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EXCEL  2007 BASICS 

Starting Excel 2007 with XP  

Click the ñStart Buttonò, All Programs, Microsoft Office, Microsoft Excel 2007. 
 

Starting PowerPoint in ô07 with Vista 

Click the Microsoft Office Button with the Vista flag logo ñStart Buttonò, All Programs, Microsoft 

Office, Microsoft Excel 2007. 

Getting started with Excel 2007 you will notice that there are many similar features to previous 

versions.  You will also notice that there are many new features that youôll be able to utilize.  There are 

three features that you should remember as you work within Excel 2007:  the Microsoft Office Button, 

the Quick Access Toolbar, and the Ribbon.   

Microsoft Office Button  

The Microsoft Office Button performs many of the functions that were 

located in the File menu of older versions of Excel.  This button allows you 

to create a new workbook, open an existing workbook, save and save as, 

print, send, or close. 

 

 

Quick Access Toolbar  

The Quick Access toolbar is a customizable toolbar that 

contains commands that you may want to use.  You can place 

the quick access toolbar above or below the ribbon.  To change 

the location of the quick access toolbar, click on the Arrow at 

the end of the toolbar and click Show Below the Ribbon. 

 

You can also add items to the quick access toolbar.  Right click 

on any item in the Office Button or the Ribbon and click Add to 

Quick Access Toolbar and a shortcut will be added.   

 The following figure demonstrates adding the Paste button to 

the Quick Access Toolbar.  
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Ribbon  

The ribbon is the panel at the top portion of the document   It has seven tabs:  Home, Insert, Page 

Layouts, Formulas, Data, Review, View, and Add-Ins.  Each tab is divided into groups.  The groups are 

logical collections of features designed to perform functions that you will utilize in developing or editing 

your Excel spreadsheets.   

 
 

Home :   Clipboard, Fonts, Alignment, Number, Styles, Cells, Editing 

Insert : Tables, Illustrations, Charts, Links, Text 

Page Layouts : Themes, Page Setup, Scale to Fit, Sheet Options, Arrange 

Formulas : Function Library, Defined Names, Formula Auditing, Calculation 

Data :   Get External Data, Connections, Sort & Filter, Data Tools, Outline 

Review :   Proofing, Comments, Changes 

View : Workbook Views, Show/Hide, Zoom, Window, Macros 

Add - Ins : Educator tools, Student tools (This tab only available on LPSS imaged machines). 

 

Commonly utilized features are displayed on the Ribbon.  To view 

additional features within each group, click the dialog box launcher 

(arrow) at the bottom right corner of each group. 

 

Mini Toolbar  

A new feature in Office 2007 is the Mini Toolbar.  This is a floating toolbar that 

is displayed when you select text or right-click text.  It displays common 

formatting tools, such as Bold, Italics, Fonts, Font Size and Font Color. 

EXCEL Spreadsheets 

 
A spreadsheet is an electronic document that stores various types of data.  There are vertical columns 

(Labeled A, B, C, D, etc) and horizontal rows (Labeled 1, 2, 3, 4, etc).  There are 16,384 columns and 

1,048,576 rows in a worksheet.  Move from cell to cell by hitting Tab key (moves cursor to right), Enter 

key (moves cursor down), arrow keys (moves cursor in direction of arrows) or by mouse clicking in 

desired cell. 

TABS 

GROUPS 
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A cell is the intersection of a column and a row.  A cell can contain data and can be used in calculations 

of data within the spreadsheet.  In the image below the cursor is on cell A1.  Row 1 and Column A are 

ñbold,ò and colored ñorange.ò This indicates what is called the ñaddress of the cell.  Right above cell 

A1, A1 is displayed in a small box called the Name Box. Whenever you ñclickò on a cell, the address of 

that cell will display in the Name Box.   

 

The default Excel workbook contains three 

worksheets.  The workbook is the holder for 

worksheets.  Think of the workbook as a 

loose leaf notebook and worksheets as the 

pages in the notebook.  A worksheet is the 

primary document used by Excel to store and 

work with data--also called a spreadsheet.   

A worksheet consists of cells that are 

organized into columns and rows; a 

worksheet is always stored in a workbook.  

The number of worksheets that can be added 

to a workbook is limited only by the amount 

of computer memory available. 

Sheets can be added by clicking the Insert Worksheet icon  located 

after the last sheet or by going to the Home tab, Cells group, clicking the 

drop down arrow to the right of the Insert button and choosing Insert Sheet.   

To rename a sheet, place cursor on the sheet name (Sheet 1 on bottom of 

worksheet), right click, choose Rename.  The Sheet 1 tab will turn 

black.  Type a name that indicates what 

information is contained on the sheet.   

PRACTICE:  Rename Sheet 1 �± Sales Data.  Rename Sheet 2 - Practice. 

 

Name Box 


