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Your guide to Excel

About this workbook

This workbook is designed to introduce you to the spreadsheet package
Microsoft Excel. There are several versions of Excel in use today. In this
workbook you will use Excel 2007. From now on we will just refer to it as
Excel.

The workbook will show you how to enter information into a worksheet, use
formulas to perform calculations and create charts.

Each section has exercises which will give you the chance to practise what
you have learned. Work through these pages at your own speed and repeat
the exercises as necessary.
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What is Excel 20077

Excel 2007 is a spreadsheet program, allowing you to carry out calculations,
make predictions, and analyse trends. It also allows you to produce visual
representations of this information in the forms of graphs and use graphics to
enhance your work.

Getting Started i how to log on

You can access Excel 2007 from any of the computers in the library. You will
need your username and password to log on to the network. To find your
username your student ID card should be placed on the card reader at the
Information Desk. Your password will be based on your date of birth and six

randomly generated digits, b u t you can change this

able to remember more easily.

Exercise 1

Log on to the network using the instructions below.

1. Press Control, Alt and Delete simultaneously to log on.

A Windows Dialog Box will appear.
2. Enter your username in the first space (in lower case letters).
3. Press tab : or click in the password box (left hand click).
4. Type in your password.
5. Press return 4_1

Top Tip
See the Introduction to IT workbook for information on how to change
your password.

Getting into Excel

Exercise 2

1. Click on the Start button in the bottom left hand corner of the
screen.
2. Move the arrow up to All Programs.
3. Then move it across to Microsoft Office.
4. Finally move it across to Microsoft Office Excel 2007 and click.
The sequence to follow is demonstrated on the next page.
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The Excel 2007 Screen

Once Excel 2007 loads, it looks like the picture below.
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Microsoft Office Button

In the upper left corner of Microsoft Office 2007 applications - Excel, Word,
PowerPoint, Access and Outlook you will find the Office Button. It looks like

this

=~ around button with the Microsoft Office logo on it.

The Office Button has replaced the File menu found in earlier versions of the
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i ce suite
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what you can do when you click the Office Button.
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Clicking the button brings up a new window containing all the commands
currently available to you. These include creating new documents, opening
existing documents, saving documents, printing, options and a button to close
the application.

Office Button

List of —y
available e Brint
commands ~
ZT Prepare
@ Send
. Publish
o
J Close

(NOTE: This example is taken from Excel 2007 but the same sets of

a

[

i
BT

| &

=3

Save a copy of the document

Excel Workbook

1| Save the workbook in the default file

format.

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.
Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

Adobe PDF

PDF or XPS

Publish a copy of the workbook as a PDF or
XPS file.

Other Formats

Open the Save As dialog box to select from
all possible file types.

| 2] Excel Options X Exit Exc

Click here to set options that
control how the application
works for you

>

Some commands offer a
list of further options for
you to choose from

Click here to exit
the application

commands are common across the MS Office 2007 suite of applications).
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Quick Access Toolbar

Directly to the right of the Office Button you will find the Quick Access Toolbar
and as its name implies contains shortcuts to some frequently used functions.

37
_/ Hamea Incart

Quick Access Toolbar

The default shortcuts include a save button and undo / redo commands. You
can customise the Quick Access Toolbar by clicking the small arrow at end of
the toolbar to include any other commands you may find useful.

Click here to customise the Quick
Access Toolbar. The items with a
tick next to them are the ones

currently displayed on the toolbar

Top Tip

You can also use the following keyboard shortcuts to perform the same
basic commands found within the Office Button and on the Quick
Access Toolbar:

Save the current document CTRL+S

Save As F12

Open a saved document CTRL+O
Print the current document CTRL+P
Create a new document CTRL+N
Undo CTRL+Z
Redo CTRL+Y

© The University of Bolton 2008 5



