maeeeeeessssssss | HE COMPLETE

VISUAL:r

Step

Microsoft Excel 2007 Foundations

A Practical Hands-On Training Course
KI)L SWLEDGE
RCE INC.

http://www.knowledgesourceinc.com

919.878.7100



http://www.knowledgesourceinc.com/

TABLE OF CONTENTS

SECTION 1: GetliNg STAMTE ... ..oiueeeiiie ettt ettt ne e 5
LeSSON 1.1 STANTING OUL ..ottt bbbttt bt 6
What iS MICroSOft EXCEI 20077 ....c.oiueiiieiieice ettt sttt sttt sttt sttt b ettt e et b e 6

L) T T a0 R T (o] S USRS 7
Lesson 1.2: ADOUL WOIKDOOKS .........coiiiiiiiiee st sttt 10
Creating @ NEW WOTKDOOK.........coiiiiiiiiie bbbttt b ettt sb et 11
OPENING 8 WOTKIIOOK ......cviiiiciiite bbb bbbt b ettt b e et abennene s 15
SAVING @ WOFKDOOK ......vitieetiit bbb e bbbt bbbttt b ettt be e et abe et 17
ADOUL EXCEI FIlE TYPES ..ottt ettt bbbt bt bt et e s e ee e b e nbesb e st e ebe et e e e eneennen 19
ClOSING @ WOIKDOOK. ...ttt bbb bttt e s e et e e sbe s b e b e b e b e e e e b e 20
Lesson 1.3: EXploring YOUr WOFKDOOK............coooiiiiiiiiecee et 22
USING WOTKSNEETS.... .ottt sttt et ese e s e e e e e s ee st e e Reene e s e e neenae e et e nbeerenreaneeneeneenes 22
THE ACHIVE CBIL. ...ttt bbbt b bt bt b bbbt bt b s bbbt enn 24
K721 T 1] T = | SRS 25
EXPIOFING @ WOIKSNEEL........eeiiiiiitiieeitee bbbt bbbt b e bbbt b et b bt 25
THE ZOOM FEALUIE ....e.vi vttt sttt ettt sttt r et e st e st e be bt et e e sees e see st e s beebeebeeseeseeseesbesbeeaeabeaneeneeneens 26
Lesson 1.4: Getting Help in EXCEl 2007 ......covviveiiiiiicce st 30
USING the HEIP SCIEEN......cii ettt sttt e et et et e st e st e s beebe et e et este e et e besresteaneeneeseenees 30
ADOUL ONIINE HEIP ..ottt e be st e st e s Reebeese et e eesbesbesaeeteeneeneennens 32

WA o To TN A1 TTaT= o =1 [ o TSSOSO 35
SECTION 2: The NEW INTEITACE .......coviiiiiiiieiicieee e 37
Lesson 2.1: The QUICK ACCESS TOOIDAN .........c.cccv i e 37
THE DEFAUIT BULLONS ...ttt ettt bbbttt b bbbt b bbbt bttt s bt et 37
AGAING BULTONS ...tttk b bbb bbb bbb bbbt et b et 38
REMOVING BUTONS .....eiiiteeeie ittt bbbt bbbt bbbt bbbt b e b et bt st b et 39
CUSTOMIZING TN TOOIDAK .......ev ittt et b ettt b e et b ettt b e bt esb e et abennebe s 39
Lesson 2.2: The HOme RIDDON. ..ot 43
(08 TT0] o101 o OSSR 43
o] | TP UR PP PRRP 45

Y T 0 LT3 SRS 47
N1 0] o= OO OSSOSO PSSR 48

3] 17 SRS 49
LT PSSR 50
BIEING .ot E e E R R b E et E bbbt b et b r et 51
Lesson 2.3: The INSErt RIDDON ..ot 53
QL= 0] LU SORU T URTURURURTRN 53

L0 0= o OSSOSO 54

1L TUES €= LTSRS 54

3] 1T T 0L 56
LINIKS ettt bbb e R R R R bR Rt R e Rt R R Rt AR e R R e bRt R bRt Re bbbt et beneee 57
QL2 TP T TP RS TT PP PRTURPRUPPTN 58
Lesson 2.4: The Page Layout RiBDON ... 59
TRIBIMES ..ttt ettt bbb e et bt bt bt e E £ e Rt eR b e A At e b e AR e AR £ e £ £ e REeR bAoA E e Ee e Re e b e e R e eR b e eReehenbe Rt ebe et eneennen 59
PAGE SEEUPD ..ttt bbb h bRt e R £ e b e oA Ee R b e R e e eRe e Rt e be e Re e eRe e ebe e bt et e s e eheenteenrean 64
o= 1L (01 | OSSR U TV URTURURURTRN 66

K] TCT= A @ ] {0413 67

© Knowledge Source Inc. 2



AATTANGE ..ttt e E b b E e h e s e bR R R R R R e e R R R R R Rt R Rt Rt Rt e e 68

