 Janie's & Greq's Budget
—
3 [Income
4 Parents 300
Click the RIGHT mouse button. A drop down menu will appear. # | Cut
Point to Insert. Click the left button on Insert. Notice how one 23 Copy
row was inserted and how everything below moved down. Do this | paste
again to insert another row. Excel, and all spreadsheets, will -
remember where they moved your work and automatically FEsf
adjust for these changes. Income should now be in cell AS. —} Insert
Delete




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

C3 SEPT (Type-in SEPT and tap the Enter key)

Notice how SEPT is automatically left aligned. Logically, | _ ;

. . . . . Data eview View
since you are using Excel, the English version, the text is left :
aligned so that all of the text entries will line up nicely in the x| [Fry =(|®-| Swepred
column cells. We would like to center SEPT in cell C3. Click ||| === £=|| BE merge & Center -
on cell C3 to “mark” the cell. One way to center SEPT is to 5 I3 wigoment !
simply click-on the Center button in the button bar at the Center
top of the screen. Make sure that you are ON cell C3, then E | Centertext

click-on the center button (see image above right). You’ll
notice that SEPT is now centered in cell C3.
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& | Ccut
=3 Copy
.. Here is another way to center SEPT. Click RIGHT on
 Fi cell C3. Then click on Format Cells.
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When the Format Cells Menu
appears, click-on the — 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.



Now type the below text in the cells indicated.

D3 OCT
E3 NOV
F3 DEC
G3  MONTHLY TOTALS (tap the Enter key and then widen the width of

Column G)

Next we’ll highlight cells C3 through G3. To do this, point to C3 and click the Left
mouse button. Then, holding down the left mouse button, drag (move) the mouse to the right

through G3 — when the cells are highlighted — take your finger off of the left mouse
button.
| B T § s G | H |
Janie's & Greqg's Budget

[ SEPT OCT MOV = D E F =
Janie & Greg's Budget

I SEPT OCT NOV DEC  MONTHLY TOTALS|

Then point to the group of cells and click the RIGHT mouse button to bring up the Format
Cells menu. Click the Alignment Tab and choose Center (vertical & horizontal). Then point
to OK and click the left mouse button. All of the cells will be as centered. You could also click
the Center button as you did before.

Don’t forget to widen Column G and MONTHLY 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 of work so now is a good time to save your spreadsheet.

If you have used previous versions of Microsoft Office, 2007 Office will be quite different - in
many ways. You’ve already noticed the Tabs and Ribbons, and that there is no File choice in a
Menu Bar. Many “selections” have changed significantly in 2007 Office. This is one of them.
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upper left corner of your Excel 2007 screen you will see a button similar to the image on the
right. This is the Microsoft Office Button.

Click the Microsoft Office Button.

You will now see the Excel 2007\,

Microsoft Office Button selections.

41
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Save a copy of the document

=] |

First, notice that many of the “old”

File-Menu Bar choices are = ;"‘—"*‘t?“"‘“i:" S s
. . . HL dve 2 WOrknook In 2 derau e
included in this menu (they are all 7 Open ~ format.

2
here — we’ll show you.) {3y Bxcel Macro-Enabled Workbook

H Save 11 Save the workbook in the ¥XML-based and
—) m macro-enabled file format.

When we move our cursor over
Save As an expanded menu of Save H B G ) Det Dinary Wodbook

R . = poen| 5ave the workbook in a blnaﬁﬂmah
choices appear on the rlght. E— optimized for fast loading and aving.

—_—

Print " @ Excel 97-2003 Workbook
Notice that YOU can save YOUI' 3 IH | Sawe a copy of the workbook that is fully

. . compatible with Excel 97-2003.
spreadsheet in many different

b Prepare F PDF or XPS

formats. Publish a copy of the workbook as a PDF or
XPs file.
. | _ﬁ Send  *
If you save as Excel Workbook, it = =] Qther Formats

Open the Save As dialog box to select from

will save your spreadsheet in an o i sl e

xlsx format. This will save your
spreadsheet in an Extensible ~
Markup Language (XLS) format. G Close
This format requires less storage
space and makes the spreadsheet

| 5] Excel Options | | X Exit Excel |

more “shareable” with others.
However, folks using previous version may 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 in Portable Document Format (PDF). One of the neat
new features of 2007 Office is the ability to save applications as PDF.

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

It’s your choice, so you select the format you desire.

Notice in the upper left corner that
there is a “box” to the right of Save In:
with a down pointing arrow to the

. . g Save in: | £} My Documents v
right. Click-on the arrow. This will S e =h
show you all of the “drives” and . A [ Colligo Received Files

' ’3 | |[==] My Data Sources



“folders” where you may save your work.

Save As

)X

Save in:

| =g Local Disk (C:) ~ Tools -

v|@vi_£|ﬁxi_]'-é:éi

My Recent
Documents

My Documents
My Computer
S
!I g File name: |myhudgeﬂ b | [ Save ]
My Metwork : =
Places Save as type: |I'~"Iir:r|::|su1"t Office Excel Workbook (*,x1s) w | Cancel

When you see the drop-down list in the Save in: area, choose the drive where you want to save
your file. If you are going to use a diskette, put a formatted 3 ' diskette in the A Drive, then
click-on the 3 % Floppy (A):. We are going to save our file on the Local Disk (C:) — our hard
drive, so we chose that drive in the image above (see top arrow).

To the right of File name:, delete the information (which is in the box) and type-in
MYBUDGET (see lower left arrow above). This is the name under which you are saving your
file. (In the future you will choose logical names for your spreadsheets as you save them.) Now
point to Save and click the left mouse button (see lower right arrow above).

Exiting Spreadsheets

Anytime you need to leave your spreadsheet, click the
Microsoft Office Button in the upper left corner of your
Excel screen, then click Exit Excel. If you have not saved
your spreadsheet, a reminder box will appear asking you to
do so.
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Notice the Excel Options button to the left of Exit Excel. Earlier, we indicated that all of the
choices under File in the Menu Bar are still available using the Microsoft Office Button. Click
the Excel Options button. The Excel Options menu screen (below) will appear. As you can
see, all of the choices available under File in the menu bar are here — as well as many more.

Excel Options

- Popular e

Formulazs
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

% Change the most popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection
Enable Live Preview (i

|:| Show Developer tab in the Ribbon G
Always use ClearType

Color scheme: Blue

ScreenTip style: | Show feature descriptions in ScreenTips b |

Create lists for use in sorts and fill sequences: Edit Custom Lists...

When creating new workbooks

Use this font: |Body Font v|
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...

OK

l ’ Cancel

If you click the Resources selection in the Excel Options menu, you will see some great on-line
resources available to assist you with Excel.

Excel Options

Popular
Formulas
Proofing
Save
Advanced
Customize
Add-Ins

Trust Center

Resources
—)

L9 programs.

get updates

[ln Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office

Check for Updates

Get the latest updates available for Microsoft Office,

run Microsoft Office Diagnostics

Diagnose

Diagnose and repair problems with your Microsoft Office programs.

contact us

Contact Us

Let us know if you need help, or how we can make Microsoft Office better,

activate Microsoft Office

Activate

Activation is required to continue using all the features in this product,

go to Microsoft Office Online

Go Online

about Microsoft Office Excel 2007 (Beta)

Get free product updates, help, and online services at Micrasoft Office Online,

About

Microsoft® Office Excel® 2007 (Beta) (12.0.4407.1004) M50 (12.0.4407.1005) BETA




Retrieving Spreadsheets

When you need to return to a spreadsheet, open

Excel, as you did on Page 1. When Excel opens, click N, B s the

Microsoft Office Button in the upper left corner of the —> _/
Home Insert

Excel screen.

When you click the Microsoft Office Button you will see, on the right of the Microsoft Office

Button menu screen your spreadsheets (Recent Documents). Your MYBUDGET should be on

the list. Click on MYBUDGET and your spreadsheet will open.

I Recent Documents
) Y

1 mybudget.xls o
T 2 mybudget 2003.xls =
........ 3 mybudget 2003.xls "

If you do not see your spreadsheet, click the Open button and follow the steps you used to save
your spreadsheet (on Pages 9-11) — except choose Open.

Adding Numbers

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

Begin by moving your cursor to cell C9, and clicking-on cell C9.

