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� Use Excel Ribbon to access excel features.

� Format text, numbers, and dates by controlling:

◦ Font style, size and color.

◦ Borders and background colors.◦ Borders and background colors.

◦ Text alignment.

◦ Special numeric formats and number precision.

� Copy an existing format using format painter.

� Use a built-in style or theme to change appearance of a cell.
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� Merge a range of cells into a single cell.

� Delete, insert and hide worksheet columns or rows.

Use conditional formatting to highlight cells that meet � Use conditional formatting to highlight cells that meet 
specified criteria.

� Apply a built-in table style.

� Lock cells to prevent unwanted alterations to cell 
contents
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InInInIn OfficeOfficeOfficeOffice 2007200720072007,,,, thethethethe HomeHomeHomeHome tabtabtabtab ofofofof thethethethe RibbonRibbonRibbonRibbon isisisis

divideddivideddivideddivided intointointointo thethethethe followingfollowingfollowingfollowing groupsgroupsgroupsgroups::::divideddivideddivideddivided intointointointo thethethethe followingfollowingfollowingfollowing groupsgroupsgroupsgroups::::

� Clipboard

� Font

� Alignment
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‣ Styles
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‣ Editing



WindowsWindowsWindowsWindows ClipboardClipboardClipboardClipboard isisisis aaaa temporarytemporarytemporarytemporary storagestoragestoragestorage locationlocationlocationlocation
thatthatthatthat allowsallowsallowsallows youyouyouyou totototo movemovemovemove orororor duplicateduplicateduplicateduplicate informationinformationinformationinformationthatthatthatthat allowsallowsallowsallows youyouyouyou totototo movemovemovemove orororor duplicateduplicateduplicateduplicate informationinformationinformationinformation
withoutwithoutwithoutwithout retypingretypingretypingretyping itititit....

� Paste and Paste Option menu

� Cut or Copy

� Format Painter

� Clipboard expand control
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� The Format Painter Format Painter Format Painter Format Painter copies the formatting from one 
cell or range to another cell or range, without 
duplicating any of the data.

� Select the range containing the format you wish to 
copy.copy.

� Click the Format PainterFormat PainterFormat PainterFormat Painter button on the Home tab.

� Click the cell to which you want to apply the 
format.
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ManyManyManyMany ofofofof thethethethe formattingformattingformattingformatting optionsoptionsoptionsoptions availableavailableavailableavailable throughthroughthroughthrough
thethethethe FontFontFontFont groupgroupgroupgroup inininin ExcelExcelExcelExcel 2007200720072007 areareareare veryveryveryvery similarsimilarsimilarsimilar totototothethethethe FontFontFontFont groupgroupgroupgroup inininin ExcelExcelExcelExcel 2007200720072007 areareareare veryveryveryvery similarsimilarsimilarsimilar totototo

WordWordWordWord processorsprocessorsprocessorsprocessors....

� Font typeface and point size

� Bolt, Underline and Italic attributes

� Border application

� Cell background color and font color
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� The Mini toolbar Mini toolbar Mini toolbar Mini toolbar appears when you select part of 
the cell text. This bar contains buttons for 
commonly used text formats.
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� You can add borders to the left, top, right, or 
bottom of a cell or range, around an entire cell, or 
around the outside edges of a range using the 
Border button arrow.Border button arrow.Border button arrow.Border button arrow.
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� The Format Cells dialog box has six tabs, each 
focusing on a different set of formatting options.
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TheTheTheThe alignmentalignmentalignmentalignment groupgroupgroupgroup onononon thethethethe Ribbon’sRibbon’sRibbon’sRibbon’s HomeHomeHomeHome tabtabtabtab
providesprovidesprovidesprovides accessaccessaccessaccess totototo::::providesprovidesprovidesprovides accessaccessaccessaccess totototo::::

� Horizontal and vertical alignment

� Cell indentation control

� Rotate cell content

� Wrap text

� Merge cells and Center text
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� You increase the indentation by roughly one 
character each time when you click the Increase 
Indent button.
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� One way to align text over several columns or 
rows is to mergemergemergemerge, or combine, several cells 
into one cell.
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TheTheTheThe numbernumbernumbernumber groupgroupgroupgroup onononon thethethethe Ribbon’sRibbon’sRibbon’sRibbon’s HomeHomeHomeHome tabtabtabtab
providesprovidesprovidesprovides accessaccessaccessaccess totototo numericnumericnumericnumeric formats,formats,formats,formats, includingincludingincludingincluding::::providesprovidesprovidesprovides accessaccessaccessaccess totototo numericnumericnumericnumeric formats,formats,formats,formats, includingincludingincludingincluding::::

� Currency and accounting format

� Percentage

� Thousands separator (comma)

� Increase and decrease decimals

� Named formats
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� Although dates and times in Excel appear as text, 
they are actually numbers that can be used to 
measure interval between the specified dates. 
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TheTheTheThe StylesStylesStylesStyles groupgroupgroupgroup onononon thethethethe Ribbon’sRibbon’sRibbon’sRibbon’s HomeHomeHomeHome tabtabtabtab cancancancan bebebebe
usedusedusedused totototo::::usedusedusedused totototo::::

� Apply pre-defined styles to cells

� Create and modify styles

� Create a table within a worksheet

� Apply conditional formatting to highlight parts of a
data set
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� You can treat a range of data as a distinct object in 

a worksheet known as an Excel table.Excel table.Excel table.Excel table.

