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Transition from
Excel 2003 to Excel 2007
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Transition from Excel 2003 to Excel 2007

Excel 2007 has a new look with many new features. Commands and features that were often
buried in complex menus and toolbars are now easier to find on task-oriented tabs that contain
logical groups of commands and features. Many dialog boxes are replaced with drop-down
galleries that display options and descriptive tips or sample previews to help you decide on the
right option.

No matter what activity you are performing, Excel presents the useful tools to successfully
complete the task.

Course Objectives:

e The Ribbon, the Office Button, Page Layout view and the Quick Access Toolbar
e Create, open and save Excel workbooks using the Office Button

e Select, format, copy and move data using the Home tab

e Create simple and complex formulas and calculations using the Formulas tab

e Format worksheets using the Ribbon

e Using the Page Layout tab to set up worksheets for printing
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= The Ribbon, the Office Button and the Quick Access Toolbar
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e The Ribbon - Upon launching Excel 2007 for the first time the most noticeable change is
likely Microsoft’s replacement of the traditional toolbars and menus with the Ribbon. The
Ribbon presents you with a panel of commands which are organized into a set of tabs
(known as the Tab Bar). Each task-oriented tab presents groupings of tasks and their
associated subtasks.

e The Microsoft Office Button E_';» - The Microsoft Office Button has replaced the File
menu in earlier versions of Excel. By clicking on this button, you are presented with the
commands previously found in the File menu of Excel 2003, including New, Open, Save,
Save As, Print and Close. In addition, some of these commands include an expandable
menu to provide additional options.

e Live Preview - Another new feature in Excel 2007 is Live Preview, which temporarily
applies formatting on the selected text or object when you mouse-over any of the formatting
buttons. This temporary formatting is removed once the mouse pointer is moved away from
the button, allowing you to preview how the text would appear without having to apply it.

e Mini Toolbar - The Mini Toolbar pops up whenever text is Arial -[12 -

selected. This new feature provides easy access to the most

commonly used formatting commands in Excel. The toolbar will
also appear when you right-click on a selection of text. Initially, the toolbar is
semitransparent to allow you a nearly unobstructed view of the text beneath, and becomes
opaque when the mouse pointer moves over it.

B I A-A N

» Quick Access Toolbar - The Quick Access Toolbar is N HEB&A9- B3y )+
a customizable toolbar which contains shortcuts for >
commonly used tools. You have the ability to add and
remove the toolbar buttons based on your personal preferences.

Home Insert Page Layout Farmulz

e Status Bar - The Status Bar is located in the lower right hand corner of the Window. It
controls allow you to change the view and size of your workbook.
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= Create, Open and Save Excel Workbooks (Office Button)

As was the case with Excel 2003, when you first open Excel 2007, a new workbook
(named Book1) will be created automatically with three worksheets (Sheetl, Sheet2, and
Sheet3).

What is new in Excel 2007 is the size of each
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worksheet. Each worksheet contains 1,048,576 ‘E?}
rows and 16,384 columns. ) new i
1 Bookl.xlsx
= Create a New Workbook L.
H e 4 Encryption Progress.xlsx
If you want to create a new workbook, click ' e
the Microsoft Office button and click B sess > s
New. There are many options in the New famt & VicintyMileageReimbursement. 15t Quarter, 20;, -3
Workbook window; choose Blank Workbook and | “F ™™ & viniiesgeRempusenentais '
click Create. There are many Microsoft Office
Online Templates available when you select 2139
N ew h Blank and recent - e
= Open an Existing Workbook J
Click the Office Button and select Open. From
the resulting menu, navigate to the existing
workbook you wish to open. Click the Open
button once you've selected your workbook.
3
= Save Files Do ] _cee
Saving files in Excel 2007 is done through the
Office Button or the Quick Access toolbar. Gy neBdas-c ob -
] ) . j New Save a copy of the document
v' To save a file, click the Office Button and select . =7 [ M
Save. Navigate to the location and save your o ot
il S | WEREEREEL...
[ & Excel Binary Workbook
v/ Save an existing workbook as a new Excel ol = | emesmaeecn o ama
workbook or file type, click the Office Button S swe | B o tontiont s
and select Save As. Select the file format from o | e empable i BeET
the resulting menu. Navigate to the location and . g Adoberor
save the new copy of your file. Z] revere ¥ g Ene e s or otne ot
#f Send ¥ | [ Other Formats
New in 2007: When you select Save, Excel - o & Mot

saves the workbook in the default file format. If
you are working on a workbook that was made
in an earlier version of Excel, the workbook will
be saved in that same version of Excel (.xls).
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If you are saving a workbook that was created in Excel 2007, the workbook will be
saved in the Excel 2007 format (.xIsx)