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

We want to add the three numbers in cells C6, C7 and C8. To use this method type-in (using
the keys on the keyboard) the following formula in cell C9:

=C6+C7+C8

4
5 |INCOME
Your spreadsheet should look like the 6 Parents
image to the right as you are typing in T Job
this equation. Note: you don’t have to 8 Investments 150
use capital (upper case) letters — we g Total = |=C6+CT7+C8
only did this because they are easier to 10 / T
“see” in the tutorial.
4
5 |INCOME
b Parents 300
7 Job 50
B Investments 150
9 Total 5[][].
10




Now — tap the Enter key. Then, click on cell C9 again. The total of these cells will now

appear in C9.
/

When you have completed typing your equation, you will see this
formula in the area below the menu bar.

fi | =C+CT+CB

C D
Janie & Greg's Budget

Change the number in cell C6 to 500 (and tap Enter). See how the total AUTOMATICALLY
recalculates!!!

THIS IS THE TRUE POWER OF THE SPEADSHEET !!!

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

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

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

The Type in Method is really easy if you have a few numbers and can see their cell locations
on the screen. If you have a lot of cells in the formula, which are on several screens, this is not
such a great method. The next method will work a lot better for numbers “all over the place.”

Subtraction, Multiplication, and Division

You can type a (minus) - for subtraction, (asterisk) * for multiplication, and (slash) / for
division. As you become more skilled we'll, build some effective formulas — using these features.

Point Method

Move to cell C9 again and click-on it. We'll now add the numbers a second way. Tap the
Delete key on the keyboard to delete the current formula.

First, tap the = and then POINT (move) the cursor over cell C6 and tap the LEFT mouse
button on cell C6 (you will see a marquee box go around
the cell). Now tap a + and move cursor to C7, tap the

Parents

15 Job L 50
Investments J______1_5_[];r

Total '=r:5+r:.?+r§a



left mouse button, and tap another + and move the cursor to C8 and tap the left mouse button
(notice how as you " + and point " the addition formula is being built in cell C9), now tap
Enter. The same formula can be built using the arrow 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
arrow keys). Notice, as you are entering the cell addresses, that as you place another + in the
formula, that the cursor “returns” to cell C9. Also notice, as you point to each cell that it is
highlighted by a “marquee box.” This “tells” you what cell you’ve pointed to. Pretty neat!

This method is good when you need to move to numbers that are spread out all over the
place. Some people like it best and use it all the time -- it's your choice.

Function Method

Move again to cell C9 and Delete the formula by tapping the Delete key.

Now type in the following:
:SUM( Total I_-sim I
@ SUMIF

Adds all the numbers in a range of cells

[This tells Excel that we are going to ::ﬁ::zﬂm;fowq
sum some numbers in a RANGE :md @ sumse

. i everages ]
which will follow the =SUM(] Parties e

Miscellaneous

[BENE

Notice — a new feature in Excel 2007: As you are typing SUM in cell C9 that a pop-up menu
appears under the cell. What you see are mathematical functions. One of these is SUM. As you
become more comfortable with numbers in Excel, you can select the functions you need without
typing in the entire function. We’ll get into this a bit more later.

There are two ways to put in this range:

Arrow Key and Anchor Method: With the keyboard arrow keys, move the cursor to cell C6.
As you move you will notice that the cell where the cursor is located appears after the =SUM(.
When you get to C6 tap the . (Period) Key. This is called an ANCHOR and holds one end of
the RANGE in place. You will notice that a C6:C6 appears in the formula area under the
button bar. This is a one cell range. Now move, with the arrow keys, to cell C8. See how
cells C6, C7 and C8 are highlighted. This indicates the Range is C6:C8. Excel assumes,
logically, that these are the numbers you want to add. Now tap Enter. The numbers still add,

but now the formula reads =SUM(C6:C8) instead of =C6+C7+CS8 like it did before.

Mouse Method: Move again to cell C9. Delete the formula in cell C9 by tapping the Delete
key. Typein =SUM( as you did before. Point to Cell C6 — with your mouse cursor. Click
and hold down the left mouse button and move/drag the cursor down to Cell C8 (Cells C6, C7
and C8 should be highlighted) — take your finger off the left mouse button. Tap Enter.

16



This =SUM Function is a great way to add a lot of numbers, or a block/range of numbers.
By simply anchoring, and using page downs, or using the mouse, you can highlight lots and lots of
numbers to add quickly. However, since it only sums you can't do subtraction, etc.

Point to cell C9 again. Tap the Delete key to remove the formula currently in cell C9. This is a
really important DELETE, since what we’ll explain below won’t work correctly if you do not
delete the formula in cell C9.

Functions

41

u'fE':-.! = 9 -
. WL ad
There are a number of formulas built : Hamie e ipe o . o
into Excel, like Sum. These formulas

. # e = L
are called Functions. f-f z mj @ L&J
Another new feature of Excel 2007 — A Insert Autosum Recently Financial Logical Text Date &

Tabs/Ribbons. Look at the top of your el Fu;dim Li;ra Ll
Excel screen and click on the ?

Formulas Tab. The Formulas Ribbon L Insert Function (Shift+F3) I |
will dlsplay. Edit the formula in the current cell C (B]
by choosing fundcions and editing = '
fiie & Greg's Budget
On the left of the Formulas the arguments. g g
Tab/Ribbon is an Insert Function
. . i€ Press F1 for more help.
button. Click the Insert Function SEPT ocT

button. Insert Function

Search for a function:
Type a brief description of what you want to do and then ] Go
dlick Gol
Or select a category: |Most Recently Used w |
The Insert Function menu screen will Select a flnction:
i i A
appear (image at right). VI A
IF
HYPERLINK
COUNT i
MAX
SIN bt
SUM({numberlnumber2,..)
Adds all the numbers in a range of cells.
Insert Function ||
T Help on this function oK ] [ Cancel
Type a brief description of what you want to do and then o
dick Go
Or select a category: | Most Recently Used F:
Select a function: St eceniitizd
Financial
Date & Time
Math & Trig Let’s work with the Insert Function
L-:--:-kJ;p &Reference — menu screen. Click the small down
Database .
Text 3 arrow to the right of Or select a
Logical e
SUM{numberl,nu Il?ui?cluifnaﬁun
Adds all the numbers in & range of cells, A

Help on this function oK ] l Cancel ]




category: (see arrow at left).

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.

This is a really great, timesaving feature. We’ll now show you how to use the Help features of
Excel 2007 to work with, and understand, these functions.

—

Most Recently Used [»

Most Recenﬂi Jzed
i Financial .

D e ™ Click All in the drop down menu.

Math & Trig
Statistical
Lookup & Reference
Database
Text
{Logical
Infc:rmaﬁu:uj_

The Select a function menu will look like the image below.

Select a function:

ABS(number)
Returns the absolute value of a number, a number without its sign.

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

Use the elevator bar on the right side of the Select a function menu screen to move down the
list until you see SUM. Click SUM.
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\ Help on this function [ oK yCancEI ]

Select a function:

STEYX s
SUBSTITUTE i
SUBTOTAL
) SUM
SUMIF
SUMPRODUCT
SUMSQ

SUM(numberl,number,...)
Adds all the numbers in a range of cells,

| %

Then click OK.

Remember, you clicked-on Cell C9 — which was “empty” because you deleted the formula in

that cell. \
N\

9 Total lics:ca) |
10
Function Arguments @

UM

Number1 | S | - {:00;50; 150}
Numl:uerzi =

=2

Adds all the numbers in a range of cells,

Mumberl: number 1,number2,... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments.

Formula result = ‘ 500 4
™~ 7

When you clicked OK, the Function Arguments menu screen (above) appeared. If you look at
the top of the screen in the SUM area, you’ll see that Excel 2007 has “guessed” that you desire
to add the numbers above cell C9 — where you clicked in your spreadsheet. Smart Excel!
Notice that it indicates that cells C6:C8 will be added (sum cells C6 through C8 — the colon ()
means “through.” It also indicates the numbers in cells 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. The Help on this Excel Function is excellent. So, to

see how this SUM equation works, we’ll go to Help. To do this, click Help on this function in
the lower left corner of the screen (see lower left arrow above).
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SUM

See Also

Adds all the numbers in a range of cells,

~ Show all

You will see a Microsoft Office Excel Help window appear (similar to the one above) that will
show you how to use this SUM function (or any function).

One of the really neat things about these Help windows is that there are examples for each
function. We moved down the SUM help screen using the elevator bar on the right of the help
screen. The bottom of the screen looks like the image below. Spend a few minutes looking at
the SUM Help window and notice all of the features.

Example

The example may be easier to understand if vou copy it to a blank worksheet,

P How?

