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 Microsoft Office Excel 2007 (or Excel) is a computer program 
used to enter, analyze, and present quantitative data 

 A spreadsheet is a collection of text and numbers laid out in a 
rectangular grid. 

 Often used in business for budgeting, inventory management, and decision 
making 

 What-if analysis lets you change one or more values in a 
spreadsheet and then assess the effect those changes have on the 
calculated values 
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Navigating the Excel worksheet 
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Features of Excel 
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Office Button 
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Excel Options 
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Keyboard 
Shortcut 
Ctrl + F1 
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Microsoft Excel 2007 
Introduction to Spreadsheet Programs 
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Objectives 
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 After completing this lesson, you will be able to: 
 

 Identify the components of a spreadsheet. 
 

 Enter data into a spreadsheet. 
 

 Perform basic mathematical tasks in a spreadsheet. 
 

 Insert charts in a spreadsheet. 
 

 Printing a spreadsheet.  

Introduction to Excel  Objectives 



GETTING STARTED 

    To open Excel, click the Start button, point to All Programs, point 
to Microsoft Office, and then click Microsoft Office Excel 2007.  
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Overview of Spreadsheet Programs 
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Overview of Spreadsheet Programs 
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To work with a spreadsheet, you enter data in the cells of the spreadsheet. 
  
 You enter data by clicking a cell and typing the data.  

 

 To replace data in a cell, you click the specific cell and type the new data. 
 

 To edit data in a cell, you double click in the cell and type additional data.  
 

Note: when editing data, a blinking cursor appears. 

Working in a Spreadsheet 



Working in a spreadsheet (cont.) 
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You can enter three types of data in a spreadsheet: 

 

 Text: Text data has no numeric value associated with it. 

 

 Numbers: A number has a constant numeric value, such as the test 
scores attained by a student. 

 

 Formulas and functions: Formulas and functions are mathematical 
equations.  

 



Enter Data 
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To ENTER data: 

 click on the cell 

 type information 

 press ENTER. 

 

The data can be both number and text.  



 Cutting & Pasting data 
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Cutting & Pasting data (cont.) 
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 To COPY contents of a cell:  
 Click on the cell,  

 Select the Home tab, 

 Click Copy from the Clipboard Group.  

 

 To PASTE contents of a cell: 
 click on the cell, 

 Select the Home tab, 

 click Paste from the Clipboard Group. 



Selecting cells 
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 To select a range of cells in a column/row, click the left mouse button in a cell 
& drag the mouse pointer to highlight the cells of your choice.   



Adding rows & columns 
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• To INSERT a Row/Column:  
– Select the row/column heading,  

– Click the Home Tab, 

– Click the Insert button from the Cells Group. 

 

• The insertion occurs before the selected 
column/row. 



Deleting Rows and Columns 
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 To delete a column/row: 

  click the column/row heading 

 click the Delete button on the Cells Group of the Home Ribbon. 

 



Finding the right size 
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 You can expand the width of a column or the 
height of the row to increase the visible space in 
each cell.    

 

 To begin changing the width of the column , 
move the mouse pointer over the right edge of 
column heading until the mouse pointer changes 
to a double-headed arrow.  



From a to z 
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 You may want to organize or rearrange data in your worksheet. To sort 
data in the worksheet, click the column heading and then click Sort & 
Filter in the Editing Group on the Home Tab.  



Editing spreadsheets 
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 To rename a worksheet: 
 double-click the sheet tab  

 type the new name 

 press ENTER  

 

 You can also Delete & Insert a 
Worksheet as well. 



Save your work 
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   To save a workbook, click the 
Office button, click Save As 
and choose how do you want to 
save.  



Inserting a chart 
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Performing mathematical tasks 
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Formulas & functions 
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 The function 
=SUM(B1:B6)  

 The formula 
=B1+B2+B3+B4+B5+
B6  

Excel reads any 
expression that begins 
with an equal sign as a 

calculation. All 
functions and formulas 

begin with an equal 
sign. 



Formulas & Functions  
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Copy & Paste formulas 
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Inserting a function 
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Sorting Data 

 You can rearrange, or sort, the records in a table or range based on the 
data in one or more fields 

 The fields you use to order the data are called sort fields 

 You can sort data in ascending or descending order 

New Perspectives on Microsoft Office Excel 2007 42 



Sorting Data 
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Sorting Multiple Columns using the Sort Dialog Box 

 Click any cell in a table or range 

 In the Sort & Filter group on the Data tab, click the Sort button to 
open the Sort dialog box 

 If the Sort by row exists, modify the primary sort by selections; 
otherwise, click the Add Level button to insert the Sort by row 

 Click the Sort by arrow, select the column heading that you want to 
specify as the primary sort field, click the Sort On arrow to select the 
type of data, then click the Order arrow to select the sort order 
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Sorting Multiple Columns  
using the Sort Dialog Box 

 To sort by a second column, click the Add Level button to add the first Then by 
row. Click the Sort by arrow, select the column heading that you want to specify 
as the secondary sort field, click the Sort On arrow to select the type of data, then 
click the Order arrow to select the sort order 

 To sort by additional columns, click the Add Level button and select appropriate 
Then by, Sort On, and Order values 

 Click the OK button 
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Sorting Using a Custom List 

 A custom list indicates the sequence in which you want data 
ordered 

 In the Sort & Filter group on the Data tab, click the Sort button 

 Click the Order arrow, and then click Custom List 

 In the List entries box, type each entry for the custom list, pressing 
the Enter key after each entry 

 Click the Add button 

 Click the OK button 
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Sorting Using a Custom List 
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Filtering Using One Column 
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Filtering Using One Column 
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Filtering Using Multiple Columns 

 If you need to further restrict the records that appear in a filtered table, 
you can filter by one or more of the other columns 

 Each additional filter is applied to the currently filtered data and 
further reduces the records that are displayed 
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Creating Criteria Filters to Specify More Complex Criteria 

 Criteria filters enable you to specify various conditions in addition to 
those that are based on an “equals” criterion 
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Creating Criteria Filters to Specify More Complex Criteria 
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How to Print Spreadsheet Data 
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    To print a spreadsheet, click the Microsoft Office Button, point to Print, and then click 
Print. 

 



How to Print Spreadsheet Data (cont.) 
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To specify the pages that you 
want to print, in the Print 
dialog box, under Print 
range, in the From and To 
boxes, type the pages that you 
want to print. 



Questions 


