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1 ● Creating a Worksheet and

an Embedded Chart

Microsoft® Office Excel 2007 is a spreadsheet program that allows you to organize data, complete calculations, make decisions, graph data, develop professional looking reports.  It consists of four parts:

1. Workbooks & Worksheets – workbooks are a collection of worksheets; worksheets (also called spreadsheets) allow you to enter, calculate, manipulate & analyze data like numbers & text

2. Charts – graphical representation of data; the software has 11 built-in types 

3. Tables – organize & store data within worksheets

4. Web Support – can be saved in the HTML format for use online

Requirements Document – issued by the person requesting the worksheet; includes a needs statement, source of data, summary of desired calculations and special requirements like charting or web support

General project guidelines:

1. select titles & subtitles for worksheet – less is more; use the fewest # of words possible

2. determine contents for rows & columns – rows typically contain info that is like items in a list; columns contain descriptive info about items in rows, or company regions

3. determine needed calculations

4. determine where to save worksheet

5. format elements of worksheet – shape, size, color & position

6. decide on types of charts needed

7. establish location & format of chart(s)

Excel and Word share many features including:

· document window

· Ribbon

· Mini toolbar

· Shortcut menus

· Quick Access Toolbar

· Office Button
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Quick Access Toolbar



Workbook – is like a notebook containing sheets; Excel opens a new blank workbook with the default name Book1 and 3 worksheets.  Each worksheet has a name on a sheet tab at the bottom of the workbook.
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Worksheet – organized in a rectangular grid containing vertical columns & horizontal rows.  Column headings identify the columns while row headings identify a row number on the left side of the grid.

[see Figure 1-6 on page EX8 for a detailed document window]

Cell – the intersection of each column & row; this is the basic unit in which data is entered

Cell reference – the unique position, or address, of a particular cell (F5 is the cell at the intersection of Column F and row 5.
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Active cell – the one in which data can currently be entered; identified 3 ways:

1. heavy border surrounding cell

2. reference immediately above column A in Name box

3. column heading A and row heading 1 highlighted

Gridlines – horizontal & vertical lines on worksheet

Status bar – appears at bottom of screen (like in Word) and presents info about the worksheet, the function of the button the mouse is pointing to, or the mode of Excel.  Mode indicators like Enter or Ready appear on the status bar.

The Ribbon is Excel’s control center.  It consists of tabs, groups & commands.  Each tab contains a collection of groups and each group contains related commands.  The top-level tabs are Home, Insert, Page Layout, Formulas, Data, Review and View.  The Home tab is the primary, or default, tab.

Like the mini toolbar in Word, Excel displays contextual tabs to perform specific tasks like working with charts & tables.  When you are done working with a chart, the appropriate tab disappears automatically.
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Excel Ribbon

Ribbon commands include galleries, a set of choices arranged in a grid or list.  Most galleries support live preview so you can preview a change before selecting it.

Enhanced screen tips – notes that provide the name of a command, available shortcuts and sometimes additional instructions

Formula Bar – appears under ribbon and displays the entry as you type

Dialog Box Launcher – found in the lower right corner of some groups on the Ribbon; when clicked it activates a dialog box or task pane with additional commands and options
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Dialog Box Launcher at lower right

corner in font group on Home tab

Shortcut menu – appears when you right-click an object; a list of frequently used commands often involving the CTRL or ALT keys
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Block plus sign in

the active cell A1
Select a cell by using the mouse to move the block plus sign to the cell, then click.

Excel interprets any set of characters containing a letter, hyphen (like a phone number) or space as text.  Text is used to places titles on the worksheet (like column or row titles or worksheet titles).  Numbers can only contain the following characters:

0 1 2 3 4 5 6 7 8 9 + - ( ) / . $ % E e

Any other character, or a space, is interpreted as text.

When text is longer than the width of a column, Excel displays the overflow characters in adjacent cells to the right as long as those cells contain no data.  If the cells contain data, the overflow characters are hidden.

The SUM function adds all of the numbers in a range of cells.  A range is a series of two or more adjacent cells in a column or row, or a rectangular group of cells (for example, B4, B5, B6, B7 & B8 is a range).

To copy cell references like the SUM function you use the fill handle, a small black square at the lower right of the heavy border around the active cell (in this illustration, A1).
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Fill handle

Merging Cells – creating a single cell by combining two or more selected cells.  This might be done to format several columns in an identical way.  Essentially you merge the cells into one for the purpose of a common format command like centering, or a particular font size or color

Column widths – Excel automatically adjusts cells to accommodate formatting

Embedded chart – one that is drawn on the same worksheet as the data; the commands to insert a chart are found on the Insert tab of the Ribbon

AutoCalculate – a function of the software that allows you to obtain a total, or average, of numbers; do so by selecting the range of cells, then right-click the AutoCalculate area to display the Status Bar shortcut menu on the lower right of the screen.
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