The bottom of the

SUM help screen
looks like the
A image on the left.
1 Data Notice that it gives
2 5 you examples from
3 15 a small
4 3 < spreadsheet that
5 g has data in cells A1
& TRUE through A6. It
Formula Description (Result) uses these numbers
=5UM(3, 2) Adds 3and 2 (5) in the examples at
TELI_II':"IR[IZIEE;, Adds 5, 15 and 1, because the text values are translated into the bottom of the

(21)

=5UM(AZ:A4) Adds the first three numbers in the column abaove (40)

numbers, and the logical value TRUE is translated into the number 1
help screen.

p L

=SUM{AZ:A4, Adds the first three numbers in the column above, and 15 (55)

15)
=SUM(AS,A6, Ac

]

2 no
o

When you
have reviewed
all of the help

10

Tatal

lcecs) |

Function Arguments @

sUmM

Number1 | ST () - {300;50;150}
Number2| =

= 500

Adds all the numbers in a range of cells,

Number1: number 1,number2,... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments.

Formula result = 500

Help an this function [ oK ] [ Cancel




you care to see, carefully click the X at the upper right corner of the Microsoft Office Excel
Help blue bar to close the Microsoft Excel Help window. If you accidentally close the
spreadsheet, simply reply yes to Save, and then re-open the spreadsheet as you did on Page
13.

The Function Arguments menu screen will still be on the screen.
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Function Arguments / ilil
LM £
Number1 |8 ] = 4500;50;150¢
Mumberz I j;_] =

= 700
Adds all the numbers in a range of cells,

Mumber1: number1,numberZ, ... are 1 to 30 numbers to sum, Logical walues and kext
are ignored in cells, included if typed as arguments,

Formula result = a0

Help on this Funckion | Ik I Cancel |

As you can see, in the area to the right of Number 1, the “Wizard” has “guessed” that you want
to add the numbers in the range C6 to C8 - (C6:C8). Now that you are becoming skilled with
Excel, we’ll try something special. Carefully, point to some “plain part,” in the gray area
above. Click and hold down the left mouse button, and drag the above SUM box “away” so
that you can see your numbers in C column cells. When you have done this, release the mouse
button. Now click-on the “small box” on the right edge of the Number 1 area (see arrow
above). It has a little red arrow in it.

The below Function Arguments window will appear.

Function Arguments

ol [T

Highlight cells C6 to C8 in the spreadsheet (click-on C6, hold down the left mouse button,
and drag until the three cells are highlighted). A “marquee” will begin to flash around the
cells, indicating they are highlighted (left arrow above). The Function Arguments area will
appear as above. Now click the small button on the right of the cell (see right arrow above).
The numbers will show in the area to the right of Number 1. Click OK at the bottom of the
Function Arguments menu screen. You’ll see that the SUM 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

Sl () 9~ s
operation in spreadsheets, Excel spreadsheet )
has an additional feature - Auto Sum. Move e el Terlen ) Tor | DR
. g - o - -
to cell C9 again and tap the Delete key to ﬁ > mj @ [l @
erase your last fOImula. Fir:]s:t:'zn AutovSum RJ::giﬂy Flnavncml L vcal Tevx‘t Ii_lnant_lee%t P{_;_g:(:np:
/1 Function Library
You should still be on the Formulas Sum (Alt+ =)
Tab/Ribbon. Notice >, Auto Sum button. & [ Display the sum of the seected
Click the AutoSum button. L : : ;
3 L
4 | 5
5 |Incom
6
,'/I:Eg\-, [, B =
—/ Home Insert Page Layout Formulas Data Review /]
LA ! il . ..
ﬁ 2 ﬁj .. . L g - m@ An image similar to the one on the left
Insert !AutoSumlRecentl}r Financial Logical Text Date& Lookup & Math .
Function - | Used = - - - Time * Reference = & Trig~ Fu W]H appear,
e IFunction Library
I; e Sum (Alt+=) == CliCk Z Sllm.
A Count
Display the sum of the selected
1 Max cells directly after the selected cells.
2 Min
3 More Fu
a4
5 |Income
6 Parents
7 Inh
WOW !! Automatic addition!! Notice that the cells,
you’d logically desire to add, have a marquee around YT 00
them and that the SUM function is displayed in cell C9. .': 5 ﬂj
You’ll need to confirm that this is the correct formula. E J
So, tap the Enter key, and the SUM function will now i b0
be set in cell C9. Any time you want to add using this =SUM(
method just click-on the cell where you desire the total to SUM[numberl, [number2], ...) |

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 in cells C13
to C16 - using each of the four methods.

While you are in cell C17, go ahead and place a line at the top of cell C17 using the format cells
— border method that you learned on Page 5.

Subtraction

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

Click-on cell C19.

In cell C19 we want to subtract ( - ) the amount in for Expenses in cell C17 from the amount for

Income in cell C9. This can be accomplished by using either the Type-In Method or Point
Method. Go ahead and do this. Don’t forget to tap the Enter key to confirm your formula.

The formula should look like =C9-C17

More Cell Formatting

We want our numbers to look better. To do this we'll include dollar signs and decimal points
in our numbers. This is done by using the mouse. Point to cell C6, hold down the left mouse
button and drag (move) down slowly to highlight cells C6 through C19. Your screen should
look like the image below.

4
5 |INCOME
] Parents 500
7 Job 50 Now point anywhere in the highlighted area
8 Investments | 130] and click the RIGHT mouse button. A pop-up
3 Total 700 menu will appear. Click-on Format Cells (like
;‘3 you have done before).
12 [EXPENSES
13 Food 30 Clear Contents
14 Beverages 50 | Insert Comment )
15 Parties 150
16 Miscellaneous il |fl‘ S icceusibamas & |
17 Total 300 Pick From Drop-down List...
18
19 |Met Income 4001
20

Your Format Cells menu screen will appear — similar to the image at the top of the next page.

Click-on the Number “Tab” at the top of the Format Cells menu screen. Point to Currency
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and click-on Currency.

Notice

Format Cells

Mumber | Alignment Font Border | Patterns || Protection
Category: Sample
General £300.00
D Lmber
Currency Decimal places:
Accounting
Date Symbal:
Time g
Percentage -
Fraction Megative numberd
Scientific -§1,234.10
Text £1,234.10
Special (51,234.10)
Custom ($1,234.10)

Currency formats are used for general monetary values. Use Accounting
formats to align dedmal points in a column,

K ] [ Cancel

]

several

things. The right side shows the number of decimal places. The 2 is the default for cents.
We'll use 2. Notice above the Decimal Places that there is a sample of what our number will
look like. At the lower right it shows how negative numbers can appear, depending on your
choice. When a negative number is calculated, it will appear with your choice. Now click-on
OK. All the numbers now have $. If you have large numbers that are "too wide" for the current
column width you will see some ######## in the cells where these numbers are located. If this
occurs in your spreadsheet, go ahead and widen the columns as you did previously (Page 6).

[ 4 |
| 5 |
| 6 |
| 7|
&
| 9 |

0

—

11
12
13|
14 |
15
| 16
17|
18|

9

|| e [ | | | |
—

0

INCOME

EXPENSES

Met Income

Parents
Job
Investments
Total

Food
Beverages
Parties
Miscellaneous
Total

5500.00
550.00

5150.00

5700.00

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

530.00
$50.00
5150.00
570.00

$300.00

3400.00
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Now move to cell A21 and type in the word Percent. We're going to calculate a fun percentage to
show you how division works and give you some more practice with numbers.

Now move to cell C21. Using either the Type-In Method or the Point Method, divide ( /) the
amount for Income in cell C9 by the amount for Expenses in cell C17.

[The formula should look like =C9/C17]

This will give you a horrid number so why not put a percent symbol with it. Now we’ll repeat
what we did above to format our $$$$ (Currency).

Percentages

Point to cell C21 and click the RIGHT mouse button. Point to Format Cells, then click the
Number tab, then click-on Percentage. Select zero ( O ) Decimal Places. Click OK.
TaDa!l! A %.

Your spreadsheet should look similar to the image below.

Copying

A | B e
Janie's & Gr

We could repeat what we did to this point and
SEPT C  fill in the Income and Expenses for each of the
remaining columns (months). There is a

INCOME simpler way to do this. Assuming our income
Parents $500.00 and expense amounts are about the same,
Job $50.00 throughout the months, we want to copy the
Investments | $150.00] amounts in Column C to Columns D, E and
Total $700.00 F. This will require TWO “steps.”

