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1.0 Introduction 

This workshop will introduce you to some of the more advanced features of Microsoft Excel 2007. We will begin 

with customizing the Excel environment and enhancing your workbooks. We will also cover using and creating 

templates, charts, pivot tables and pivot charts, graphics, and advanced formulas. We will end this session with 

learning to sort and filter data. 

 

2.0 Customize Excel 

Now that you have been introduced to Excel, we can improve 

usage of Excel by Customizing the Excel environment. You can 

access Excel Options from the Microsoft Office Button shown 

here. 

Customize Excel Options 

With Excel Options, you have a wide variety of choices within 

the Excel environment. You can turn features on or off, like the 

mini toolbar or live preview. You can change several other 

options such as the overall color scheme, the default save options, proofing options and many more.  

 

 

Customize the Quick Access Toolbar 

The Quick Access Toolbar is located next 

to the Microsoft Office Button, shown 

above. It can be moved below the toolbar 

but is visible from any Excel workbook. 

You can customize the Quick Access 

Toolbar by adding or removing options in 

Excel Options shown here. 
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3.0 Advanced Features 

In this section you will learn about some of Excelõs advanced features.  

Review Tab 

You will find advanced features such as Proofing options, Comments, and Protection on the Review tab. 

 

Proofing Options 

Excel provides proofing tools to assist you while developing your workbook. You can do a Spell Check or access 

the Research Task Pane from the Proofing group on the Review tab to find a similar word with the Thesaurus, a 

reference article with Research, or to translate a word into several different languages with Translate. 

Comments 

Comments are text displayed in a pop up text box when you mouse over the cell. Providing comments helps your 

users understand the contents of specific cells in your workbook. They keep the workbook visually appealing and 

appear only when needed. Once you select a cell you can add, modify or delete a comment with the options in the 

Comments group on the Review tab. 

The Page Layout Tab 

 

 

Themes 

You can use Themes to improve the appearance of your 

workbook. Excel has built in themes, you can download 

Themes from the Microsoft Office online site or you can 

define your own Custom Themes.  Themes can be found on 

the Page Layout tab in the Themes group. You can also 
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modify the colors, fonts or apply effects to your themes from this location. 

 

 

External Resources 

You may want to provide access to an email address, another file, or website from your workbook using hyperlinks.  

Hyperlinks can be found in the Links  group on the Insert tab. Once selected the Insert Hyperlink dialog box will 

appear, shown below. Once you select what you would like to link to on the left, the dialog box changes to allow 

you to provide the source of the link. 

 

4.0 Templates 

Often you need to use the same style of workbook for a different project or even a new month or year. Templates 

contain predefined formatting, formulas and text. You can use a predefined Excel template or create a custom 

template so you do not have to create your workbook from scratch over and over again.  

Excel Predefined Templates 

To create a workbook from an installed Excel Template or from the Microsoft Office Online site, select New from 

the Microsoft Office Button, select the type of template from the Template list on the left then select the desired 

template. Once selected, you will see a preview of the template on the right. Click the create button to begin using 

the selected Template. 

Excel Custom Templates 

A Custom Template can be created from a workbook you already have or created from a modified Excel template. 

To create a template from a workbook you have already formatted, you simply open the workbook, choose Save As 

from the Microsoft Office Button, choose a destination, enter a name for your template, and select Excel Template 

from the Save as type drop down menu. To create a template from an existing Excel Template, you would open the 
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template and make the necessary changes then follow the steps above to save it. Once saved, these templates can be 

opened from the My Templates group, in the Templates list, after selecting New from the Microsoft Office Button. 

 

5.0 Tables 

You can begin creating a Table by inserting it with the Table button from the Tables group on the Insert tab, 

shown below. You can define the range of cells for the Table by typing in the range or by selecting the cells in the 

worksheet.  

The Insert Tab 

The Insert tab is used for inserting objects such as tables, charts, pictures and links. 

 

Table Tools Design Contextual Tab 

 

Modifying Tables 

The Table Tools Design contextual tab appears after you insert the table. There are several tools and options on this 

tab such as resize the table, remove duplicates, or change the table style. The Table Style Options work with Live 

Preview making formatting your table simple. You can also create a custom style to be available for you to select at 

any time. 

6.0 Charts 

Now that your data is organized in tables, you can use charts to display the data in a visually appealing graphic. 

There are several types of charts to choose from, including pie, bar, column, line and many more. You can choose a 

chart type from the Chart group on the Insert tab. 