Compatibility Mode and Converting Workbooks

You may find that there are times you will need to access and edit workbooks created
in previous versions of Excel. The following information will provide you with the
resources you need while working with these workbooks.

v" Compatibility Mode

When you open a workbook created in previous versions of Excel, Compatibility
Mode is turned on and you will see Compatibility Mode in the title bar of that
workbook window. While you are able to open, edit and save workbooks created in
previous versions of Excel, you will not be able to use any of the new or enhanced
Excel 2007 features.

v Convert a Workbook to Excel 2007

1. Click the Microsoft Office Button, then click Convert.
2. A dialog box will appear and inform you that the workbook will be converted

with the new features of Excel and the original workbook will be deleted and

can’t be restored after the S .

conversion. Click OK. @ HRB& L9 G - s
3. A 2" dialog box will appear and

. New Prepare the document for distribution
inform you the workbook j e T
conversion was successful and in s L5 Eie;_\;langetiitwmkdbgokpr%pemes,such
J Upen as Title, Authar, and Keywaords,
order to use the new features, the ' "
. A =7, Inspect Document
WOFkbOOk Wl” need tO be Closed, |"§ Convert _| Check the workbook for hidden metadata
H : - ar persanal information,
then reopened. Click Yes. H o o
Save T Increase the security of the workbook by
1 —_ d i
v Run the Compatibility Checker SISe Frmion
H Save As P o Restrict Permission
A - -} Grant people access while restricting their 4
The Compatibility Checker will check o e
. e Print L4 ~  Add a Digital Signature
your workbook for features which are EH D Eosoactic Sitoniie sk e mukbockity
not Supported by earller versions Of ﬂ‘ S— adding an invisible digital signature.
- I i =@ Mark as Final
.Excel' Add|t|0na”y, the defaUIt i‘s[") Let readers know the warkbook is final and
installation of Microsoft Excel 2007 g e make it read-only.
1 ihihi gl Run Compatibility Checker
InC|UdeS the Compatlblllty CheCker DR O L‘:\% Check for features not supported by earlier
= versions of Excel.

1. Click the Microsoft Office Button.

2. Select Prepare.

3. Select Run Compatibility Checker from the resulting menu. Any compatibility
issues will now display in the Microsoft Compatibility Checker dialog box.

4. Click OK to close the dialog box and return to your workbook.
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=» Customize the Quick Access Toolbar
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(QAT) _:, - Home Insert Fage Layout Fo
1. Click the drop-down arrow next to the Customize 3 J‘ Arial (12~ AT
Quick Access Toolbar button. Paste  , ||[B 2 U ~ll55 By Al
2. From the resulting menu, select More Commands. ~ ~ 7/ ——— -
3. From the Choose commands from drop-down Shighoard el r“

menu, select a category.
In the box on the left, select the command you wish to add and click the Add button.
Click the OK button.

ok

Note: To remove a command from the toolbar, select the command you wish to
remove from the box on the right, and click the Remove button.

Note: A quick way to add a command is right click on the command on the ribbon you
want to add, then select Add to Quick Access Toolbar. To remove a command
from the Quick Access Toolbar, right click on the command and select Remove from
Quick Access Toolbar.

Using Undo and Redo H =

v" You will find the Undo and Redo commands on the Quick Access toolbar.

v" If you click the Redo button (which in this case is a Repeat arrow: g5 ) the text
will be repeated.

v" You can also click the down arrow beside the Undo button to undo several actions.
You can Undo 100 levels in Excel 2007, compared to 16 levels in Excel 2003.