First: Move your cursor to cell C6. We'll
EXPENSES highlight what we want to copy; second, we'll
Food el tell the spreadsheet where we want to place

o — — ] — ] — ] | — | — ]
Jﬁgmmwmmhmm—hmmm"‘mmhmm_‘

Beverages A what we've copied. So, point to C6, hold
Parties $150.00
: down the left mouse button and drag
Miscellaneous §70.00 .
Total 5300 00| (move) down the column until cells C6
= : through C21 are high-lighted. Your
Net Income $400.00 highlighted area should look like the one on
the left.
Percent 233%]
Dﬁ . '/
—Jj Home ert Page Layout
=0 ¥ cu o Click the Home Tab then click the Copy button.
Calibri
E 53 Copy
Pavste # Format Painter e iz |
Clipboard E] Font 26
‘ Copy (Ctrl+C)

Copy the selection and put it on
the Clipboard.

1

£300.00)
$50.00)
$150.004

570.004
 —

167%1

$500.003

$30.00)
$50.004
$150.00)

$300.00}
[

L
$200.00)
L




You will notice that once again, when you highlight an area, a marquee of running lights moves
around the copy area. So, you’ll know you highlighted the correct area (image on right).

Now we'll tell Excel where to copy the data. Point to cell D6, click and hold down the left
mouse button and drag down and to the right to cell F21 (This will highlight three columns
-- OCT, NOV, DEC -- to copy to.). When you have finished your highlighting, your screen
should look like the image below.

A | B | ¢ | D Ellas
1 Janie's & Greqg's Budget
2
3 SEPT  OCT NOV DEC Iy
4
5 |INCOME e
] Parents ] $500.00]
7 Job ' $50.00
8 Investments ' §150.00)
] Total v $700.00}
10 \ b
11 :
12 |EXPENSES ; b
13 Food ' $30.003
14 Beverages ! $5EI.EIUE
15 Parties v $150.009
16 Miscellaneous ¢ $70.004
17 Total :' $300.00)
15 : b
19 [Net Income ' §400.004
20 : ]
21 |Percent L 233%)
i

=

Home

190 -

Insert

Page Lay

Make sure you are still on the Home Tab and click the Paste

button. Wow !' All those numbers and dollar signs and \) ik i Calibr
53 Co
formulas - EVERYTHING - _ Paste | o |lB 21
was copied in a flash!! That /INCOME
Job $50.00 §50.00 $50.00  $50.00
Investments 150,00 3515000 §150.00 $150.00
Total $700.000 $700.00 $700.000 $700.00
|EXPENSES
Food $30.00 $30.00 $3000  $3000
Beverages $50.00 35000  $50.000  $50.00
Your spreadsheet should look Parties $150.00 5150.00 $150.00 5150.00
Miscellaneous 570.00 570.00 570.00 570.00
Total $300.00 $300.00 $300.000 $300.00
|Net Income $400.00 540000 $40000 540000
:F'ercent 233% 233% 233% 233%




similar to the image on the right.

Click on a cell away from the area where the numbers are located. This will “turn-off” the
highlight. Tap the Esc key and the marquee will also disappear.

Change a few numbers in each of the months in both the income and expense areas
to see how the spreadsheet works.

Notice how all of the formulas, totals, and percentages change —
AUTOMATICALLY!!! This is the POWER of a spreadsheet!!!!

(This will make the graphs we’ll create more realistic when we create them later in the
tutorial.)

A B C D E F

1 Janie & Greg's Budget

2

3 SEPT ocT NOV DEC

a

3 |Income

a6 Parents 5500.00 S500.00 5500.00  51,000.00

7 Job $50.00 £50.00 ¢50.00  $200.00
Our Spreadsheet now looks 8 Investments 5150.00 520,00 5150.00 $150.00
llke the image on the rlght 190 Total $700.00 S570.00 §700.00  51,350.00

11

12 Expenses

13 Food 530.00 5100.00 $30.00 5200.00

14 Beverages $50.00 $100.00 $50.00 $200.00

15 Parties 3150.00 $150.00 3150.00 3500.00

16 Miscellaneous $70.00 570.00 $70.00 570.00

17 Total $300.00  $420.00  $300.00  $970.00

18

19 |Met Income $400.00 $150.00 $400.00 $380.00

20

21 Percent 233% 136% 233% 139%

This would be a great
time to Save again.

Now for something to do on your own.

Entering formulas in the Monthly Totals Column

Click cell G6 (under the title Monthly Totals). Choose one of the formulas you learned
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earlier to add the four monthly amounts in the Parents row. Use any of the four
methods you desire. Your spreadsheet should look similar to the image below:

A B C D E F G H

3 SEPT ocT NOV DEC MONTHL‘:’TOTAV
4
5 lncome )
: Parents E,"%599;@,,"%5,“}!;99,,,5*299@9"?};@9;&”} =SUM( )
7 Job $50.00 $50.00 $50.00 £200.00 [SUM(numberl, [number2], ..] |
| F | G |
After you have added the four columns in cell G6, you’ll
copy the formula in cell G6 to cells G7 through G19. DEC MONTHLY TOTALS
Click on cell G6 and follow the Copy process you did on
Page 26. N
£300.004 51.200.00¢
50.00
Next, click on cell G7, hold down the left mouse button, $f50_00

and drag down through cell G19. Your spreadsheet should ™ 3z00 00|
look like the one to the right.

Now follow the Paste process you used on Page 26 to

paste the formula from cell G6 to cells G7 through G19. ggggg
$150.00
MONTHLY TOTALS $70.00
$300.00
$1,200.00 $200.00

iégggg After you Paste your formula, you will see some "stuff

. (zeroes)" in cells G10, 11, 12, and 18. This is because
/ $2'Ugg'gg there was "nothing there" to add. So, go in and “clean-
: up” these cells by deleting the zeros in these cells.

50.00
50.00
$120.00 o _
$200.00 Go to cells G9 and G17 and underline like you did on Page 5.
$600.00 MONTHLY TOTALS
y | 5280.00
$1.200.00
50.00 Copying the Percentage $1.500.00
5800.00 Formula 5200.00
5750.00
Noti _— : $2 450.00
otice that we didn’t copy the percentage formula when we did the
last copying process. If we had copied a SUM formula, it would have
added the four percentages. We don’t want the sum of the
percentages. We want a percentage of only applies to the overall $380.00
Monthly Totals. So, we need to copy the percentage formula $200.00
separately. Click on cell F21, copy the percentage formula in cell $655.00
5310.00
51,545.00
29
5905.00

169%



F21 to cell G21. This is the average percentage that Income is greater than Expenses.

Now put a $ in cells G6 through G19 (like you did on Pages 23 and 24) , and a % in G21
(Page 25). Your spreadsheet column G should look something like the image on the
right

This would be a great time to Save again.

Absoluting (and multiplication)

There are times, when we are working with a spreadsheet, that we do not want a cell to "roll"
to the next column when we use the copy feature of the spreadsheet — like it did in our last
copying exercise. To stop the cells from “rolling” we utilize something called absoluting. The
following is an illustration of absoluting.

Go to cell A23 and type-in Number. Go to cell A2S5 and type-in Result.

Go to cell C23 and type in the number 2 — then tap the Enter key.

We'll now create a formula to multiply our number times Net Income. You may use either the
Type-in or Point method. Go to cell C25, and type-in a formula to multiply cell C23 times cell
C19.

The formula should look like: =C23*C19
The result in C25 should be two times the net income in cell C19.

Now copy the formula in cell C25 to cells D25, E25, F25 and G25. Your row 25 should look
similar to the one below.

23 |Number 2
24
“““““ A
25 |Result '\ $800.00} $0.00 $0.00 $0.00 $0.00

Uh Oh!!! Where did all of those "0's" come from?

Point to each of the cells D25, E25, F25 and G25. Notice, as you click on each cell, and look
at the screen, how C23 (the cell with the 2) "rolled" and became D23, E23, F23 and G23

(which are blank - this caused the "0's"). A blank times a number is a “0.”We want the 2
to be in each formula and not to "roll".

To do this we utilize something called Absoluting or Anchoring.
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Go back to cell C25. Now we'll enter the formula again, but a little 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 cell C25 and the Edit bar at the top of the screen, that the =C23 changes

to: $C$23. (This tells you that cell C23 is absoluted or anchored. The "$'s" indicate the
absoluting.) Now finish the formula by typing in or pointing *C17 as before. Tap Enter.

The formula in cell C25 should look like: =$C$23*C19

Now copy the formula in cell C25 to cells D25, E25, F25 and G2S5 again. Your row 25 should
look similar to the image below.

