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This guide will provide an overview of Excel 2007 by covering the following:

Format Data into Table Chart Tools
Sort and Filter

Conditional Formatting

Charts

Detailed Information

FORMAT AS TABLE
Microsoft has introduced a new concept of working with tables of data. Format as Table feature can
make columns of data easy to read, while providing a set of tools to perform basic data analysis with
a few mouse clicks.
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SORT AND FILTER

Sorting and filtering allows you to manipulate data in a worksheet based on a given set of criteria.
When you Format as Table, the header row will have dropdowns with the sort and filter functions.
Sort and filter is also available from the Data Tab.
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CONDITIONAL FORMATTING

Conditional formatting automatically applies formatting to one or more cells based on the value of the
cell or the value of a formula. This feature makes it simple to highlight specific values or to identify
values in a range.
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CHARTS

The new user interface makes it easy to explore the available chart types so that you can create the
right chart for your data. Once you enter your worksheet data, you can select the chart you want to
use.

Worksheet Data Chart created from worksheet data
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CHART TOOLS

When the chart/graph is finished, the Chart Tools will appear. In this group you will find commands
necessary to customize your chart or graph.
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Where to get Microsoft Office 2007 help:

IT Help Desk
Phone: (817) 531-4428 ext. 2
Email: helpdesk@txwes.edu

CETL
Phone: (817) 531-6530

Email: cetl@txwes.edu

Microsoft
Online: http://office.microsoft.com
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