= Navigate the Ribbon

i Eu,.a T HEB&RQ - Bookl - Micrasoft Excel =
-’/ Home Insert Page Layout Formulas Data Review View Dieveloper Add-Ins Get Started Acrobat o -
a v = L LLLY - -‘u[ = ¥ -
& Arial -1z A lF= §|'§}"| = | General b Eﬂ ;/ ‘d S e %? }}
53 e ™3 % Delete - E]'
Paste B I U-|i~|d-A-E=E = =|EEE + 9 9 ||%8 .00 Conditional Format Cell et . Sorté& Find &
- S e g . bt Formatting ~ as Table - Styles = || (2 Format = || &2~ Fifter+ Select~
Clipboard ™ I Font I I i I I I|c|nment| m Styles Cells Editing
Tabs
Groups

There are seven ribbon tabs plus contextual tabs (picture, chart, table) when objects are
selected, as well as and ribbon groups within each of the tabs.

The Dialog Box Launcher Fi

Dialog Box Launchers are small icons that appear in some groups. Clicking a Dialog Box
Launcher opens a related dialog box or task pane, providing more options related to that
group.
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= Navigate the Office Fluent Ribbon

Access keys or Hotkeys provide a way to quickly use a command by pressing a few keys,
no matter where you are in the program. Every command in Office Excel 2007 can be
accessed by using an access key. You can get to most commands by using two to five
keystrokes. To use an access key:

— u =1 e A =
- | - ook = o of =
3) BEnlBlaialn it s
- e I Pag out Formuilas Review Wi Developer
i (i P ] 1R n
=] ® |l ial »liz. [T = aen | S General -
EE e
Paste o |IB £ U ~||E || A -| || B = S||FEHF 2|8 - % %08
Clipboard = Font [ Alignment ] Humber P
1. Press ALT.

The Key Tips are displayed over each feature that is available in the current view.

2. Press the letter shown in the Key Tip over the feature that you want to use.

3. Depending on which letter you press, you may be shown additional Key Tips. For
example, if the Home tab is active and you press N, the Insert tab is displayed, along
with the Key Tips for the groups on that tab.

Continue pressing letters until you press the letter of the command or control that you
want to use. In some cases, you must first press the letter of the group that contains
the command.

=» Work With Your Workbook

When you open Excel for the 1% time, the blank page presented will appear with all
“default” settings. You can easily change the settings, many of which are located on the

Home tab.
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1. Clipboard - Copy, Cut, Paste, Format Painter
2. Font - Font size and style, bold, italics, underline, text highlighter color, font color.

3. Alignment - Options to align information in cells horizontally and vertically,
orientation, indention, merging and text wrapping

4. Number - Formatting numbers in selected cells



5. Styles - Apply table styles to groups of cells and individual styles to individual cells.
There is also a conditional formatting control which allows you to quickly apply special
color coding and other rules to cells conditionally (based on particular aspects or
qualities of the data).

Conditional
Formatting

]
Er-.g
=g

Conditional

Formatting ™

This button allows you to create formatting rules based on conditions
of your choice. For example, you can ask Excel to automatically
color a cell red if the value in a cell is less than or equal to a certain
number.

Format as Table

i

Format
as Table ™

Clicking this button allows you to quickly format a selection of cells
with one of several preset table styles.

Format Cell

L

Cell
Styles ™

Clicking this button allows you to quickly format a cell or selection of
cells with any one of a number of preset cell formats.

6. Cells - Gives you control over inserting, deleting, and adjusting

the size of a cell or group of cells. S Insert =
o ) _ T Delete -
Clicking the small arrow on each button displays a menu of options ..

. . . . | Format -
corresponding to the button in question (insert, delete, or format). e
As you might expect, the Insert button drop down menu allows
you to insert cells, rows, columns, or sheets, while the Delete button
drop down menu allows you to delete cells, rows, columns, or
sheets. |;_| Format =

The Format button drop down menu allows you to change the
height, and the width of cells. It also provides options for hiding - visibiity
sheets, rows, or columns, as well as options for organizing and -
protecting your worksheets.

Cell Size

1 3L Row Height..
AutoFit Row Height

| Column Width...
AutoFit Column Width

Default Width..,

Hide & Unhide 4
Organize Sheets

Bename Sheet

Move or Copy Sheet...

Tab Color 3

Protection

i)y Protect Sheet...
Lock Cell

2
% Format Cells...




7. Editing - The editing button group provides quick access to some useful arithmetic
features, filtering and sorting features, and a convenient search and replace feature.

