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Starting Out

During this session you will learn:

ÅThe basics of using an electronic spreadsheet.

ÅThe Excel 2007 Ribbon.

ÅBasic formatting features.

ÅEntering values and labels.

ÅBasic calculations.

ÅSorting data

ÅCreating simple charts

ÅUsing Excel 2007 online Help



Starting Out

Excel is used to 

Åanalyze, 

Åcommunicate, and 

Åmanage information.

This information is used to make informed decisions.



Starting Out
You can:

Perform calculations

Manage and sort data

Create visual representations



Starting Out

Interacting with Excel



About Workbooks

A spreadsheetconsists of a grid-like array of cells.  

A workbook is a collection of spreadsheets.  

A new Excel workbook opens with three spreadsheets 
with the option to insert more.



Exploring your Workbook

The Active Cell  

Has a thick border, row and column 
identifying its address

The active cell is 
G4



Working with Excel 2007

Cells, Ranges, Columns, Rows, 

Basic components of a spreadsheet

Column F

Row 9

Cell C7
The Active 
Cell



Working with Excel 2007

Create Worksheet Labels

Label your data for ease of use

Label

Label



Working with Excel 2007

Enter and Delete Data

To enter data, click in cell and type.  

To delete, click in cell and press Delete or 
right-click and select Clear Contents

Formula Bar

Cell C2 is the 
active cell



Basic Features

Working with Basic Formulas

Add/subtract/multiply/divide 



Moving your Data

Dragging and Dropping Cells

Select cell(s), click and drag border



Cell Formatting

Conditional Formatting

Cells change color depending on value



Sorting Data

Select Sort from the Home tab or 
from the Data tab



Working with Charts

Creating a Chart

Select range, choose chart type



Getting Help

Browse the help files online through the 
Internet, or offline using the files on your 
computer.


