Transition Guide: Excel 2003 a Excel 2007

*Disclaimer — This document is not a comprehensive guide to Excel 2007. Its purpose is to ease your
transition to the new version of Office 2007 by highlighting select features and options in the
new software.

New User Interface

Quuick Access Toolbar [QAT| -- contains frequently used commands

Ribbon -- organizes commands into tabs then ?raups.
Replaces the menu bar and toclbars trom Excel 2003.
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Diulng Bex Launcher -- pmvtdas access to additional menu oplions

.[#&——Mini toolbar -- provides quick access to frequently
used fnrmmling commands specific
te salected text

Status bar -- on left, displays status messages; on right,
displays view buttons and zoom slider -
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Additional Resources

Pearson Prentice Hall. Transition Guide to Microsoft® Office 2007. New Jersey: Pearson Education, Inc.
2008.

Guides to the 2007 Office system user interface. This site links to both interactive guides and
mapping workbooks that list all 2003 commands and toolbars with their locations in 2007.

http://tinyurl.com/34uyc8
(for your convenience, this website has been shortened using tinyurl.com).

Microsoft 2007 Office System Training Courses. http://tinyurl.com/2tvfhc
(for your convenience, this website has been shortened using tinyurl.com).

/0808


http://tinyurl.com/34uyc8�
http://tinyurl.com/2tvfhc�

Cells...

Bowns
Columns
Yiforksheet
Chart...

aymbaol..,

Mews.,, Ctrl+M
Open.. Ctrl+0
Close

Sawve Ctrl+%
Save As..,

Conditional Formatting

Cells... Ctrl+1
B 3
Column 3
Sheet 3
AutoFormat...

Conditional Farmatting... |

abyle...
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Excel 2007

1. Insert tab

on Ribbon

Home JInsert l Page Layout Farmulas

2. Chart Option buttons
in the Charts group

Data Revi View Developer Ad

si1iey)n

| EI
nall @i b ) & |
Picture Clip Shapes Smartart || Column  Line Pie Bar Area Scatter Other

- - - - - -

Charts =

Excel 2007
1.0ff.cebunon_@DﬂH-’ o Tl

Recent Documents

1 Week 1-2 TimeSheet.xls H
2 Week 7-8 TimeSheet.uls =
3 PowerPoint Ribbon Mapping Workbook.xls = 9
4 Week 5-6 TimeSheetxls =l O
— = 1 m
PowerPoint Ribbon m., —— g (D

b

‘Word Ribbon Mapping Worksheet.xisx

-I'JE/ Publish »

2. Close command

) o

i | Y- Excel:Options Hx Exit Excel }.

Excel 2007

1. Home tab
on Ribbon

2. Conditional Formatting
button in the Styles group

#

53 Copy
Paste r Conditional | Format Cell
-# Format Painter Formatting = as Table = Styles =
Clipboard L e
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Cut & Copy

Can't Undo Chrl+Z

Can't Bepeat Ctrl+Y
£ Cut Crl +3

Copy Chrl+C

Office Clipboard...

Baste Chrl+4

Paste Special..,

Fill & Clear

Can't Undo Ctrl+£
Copy Ctrl +C
Dffice Clipboard..,

Fill 3
Clear » |

Delete,..
Delete Sheet

Mowve or Copy Sheet.,,

File Properties

MNew... Ctrl+M
Ctrl+0
Print Pre.. _/ S
Print... L+
Send To 3
Properties |
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Excel 2007

1. Home tab on the Ribbon

& Cut
=2 Copy
Paste
- ;? Format Painter
Clipboard {F]

2. Cut & Copy buttons
in the Clipboard group

Ado) 7 1n)

Excel 2007

1. Home tab
on Ribbon

uma-:ﬂﬁ\

2. Fill & Clear buttons
in the Editing group

Insert

el ¥

i &< )
53 Copy
Paste . .t Delete Format Sort & Find &
- ;? Format Painter : - - ¢ Clear - Filter = Select
Clipboard ] Cells ) iti
Excel 2007

1. Office bunon_@D Sd9-c FHI

3. Properties command ——

E Properties
‘E View and edit workbook properties, such

as Title, Author, and Keywords,
o
&)

Inspect Document
Check the workbook for hidden metadata
or personal information.