Modifying Charts  

The Chart Tools Design contextual tabs appear after you insert the chart. The Chart Design, Layout and Format 

contextual tabs provide numerous options for formatting your chart. Many of these options work with Live 

Preview, allowing you to manipulate the text, style, shape, colors and more while you view the changes. 
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7.0 Graphics 

You can really make your worksheet look great by adding graphics such as university or department logos or maybe 

just draw attention to something in the worksheet by graphically representing it instead of labeling it with text. You 

can insert several types of graphics from the Illustrations group on the Insert tab. 

The Insert Tab 

The Insert tab is used for inserting objects such as tables, charts, pictures and links. 

 

Pictures 

To insert a picture, select the Picture button from the Insert tab then locate and select the file that contains your 

picture. After inserting a picture, the Picture Tools contextual tab appears allowing you to adjust or modify the 

picture to visually match your workbook. Live Preview also works with many of these options. 

Picture Tools Contextual Tab 

 

ClipArt 

To insert ClipArt, select the ClipArt button from the Insert tab then enter and search for the type of ClipArt you 

want to use. Please note, the first time you use ClipArt you will be asked if you would like to include thousands of 

additional ClipArt from the Microsoft Online site in your search; I would recommend selecting yes to this option. 

ClipArt is also a picture, so the Picture Tools contextual tab appears after you select the ClipArt, enabling you to 

modify the appearance of the ClipArt. 

Shapes 

Excel provides us with several widely used predefined shapes such as arrows, lines, banners, and callouts to enhance 

our workbooks. These shapes are frequently used to draw attention to specific data in the worksheet. You can select 
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a shape from the Shapes Gallery with the drop down menu on the Insert tab. The Drawing Tools contextual tab 

appears once the Shape is inserted to assist you in applying styles, effects, formatting and arranging the shape. 

 

 

Drawing Tools Contextual Tab 

 

Layering 

You can insert graphic objects on top of other graphic objects; however, you will need to layer them so they display 

correctly. You may also need to layer graphic objects when one slightly overlaps another one. You can change the 

order of the graphic objects by selecting the object then using the layering options in the Arrange group on the 

Drawing Tools contextual tab. 

Grouping 

If you have layered graphics or used several different graphic elements to display a concept you may want to link 

them together with grouping. Grouping graphic objects allows you to move the different objects at the same time. 

You can group the graphic objects by holding the ctrl key as you select each object then choose Group on the 

Arrange group on the Drawing Tools contextual tab. To ungroup the objects select ungroup from the same drop 

down menu. 

SmartArt 

SmartArt is new to Excel it provides a graphical way of illustrating data. The SmartArt Gallery can be accessed from 

the SmartArt button on the Insert tab. You will find seven categories of SmartArt that can be used to illustrate data 

such as relationships, hierarchical cycles, process flows and lists. Once inserted, the SmartArt Design and Format 

contextual tabs appear allowing you to apply formatting, layouts and styles to the SmartArt you selected.  

SmartArt Design Contextual Tab 

 

SmartArt Format Contextual Tab 
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8.0 Advanced Formulas & Functions 

In this section you will learn to perform more advanced formulas in your workbook. Formulas and Functions can 

be found in the Function Library located on the Formula tab, shown below. 

 

  

Cell Ranges 

In the Level 1 workshop you learned about and created Cell Names. Just as we named cells, we can also name a 

range of cells. Adjacent or non-adjacent cells and cells on any worksheet within the workbook can be included in a 

Range. A Range Name allows you to reference several cells in a formula without entering each cell reference. Cell 

Ranges make your formulas easier to create and less confusing to edit. 

Formulas Using Data Across Worksheets 

When you need to create a formula that includes cells from different worksheets within the same workbook, you 

have to include the sheet name followed by an explanation point (!) for each of the cell reference. See the example 

below. 

Example: =SUM(Sheet1!A4,Sheet2!A6) 

3D Cell Reference 

A three-dimensional cell reference refers to a cell that is in the same location on each worksheet. An example of a 

three dimensional cell reference is shown below. In this example we are adding cells B4 through C8 on sheet 1, 

sheet 2, and sheet 3. Three-dimensional cell references can only be used in some formulas and functions. 

Example: =SUM(Sheet1:Sheet3!B4:C8) 

Date and Time Calculation 

Excel has built in functions allowing you to easily perform several date calculations. The Date & Time function are 

located in the Function Library group on the Formulas tab. When selected, the Date & Time functions are listed 

and you can select the desired function. The most commonly used Date & Time function is one that calculates the 

number of days between two dates. To use this function you would select DAYS360 from the Date & Time 


