Microsoft Excel2007 Help Shee
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Microsoft Office Button has replaced the file button that was in older versions of PowerPoint. The
Microsoft Office Button still allows you to create new documents, open existing documents, print documents and a few
new options.

j Mew > [ Creates a new Excel Spreadsheet ]
T - -
7 Qpen > [ Open an existing Excel Spreadsheet ]
kel
1

See next page ]

Save As if you want to change the Spreadsheet from
| Office 07 format (.xlsx) to Office 03 Format (.xIs)

= ._Jl
s
)

Save A3

b e . . [ Prints current Excel Spreadsheet ]
::} Prepare » | Allows you to run compatibility checker

a'j send ; » | If you have Microsoft Outlook setup you

can send the current Excel file as an

o7 FPublish 9 attachment )

[=all. =]
L
i Close > [ Closes current Excel Spreadsheet ]
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SavingWhen saving a document click then Microsoft Office Button then select save or save as

21|

I@ Deskiop

Save in:

H@-3 X oiE-

@ 39 o~
4

My Recent j My Computer
Mew e -
9 pocuments 1My Netwark Places
~ @ Deskhop
7 Open My
B Documents
H Save :J Computer
\'3 Iy Metwork
— Places
M Save As b
@ Print »
5% Prepare »
E Send  »
File name: IBookl Jalsx j
ESE:' Publish  » Sawe as type: IExceI wiorkbook, (*, xlsx) j
T Close M Save I Cancel

P

There are two ways to change the Excel Spreadsheet so it can be opened in Excel 2003

File name: |Bnu:uk1.xlsx

“[E14 save the workbook in the XML-based and
macro-enabled file format.

[ Y Excel Binary Workbook

|

Save a5 BYPE IF. el Workbook (™, xlsx)

[aesa| Save the workbook in a binary file format.
for fast loading and saving.

[ag] By Excel 97-2003 Worknook

Excel Workbook (*.xlsx)

Excel Macro-Enabled Workbaook (*,xlsm)
Excel Binary Workbook (*,xIsb

‘Excel 97-2003 Workbook, ]
ML Data (*,xml)

Single File Web Page {* mht; *.mhtml)

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

— my gpore b Q PDF or XPS
S Publish a copy of the workbook as a PDF or
g XPS file.
:ﬁseng »
] Other Formats
M Open the Save As dialog box to select from
/ Publish »
[ -

all possible file types.

Prepare:lf you are going to be saving the document as an Excel 2003 Spreadsheet, run Compatibility Checker before
saving the Spreadsheet. Not all features of Excel 2007 were available for Excel 2003. Compatibility Checker shows you

what was available and what was not available in Excel 2003.

&

New

4

Prepare the document for distribution

Properties
View and edit workbook properties, such

Open as Title, Authar, and Keywords.

) @

Inspect Document
Check the workbook for hidden metadata

Save ; !
or personal information,

) ﬁ:

Encrypt Document
Increase the security of the workbook by
adding encryption.

Save As b

Restrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

Print 3

J b’ BB

Prepare b Add a Digital Signature

Ensure the integrity of the workbook by
adding an invisible digital signature,
Send b

¢ N ZT LD

Mark as Final
Let readers know the workbook is final and
make it read-only.

@ Run Compatibility Checker
Check for features not supported by earlier
versions of Excel.

| Publish  *
E’ TAE

_T Close

123 Excel Options | | X Exit Excel |
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Microsoft Office Excel - Compatibility Checker 2lx

The following features in this workbook are not supported by earlier versions
@ ofExcel. These features may be lost or degraded when you save this
workbook in an earlier file format.

Summary Mumber of occurrences

Qs
This object will no longer be editable. 1
Location: 'Sheet1’, Shapes

Significant loss of functionality

Find Helo

[~ Check compatibility when saving this warkbook.

