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Managing Your Data  

Using the new Office 2007 Fluent Interface  

 

New In Excel 2007  

Cell Styles  / Office Styles  

Conditional Formatting  

Easy Access to Named Ranges  

Improved Sorting and Filtering  

A New View æPrint Layout  

 

Manipulating Data  

Pasting, Transposing, Combining  

Paste Special  

Find and Replace  
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The Fluent Interface, used by all applications, replaces the older menu sys-
tem. It is comprised of The Ribbon, Tabs, Groups and Commands  

THE RIBBON  is contains:  

TABS, which are similar to the old menu system. Some tabs do not ap-
pear until an object is selected (working with Smart Art, graphics or 
table, click on that object and a new tab will appear with options for 
that object.  

GROUPS, which contain tasks grouped together in logical, task ori-
ented categories, such as Font or Paragraph. Many Groups now con-
tain Styles Galleries, collections of design elements.  

COMMANDS , the individual buttons, boxes and  
options that you use to perform tasks  

THE OFFICE BUTTON  replaces the File Menu. The circle in the upper left cor-
ner of the Ribbon is the Office Button lives. Click once to open, then just 
hold the cursor over the options to view. When you are ready, click to per-
form the action.  

All of these together are the Fluent Interface. It was designed based on 
many focus groups of real people who do the same work that you and I do 
using Office.  
  

Excel 2007 was created to be more powerful than the previous versions of 
Excel, yet organized in a way that is intuitive and useful. Stop. Think about 
what you want to do. If you want to use a chart, select the Insert tab. Pre-
pare and check your document before you print it with the Review Tab. De-
sign how the page looks or prints? Page Layout. The Fluent Interface is now 
as organized as you are (or as you always wanted to be)!  
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MORE ROWS AND  COLUMNS, AND  OTHER NEW LIMITS  

Excel 2007 supports up to 1 million rows and 16 thousand col-
umns per worksheet. If you want specifics, Excel 2007 can go up 
to 1,048,576 rows and to 16,384 columns (columns end at XFD), 
giving you with 1,500%  more rows and 6,300%  than Excel 2003.  

OFFICE STYLES  

A style is a predefined theme -based design that changes the look 
of tables, charts, PivotTables, shapes, or diagrams in Excel and 
the other applications.   

Find a style group whenever you are 
working on an object like a table or a 
chart.  

Many tabs and ribbons do not 
appear until you have selected 
an object. If you do not see the 
Tab you need to format and de-
sign Charts, Tables, and other 
elements, click on the item and the Tab will appear.  

CELL STYLES 

Cell styles are used to format selected cells, and you can now 
quickly apply a predefined cell style. Most cell styles are not 
based on the theme that is applied to your workbook, and you 
can easily create your own.  
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There are themed colors that do 
match the current theme. To choose 
your own colors or borders or fill ef-
fects, click on New Cell Style.  

Select the settings you want to use. 
Your colors and styles will appear 
above Good Bad and Neu-
tral (the non -themed col-
ored styles).  

 

RICH CONDITIONAL  FORMATTING  
 Home > Styles > Conditional formatting  

 
Use conditional formatting to easily label 
your data to both analyze, find and to aid in 
viewing your documents.   

You can also find trends in 
your data, and manage multiple 
conditional formatting rules 
that allow you to use gradient 
colors, fill effects, data bars and 

icons sets that apply to data  
when it meets the rules you set.  

This is easy to apply æin just a few clicks, you can 
see relationships in your data that you can use 
for your analysis purposes.  
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EASY ACCESS TO NAMED RANGES    

Using Excelês Name Manager, organizing and managing data.  

Naming a cell or a range of cells helps 
you in writing formulas. SalesTotal is 
more meaningful than D52.  

To create a named range, select the cell 
or the range of cells. In the Formula 
Tab > Defined Names Group, select De-
fine Name. Give  your Range a name.  

To use this range, start your formula, 
then to add the named ranges click on 
Use Range. 

 

 

 

 

 

To edit a Named Range, select the 
name Manager. Click on the range 
to rename and select Edit.  