23 |Number 2
24
“““““ A
25 Result :_ . _5_89?99: 50.00 50.00 50.00 50.00

The numbers should now be correct. Point to cells D25, E25, F25 and G25 (like you did
before). You will notice the "$'s" have copied the =$C$23 to each cell (absoluting) and the Net
Income figures (Cells D19, E19, F19 and G19 have “rolled” as they should. Absoluting is
something you should know and understand.
Pause and reflect -- Look at all you have accomplished. If you want go in and change
some more numbers or change the income and expense titles to 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 how to print. This done with a few easy steps.
Printing
First, click cell Al.

All of the Windows spreadsheets try to figure out what you want to print. Sometimes they're right,
sometimes they're wrong. So........

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

Unlike a word processor, you may need to highlight what you want to print. For the moment,
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we’ll assume that Excel 2007 will “guess” correctly, and that you have not “clicked” somewhere
that will cause a problem. If you do have problems, which 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 to see what our printout will look like — before you print it. First, we’ll
use a Print Preview to “see” what our spreadsheet looks like.

> & "

Click the Microsoft Office Button. /

L")v B

Preview and print the document

=
0
=

4.. _ Print
; ‘-"gF] Select a printer, number of copies, and
_,-' Open other printing options befare printing.
L IJLQ Quick Print
llk_é et =t Send the workbook directly to the default
o printer without making changes.
When the menu screen appears, move your e
. . . I Print Preview
cursor over Print and then click the Print H save _{} Preview and m%hanges to pages before

. ) eview:
Preview choice. % printing
H Save As B

_>1j Print b
At the top of the Print Preview .
screen you will see the Print i Print Preview
Preview Tab. b, i
!—* “ '__,l g Mext Page
We’ll these buttons to assist us with Print  Page | iR b e e

our printing. Setup Show Margins | preview

Print Zoom Preview

Notice: the Next and Previous buttons are not highlighted — they are just gray. This means
that the buttons are not “active.” This indicates that we are OK with our spreadsheet — it is all
on one page. If we saw that the Next button was active, this would mean that there are other
pages to our spreadsheet. If you’ll look at the lower left corner of the Print Preview screen
you’ll see: Preview: Page 1 of 1. This confirms that our spreadsheet is on one page. If you do
not see this “combination,” we’ll show you how to take care of it later.

C‘*’:u =
If you do see this combination, click the Print button. Then, el Pt prevew
Click-on OK in the Print menu screen that appears. deha 2 g )
)F‘rint Page Zoam
Setup
Label (write on) this printout: Default Spreadsheet Printout. Print Zoom

Print [Ctrl+F) I

A picture, of what the printout will look like, appears below.
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The “image” above should also look similar to your spreadsheet.

Janie B Greg's Budzet
SEPT ocT RO DEC IWOMN THLY TOTALS

Income

Parents £500,00 £500.00 550000 51,000.00 52,500,00

Job E50.00 E50.00 E50D0 E200,00 £350000

Investments £150.00 E20.00 £150.00 5150000 E4T0U00

Total ET00.00 E570.00 70000 51350000 £3,320,00
Expenses

Fooad 530,00 510000 E300D0 520000 5360000

Parties £150.00 £150.00 E150.00 E500,D0 E050000

hizcell aneous 570,00 57000 57000 570,00 S2E0.00

Total £300.00 E420.00 £300.00 SS70.00 51_,9'90.“]
Ket Income 2400.00 515000 ZA00.00 E3E0UD0 51,330000
Pernoent 233% 1364 233% 135% 167%
Mumber 2
Resuit ER00.00 E300.00 ERD0.0D ETE0UD0 £2,660.00

If you move your cursor over the spreadsheet, you’ll notice that the cursor

changes from an arrow to a tiny magnifying glass. If you click the left
mouse button, your magnifying glass will “zoom-in” on the exact spot
where the magnifying glass is located. If you click-again, it will zoom-
out. Try this a couple of time. It is a really handy feature.

T |
( EE% \ il
Print Preview

Now click the Page Setup button on the Print Preview ﬁ Q

Tab' ) Page || Zoom
Setup
Print 1| Zoom

NCOME ™

' Mext Page
Slbha i %
_4 Previous Page
X Close Print
Show Margins Preview

Preview

Page Setup

The Page Setup menu screen at the top of the next
page will appear.

Page Setup

| Margins | Header/Footer | Sheet

9 Show the Page tab of the Page
Setup dialog box.

Orientation

[
) Portrait (%) Landscape

(& Adjust to:  |125 | % |Yonormal size

i Fitto: |1 ;‘:|page|:s:| wideby |1 2l

Paper size: |Letter 33 w |

Print quality: ! 300 dpi v

Scaling Options...




Page Setup

i | I Sheet ik . .
—)Orienta tion .
[
) Portrait () Landscape
- = 5ling ) Options...

& Adjustto:  |125 % ;'?r'ﬁ normal size

C' o 1 : page(s) wide by 1 : ;tall
Faper size: ;Le.tter - - . =
Print guality: | 300 dpi =

First page number: | Auto

—} OK- ][ Canicel ]

Notice that the Page Setup menu screen indicates that you are in Portrait view. Now we’ll
enhance the spreadsheet to make it a bit more presentable. In the Orientation area click-in the
small circle to the left of Landscape (see arrow above). The spreadsheet will now print on the
page as indicated. Next, in the Scaling area, click-in the box to the left of % normal size.
Using either the “up/down” arrows, or by typing in the information, change the size to 125.
Then click OK.

Your spreadsheet will now be larger and fill the paper more appropriately. Click-on Print and
when this spreadsheet comes out of the printer label it: Landscape — enlarged to 125 %.

Go ahead and adjust the “size” of your spreadsheet so that it becomes too large to fit on a single
page. Set the Scaling to 200 and click OK. When you return to the Preview screen, the Next
and Previous buttons at the top left will now be active, and you’ll see 1 of 3 or 4 pages in the
lower left corner of the screen. Go ahead and click the Next and Previous buttons to get a
“feel” for the “size” of your spreadsheet. If you click-on Print (please don’t do it), you’ll get
these 3 or 4 pages. If you made a mistake when you created the spreadsheet, you might see that
you have 58 (or some big number of) pages in your spreadsheet!

Now, click-in the small circle to the left of Fit to 1 page(s) wide by 1 tall in the Scaling area
and make sure that 1 page is set. Excel 2007 will now return your spreadsheet to one page. Try
other things here. Work with the Margins, Header/ Footer, and Sheet tabs at the top of the
Page Setup menu screen. Any time you desire to print, go ahead and do so. This will give you a
feel for how the spreadsheets will print. When you are finished, simply click OK or Cancel and
you will return to your spreadsheet.
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Many people ask how to center a spreadsheet on the page. This feature is located on the
Margins Tab at the bottom left of the Margins screen.

Many users also ask how to place gridlines and show the row and column headings (A, B, C
and 1, 2, 3) in their spreadsheet printouts. This feature is located on the Sheet tab in the Page
Setup menu screen.

When you are finished working with Print Preview, click the Close Print Preview button.
When you return to your spreadsheet you will see “dashed lines” around your data. Print Preview
added these to assist you in knowing where the “edges” of your printed data will be on paper.
We’ll show you a nice new feature that assists even more in a minute.

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

=~ .
Click cell A1 and highlight your j{% I
spreadsheet down through cell G25. 7 e Preview and print the "“"'"e"ty

L} Print . _
After you’ve highlighted A1 through 7 open ST IV 0 DUTRae Derbre Pt
G25, click the Microsoft Office Button ' © Quick Print

CliCk Print Save "ﬁ' Preview and make changes to pages before
printing.

Save As b

. . . [r; : Send the workbook directly to the default
and then click Print. In the Preview and g Conyert S P
print the document area (on the right) H % i Prowew
i‘t_\

= rin
A Print menu screen will appear. -
Print range
In the lower left corner of the Print menu screen you will see an © al
area that looks like the image on the right. Click-in the small () Pagefs)  From:
circle to the left of Selection. This indicates to Excel that you only :
want to print the area you’ve highlighted. Click OK. Only the YA Frint what
section that you’ve highlighted will print. You can still modify your (¥ Selection;
spreadsheet if you desire. Once you’ve clicked Selection, you may o) .;:.';;;.l.:.i.';:'.;.;l:leetlisj
click-on the Preview button to see a preview of your highlighted B
area. Follow the instructions above to modify as you desire.
N

Page Layout View
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Now that you have a “feel” for printing your spreadsheets, we’ll look at a neat new feature in
Excel 2007 — Page Layout View. In the lower right corner of your Excel screen you’ll see the
Excel 2007 Toolbar.