The small arrow next to the summation symbol (%) will display a - ﬁl? !ﬁ
menu of simple but useful mathematical formulas. - Z

Sort & Find &
T Filter~ Select -

Editing

The button immediately below this (with a thick blue arrow)
provides a menu of options for continuing a pattern of data into
another adjacent selection of cells.

Down
Right
Up 1
Left 1

€ =] @ |«

The button immediately below this (the little white eraser) allows
you to clear all, formats, contents, or comments

Series..,

Justify

The Sort & Filter button provides options for sorting in ascending or descending
order, as well as options for applying filters to selections of data.

Finally, the Find & Select button’s drop menu allows you to quickly find cells with
formulas, cells with comments, or cells with conditional formatting or data validation
rules. Moreover, there are also options that will display the Find and Replace dialogue
box, as well as the Go To dialogue box.

= Conditional Formatting

In Excel 2007 you can design a worksheet in such a way that data is formatted
differently, based on the values the data assume at any given time. This is called
conditional formatting.

This spreadsheet is
conditionally formatted to
highlight cells in different
colors depending on the cell

values.
A B E
1
2| 100 1
1. To use conditional formatting, first select arange 2| e 3
. 4 20 567
of data that you want to apply the formatting to. B R
6 750 398
7
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2. The next step is to click on the Conditional Formatting button on the Home
Ribbon.

£ e .-. £ T . ( Salnset ~ | E -
T |A B ]| E=EE ;p| | [Genenst LB % = i E]'
e [ ﬁﬁ m@ |anaﬂ|ng af:‘:l‘:la: Si:leeI:‘ mﬁ’"““ ‘2 f
gl Alignment ] Humber | q Cells ‘_
E-F!ﬂ Highlight Cells Rules »
e TR TR RV R T o  uadiions
1 e
3 [EDE
- 654 ! E E E
750 08 More Rules..
A
E—I ﬂew Rulz .
| lear Rules L
' Manage Rulizs..

This will display a menu of conditional formatting options. From this menu, you can
choose:

Highlight This will highlight cells that are greater than, less than,
Cells Rules | between or equal to values that you can specify.

Top/Bottom | This option will allow you to highlight the top or bottom
Rules numbers or percent in the selected cells.

Data Bars Will display colored bars that are indicative of the value in the
cell. This is what is used in the image above.

Color Scales | Will use different shades of color to represent different
values, from low to high.

Icon Sets Will use sets of similar icons that will visually indicate a cell’s
value.

You will also notice at the bottom of the menu options for creating a new rule, for
clearing rules, and for managing rules.

Each one of the conditional formatting menu options will display either a sub menu
or a dialogue box. As you let your mouse pointer hover over an option in the sub
menu, you will see a preview of the type of conditional formatting that your pointer
is on applied to the cells that you selected. To implement the conditional
formatting, just click the submenu option of your choice.

You can apply multiple conditional formatting rules to a group of cells by simply re-
selecting the group, and then adding another conditional format by using the menu
system discussed previously. The following image shows a group of cells with a
data bar conditional format and an icon set conditional format.
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The black and red circle icons represent low
values, while the yellow and green icons represent
higher values. You can also see that the size of
the data bar in each cell corresponds to the given
cell's value.

® 1000 1
@ 22000 a
P 0P 567
3500

O 70 898

Slofulafels -
b=l
m
1
1
1

Mew Formatting Rule

ormat all cells based on their values If you click the new rule option near
> Format only cells that contain... the bottom of the conditional

» Format only top or bottom ranked values formatting menu you W|” dISpIay

» Format only values that are above or below average the following Ne\;v Formatting Rule

» Format only unique or duplicate values

» Use a formula to determine which cells to format dialogue bOX-
Edit the Rule Description:
Format all cells based on their values:
R In this dialogue box you can
Minimum _ Mayimum _ configure more precise and specific
Type: Highest Value || conditional formatting rules. The
Value: [ (Lowest value) [EHE] (Highest value] options in the Edit the Rule

! I

Color: | N Description panel will change as
you clicking the different items in

the Select a Rule

Preview: |

i O, i [ Cancel J [ Preview J

=» Formulas Tab

El:.' = B D&+ Bookl - Microsoft Excel =

) _ : g - = x

— Home Insert Page Layout Farmulas Data Review View @ - =

f:r ¥ AutoSum v i)? Logical ~ [} Lookup & Reference ~ !‘3 -] Define Name ~ %43 Trace Precedents %‘[ Shaw Formulas j J