Encrypt Document

Increase the security of the workbook by
adding encryption.

Restrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

g al

@ Prepare  »
= =l

sallaadoud 9ajll4

2. Prepare menu ‘H Add a Digital Signature

Ensure the integrity of the workbook by
adding an invisible digital signature,
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Sart..

Eilter

Form...
Subtotals...
Walidation...

Tahle...

Find, Go To, & Rep

Undo Typing

Insert

Ctrl+Z
Repeat Typing  Ctrl+Y
Ctrl+X

Clear Ctrl+C

e

Select All

Eind... p Ctrl+F
Replace... w Ctrl+H
GoTo.. Ctrl+G
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Excel 2007

1. Data tab
on Ribbon

Formulas Data Review View Developer Add-Ir II
Connections Al - - r & Clear :
@ ﬁProper‘cies ‘ 1’_}; Reapply ®
Refresh Z| sort || Filter o
ns || An= =2 Edit Links & W advanced
Connections
2. Filter button in the
Sort & Filter group
lace
Excel 2007
1. Hom_e tab 2. Find button in o
on Ribbon the Editing group >
@E T LA o2
I. 4 Home Inse CD
X cut % ﬁ @ == é( FEER || 2 AutoSum - %r E O
B E3 Copy = @ @] Fin - Q S
Paste i wnal Format  Cell Insert Delete Format Sort & |Find
- < Format Painter \ g+ a5 Table ~ Stules~ - - - &2 Clear = Filter = O -
liehna =4 3. Find, Replace, & Find.. D o
Al - Go To, & Go To Special [t Beplace-
ELL commands S Ro
1 Go To Spedial... I
- ' ]
Excel 2007
. . T
1. Home tab Font type & size lists o
on Ribbon in the Font group 5
-+
ﬂ")'@"?%l (I n
I I Home Insert Page Lay Formulas o O
* Cut r ikri =
e Calib 3
Pa'ste @Format Painter QJ
Clipboard ] Font :
BOId{ ltalic, & Font color button =)
Underline buttons Q

in the Font
in the Font group 'n fhe ront group
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Format Painter
Excel 2007

1. Home tab
on Ribbon

Clinboard 4 T

191j1uled jewao4

2. Format Painter button

A in the Clipboard group

Freeze Panes

Excel 2007

- Excel 2003
et Fomat Took Dus [adom | 1 Lo

- T
Dew Window ‘bb 2. Freeze Panes in -
Arrange.. on Ribbon :
2 the Window group ®
Cormpare Side by Side with... * ('ND
Hide _J WView l Developer Add-Ins
Unhide... ol @ E % Split )
Split =¥ == Hide >
— Zoom 100% Zoom to Mew  Arrange | Freeze ) ()
Freeze Panes Selection || Window Al Panes »| ] Unhide wn

Zoom

1Bookl

Functions/Formulas

- Excel 2008 Excel 2007

M
1. Formulas tab c

Cells... on Ribbon >

(@]

E ~+
= m DEd9-c P4lgl s =
EDlumnS l . Home Insert Page Layout l Formulas Data Review View C g
Warksheet . 7))
L Z P EBAE A @ @ B
= Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More L
Eyr‘nhl:d... Function = Used = =2 = = Time = Reference = & Trig = Functions = O

i i -

Page Break ) ) 3

Fe Eanction 2. Insert Function button in c
— the Function Library Group o
Mame » T
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Help

Help | Adabe POF

@ Microsoft Excel Help

Fl |

Show the OFfice Assiskant

Microsoft OFfice Online

Conkack Us

Check For Updates
Detect and Repair. ..
Activate Product. .,

Zustomer Feedback Options. ..