Page Layout View Zoom
Y

Thq Excel View Toolbar looks =0 = . =

similar to the image on the

right. / V\

Normal View Page Break View

<&

=]

<

You are currently in Normal View. Look at your screen and then click the Page Layout
button (as shown above) on the Excel View Toolbar. Your Excel screen should look similar to
the image below. Wow! Your screen now has all the settings you entered in Print Preview.
Notice the Rulers at the top and on the left — just like Microsoft Word! So you now have a very
accurate Print Preview as you are working.

@'I"'zl"'l"'sl"'I"'4|"'I"'El"'l"'sl"'l"'f e T e
A B C D E F €] H
: Click to add header
1 _I Janie & Greg's Budget
2 i
2 SEPT ocT NOV DEC MOMNTHLY TOTALS
al
5 Income
6 Parents $500.00 $500.00 $500.00  $1,000.00 $2,500.00
T Job 550.00 550.00 550.00 $200.00 5350.00
B Investments 5150.00 $20.00 5150.00 $150.00 5470.00
9 Total $700.00 5570.00 5700.00 51,350.00 53,320.00
Expenses
Food $30.00 $100.00 $30.00 $200.00 $360.00
Beverages 550.00 $100.00 $50.00 $200.00 $400.00
Parties $150.00 $150.00 $150.00 4500.00 $950.00
Miscellaneous 570.00 $70.00 $70.00 570.00 $280.00
Total $300.00 $420.00 $300.00 $970.00 $1,990.00
MNet Income $400.00 5150.00 $400.00 $380.00 51,330.00
Percent 233% 136% 233% 139% 167%
Number 2
Result $800.00 $300.00 $800.00 £760.00 $2,660.00
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Spend a few minutes using the Elevator Bars on the Right side and Bottom of your Excel
spreadsheet to move up and down and left to right. As you move you’ll see the Page Breaks and
Pages as they’ll Print!

Headers and Footers

Look at the top of your spreadsheet and you’ll also see an area which indicates: Click to add
header.

Click to add header%
Janie & Greg's Budget

SEPT QCT NOV DEC MONTHLY TOTALS

If you desire a Header (or Footer) on each spreadsheet page, you can now create them in this
view! Notice (above) we’ve moved our cursor over the center Header area (the Footer area is
at the bottom of the page). When we did it turned light blue. If you move your cursor over the
left and right Header areas, you will see that they’ll turn blue as well. If you then click on one of
these areas you’ll see a Header & Footer Tools Tab — with a Design Tab below. In the Design
Ribbon you’ll see that this Tab/Ribbon is “tailored” to work with creating your Headers and
Footers. This is one of the great new features in 2007 Office and Excel.

{0 2\ = o H \: Header & Footer Tools  mybudgetxls [Compatibility Mode] - Microsoft E

(Ela )
-
- Home Insert Page Layout Farmulas Data Review View Dresign Q
] E By 7 feh M 71 i. ; : . _
- _j _Ttlz_l <./ C“m t =l Different First Page Scale with Document
Header Footer Page MNumber Current Current File File  Sheet Picture F Goto Different Odd & Even Pages [¥] Align with Page Margins
- - Mumber of Pages Date Time Path Mame Mame P Footer
Header & Footer Header & Footer Elements Mavigation Orptions
4 - &]
T
A B C D E F G H
i Header
1 Janie & Greg's Budget

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

Print Preview Button in Quick Access Toolbar
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Since you’ll be using the Print Preview feature frequently, it would be nice to have a button in

the Excel Quick Access Toolbar, so you won’t have to do all that “clicking.”

@

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

T
7 Open

e é Convert

Save

When the menu screen appears, move your
cursor over Print and then move the
cursor over the Print Preview choice. \

| :f;“b] Print | b |
When the Print Preview selection H Save _Bh_ Previe
“turns orange,” click the RIGHT H S s
mouse button and a pop-up menu
will appear. Jg,,b _—

Move your cursor over the Add to Quick Access Toolbar selection and click the left mouse button.

As soon as you “click” you’ll see your Print
Preview button added to the Excel Quick Access
Toolbar! Now, anytime you desire to Print
Preview your spreadsheet, all you’ll have to do is
click the Quick Access Print Preview button.

As you see other buttons you would like to add to your Excel Quick Access Toolbar, simply follow the

structions above.

e e b |
[ e
-

=

Preview and print the document

% Quick Print
ﬂ—ﬂ'rJ Send the workbook directly to the default
printer without making changes.

Print
Select a printer, number of copies, and
other printing options before printing.

15 Print Preview

A ﬂ Preview al ke changes to pages before
printing.

=
I =

Add to Quick Access To

LCustomize Qui ess Toolbar...
ck Access Toolbar Below the Ribbon

Minimize the Ribbon

i

-

&

Home | INSEM| print preview (Ctri+F2) |

Graphics DEC
This will be a lot of fun. We are now going to turn your spreadsheet numbers
into graphics - bar charts, pie charts, etc. This will greatly assist you when | $1,000.00
you display and explain your work. A new — really awesome — feature in ) $200.00
Excel 2007 is Conditional Formatting. We’ll begin with Conditional ) $150.00
Formatting and them move to full page Charts. | $1,350.00
Conditional Formatting
) £200.00
) 5200.00
38 ) 5500.00
) $70.00

rI $9?U.OD.|



Conditional Formatting will let you show graphics in your spreadsheets! The best way to
describe this amazing new feature is to show you how it’s done.

First, you’ll need to highlight some of the data on your spreadsheet. We highli the
Income and Expense numbers for the month of December for our image. onditional
Formatting graphics will appear in this column.

Now, look at the Tabs at the top of your Excel screen and make sure you are on the Home Tab.
Under each Tab is a Ribbon made up of Groups (Clipboard, Font, Alignment, etc.). Over to
the right is a Conditional Formatting selection in the Styles Group.

atibility Mode] - Microsc

i o T £ 5

(a) | = A 5 mybudgetxls [
Lt | ‘

—) Ho

me Insert Page Layout Formulas Data Review View

= cut o | =
j # Cu Calibri -l -l = §||.§/.-| S Wrap Text General - ‘ ﬁj'
y =3 Copy = =
Paste e et o - A= = =||EEE | E - - g +.0 .00 || Conditional
- J’FormatPainter sl || - uiilE = iSleales) ﬁmerge&(:enter [ Yor| )| o ] Formatting ~
Clipboard LF] Font IF] Alignment IF] Number IF] 5
A
Groups
¥ i 0 ) —T} I3 L — o THE
F B “rmm W
=3 s —ﬁd =
Conditional | Format Cell Insert Delete Format
‘ Formatting ~|as Table = Styles = = 7 =
Styles Cells

Conditional Formatting
When you move your cursor over the

o . . Highlight interesting cells
Conditional Formatting button, an image Sy i

emphasize unusual values, and

=y
-

| Conditional | Format Cell
|Formatting ~/as Table = Styles =

=L ,
= <, Highlight Cells Rules
i Press F1 for more help.
£F L
= I ﬁ I

Top/Bottom Rules 4

similar to the one on the right will appear. 5 ® | lisualize data using Data Bars,
We’ve enlarged the image so you can get wyel 4| [ nins o e G ikon —— () ]
. . . teria. R ¥
an idea of how this feature will work. @ 9| [ EI E ?;ﬁ _I:'ﬁ
7
2

Wk

£a —10|

Conditional In the lower right corner of the

Formatting = <<= Conditional Formatting button is a small EE Data Bars v

down arrow. Click on this arrow.
Color Scales 3
EE Icon Sets 4
39 [E | MNew Rule...
Z5  Clear Rules 3

4= Manage Rules...




When you click the down arrow the image on the right will appear. Notice the Data Bars,

Color Scales and Icon Sets choices.

As you move your cursor over these selections you will see thal a Himber of choices are available

with each option.

I ]
- g‘ o
<_--0 -0_0 Conditional | Format

Formatting = as Table = Styles ~

5 3

Cell

To show you how
this works we
moved our cursor

over Data Bars.
N)

= Highlight Cells Rules *

_=_;,|—

Jl_ﬂll Top/Bottom Rules 3

—
—

3“}1@

Insert Delete Format

- - -

Cells

T

Then, we moved
Blue selection on

B EE

More Rules...

