Getting Started with Excel 2007

Open Your File (Existing File)
Click the Microsoft Office Button to open this menu.
In the menu, click Open to open an existing workbook.
You're opening an existing workbook created in a previous version of Excel. Click the
Microsoft Office Button in the upper-left corner of the window. There you'll get the
same commands you've used in the past to open and save your workbooks.

Click Open and click the file you want to Open.

That's all you have to do to open a file created in a previous version.
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Open Your File (New File)
Click the Microsoft Office Button to open this menu.

In the menu, click New to open a blank workbook.

Insert a Column
The worksheet contains rows of products ordered from various suppliers.
You need to add a column for categories, to identify the various products as office
supplies, beverages, food, and so on. You want that column to go between two columns
of data already in the worksheet.
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You want to add the column to the right of the Quantity column, so you click in the
Supplier column. Then, on the Home tab, in the Cells group, click the arrow on Insert.
On the menu that appears, click Insert Sheet Columns.

A new blank column is inserted, and you enter the new data in the column.
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Now that you've added a column and added data, if you need to adjust the column width
to fit the data, in the Cells group, click the arrow on Format, and then in the list that
appears click AutoFit Column Width.

In the Format list are all the commands to adjust row height and column width, as well
as to hide and unhide rows, columns, and sheets.
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Format and Edit Data
Format data and edit data by using commands in groups on the Home tab.
The column titles will stand out better if they are in bold type. You select the row with
the titles and then, on the Home tab, in the Font group, you click Bold.

In the Font group, you click the arrow on Font Color, and you see many more colors to
choose from than before in Excel. You can see how the title will look in different colors
by pointing at any color and waiting a moment. This preview means that you don't have
to make a selection to see the color. Then undo your selection if it's not what you want.
When you see a color you like, click it.
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To change the font size, you can either click the Increase Font Size button
, or you
can click the arrow beside the Font Size box to see a list of sizes (this method gives
you the same live preview as for font colors).

To center cells, select them. In the Alignment group, you click the Center button

.

Enter a Formula
To enter a simple formula, on the Home tab, in the Editing group, click the Sum
button.
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On the Home tab, it's in the Editing group. Place the cursor in the last cell in the
Quantity column, and click the Sum button. Then press ENTER. Excel adds the
numbers up by using the SUM function.

To do more than add, click the arrow on the Sum
button. Then click any of the
functions on the list that appears: Average, Count, Max, or Min. If you click More
Functions, Excel opens the Insert Function dialog box where you can choose from all
of the Excel functions.

Or click the Formulas tab and check out the Function Library and Calculation
groups.
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Add Headers and Footers
To add a header, in Page Layout view, click in the "Click to add header" area. The
Header & Footer Tools and the Design tab appear at the top of the Ribbon.
First, change to Page Layout view. Click the View tab, and then click Page Layout
View in the Workbook Views group. (Or click the middle button on the View toolbar
at the bottom of the window.)

It is very easy to add headers and footers in Page Layout view. Instead of opening a
dialog box to add a header, just click in the area at the top of the page that says Click
to add header.
As soon as you do, the Header & Footer Tools and the Design tab appear on the
Ribbon. These have all the commands to work with headers and footers.
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Print
Make adjustments to your worksheet on the Page Layout tab before you print.
In Page Layout view, you can make adjustments to your worksheet and see the
changes on the screen, before you print. Click the Page Layout tab to fine-tune your
printing options.
On this tab, in the Page Setup group, you can click Orientation and then select
Portrait or Landscape. In Page Layout view, you'll see the orientation change, and how
your data will look each way.

Still in the Page Setup group, click Size to choose paper size. You'll see the result of
your choices as you make them. What you see is what you print.
The New Workbook Window
The New Workbook window offers you everything from a blank workbook to online
Excel templates.
When you click the Microsoft Office Button
and then click New, the New
Workbook window opens. At the top of the window, you can select either a new blank
workbook or a template.
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To the left are different template categories for templates installed with Excel 2007.
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