About Microsoft Office Excel

Excel 2007

N NSH9 -~ -oaE
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Help button

J Home ! Insert Pﬂﬂb

& cut

53 Copy

Past

3' Format Painter |__
Ta

e & !

I
®
©

Microsoft Office Excel Help (F1)
Get help using Microsoft Office.

Hide Columns or Rows

Column

Sheet 3

AutoFormat...

Conditiohal Formatting,.,

Style...

Width..,

AutaFit Selectian
Hide

Unhide

Standard Width...

Cells...

Botes |

Columns
Woarksheet
Chart..,

Symbaol..

Insert & Delete (cell

1. Home tab
on Ribbon

Excel 2007

2. Format button
in the Cells greup

...; -

1. Home tab

on Ribbon

2,

Insert & Delete buttons

in the Cells group

e

|| i Gl Fiftes + I
Ruw Hrighl. =
; B LubaFn Row Height Q
2= B Cowmn e D
s At Column Widin
l: kﬂlu:'ﬁ'lmn..
: vy
3 Vethe Erar | fee i it rolpem3 Hide & Unhide
£l Hide Colamna Ovpaniar Tpeis menu eption
] e ghest feran Sheet
3 i Ukt AWy mr ar Copy M.
aa Uniacie Cojumns Patt Caing ¥
Al o) R
= ¥ T

S, rows, or columns)

Excel 2007

e
53 Copy
Faste ﬁFurmat Painter |_
Cipoara |

@Qa L ¢
J_Home l Tnsert Pngﬂ‘.

4

aditional

rmatting = as Table ~ Styles ~

= 3

Format  Cell

Insert Delete ﬁn‘m@‘

91919 ®® 149SuU]|
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Number Format

- Excel 2003

Tew... Ctrl+[
5 Open. Ctrl+0 |

Save Ctrl+5

Save fs..,

Permnission 3

Options

Spelling... F7
Research... Alt+Click
A “hecking..,

5utu\C}~. . ptions.,

Custommize...

Dptions... |
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Excel 2007

2. Number format options

in the Number group

1. Home tab
on Ribbon

0o ICrOS0

Developer Add-Ins

& Cut
53 Copy
Paste
- 5 Format Painter
Clipboard P

jewao4 JaqunpN

General |
$ - % o ||Tu'E ;EE|
g

Number

Excel 2007

1. Officebunon_@D ZH9-c THE -

D Recent Documents
MNew
1 Week 1-2 TimeSheet.xls = O
2_ Open commqnd*b" Qpen 2 Week 7-8 TimeSheet.xls = U
3 PowerPoint Ribbon Mapping Workbook.xls = (‘D
| I 4 Week 5-6 TimeSheet.xls = :
Save
5 TimeSheetxls ==
6 Week 5-6 TimeSheet.xls ==
@ Save As  k
7 TimeSheetxls =

Excel 2007

1. Office button —@ DEd9--F5% -
Recent Documents
) e
1 Week 1-2 TimeSheet.xls =
L;:j_, Open 2 Week 78 TimeSheetuls =1 O
N 3 PowerPoint Ribbon Mapping Workboaokads = U
2 pema——meSheet xis 42 ~+
28y — L —
Il PowerPoint Ribbor ... - -q____...-r-‘b’ O
| Emf Publish * Word Ribbon Mapping Worksheet,xsx = :
i 7))
D Close
2. Excel Options button w'{x Exit Excel |
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Excel 2007

1. Home tab
on Ribbon

Undo Typing  Ctrl+Z
Cut Chrl+X 2. Paste button in the =
Clipboard group )
Copy Ctrl+C or 7
4 Paste nCtrl+V triangle below the D
— Ly Paste button
Paste Special... Farmulas

Paste Walues
Mo Borders
Transpose

Paste Link

E Paste 5pecial... |

Pictures, Clip Art,

Excel 2007

1. Insert tab
on Ribbon

e 05 d
G

AR DA

Comme,.

