Introduction to Excel 2007:

Excel is a spreadsheet program used to enter, manipulate, compute, graph, andlyz
store numeric data. Its uses, include managing budgets, grade books, and maiptain si
address lists.

Handout Objectives:

1. Open and save a workbook.

2. Enter values.

3. Enter and edit text in cells.

4. Add and delete rows, columns, and cells.

5. Change row height and column width.

6. Apply text formatting such as font changes, italicizing, and underlining.

7. Apply borders and styles to cells.

8. Use number formatting such as Currency and Percentage.

9. Create math formulas and use simple functions such as SUM and AVERAGE.
10. Insert Charts

1. To OpenMicrosoft Excel 2007 go tdStart / Programs / Microsoft Office /
Microsoft Office Excel 2007
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To Save the workbook go téle / Save As.
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Save the document to a suitable destination.

2. To enter valuesnumber$ simply click the suitable cell and start inputting the data.
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To insert labelstéx{ simply click the suitable cell and start inputting the data.

3. To edit text, for example to bold the text, double click inside the text, highlightthe te
on the appropriate cell and start editing the text.




4. To delete Rows, select the Row number on the left of the docuriginit click/
Delete.




To delete a column, select the Column Letter on top of the docuRight,click/
Delete.

To delete a cell, click on the ceRjght click/ Delete.




5. To change Row Height, place the cursor by the Row number on the left of your
document, and simply drag the Row Height down.

To change the column Width, place the cursor by the Column Letter on the top of your
document, and simply drag the Column Width.

6. To apply format to the text such as font changes, italicizing, and underlining, select t
text.




Once you selected the text on your Formatting toolbar select font chéaabegjng, and
underlining.

7. To apply borders and styles select the appropriate area, and the appropriate border
under the Formatting toolbar. .




8. To apply number formatting such @arrency and Percentagefirst select the
appropriate column or row of numbers, a&hamber toolbar selecGeneraltab.

9. To create simple functions such as SUM, place the curser where you wantlth® res
appear and go tAutoSum Bar, SelectMore function




SelectSUM, and clickOK

A new window should appear. Double check that3bi/ is corrects and clickK.
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To find the Average instead of selecting 81em select théAverage click OK and this
window should appear. ClidRK and you are done.

10. To insert a chart, first you need to select the data you want to evaluate.

11




Now select theénsert tab, and simply choose the graph you like.

You are done.
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