[ Recently Used = [A Taxt ~ [i® Math & Trig ~ > A7 Use in Farmula (% Trace Dependents ¥ Error Checking = &a

Insert . ) 4 o = _ Mame . X ) ) Watch || Calculation [T

Function [ Financial - [E7 Date &Time ~ [{f] More Fundtions ~ Manager B Create from Selection || 4 Remave Arrows = (%) Evaluate Formula | window Optians -
Function Library Defined Names Formula Auditing Calculation

The Formulas tab contains four sections, Function Library, Defined Names, Formula
Auditing and Calculation.

1. Function Library - This section gives you __ ik
h I b f redeflned f\: X AutoSum ~ m Logical - i.& Lookup & Reference ~
access to the large number of p _ &
EXCG| funCtlonS There are AutO Sum fUﬂCtIOﬂS, FL[;S‘;:EV-, [[& Financial - {57 Date & Time ~ (] More Functions ~

Financial, Logical, Text, Date & Time, Lookup Smdioniing
& Reference, Math & Trig, and More Functions. Additionally there is a section for
Recently Used functions so you can get back to the frequently used ones quickly.
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2. Defined Names - The defined names section allows ?--%ﬁ""_ =) Define Name ~
you to create names or variables to be referenced in £~ Use in Formula
Mame L7
other areas. Manager B Create from Selection

Defined Names

3. Formula Auditing - This section provides il Trace Precedents 2] Show Formulas Ewl
tools to manage formulas to make sure that =7 Trace Dependents ¥§ Error Checking ~ ‘;’d
they are correct. These tools are here to find 7 remove Amows « (4 Eraluste Formils | windan
out what cells your formula depends on, what e

cells depend on the current cell, and show the
formula in a cell instead of the resulting value. Additionally there is a tool for error
checking which will look for common errors in formulas.

4. Calculation - Here you can turn on or off automatic calculation from
formulas. If you turn off automatic calculations you can use the area  cajculation
to calculate the current cell or the whole sheet manually. Options =

Calculation
= Insert Tab
' Djn = E Q& - Bookl - Microsoft Excel SRt

—rJ Home Insert Page Layout Formulas Data Review View Add-Ins @ - =7 X

= | B@ ) S a N I : EL : _

P EEBEPD gxo@::-Q @ 12 4 7 &Q

PivotTable Table Picture Clip Shapes SmartArt | Column  Line Pie Bar  Area Scatter Other || Hyperlink Text Header WordArk Signature Chject Symbol

¥ Art T T % ¥ T - »  Charts T Box & Footer i Line ~
Tables MMustrations Charts iFl Links Text
The Insert tab has five sections for inserting most types of objects. The sections include:
Tables, lllustrations, Charts, Links, Text and Symbols.
1. Tables - The tables section has an option for Pivot Tables and =1
Charts and Tables. You can select an area and turn it into a P H
formatted table or pivot table with these options. Once you have PivatTable Table
created your table there is another tab which becomes available to X
work with the Table Design. This tab is shown below. Jabies
Table Design
|.7:n, HdR9-C-0& )¢ : it Table Tools

: Home Insert Page Layaut Farmulas Data Review View Add-Ins Design '@.J - 3 X
Table Name: ﬁSummari:e with PivotTable —'Z'J Y 57 Properties V| Header Row First Column
Tablel 1 Remove Duplicates - Total Row Last Calumn

% ) 3 Export Refresh o
‘L Resize Table || {7 Convert to Range - - -2 LN | Banded Rows Banded Columns

Properties Tools External Table Data Table Style Options Table Styles
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2. lllustrations - The lllustrations section allows you to insert hdl B8 (P T2
Pictures, Clipart, Shapes, and SmartArt. After inserting or Picture Clip Shapes SmartArt
selecting a picture you are provided with a new toolbar along S
the top shown here.