Copy to New Sheet |
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Home contains formatting and editing icons

( D = ™ ¥ Bookl - Microsoft Excel = =
Home Insert Page Layout Formulas Data Review View 'QJ g X
=0 N . == = ) || g=lnsert -
j Calibri i1 ~{lA == §||@/"| =¢ General - o=t ‘ﬁ‘ %
= 53 - =2 — 5 Delete ~
Paste B I U - -||{i)v ||| = =||EE # - ||$ - 9% »|/%8 ;% Conditional Format Cell repes Sort & Find &
- 7 = e 90 >3 Eormatting - as Table = Styles = || [ Format ~ l‘ Filter - Select -
Clipboard = Font IF Alignment IF Mumber IF] Styles Cells Editing

Insert objects into the file, such as pictures, charts, header/footer, and pivot tables

( cl [ o = Bookl - Microsoft Excel -gX
Home Insert Page Layout Formulas Data Review View ':@ - 7 X
M[E\_l& DR gl keSS & A 3 4 4 a8 R
PivotTable Table Picture Clip Shapes SmartArt | Column  Line Pie Ear Area Scatter Other Hyperlink Text Header WordArt Signature Object Symbol
= Art £ = = = = = = Charts = Box & Footer E Line =
Tables Tlustrations Charts ] Links Text
T T =
Page Layoutset margins, page orientation, gridlines, and headings
{ D = ) s Bookl - Microsoft Excel -=
Home Insert Page Layout Formulas Data Review View ':@ - 2 X
Calors ~ - =] = o2 Width: Automatic ~ | Gridlines |Headings -l Ering to Front - |& Align
“ = 0as & EE b _
. Fonts = 31__|J Height: Automatic ~ || | View | ¥ View || <} Sendto Back %Graup
Themes Margins Orientation  Size Print Ereaks Background Print o
[O] Effects = - - - Area- Titles || ] Scale: 100% = Print print || 5f; Selection Pane 7 Rotate
Themes Page Setup F] Scale to Fit LF] Sheet Options = Arrange
Formulas functions, formulas, and AutoSum
{ cl [ o s Bookl - Microsoft Excel -8Xx
Home Insert Page Layout Formulas Data Review Wiew - 8 X
f:‘: E AutoSum ~ ﬁ Logical ~ ﬁl Lookup & Reference ~ ~=) Define Name ~ f}”Tracc Precedents @ Show Formulas j Iﬂ
ﬁr Recently Used ~ CA Text ~ fﬁ Math & Trig ~ i~ Use in Formula EC-E Trace Dependents @ Errar Checking — 1=
Insert — . i X MName X . Watch Calculation u
Function @ Financial ~ ff? Date & Time ~ ﬁ] Mare Functions ~ Manager B4 Create from Selection ,-f, Remove Arrows ~ @ Evaluate Formula | windaow Options ~
Function Library Defined Names Formula Auditing Calculation
Data data from other sources, such as Access, text, or web, validation and sorting tools
2 H ) ’_"—/ @ ¥ DU ,‘ 05 ft E ~ = &
Home Insert Page Layout Formulas Data Review View x
Y t T = B i - =4 idation ~ ; =
iz From Access C:l P @ \J,iﬂ Connections Al E ? i Clear E_E |=4 Data validation “'fﬂl @ [j o
i@ From Web — L ‘ T Properties i > Reapply = {Fi Consolidate & =
5 From Other Existing Refresh ~ ﬁl Sort Filter v Textto Remove Group Ungroup Subtotal
LFromText  sources~ | Connections | All~ = Edit Links X7 hdvanced | Columns Duplicates (=2 What-If Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Qutline I
Review spell check, thesaurus, comments, and workbook/sheet protection
= R ] s Bookl - Microsoft Excel —EEX
Home Insert Page Layout Formulas Data Review View ':@ - g X
% E@ |‘= I % \j 7 l \ l = . Show/Hide Comment [;‘?l LLE @3 Protect and Share Warkbook
i Show All Comments @Allow Users to Edit Ranges
Spelling Research Thesaurus Translate Mew Delete Previous Mext Protect  Protect Share
Comment > Show Ink Sheet Workbook ~ Workbook |o# Track Changes -
Proofing Comments Changes
View: views of the spreadsheet, zoom, macros, formulas, gridlines, and switch windows icon to switch between open
spreadsheets
( cl = . & Bookl - Microsoft Excel -gXx
Home Insert Page Layout Formulas Data Review View ':@ - g X

L) Page Break Preview Ruler ¥ Formula Bar C{ ] -_F_si| Mew Window [ Split 111 _ % =]
15| Custom Views idli i il =) = Hj : CH ==

V| Gridlines ¥ Headings | % 7 = Arrange All .1 Hide FE I
Mormal| Page Zoom 100% Zoomto _ Save Switch Macros
Layout = Full Screen I ge Bar selection ﬂﬂ Freeze Panes =~ [ Unhide | »14 Waorkspace Windows ~ -
Waorkbook Views Show/Hide Zoom Window Macros
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