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Using the Ribbon in Excel 2007

TheRibbonis the backbone of the Office 2007 applicatians is now your control center for creating
aspreadsheet. Four tabs remain constant in each of the Office 2007 applications that id®the R
(Word, Excel, and PowerPoint): Home, Insert, Review, and View. Excel 2007 uses several additional
tabs including Page Layout, Formulas, and Dsé@Figure 1). The tab groups and features of each

are outlined in the table belowo reduce clutter, some tabs are shown only when needed. For
example, th®esigntab for headers and footassshown oty when you click in a header or footer

area. Likewise, th€hart Toolstab is show only when a chart is selected.

Da = )~ Book2 - Microsoft Excel -9X
-/ Home Insert Page Layout Formulas Data Review View Add-Ins @ - o X
= RIS, = L L) — Sealnsert ~ 3>~ B

J & Calibri i A== ; General ® k:’ fﬁ;ﬂ —‘d S A? L}&
Ee} = =5 s o " Delete ~ j . Z
Paste B r U~z A~ |=E==|Es=E| =~ | $ - % o |[%2 %8| Conditional Format Cell en Sort & Find &
% J — — L F || e S Formatting ~ as Table ~ Styles~ || (&) Format ¥ || (2~ Filter~ Select~
Clipboard Font F] Alignment (] Number F] Styles Cells Editing

Figure 1: The new Ribbon in Excel 2007.

Tab ~ Functions
Contains the Clipboard grouppntgroup, the typical formatting buttons for font type and
size, bold, italic, car, alignment and so on in the Font akijnmentgroups. Options also
available forformatting numbers styles in tidumber group. Formatting and cell appearan

Home tab options in the Styles group. Options for insertilaieting cells, rows and columns in the Ce
group. The Editing group holds the clear formatting comm8&odjng and Filtering toolgnd
Find and Replace settings.

Insert tab Contains all the things you might want to put aspeeadshedt from tablespictures, charts,

and text boxes to hyperlinks, headers, footansl symbols

Containsmany of the options that were found in the File menu and the Pagedpéitup of
theolder Excel programs. This includes: margins, page orientationt,area and print titles
(all in thePageSetupgroup), options for scaling the pages and displaying gridheeslings
and commands for arranging objects in Almeangegroup.

Page Layouttab

Formulas tab All the Excel formulasyou love to usare here.

Pull data in from outside sources, use the sorting, filtering and other data relatédundls
Data tab .

on this tab.
Review tab Find the spelling checker and other proofing tools here. Markugptteadsheatith

commentor turn on track changes and workbgoktection

Make a quick switch to any one of tfiee views, turn on gridlinesoom in on sheetgy

View tab arrange all your opespreadsheeis the window.

If your screen resolution is not set high enough, or if you do not have the Excel 2007 window
maximized, you will not see the full listing of Ribbon todter example, with a higher resolution you
will see all the commands in ti&how/Hidegroup on thé/iewtab.However,with 800 by 600
resolution, you will see th8how/Hide button only not the commands in the growge€Figure 2).

In that case, clicthe arrow on th&how/Hidebutton to display the commands in the group.
Generally, the groups that display only the group name at a lower resolution are those with less
frequently used commands.
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Figure 2: The top image shows the Viewtab on the Excel 2007 Ribbon at a lower resolution. Notice the collapsed
Show/Hide group with a small arrow below the group name. The bottom image shows the same tab on the Ribbon
when displayed at a higher resolution.

If necessary, adjust the screen resolution used with your monitor. Use the maximize button in the upper
right corner of the Excel window to expand the program so it fills the screen and the Ribbon expands
to full size.

Locating Basic Commands

TheHometab holdshe commands most people use frequently when they develop spreadsheets. This
includes all the options for changing font types, styde#f alignment, addinggleleting rows and

columns clearing cell formattingand pasting content from other applications. If you neetidaoge

cell styles (for example, from text to currencydu'll find the commands for it in tiéumbergroup of
theHometab.

Thelnserttab contains all of the object&Xcelrefers to somefdahem as "lllustrations™) and text
based components that you can add tsghieadsheefn extensive list of charts you carsert and
usecan be found in thinserttab.

ThePage Layoutab contains just about all of the features you need to managedtsd appearance
of the spreadsheet. Most of the options on thigrtadrgins, scaling, print titles, etmjere located in
the File/AAPage Setup menu option of previous Excel versions.

All keyboard shortcuts you may have used in previous versiobsaaiwork in 2007.

To help you findExcel2003 commands in the neéxcel 2007 interfaceyou can use the interactive
command reference guide found on the Microsoft Office web site. The guide maps all the previous
menu commands to their new locationhe Ribbon or elsewhere Excel2007. You can find the

guide at the following web sitéttp://office.microsoft.com/ems/help/HA101491511033.aspx

TIP: If you have th&ettingStartedtab installed, you can find the Interactive Guide inRhrel a
Commandyroup on this tab.

Additional file level options (new, open, save, save as, print, close, etc.) can be found by clicking
the Microsoft Office Button in the upper left cornesf the Excelwindow.
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