This is really a neat new

our cursor over the = D B ’
the right. | = ’
Notice, our December £s1,000.0 L
Column data is now 5200.00 | {2 | xonsets ¢
highlighted in blue. ﬁ - R
$1,350.0 £% | ClearRules »
Also notice that the Z] Manage Rules..
larger numbers have a
longer blue bar
highlight with them. \‘L $200.00 $360.00
$200.00 $400.00
I $s00.00 $950.00
| $70.00 $280.00
. $870.00 $1,990.00

feature. Go ahead

and look at Color Scales and Icon Sets as well. Experiment as you like. If you click a selection
it will show that graphic on your spreadsheet. If you go to Print Preview, you will see that effect.
Now you can print spreadsheets that have not only data numbers, but a graphic to show their size!

If you don’t like the Conditional Formatting effects, you can use the Undo

Arrow (in the Quick Access Toolbar) to remove them.

Charts

)

Before we work with Charts, there are a couple of ESSENTIAL steps we have to do. First,
we have to tell Excel 2007 what we want to see in our chart and then were we want the chart

40



to go.

First: in cell B9 #ype-in Income (to replace the word Total). Next, fype-in Expenses in
cell B17 for the same reason. You’ll see why we do this when you see your chart.

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

Something new.... Hold down the left mouse button and highlight cells B3 to F3. Next,
HOLD DOWN a Ctrl key at the bottom of the keyboard and, while you are holding
Ctrl down, highlight cells B9 through F9. You will now see two "ranges" highlighted.

Hold down the Ctrl again, and highlight cells B17 through F17. These three ranges will
make up your chart. The x-axis will be made up of cells B3 through F3. And, the two sets of
bars — Series - will show Income and Expense. When you complete the above instructions, your
screen should look like the image below.

T eS| o |
A B & D E F G

= Click to add header

1 lanie & Greg's Budget
[ i
“ 3 SEPT oOcT NOW DEC MONTHLY TOTALS
|4
'_— 5 Income
| 6 § Parents $500.00  $500.00 550000 $1,000.00 $2 500.00
Al Jlob $50.00 $50.00 $50.00  $200.00 $350.00
| & Investments $150.00 $20.00  $150.00  $150.00 $470.00
Il g Income 70000 557000  S70000 $1,350.00 $3,320.00
_| 10
- | 11
— 12 Expenses
_ | 13 Food $30.00  $100.00 $3000  $200.00 $360.00
—| 14 Beverages $50.00  $100.00 $50.00  $200.00 $400.00
- | 15 Parties $150.00 515000  $150.00  $500.00 £050.00
:T 16 Miscellaneous 570.00 570.00 570.00 570.00 5280.00
I:l 17 Expenses 5300.00 $420.00 $300.00 $970.00 51,990.00

If your spreadsheet does not look exactly like the one above, please try again. This is a bit
tricky and it often takes (even experienced spreadsheet users) a couple of “tries” to get the
highlighting just right.

What we are about to do is entirely new in Excel 2007. So, if you have used previous versions
of Excel — hang on — this is awesome!
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Click the Insert Tab at the top of the Excel screen. When you do you’ll see that one of the
Groups in the Insert Tab/Ribbon is Charts.

| - A
:IJ Hd9-0-3 / mybudc
il

Home Insert PageLaynut Formulas Data Review View
=) TP = o 0l ¥ @ Z diy
'JJ | |‘—"3'| UU _J) : ﬂ }"&{ ‘ ﬁ Culumn LIHE Fie Bar  Area

PivoiTable Table Picture Clip Shapes SmartArt || Column  Line Pie Bar Are: b b -
0 Art 7 5 = = 3 i v i

Tables Nustrations Charts B
- : = Column 7
Insert a column chart. /

Column charts are used to compare
values across categories.

>

For our first chart, we’ll use a Column Chart. Move your cursor over
Column and an image like the one on the right will appear.

e Sy |

Column| Line Pie Ear Area S

- - - - -

2-D Column

M

=
3-D Column Click the Column button and you’ll see an image
U E@ Eﬁ W like the one on the left. As you can see there all
ﬁ | 0 |4

kinds of Column Charts. We’ll begin with a simple
two dimension 2-D Column chart. You’ll be able to
change this later, if you desire — to another Column

|J‘ﬂ”i |J-[jr[1 |m | l“ﬂ{ji Chart of one of the other selections.
Cone

Click on the 2-D Column chart indicated by the

|J ﬂ ﬁ. Il ‘ﬂr iL Aﬁr ﬂL&_{l arrow on the left.

Cylinder

Pyramid
| -';" | [ I | J ".
iMﬂ Il—‘v’;‘} |J5}}’ |jj As soon as you click, because you highlighted your
idli A chart Types... data, an image similar to the one below will appear.

Don’t worry that the Chart is covering your data
— we’ll take care of that in a minute.

Notice that when we highlighted cells B3 to F3 this created the X-Axis labels (SEPT, etc.).
When we highlighted cells B9 to F9 and B17 to F17 this created the two Income and Expense
bars for each month. And, when you typed Income into B9 and Expenses into F9 this created
a Legend on the right side of your chart.
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Janie & Greg's Budget

SEPT OcT NOV DEC MOMNTHLY TOTALS
Income -
51,600.00 %2,500.00
$350.00
1,400.00
SL $470.00
51,200.00 %3,320.00
%1,000.00 Y
Expenses | 5800.00 B Income
‘| $600.00 - mExpenses | $360.00
$400.00
5400.00 - $950.00
$200.00 - i 5230.00
1,990.00
——(—
SEPT OcT MOV DEC
Met Income 51,330.00
Percent 233% 136% 233% 139% 167%
Mumber 2
Result $80000 530000  SB0000  5750.00 2,660.00

Now, let’s move our chart to a page of its own — so it will be easier to work with and not cover
our data. Click anywhere on your chart and you will notice that a new Tab appears at the top
of your Excel screen — Chart Tools. Click the Chart tools Tab and the Chart Tools
Tab/Ribbon will appear like the image below. /

Ifl:l3 o P e T O Chart Toals ‘ mybudgetxls [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Design Layout Format

J 5 il
ﬂ EEI ':_‘1@ ﬁd = ETEIE } = || |
Change Save As Switch Select —_— ﬂi_ﬂl” . = I I I I Move

Chart Type Template = Row/Column Data Chart

Location

Type Data Chart Layouts Chart Styles

Notice, on the right end of the Chart Tools Tab/Ribbon is a
Move Chart Location button. Click the Move Chart — T

|Location|

Location button. L
Move Chart

When you click the Move Chart Location button a Move gttt
Chart menu screen will appear (like the image below). '

Mowve Chart

Choose where wou want the chart to be placed:

\,_HTJ’,]J AE) New sheet: | My Budge'}g\hart |

|._|J_j‘ ) object in: |5heet1 \ w |

L ] 4 _][ Cancel ]




Click on the small circle to the left of New Sheet and change Chart 1 to My Budget Chart — as
indicated above. Then click the OK button.

Look at the bottom left of your Excel screen. You will see a new Tab — My Budget Chart!
Your data is on Sheet 1. We’ll rename it when we have finished working with our chart.

yd
M 4 » M| Sheet4 | My Budget Chart -~ Sheetl ~ Sheet? -~ Sheetd - %1 &

You should be on you’re My Budget Chart Tab. If not, click this tab. Your chart should now fill
the Excel screen. Click in one of the outside corners of your chart.

$1,600.00 X

$1,400.00

$1,200.00

$1,000.00

$800.00 H [ncome
W Expenses
$600.00
$400.00
$200.00 -
50.00 -
SEPT ocT NOV DEC
Sheetl .~ Sheet2 ~ Sheetd -~ . e T ey T m
Chart Tools

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

yid
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mybudgetxls [Compatibility Mode] - Microsoft Excel

ﬁ:'@ H9-®-0@4): Chart Tools
~ Home

i B =l=E
Change Save As Switch Sele’:t Ed M 'DEE_ ; II II

Chart Type Template | Row/Column Data

Insert Page Layout Formulas Data Review View Design Layout Format

YUY

i ]
h i k I B o
T chart

Type Data Chart Layouts

Chart Styles Location

Notice that there is a Chart Layouts Formu
Group in the Chart Tools Ribbon.

las

Chart Tools

Data Review View Design Layout

There are many different Layouts you E ® | i i i

can choose to enhance your chart.