� Select the range to which you want to apply the 

table style.

� In the Styles group on the Home tab, click the 

Format as Table button.

� Click a table style in the Table Style gallery.

25



26



� Select the range in which you want to highlight 
cells that match a specified rule.

� In the Styles group, click the Conditional 
Formatting button, point to Highlight Cells Rules or 

� In the Styles group, click the Conditional 
Formatting button, point to Highlight Cells Rules or 
Top/Bottom Rules, and then click the appropriate 
rule.

� Select the appropriate options in the dialog box, 
and then click the OK button.
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� A data bar data bar data bar data bar is a horizontal bar added to the 
background of a cell to provide a visual indicator of 
the cell’s value.

� Select the cell(s).� Select the cell(s).

� In the Styles group on the Home tab, click the 
Conditional Formatting Conditional Formatting Conditional Formatting Conditional Formatting button, point to Data BarsData BarsData BarsData Bars, 
and then click the DataBar option you wish to 
apply.
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TheTheTheThe CellsCellsCellsCells groupgroupgroupgroup onononon thethethethe Ribbon’sRibbon’sRibbon’sRibbon’s HomeHomeHomeHome tabtabtabtab provideprovideprovideprovide
accessaccessaccessaccess totototo buttonsbuttonsbuttonsbuttons allowingallowingallowingallowing youyouyouyou totototo::::accessaccessaccessaccess totototo buttonsbuttonsbuttonsbuttons allowingallowingallowingallowing youyouyouyou totototo::::

� Insert cells, rows and columns

� Delete cells, rows and columns

� Resize rows and columns

� Hide and unhide rows, columns and worksheets

� Protect sheet
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� Select the column(s) or row(s) where you want to 
insert the new column(s) or row(s); Excel will insert 
the same number of columns or rows that you 
select.

� Use Ribbon options Home/Cell/ Insert    or

� Right-click the mouse and then click Insert on the 
shortcut menu.

31



32



� Clearing Clearing Clearing Clearing data from a worksheet removes the data 
but leaves the blank cells.

Deleting and Clearing a Column Deleting and Clearing a Column 
or Rowor Row

� Deleting Deleting Deleting Deleting data from the worksheet removes both the 
data and the cells.
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� AutofittingAutofittingAutofittingAutofitting eliminates any empty space by
matching the column to the width of its longest cell
entry or the row to the height of its tallest cell
entry.

� Double-click the right border of a column heading
or the bottom border of a row heading to AutoFit
the column or row to the cell contents (or select
one or more column or rows, click the Home tab on
the Ribbon, click the Format button in the Cells
group, and then click AutoFit Column Width or
AutoFit Row Height).
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Or

� Drag the right border of the column heading left to
decrease the column width or right to increase the
column width.column width.

� Drag the bottom border of the row heading up to
decrease the row height or down to increase the
row height.
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ProtectingProtectingProtectingProtecting thethethethe worksheetworksheetworksheetworksheet limitslimitslimitslimits user’suser’suser’suser’s accessaccessaccessaccess totototo thethethethe
calculationscalculationscalculationscalculations inininin lockedlockedlockedlocked cellscellscellscells....

� Cells with Normal style are, by default, locked.

� Select cells to be unlocked.

� Use Format cells window to unlocked them.

� To protect worksheet use 
Home/Cells/Format/Protect Sheet.

� Enter a password (password will be used to
unprotect the sheet again).
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TheTheTheThe EditingEditingEditingEditing groupgroupgroupgroup onononon thethethethe Ribbon’sRibbon’sRibbon’sRibbon’s HomeHomeHomeHome tabtabtabtab
provideprovideprovideprovide accessaccessaccessaccess totototo buttonsbuttonsbuttonsbuttons allowingallowingallowingallowing youyouyouyou totototo::::provideprovideprovideprovide accessaccessaccessaccess totototo buttonsbuttonsbuttonsbuttons allowingallowingallowingallowing youyouyouyou totototo::::

� Insert functions

� Fill cells, rows and columns

� Clear cells, rows and columns

� Sort and filter data

� Use commands Find and Select
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� You can use the Find Find Find Find command to locate numbers 
and text in the workbook and the Replace Replace Replace Replace 
command to overwrite them.
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