Lesson 2.5: The Formulas RIDDON ... 71
ThE FUNCHION LIDFAIY ...vicicccc ettt et et e be s b e e teese e st e seesbesbesaeataeneeneeneens 72
DEFINEU INBIMES ...ttt ettt b e et sb et be b et e b s b et e b e s b et e b e e b e st ek e st e R e e be s b et e be s b et e besbe st abenbeneaee 73
o] LWL AN o 1o SRS 74
LOF: 1 (o1 - LT o OO OO OO URPPSRTRTRPN 75

Lesson 2.6: The Data RIDDON. ..o e et 76
(CC T g T= LI D T L= SRS 76
(O] 0T 4T Tox oSSR 77
R Te] = g To I 1L (-] OSSOSO U TV URTURURURTRN 77
(D1 = R oo ] TSROSO PRUSOURRPN 78
L@ 1T [ TSSOSO 79

Lesson 2.7: The ReVIeW RIDDON ..o e 80
(070 1o SR 80
(O00] 1111 11<] 0 J T TS TSP PRORPRPT T 81
CRAINGES. ...ttt b bt b e E bbb R bt e R £ SRR R e R R R bR R e Rt R b b ekt b ekt b e et ar e b 82

SECTION 3: EXCEI BASICS....ccviiiiieiiieciie ettt ettt ettt et e snr e et e snn e e beesneeenre e 83

Lesson 3.1: Working With EXCel 2007 .........c.oooveiieiieii et eneas 84
Columns, ROWS, CellS, a0 RANGES ......c..oiuiiiiieiieieie ettt bbbt ettt e st b sbe bt e e e e 84
Creating WOrKSNEEE LADEIS ........c.o et b et b e sb bbb e e 86
Entering and DEIEtiNG Data.........cocuiuiieiiiie ettt bbbt et b e bbbt ne e e 87
Printing YOUE WOTKSNEEL........ciuiiiiiecteieete ettt sttt et et e besbeeteese e st e e et e s besbesteeneeneeeenrs 89

Lesson 3.2: BaSIC EXCEl FEALUIES.........coii ittt ettt ettt r e ene e 91
WAL IS AULOFTI? ..ottt bbb b bbb b ettt et b 91
LA T L TS AN U1 (0 S PSSRSO 94
WhaL IS AUIOCOMPIETE? ...t b bbbt bbbt bbbt b et 95
WOrking With BasiC FOIMUIAS...........couiiiiiiiii bbbt 96

Lesson 3.3: MOVING YOUE DAA.........cc.coiiiiiiiiiiieierieee bt 98
Dragging and Dropping CelIS .........cviiiiie it e et re b e re e e s 98
How to Cut, Copy, and PaSte CeIIS.........cceii ittt r e teeneere e enns 99
How to Cut, Copy, and Paste Multiple Cells and IteMS..........ccoviveeeiereiee e 100
HOW t0 USE PASIE SPECIAL ......eiuiiieiieceiciee sttt et et s ae st e teaneere e e eneeneens 103
How to Insert and Delete Cells, ROWS, and COIUMNS.........ccoiiriiiiiiiieese e 105
Using Undo, RedO, and REPEAL........ccuiiiiiieiieieiee sttt ettt e saesbe st sbestenteaneeteeneeneeneens 110

Lesson 3.4: Smart Tags and Options BULLONS ...........cocviiiieii i 111
WRALE AFE SIMAIT TAGS? ...t teteeteeieeuie ettt sttt sttt e e et e be st e b e s ae bt e bees e e s e e e e ke eeeebesbe bt e beeReenbeneeebenbeebenbe s bt abe e e eneees 111
The EFror OPLION BULLOMN .......c.iiiii ittt bbb bbbt b et e b e bt st e bt e b e e e e e e 112
The AULOFTTT OPLION BULLON.........oiiiiiiiieieceeiecice ettt sttt be et e e beeseesee st e besaeereeneeneees 113
The Paste OPtion BULLON .......cvoiiiiiiieii ettt st be et se s e et e besbe et e e reeseesae st e sbesaneraeneenreses 114
Setting SMAIT TAG OPLIONS ..c.viiiiieeeceeie ettt e te et et e et e e e sb e st e besbeeteeseesee st e beseesaesteaneenaeseenres 114

TS0 TR T = 11 4T o T 100 SR 116
USING AULOCOTTECT ....cvetieei etttk bbb bbbt b bbb bbbt et b et et b et 116
USING SPEIT CRECK ...t bbb bbbt bbbttt b et 117
USING FINA NG REPIACE.......c. ettt et bt bbb et e b e e b e besbe st e e neenne e 119
FaNo [0 1o @] 4111 T=] o1 £ OO ORUP 121