Microsoft Excel 2007 æManaging Your Data  

Page 6  

I MPROVED SORTING  AND FILTERING  

Data can now be 
sorted by color. Also, 
where you could for-
merly sort by just 
there levels, you can 
now sort by up to 64 
levels.  

Sort by color, values, 
font or icon.  

When Filtering data, new arrows appear in your rows, allowing 
you to choose your criteria in the column you are working with. 
You can filter using numbers or text.  

Uncheck Select All to define 
just want you want to sort (for 
example, you only need to find 
the item number 6, 10, and 
12).  

Or, you can sort using Number 
filters such as the Top 10, or 
those that are Above or Below 
Average.  
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 EXCEL TABLES (FORMERLY KNOWN  AS LISTS)  
Insert > Table  

In Office Excel 2007, you can use the new user interface to 
quickly create, format, and expand an Excel table (known as an 
Excel list in Excel 2003) to organize the data on your worksheet 
so that it's much easier to work with and to view.  

Select your data, click on the Insert Tab, and Table.  

TABLE HEADER ROWS  
Table Tab > Design > Table Style Options > Table Header Row  

When table headers are displayed, they stay visible with the data 
in the table columns by replacing the worksheet headers when 
you move around in a long table.  

AUTOMATIC  AUTOFILTERING   

AutoFilter offers ways to sort and define 
your data easily, allowing you to create 
powerful tables for managing your data. 
You can filter by numbers or text, depend-
ing on the data in the columns.  
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CALCULATED COLUMNS   A calculated column uses a single formula 

that adjusts for each 

row. It automatically 

adjusts, including ad-

ditional inserted or 

deleted rows so that 

the formula is imme-

diately extended to 

those rows.  

 
TABLE STYLES  

Table Tab > Table Styles Gallery  

You can apply a table style to quickly add designer -quality, pro-
fessional formatting to tables. Colors are not just for decoration, 
they add depth and ease of reading to your tables.  

If an alternate -row style is enabled on a table, Excel will maintain 
the alternating style rule through actions that would have tradi-
tionally disrupted this layout, such as filtering, hiding rows, or 
manual rearranging of rows and columns.  

 



Microsoft Excel 2007 æManaging Your Data  

Page 9  

FORMULA  AUTOCOMPLETE 

To make it easier to create 
and edit formulas and 
minimize typing and syn-
tax errors, use Formula 
AutoComplete. After you 
type an = (equal sign) and 
beginning letters or a dis-
play trigger, Microsoft Of-
fice Excel displays below the cell a dynamic drop -down list of valid 
functions, names, and text strings.  

DONêT FORGET THIS  WHEN YOU HAVE CREATED A PAGE WITH  ALL OF 
THE FEATURES AND  FORMATTING  YOU NEED  

New From Existing - Allows you to open an already for-
matted document as a new template, ready to delete old 
data, add new data without having to recreate the for-
matting  

Great example - easily convert last years budgets - into 
this years budget!  
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9M ANIPULATING  DATA  

Pasting in Excel is different than in other applications. 
Excel has different Paste options. You can paste just the 
values of the cell, the formulas, and more.  

When copying a cell with a formula in it, Excel assumes 
that you want to paste the formula. If you want just the 
value use the paste option çvalueè.  

To TRANSPOSE THE DATA  when you need to change from 
rows to columns. Follow the directions on this image to Transpose the Data.  

 You can also COMBINE  DATA  
(Concatenate ), by adding the con-
tents of two columns together us-
ing the formula function,  
 

Create the formula in the first cell, 
then copy to the rest of the rows. 
Unless you like typing complex for-
mulas.  

The formula box allows you to en-
ter all of the data you need in the 
formula, including spaces or other 
text. Just tab from field to field 

(Text1, Text2). When you click in the next field, a new box appears.  

COPYING AND  PASTING  IN  EXCEL 

Copying and Pasting in Excel is 
sometimes different than in 
Word. Because Excel cells con-
tain formulas, you when you 
copy that cell the assumption 
that Excel makes is that you 
want to copy the formula.  