INustrations

Picture Format

-"i-:!n\". HE9-o- 4 HJJJ ¥ Bookl - Microsoft Excel Picture Tools - X
b ! | =
Home Insert Page Layout Formulas Data Review View Adddns | Format W - T X
i Brightness = j,g{ Compress Pictures | — — — —— — __'P Picture Shape = 4 Bring to Front 72
(D Contrast = Elg Change Picture |“| |d‘ p— d d d ~ | & Picture Barder = || 24 Send to Back
: T = Crop =] 2
{& Recolor ~ "'L‘g Reset Picture T = Picture Effects = Qb Selection Pane  Sh+ wo¢ 153 i
Adjust Picture Styles {F] Arrange Size F

This toolbar gives you the ability to change the brightness, contrast, shape, position
text wrapping and other options for the picture. Clicking off the picture or on one of
the other tabs will take you back to the standard toolbars.

The Shapes option of the lllustrations section allows you to insert lines, arrows,

boxes, basic flowchart shapes and a number of others. The SmartArt option provides

features like org charts, flow charts, illustrated lists and processes.

3. Charts - The charts section provides drop down “ N e :4 “ |_ ‘.)

menus to insert different types of Column, Line,

Column  Line Pie Bar Area Scatter Other

Pie, Bar, Area, Scatter and Other Chart types. - v~ v - Chamse

Once you create a chart, you will get three St o
additional tabs to work with your chart. They are shown below.

Chart Design Tab

E;n\w H @ o P _l '& = Bookl - Microsoft Excel Charr_'[g_m_s X
. Home Insert Fage Layout Faormulas Data Review View Add-Ins Design Layout Farmat '@' - 7 X

[l

oy @ = = [ %
: ‘ e [ e L IS
Change 5Save As Switch  Select i 1y | == | = I I I I L ‘ i ‘ . ‘ I I | || Move

Chart Type Template | Row/Column Data Chart
Type Data Chart Layouts Chart Styles Lacation
Chart Layout Tab
. i : — e
(Cin H @ - _ltf_—li = Bookl - Microsoft Excel Chart Tools - T X
—/ Home Insert Page Layout Farmulas Data Review View Add-Ins Design Layout Format @ - = x
Plot Area - T [z = - - " { EEE ; A Chart Wall # @] Lines i
ba (@ | | (U] |om| o] |d0) ) e () || e &
{?/ Format Selection B | Chart F 4| Up/Down Eal
Picture Shapes Text Chart  Axis legend Data Data Axes  Gridlines Plot N Trendline Properties
&% Reset to Match Style - Box Title = Titles = - Labels * Tahle = - - Aregw 3-D Raotation - J Errar Bars = -
Current Selection Insert Labels Axes Background Analysis
Chart Format Tab
l:'.—'.":- H @ ) - ‘_l @ ¥ Bookl - Microsoft Excel Chart Toaols =
Home Insert Page Layout Farmulas Data Review View Add-Ins Design Layout Farmat @ - = X
Chart Area ad &Shape Fill = é > 4 Bring to Frant -
{%Farmat Selection + | L& shape Outline - A A p - g ~ || g Send to Bach =
& Reset to Match Style ¥ | b Shape Effects = = - Q]',e Selection Pane 5 T
Current Selection Shape Styles ] Waordart Styles {F] Arrange Size (F]
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¥

4. Links - The Links section provides options for inserting hyperlinks )
to your spreadsheet. Hyperlink
Links

5. Text - Options in the Text section include _
Text Box, Header & Footer, WordArt and u ; 4{[ j’ ggj Q
m_any predef!ned tex.t blocks like a Text  Header WordArt signature Object Symbaol
Signature Line, Object and Symbols. There Box & Footer = Line =
are many options to setup on your own, or you Text
can use Excel's predefined options.

= Page Layout Tab

'|:;|ﬂ" HE 9 - Q _i_-;_{ ¥ Bookl - Microsoft Excel

o -

- Haome Insert Page Layout Farmulas Data Review View Add-Ins 7]

ﬂ!.aj EC-Jl-JI'S g [ Y [j ]'j :'j' {3 Width: Automatic = | Gridlines | Headings I;Bring to Frant = |2 Align =

4 [E==¢ L 0| = 5 =y

e F-:unts * ! L= el ! 3| Height: |Automatic = ||| ¥ View | @ view || 2 Send to Bach L] Group
Themes Margins Orientation Size  Print  Breaks Background Print T g

- Effects = - - Areg ™ - itle | Scale: 100% Print Print Hils Selection Pane

e Titles 1y
Themes Page Setup IFi Scale to Fit Fl Sheet Options [ Arrange

The Page Layout tab has five sections, Themes, Page Setup, Scale to Fit, Sheet
Options, and Arrange.