SECTION 4: Editing YOUr WOIKDOOK .........ooiiiiiiiiiiiiie e 124

Lesson 4.1: Modifying Cells and DaAta .........cccoviieiiiiiiieie et eas 125
Changing the Size of ROWS OF COIUMNS .........ccoiiiiiicc ettt sre e es 125
Pt [TV (T o @Y AN To a1 01T o | SRS 127
0] £= LA = SRS 129
Creating Custom Number and Date FOrMALS .........cccveiiiiiiiesise e es 133

TS0 0 O | I o] g T U [ T SR 136

© Knowledge Source Inc. 3



CoNditioNAl FOIMAITING .....ooveieiiiie et b et b e bbbttt b e bbbt b e bt et b et 136

B T o = LA o U] o] (=T PSSP 143
Cell Merging @nd AULOFIL ..ottt e bbbt b bt b e et e et sbe b e neene e e nnas 145
Find and RePIAce FOIMALLING .......couiiuiiiiiie ittt bbbttt st sbe bbb e e enee e 146
Lesson 4.3: Enhancing a Worksheet’s APPEAranCe..........cccuoiieieiiiiniiiie e 149
Pato [0 [T oI =V (=] g 0 S= TaTo I o] (o] S 149
Fato [0 T T 0T 0[] S 153
WOTKING WITh SEYIES ... ettt e R e e re e e e s e e e b et seesteeneereereeneees 155
CreatiNg @ CRAIT..... ..ottt bbbttt b etk b etk b et b b st et e b et et b et et b et 159
FOIMALEING @ CRAIT....c.e it bbbttt bbbt bbbt 161
Modifying Charts with the Layout RIDDON ... e 168
MANTPUIALING 8 CRAIT.......oueieeeie et bbbt e b bbbt b e et e me e seeebesbesbe et e aneeneeneens 179
Enhancing a Chart with Shapes and GraphiCs ... 187
Lesson 4.5: Working With Charts, PArt 2..........cccooiiioiiiicese s 190
Changing the TYPE OF ChaIt.........oiiiie et e et st sresre e e enee e enes 190
Changing the SOUICE DAtA.........civiiiieieieiere st se e e re e e e et e ee st e s aesseese e e et e seesaesreeneeneeeenees 192
Working with the Chart AXiS and Data SEIES .........ccccvviirieiieierice st ra e s 196
Saving @ Chart @S @ TEMPIALE .......c.ooiiii ettt 203
SECTION 5: Printing and Viewing your WOrkbooK............cccccooiiiiiiiniiece 205
Lesson 5.1: Using the View RiDDON ... 205
USING NOFMAT VIBW ...ttt bttt h et e bbb e bt e b et e s b e b e ebenbesbe et e e neanee e 206
USING FUIT SCIEEN VIBW ...ttt bbbttt e bbbt b b e b e et et e b e ebenbesbe et e e neeneennens 207
USING PAGJE LAYOUL VIBW ...ttt sttt sttt b et e e e bbbt b e bt e b e et et e nbesbenbesbe et e e neeneennens 209
1o T ST T L o £V 1= SRS 213
Lesson 5.2: Managing a Single WINCOW .........ccooiiiiiiiie et 216
Creating @ NEW WINGOW ......cccoiiiiiiieeiesese sttt sttt e e e e se e bestesaeeseeseeseeseesteseesaenreaneenaeneenses 216

L Lo T T TR T (oSSR 218
UNNIAING @ WINQOW ...ttt bbb bbbt b bbbt bt 218
FrEEZING 8 PANE ...ttt bbbt b bbb bbbt bbbttt bt 219
Lesson 5.3: Managing MUItiple WINAOWS ..........c.ociiiiiiiiccse st 222
Switching Between OPen WOTKDOOKS ..........ccviiiiieiiiiie sttt sttt sr et st besaeenaete e enaeeenns 222
ATaNgiNg WOTKDOOKS .......uoiuiiiiicieieste ettt st te st e b st et e be e beeteese e st et e beseesbesteeneareeseenreses 224
Comparing WOrkbooks Side DY SIOE .......cviiiiiiiiiiecie et sttt ettt beereste e ena e e enes 227
Synchronous Scrolling, Resetting a Window, and Saving @ WOrkspace ..........c.ccocvvevviveeeieeneniesesese e 228
Lesson 5.4: Printing YOUT WOFKDOOK..........ccuiiiiiiiiieie ettt e e 230
OPENING PIINT PIEVIEW. ......iiiiiiteieeiiite ettt ettt bttt b ettt b etk btk b ettt s b et et bt et b et et nb st 231
Using the Print Preview RIDDON. ..ottt 233

(O TN o1 o 1114 To PO TSSO URURTN 236
THE PFINE DIBIOGUE. ...ttt e bbbt b et b bt bt bt bt e s e e nb e nbeebenb e bt sb e e e enee e 237
0L [0 = Yo [T (1 oSSR 239
10 1= ST PR PRTRRP 243

© Knowledge Source Inc. 4