Ink Annotations I i Page Layout ]
Picture Clip &, @
. _ G =]
iagrarn... Erom File...
. PivotTable Table Picture Clip Shapes SmartArt
Object... From Scanner or Camera.., - Art -
Hypetlink...  Ctrl+K Ink Drawing and Writing Tables
; AutoShapes
§ Wordét.. 2. Picture, Clip Art, Shapes,
Organization Chart - . -
" & SmartArt buttons in the

019 14y dI|D ‘sainioid

lllustrations group

Excel 2007

1. Office button _FDBHﬂ-Ov vV s

Ctrl+MN D - Preview and print the document
Open Ctrl+0 a L3 Print
Close 'E Select a printer 3. Print .and
g E\:_? DOpen other printing Opilons iting. -U
Page Sew. __/ C_tiﬁ/ [ ® Quick Print =
Print Area » | I Send the document directly to the default —
- printer without making changes. :
Print Prewiew -+
=] i Print Preview
= Print... Ctrl +P | e, SaveAs b Preview and make changes to pages before

printing.

L]

2. Print command 4

@ Prepare » /-—~-
e o

Ll] Print | 3
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Print Area

Ctrl+M
Ctrl+0

MNews,.,,

Open..

Save Ctrl+5

Save fs,.,

Permission 3

Page Setup...

Print Area 3

Print Prewiew

Print...

Ctrl+P

Protect Worksheet
- Excel 2003

spelling... F7
Research... Alk+Click

Errar Checking..,

Shared Workspace..,
Share \Wfarkbook...

Protection 3

Online Collaboration  »

Formula 2Auditing »

Custamize...

Transition Guide: Excel 2003 & Excel 2007
Page

Excel 2007

1. Page Layout tab
on Ribbon

Insert J PageLa]rm.rtl Formulas Data Review View

- Sy & |_E| o Ee=

o (Rl O lay=
Breaks Background Print

Margins Orientation Size

- -

= Titles
[ SetPrint Area

P

__

‘ Clear Print Area

1

2. Print Area bution in
the Page Setup group

Excel 2007

1. Review tab
on Ribbon

l Review I View Developer Add-Ins

9of12

ealy 1Ulid

B L7 show/Hide Comment @ % &2 Protect and Share Workbook
79 Show All Comments @ Allow Users to Edit Ranges
Mext ... Protect| Protect Share ..
iz Show Ink Sheet |Waorkbook ~ Warkbook g# Track Changes ~
nments

2.Protect Sheet button
in the Changes group

Mew...

Dpen.. Ctrl+0

Close

Save Ctrl+% |

Save Bs..

&7

Sawve as Wifeb Page..

File Search...

Excel 2007

199 USMJI0M\ 19910.d

1. Officebutton—@D Bd9-c-Fail -

Recent Documents

Week 1-2 TimeSheet.xls

Week 7-8 TimeSheet.xls

PowerPoint Ribbon Mapping Workbook.xls
Week 5-6 TimeSheet.xls

TimeSheet.xls

Week 5-6 TimeSheet.xls

[N
[ %]
[#]
<
)]
(9]
o]
3
3
[#]
=
o
I

g

[ T 1= R I T o Y I R

ﬁ Save As

Time5Sheet.xls

TETET R L

0p)
Q
<
)
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MNew,,,
Dpen.. Ctrl+0
Close
Save Ctrl+5

Save s, h

Save as Wieb Page..,

2l Sert.

Filter 3
Fartm...

Subtotals...

Walidation...

Spelling

Y Spelling... F7
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Excel 2007

1. Office button—@b\D SGd9-cTHE -

Sawve a copy of the document

Excel Workbook

Save the workbook in the default file
format.