1. Themes - The Themes section provides a quick way to format B colors -
your document. By choosing a theme you will have a set color =il [a]Fants -
scheme, font combinations, and effects. You can choose one of T o] Erects ~
the provided themes, modify any provided theme or create your Themes
own.
T R R T —
2. Page Setup - Page setup provides you with J .-J_ IJ -3*4 = ;J "_j
the tools to change margins, size, orientation, B e R
columns, breaks, backgrounds and add print Page Setup F

titles to the document.
o4 Width: | Automatic -

2 H .
-J__J Height: Automatic -
] Scale: 100%

Scale to Fit (F]

3. Scale To Fit - This section allows you to scale to fit your document
onto a certain number of pages or to scale it to a certain percent-
age of its current size.

Gridlines | Headings

4. Sheet Options - This section gives you checkboxes to view or print Pl =t
headings and gridlines. cﬁp_r_[t”;pmfr'”L

5. Arrange - The arrange section is also found in the image toolbar e
when an image is selected. Here you can change an images '

position, the alignment, grouping and rotation or the image.

11, Send t
'“:,3 Selection Pane

Arrange
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= Preview and Print Your Workbooks

. —_ @ HB9-c L8 -
To open Print Preview, click the Office @
Buttt_)n, choose Print, then .Prmt j - Preview and print the document
Preview. Your workbook will then = 0} prnt
appear in the Print Preview screen. ~ i—ﬂr,d Seledt a printer, number of copies, and
iy Open other printing options before printing,
You will notice that all default ribbons *—j oo ety 6 s dariaat
have disappeared, but you still have the H Sae i ehsk sk e
status bar and the scroll bar. [F 1 |y pentereview
3ave As ‘& Preview and make changes to pages before
e —N printing,
ik
J'Eu Print L
Navigate Print Preview
To move f[hrough the pages in your workbook in D) 1 &) ¢
print preview, you can use a few different tools. N Previcnt

You can use the browse arrows, scroll bars, or =
the scroll wheel on your mouse to move between ="

Print | Page Zoom Close Print
pages. EEfU?J Show Margins | preyjew

Print Zoam Preview

_,!; Mext Page
L

[_dy Previous Page

You can also use the Next Page and Previous Page buttons on the Preview group of
the Print Preview ribbon to navigate.

Close Print Preview @
To close Print Preview and return to editing view, press the Esc key on Close Print
your keyboard, or click Close Print Preview on the Preview group of the Frevigar
ribbon.

Print Commands

There are a few ways you can print your workbook.

= P ik =
1. You can add a Quick Print or Print icon to the = 9 ‘T"j "f”
Quick Access toolbar. The Quick Print icon will send the
workbook directly to the printer, while the Print icon will Quick Print Frint

open the Print dialog.

2. The more conventional method is to use the Print section of the Office Button.
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= File Formats

For workbooks the default file format now has an “x” on the end, representing the XML
format. For example, in Excel, a workbook is now saved by default with the extension
Xlsx, rather than .xls.

If you save a file as a template, the same applies: You get the template extension of old,
with an “x” on the end; for example, .xltx in Excel.

If your file contains code or macros, you have to save it using the new macro-enabled file
format. For a Excel workbook, that translates into .xIsm; for a Excel template, it's .xItm.

= Learning Resources for Office 2007

Atomic Learning Tutorials

Need a quick answer on how to use changes in Office 2007? Choose from thousands of
short how-to movie clips. To access Atomic Learning, login to my.kumc.edu, go to the
Training tab, and click the Atomic Learning link.

Office Online self-paced training courses

These are a great way to learn how to use each of the Office programs — Access, Excel,
PowerPoint and Word with clickable demos to walk through the steps.
http://office.microsoft.com/enus/training/default.aspx

Microsoft E-Learning - OfficeSystem2007

Send email for KUMC password from Dianne Griffin (agriffin@kumc.edu). This site has
self-paced training courses for the Office 2007 user interface and all the Microsoft
products.

https://www.microsoftelearning.com/catalog/homeAndOffice.aspx#
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