Excel 2007

1.  What’s New
· Ribbon - more intuitive (for novices)

· More compact files (Zip in disguise)

· Can save as a .pdf

· Better looking Charts

· Goes from A1 all the way to XFD1048576

2.  The Ribbon


· Office Menu (working with files, printing your work, configuring how Excel behaves)
Save As

.xlsx

Open (with a twist)

· Help

· Quick Access Toolbar (drop down arrow, customize)

· Collapsing/ Restoring the Ribbon (double click any tab title)

· Expanding the formula bar
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Note:  Watch for drop down arrows.

· Home Tab
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· Insert Tab
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· Page Layout Tab
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· Formulas Tab
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· Data Tab

[image: image6.png]@ HEOSAREY~ Bookt - Microsoft Excel -Bx

Home  Insert  Pagelayout  Formulas | Data | Review  View @ - = x
3 From Access ﬁ EE By emmecons & Clear g B man [ croun £ Dota Anaisis
B Fromwen & ropetis T ooy [Beconsolaste | < Ungroup
FromOther | _Existing | Refresh 2 Fiter Tetto Remove

{2FromText ources~ | Connedtions | All- = EditLinks 2 Advanced | Columns Duplicates [ Wnat1f Analysis - || £ subtotal
Get External Data Connedtions Sort &Fitter Data Tools outine | analysis





· Review Tab
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· View Tab
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3.  Status Bar Indicators

· Average, Count, Numerical Count, Minimum, Maximum, Sum

· Zoom

· Zoom Slider

Quick Reference – Excel 2007
Add Series to a Chart – Design Tab (Choose Select Data)

AutoSum - Home Tab or Formula Tab

Charts (create) – Insert Tab

Charts (format) – Insert Tab

Comma Style - Home Tab or Right-click on the cell(s)

Delete Cells/Rows/Columns/Sheets – Home Tab

Gridlines – View Tab

Increase/Decrease Decimal – Home Tab or Right-click on the cell(s)

Insert Cells/Rows/Columns/Sheets – Home Tab

Percent Style - Home Tab or Right-click on the cell(s)

Select Data – Design Tab

Sort – Data Tab

Zoom – View Tab