— ||I|Hﬂ

Click the More down arrow in the

[
Chart Layouts \
More

lower right corner of the Chart

Layouts Group. $1,600.00 T [

When you click the More arrow an image similar to
the one on the right will appear. We’ll choose the
Layout in the upper 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 manner. To the right
of the Chart Layouts Group is the Chart Styles
Group. To see these styles, click the More down
arrow on the lower right of the Chart Styles
Group.

Chart Tools mybudgetxls [Compatibility Mode] - Microsoft Exce

Design Layout Format

-

Change the overall layout of the

Formulas Data Review

/|

TunﬁT“ d b

Chart Styles

More

Chart Title I
Chart Styles

Change the overall visual style of
the chart.

A Chart Styles menu screen (similar to the one below) will appear. You can click the various
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choices as you desire. Each time you click, you’re My Budget Chart will change to the Style you
chose.

Chart Tools mybudgetxls [Compatibility Mode] - Microsoft Excel

View Design Layout Format

THTHEY
THTHENY
hd kd kd
hd hid kd

THTHY
THTHEY
hd hd ki
hd kd ki

hd bd kd bd ki kd kid
I Y Y Y R P O

If you don’t like the Chart Styles, you can use the Undo Arrow (in the q
Quick Access Toolbar) to remove them.

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

We’ll show you another way to enhance the colors of your bars in a moment.

If you would‘like to change your Chart L Save As Switch  Seled : |1
Type — look in the upper left corner of jhart Type Template | Row/Column Data i
the Chart Tools Ribbon. You’ll see a Type . Data ; Ch

Change Chart Type button. L Change Chart Type

A Change Chart Type menu A

screen (below) will appear. Currently it is “on” our
2-D Column Chart. We’ll change it to a 3-D Clustered Column chart next.

Change to a different f chart.
Click the Change Chart Type button e s A
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Change Chart Type

3 Templates olumn / o)
st ] 1 o] %) 98] 90
% :i:r J{ﬂﬁl J_B_B, J_E-B "i_ED Clljjstered Cnlumn! M L
Area

e | ] ] ] 8] b
& suface Line
it A ]t 24 L s
W Radar Pie

o | o] AR | an o &
| Manage Templates... | | Setas Default chart | ok | | cancel

We’ll click the 3-D Clustered Column choice and then click the OK Bbutton. As soon as we
click the OK button our entire chart changes to a 3-D Chart.

Chart Title
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Another way to change chart colors '

|
On Pages 44 & 45 you saw hgw you could | S
change the colors of the bars in your chart s40000 | .
(Chart Styles). Here is the second way to ;o
change colors that we promised. ' e i

| 0 Select Data..

. $20000 - { :

Move your cursor over one of the bars in | /| 3-D Rotation...
your chart and click the RIGHT mouse | Add Data Labels
button. When the pop-up menu appears, 5000
click the Format Data Series... selection. %  Format Data Series...

SEPT il
A Format Data Series menu screen (like the one below) will appear “over” your chart. In our
original chart the Income bars were blue. We think green would be a better color for our Income
bars. So, we clicked the Fill choice on the left. When the Fill menu appeared on the right, we
clicked the small circle to the left of Solid fill and then clicked the down arrow on the right
side of the Color button. Then we clicked the green color choice (if you would like to see a lot

more colors you can click More Colors...). As soon as we clicked our Income bars changed to
green.

Notice the other choices in the Fill menu area. Experiment with the other choices as you desire.
You can really get some neat effects with Gradient and Picture or texture fill.

When you are finished, click the Close button.

s o0 ___________________________
|
Series Options Eill
|
- e Shape O Mo fil
$1.20000 ] il
! _) Fil | | @ solid fill <—
| )
i ) Barder Color © gradient il
| ) Picture or texture fil
$1.000.00 |- || BorderStyles |~y o tomatic
| Shadow [ Invertif negative
| S
| —— soFomat | | cobr: [ v e —
00 — ]
| : Transpa Theme Colors §|
| H EBEREEE
i
$600.00 I & o Income
ST romee
|
o0 I Standard Colors
I [ § FEER
a: More Colors...
| -
$200.00 I
|
i
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Changing Text

To change text in Excel 2007 you need to click on the text, the Legend, or the axis on which the
text is located.

——Calibriff- |18 - A 4 B -Z - F

We RIGHT clicked on our Chart Title and D, == A-EE
two menus appeared. The upper menu is ]Char rar |
another new, great feature in Excel 2007. It’s : gy Delete
called the Mini Toolbar. The lower menu is the € Reset to Match style
standard menu that appeared previously. ] EditTedt

A | Font..

ﬁh Change Chart Type...

B seled Data..
7| 3-DRotation...
5  Format Chart Title...

|
=> Calibri %1& AP j%

We clicked the down arrow to the right of % ehick a
Calibri and a drop down menu of font
choices appeared. We moved down the list i Chiller

and clicked-on Comic Sans MS. You move S % Colonna MT
down the menu and choose a font you like. T ComieCans s

T CommonBullets

As soon as we clicked our font choice, our

Chart Title changed to that font. B Comics:- P4 (= K & -2 - F)
. 7B =EE=A-=E:

You can also change the Font size, Bold, | === = :

Color, and more using the other Mini | - |

Toolbar selections. Experiment as you J'Char..r Tl TI e J']

desire T TTTTmTmEmmmm T

Now we’ll change our Chart Title to something more R ——— 9

meaningful. Move your cursor over Chart Title and I i |

click the left mouse button three times quickly. This : C har"l' Tl 'I'I e

will highlight all of the title — just like Microsoft Word. e ] J}

Or, you can click and drag your cursor of the title to

highlight Chart Title.
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Type in a title for your budget. We typed in the title you see below. When you have finished
typing your title, click the left mouse button in an “open” area of your chart (to turn-off and
confirm the title)

@ T TS TS TS s oSS TS mm e —:,1
J' anie's & Gregg's Fal | 2007 Budget
I L Fill

Border Calor ) No fil
If you desire to enhance your text some more, Border Styles | | O Solid fil
RIGHT click on the title and the Format Chart Shadow O Gradient fil
Title menu screen will appear. You can use O Picture or texture fil
this menu to augment your text. 3D Format (%) Automatic

Alignment

Now it would be a good time to Save again.

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

Changing (Renaming) Excel 2007 Tabs

If you would like to have logical names for your Excel 2007 spreadsheet tabs — rather than
Sheet 1 and Chart 1, we’ll show you how to do this.

At the bottom of your spreadsheet you will see you tabs (like the image on the below). To
change the name of one of the tabs, place your cursor over a tab and click the RIGHT
mouse button.

M 4 » M Sheetd My Budget Chart Sheetl - Shee Insert...
We’ll change the name of Sheet 1 first. / Delete
Rename
/) Move or Copy...
RIGHT click on Sheet 1and the drop down menu screen to the G View Code
right will appear. Choose Rename. &)y Protect Sheet..
Tab Colar 4
Hide
ﬁ Select All Sheets
Sheetl e 3
When you choose Rename, the Sheet 1 tab will “turn black” — like
the image on the right. As soon as you see this, type in the name Sheetl

you want for your chart. We typed in Budget Data.
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As soon as we began typing, the tab name changed. When we finished, the Tabs for our Chart
and Data looked like the image on the below.

My Budget Chart Budget Data

So, anytime you need to change Tab names, all you have to do is Right Click and Rename.

Some additional Charting

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

corner circle and move the cursor until you see an arrow with two heads « . Click and hold

down the left mouse button and drag down and to the left then let go. Your graph will get
smaller. You can make the graph area of your chart smaller or larger as you desire.

Legend Area - Click-on the Legend on the right (box with Income and Expenses). When you
see the corner “grabbers,” make the Legend box a bit larger. Then click right in the Legend
area. When the Quick Toolbar appears, make the font bold and size 14.

Printing Charts - Now let's look at your graph and then print it. Click the Print Preview
button you placed in the Quick Access Toolbar. If you like what you see go ahead and print the
graph. If not, close Preview and make some more graph changes. If you have a color printer,
your graph will print in color.

Whenever your graph is visible, you can point to any area of the graph, and click the right
mouse button on the area, and edit that particular area. You can also click-right in the chart
itself.

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

undo button at the top of the menu screen and try again. "'1

Note: No matter what type of printer you have, graphs take awhile to print. Be patient.

Well that's it Excel 2007 fans! Go for it!

Microsoft Office Tutorials

In addition to this tutorial, other Office tutorials are available at:

51



http://www.officetutorials.com

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

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

murray.t@lynchburg.edu

Thank you for your patience and good luck.
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