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Excel 2007- Foundation

(Sample Manual Extract)
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 The opening screen

Working with the Ribbon (used to be toolbars)
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When you first start some of the programs in 2007 Microsoft Office system, you may be surprised by what you see. The menus and toolbars in some programs have been replaced with the Ribbon.  The Ribbon is designed to help you quickly find the commands that you need to complete a task. Commands are organised in logical groups, which are collected together under tabs. Each tab relates to a type of activity, such as writing or laying out a page. 

Contextual Tabs

To reduce clutter, some tabs are shown only when needed. For example, the Picture Tools tab is shown only when a picture is selected: 
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Minimize the Ribbon

There is no way to delete or replace the Ribbon with the toolbars and menus from the earlier versions of Microsoft Office. However, you can minimize the Ribbon to make more space available on your screen.

Always keep the Ribbon minimized

1 Click Customise Quick Access Toolbar [image: image3.png]


. 

2 In the list, click Minimize the Ribbon. 

3 To use the Ribbon while it is minimized, click the tab you want to use, and then click the option or command you want to use.
For example, with the Ribbon minimized, you can select text in your Microsoft Office Word document, click the Home tab, and then in the Font group, click the size of the text you want. After you click the text size you want, the Ribbon goes back to being minimized.

Keep the Ribbon minimized for a short time

To quickly minimize the Ribbon, double-click the name of the active tab. Double-click a tab again to restore the Ribbon. 

Keyboard shortcut  To minimize or restore the Ribbon, press CTRL+F1.

Restore the Ribbon

1 Click Customise Quick Access Toolbar [image: image4.png]


. 

2 In the list, click Minimize the Ribbon. 

Keyboard shortcut  To minimize or restore the Ribbon, press CTRL+F1.

The Quick Access Toolbar
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The Quick Access Toolbar is a customisable toolbar that contains a set of commands that are independent of the tab that is currently displayed. You can add buttons that represent commands to the Quick Access Toolbar, and you can move the Quick Access Toolbar from one of the two possible locations. 

Moving the Quick Access Toolbar

The Quick Access Toolbar can be located in one of two places:

· Upper-left corner next to the Microsoft Office Button [image: image5.png]
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Below the Ribbon
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Customise the Quick Access Toolbar

Add a command to the Quick Access Toolbar by using the [image: image8.png]
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Formula Bar 
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	Key
	Action

	Enter

Tab

Esc
	write the contents of the data line into the currently active cell and move down

write the contents of the data line into the currently active cell and move right

cancel the changes to leave everything just as it was


The contents of the currently active cell are displayed in the Formula Bar.  This displays the true contents of the cell without any formatting (e.g. £ sign) and shows the full formula (e.g. SUM(A1:A5)) rather than the results of the formula.  Whenever you enter or edit data, three buttons appear just to the left of the formula line - a tick button, a cross button and an fx button.  Click on the tick button to write the contents of the data line into the currently active cell.  Click on the cross button to cancel the changes to leave everything just as it was.  The fx button launches the functions wizard (discussed later).

Spreadsheet Grid

An Excel spreadsheet is a grid of cells - 1,048,576 rows by 16,384 columns.  The cells may contain text, numbers, or formulae, and each cell has a grid reference.  To find the reference for a particular cell, simply note the column and row in which the cell appears.  The top-left cell of a spreadsheet has reference A1.
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Sheets

Excel files are workbooks each of which consists of 3 spreadsheets - unless you specify otherwise.  An Excel workbook is organised like a set of index cards, and the index flag line at the foot of the spreadsheet grid shows the flags corresponding to each of the component sheets.  To bring a particular sheet to the front of the stack, point to its index flag and click the left-hand mouse button once.

	[image: image10.png]



[image: image24.png]


It is always useful to rename a worksheet from its original name (e.g. Sheet 1) to a more relevant name (e.g. May Accounts).  To re-name a worksheet double-click on the sheet tab, when it goes black type in the new name and press Enter > 


< Right click on the arrows to get a full list of all sheets in the workbook.




Entering Data

Spreadsheet data falls into three principal categories:  Numbers, Text, and Formulae.  When you enter a number into a cell,  Excel will align the number to the right.  When you enter text, on the other hand, Excel will align it to the left. 

The Active Cell
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The Cursor

The shape of the cursor will change depending on its position on the screen.  It is IMPORTANT THAT THE CURSOR IS THE CORRECT SHAPE BEFORE AN ACTION IS MADE TO AVOID PROBLEMS.



	
	Use for selecting cells

Use for moving selected cells

Use for copying formula (discussed later)


The Active cell has a thick, dark border.  The contents of the active cell appear in the cell itself and are also displayed in the formula bar.  To make a cell the active cell, move the mouse until the plus pointer is over the cell you want to activate, then click the left-hand mouse button once.

Entering Numbers or Text

1 Point to the cell in which the entry is to appear, and click.  The cell will now have a thick dark border.  This lets you know that the cell is now the active cell.

2 Type a number - or a piece of text. What you type will appear in the formula bar and in the active cell. 

3 If you are satisfied that  you've typed what you meant to type, point to the Tick button in the formula bar and click once - or press [Return].

Entering Formulae

In Excel, formulae begin with =.  Suppose the formula =A1+A2 appeared in cell A3.  This formula tells Excel that the entry in cell A3 is to be calculated.  To calculate the entry, Excel adds the entry in cell A1 to the entry in cell A2.  

The following operators can be used in Excel formulae:


+
addition
-
subtraction

*
multiplication
/
division



^
exponentiation - to the power of, in other words.

To enter a simple formula which will add the contents of cells A1 and A2:

1 Point to the cell in which the result of the calculation is to appear - cell A3 would be a good choice here.  Click to activate the cell.

2 Type =

3 Point to the first cell which is to be involved in the calculation - A1 in this example.  Click.  A reference to that cell will now appear in the formula bar.  The formula bar will read "=A1"

4 Type one of operators listed above.  To add, type +

5 Point to the second cell which is to be involved in the calculation - A2 here. Click.  The formula bar will now read "=A1+A2"

6 Press [Return] or click on the tick button.   The result of the calculation will appear in cell A3.  Whenever you change the numbers in cell A1 and A2, the entry in A3 will change to match.

Formulae are usually built up using cell references.  If a formula refers to certain cells, then, whenever the contents of those cells are changed, the formula will be recalculated.  The new result will then be displayed in the formula cell.

By default, only the result of a calculation will be shown on the spreadsheet itself.  To see the formula which produces the result, point to the cell and double click.  If the cell contains a formula, the formula will now be displayed in the cell and in the formula bar.
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