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

1@ B

Excel Binary Workbook

2. che AS commcnd Saveds | ¥ Save the workbook in a binary file format
optimized for fast loading and saving.
péa Print » | [}y Excel 97-2003 Workbook
(5] Bl | Savea copy of the workbook that is fully

compatible with Excel 97-2003.

Excel 2007

1. Data tab
on Ribbon

rmulas Data Review View Developer Add-Ir

. Connections Al F? I Clear
Zv||Z |4

fPropertles Kb Reapply

Refresh Z|| sort Filter
All= == Edit Links *‘l Efﬁdvanced

Connections

2. Sort button in the
Sort & Filter group

Excel 2007

1. Review tab

on Ribbon

NDEd9-o 281

Research... Alt+Click
Errar Checking...
Speech »

Shared Warkspace..

TR R L

Ep'zmrg Research Thesaurus Translate New  Delete Prévious Next |
| Comment £ Show

Y vome et et romu Bl e |
v, @

2. Spelling button in
the Proofing group

110S

Buirjlads
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Split Window

- Excel 2008 Excel 2007
ert_Format_Tools Dota [Window] | |\ 0

[ e Wi v e .
= on Ribbon

LSrrange..
Campare Side by Side with... 1—‘—\
] View Developer Add-Ins

2. Split button in the
Window group

Hide =

MOPUIM 21]1dS

- ' % = split
Urhide...
........ .1 Hide FH]
- Zoom 100% JZoomto New  Arrange Freeze
Split Selection || Window  All F‘an»&}s"E"-—'”h"d’E |
Ereeze Panes Zoom

Excel 2007
1. Insert tab

Cels.. on Ribbon 2. Symbolbutton >
Rovws l N the Text group <
sl Home Insert Page I.a}l.\ 3
Milorksheet ——— o
g s, sus E
Chatt... Gl RG] 4 =
Syrmbol... le Table Picture E:{.t 1 .Jnrvdﬁ.rt Si%ir:_lz::ere Object |Symbol

Page Break bles Tlustra

Undo & Redo
. Excel 2003 Excel 2007

Undo button on the
Quick Access Toolbar

C

-

¥} Undo Typing 'sdf' in C4  Chrl+Z o
Can't Bepeat el + o

Cut Ctrl+X Ro
Copy Ctrl+C A

0}

o

o

Redo button on the
Quick Access Toolbar
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Validation

Sort..

Filter 3
Farrm...

Subtotals..

Walidation...

Tahble...

Text to Columns..,

View Options

Harmal

Page Break Preview

Ctrl+F1

Task Pane

Toolbars »

Zoom

-
=

age Break Preview

Task Pane trl+F1
Albar \ _}’
Custom Wiews,,, -

Full Screen

Zoarm..,

Transition Guide: Excel 2003 & Excel 2007
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Excel 2007

1. Data tab
on Ribbon 2. Data Validation button
in the Data Tools group
rmulas Data Review View Developer Add-Ins l

Connections Al 1z ‘W Clear —" “- @

’_‘S_fProperties “ \Z}_;Reapply E g @_’,
Refresh £l Sort Filter o Textto  Remove Data Consalidate  What-If
All- =2 Edit Links Y Advanced || columns Duplicates Validation = Analysis ~

Connections Sort & Filter
Excel 2007

1. View tab
on Ribbon

M) D EH9-o- P8Il -

Home Insert Page Layout Formulas Data Review
I@J E /| Ruler Formula Bar
- Gridlines Headings
or Page Page Break | Custom Full
Layout  Preview Views Screen Message Bar
Show/Hide

2. View Option buttons in
the Workbook Views group

* Note - shortcut buttons located on bottom right of the screen

Excel 2007

1. View tab
on Ribbon

v

Review lView l Developer Add-Ins

‘ormula Bar Q E @
{eadings i
Zoom 100% Zoomto Mew

Selection || Window

2. Zoom option button
in the Zoom group

* Note - shortcut located on bottom right of screen

uollepljeA

suol1ldo MmalIAa

N
o
O
=
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