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New Look in Microsoft Office 2008  
Microsoft Office 2008 introduces a similar look and feel to Office 2004, with the exception of some changes 

and new features, including the Standard Toolbar, Insert Ribbon, and a new Palette. 

 

Standard Toolbar 
The Standard Toolbar is now a part of the workbook when opening Excel.  It may be turned on or off, but 

cannot be detached from the workbook.  You can click View Ҧ Toolbars and check or uncheck Standard. 

 

Palette 
The Palette can be found to the right of your document.  It is comprised of seven tabs:  

Formatting, Object, Formula Builder, Scrapbook, Reference Tools, Compatibility Report, and Project Palette. 

 

                                

Clicking on a tab will change the available commands on the Palette.  It is meant to provide easy access to 

tools without having to search for them in the Menu bar. 
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Appearance of Microsoft Excel  
Microsoft Excel allows you to create spreadsheets much like paper ledgers that can perform automatic 

calculations.  Each Excel file is a workbook that can hold many worksheets.  The worksheet is a grid of 

columns (designated by letters) and rows (designated by numbers).  The letters and numbers of the 

columns and rows (called labels) are displayed in buttons across the top and left side of the worksheet.  The 

intersection of a column and a row is called a cell.  Each cell on the spreadsheet has a cell address that is the 

column letter and the row number.  Cells can contain text, numbers, or mathematical formulas. 

After opening Microsoft Excel, you will be taken to a blank workbook and see the following screen. 

 

 

 

You can also change the Workbook View by clicking the view icons along the bottom of Microsoft Excel. 
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(cell address: B4) 
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Creating a New Workbook  
 

To begin a new workbook, click άFileέ ƛƴ the top menu bar and then click άNew 

WorkbookέΦ   A new blank workbook will open up on the desktop. 

You can also create a new workbook by selecting the toolbar icon that says  

άNewέ ƻn the Microsoft Excel 2008 toolbar. 

 

 

 

Opening a Workbook  
To open an existing workbook, click άFileέ Ą άhǇŜƴέΦ  

The Open window will appear.  Select the location 

where you have saved the file, then click on the file 

name from the list and click the Open button.  You 

can also double click on the file from the list to open 

the workbook. 

You can also open a workbook by selecting the 

ǘƻƻƭōŀǊ ƛŎƻƴ ǘƘŀǘ ǎŀȅǎ άOpenέ ƻn the Microsoft Excel 

2008 toolbar.  
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Saving a Workbook  
To save an existing workbook, ŎƭƛŎƪ άFileέ Ą 

ά{ŀǾŜέ.  If this is a new workbook that you are 

saving for the first time, the άSave Asέ dialog box 

will open.  Select the location where you would 

like the file to be saved, enter a file name and 

click the άSaveέ button in the lower right corner 

of the dialog box.  We have set Microsoft Office 

Excel 2008 to save in the new Excel file format 

(.xlsx); however, users outside of Eastman may 

have difficulty opening the workbook if they are on a previous version of Microsoft Excel.  In this case, you 

can change a document to be saved in the Excel 2003/older file format (.xls). 

You can also save a workbook by ǎŜƭŜŎǘƛƴƎ ǘƘŜ ǘƻƻƭōŀǊ ƛŎƻƴ ǘƘŀǘ ǎŀȅǎ άSaveέ ƻn the Microsoft Excel 2008 

toolbar.   

 

 

 

If you have previously saved the workbook, clicking άSaveέon the toolbar will save changes to the existing 

file. 

If you prefer to have your changes saved to a different file, click άFileέ ƛƴ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ 

ά{ŀǾŜ !ǎέ 

In addition to saving as a .xls and .xlsx, Excel 2008 has the ability to save directly to a PDF file.  To save an 

Excel workbook as a PDF, click άFileέΣ ǘƘŜƴ ά{ŀǾŜ !ǎέ, and change Format to PDF.  You also have the option 

to save the entire workbook or just one specific sheet as a PDF.  Select the location where you would like the 

file to be saved, enter a file name and click Save.  Note: You should also save the workbook as an Excel file as 

ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ŜŘƛǘ ǘƘŜ t5C ŘƻŎǳƳŜƴǘ ǘƘŀǘ ȅƻǳ ŎǊŜŀǘŜd from within Microsoft Excel. 
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Styling your Workbook  
The Formatting toolbar can be used to style your workbook, including the formatting of fonts and cells. 

Font Formatting 

Select the cell(s) you want to format and then select the font, size, style, and color on the 
formatting toolbar.  The formatting toolbar can be accessed by ŎƭƛŎƪƛƴƎ ƻƴ άViewέΣ ǘƘŜƴ highlighting 
άToolbarsέ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘƛƴƎ άFormattingέΦ  LŦ ǘƘŜǊŜ ƛǎ a checkmark next to άCƻǊƳŀǘǘƛƴƎέ, the 
format toolbar appears above your Excel Workbook. 
 

 
 
CƻǊ ƳƻǊŜ ƻǇǘƛƻƴǎ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άToolboxέ ƛŎƻƴ ƻƴ ǘƘŜ toolbar. 

Copy/Paste Cell 

Highlight the cell(s) you wish to copy, click άCopyέ on the toolbar, move your cursor to the desired 
cell, and click άPasteέ on the toolbar. 

Cut/Paste Cell 

Highlight the cell(s) you wish to moveΣ ŎƭƛŎƪ άEditά ƻƴ ǘƘŜ ƳŜƴǳ bar ŀƴŘ ǎŜƭŜŎǘ ά/ǳǘέ, move your 
ŎǳǊǎƻǊ ǘƻ ǘƘŜ ŘŜǎƛǊŜŘ ŎŜƭƭΣ ŀƴŘ ŎƭƛŎƪ ƻƴ άtŀǎǘŜέ on the toolbar. 

Cell Formatting 
Cell formatting options are available in the Formatting Palette, which appears when you click on the 

άToolboxέ ƛŎƻƴ ƻƴ ǘƘŜ ǘƻƻƭōŀǊ. 

 

The Alignment and Spacing group allows the vertical and horizontal alignment of each cell to be set along 

with the direction of text. 

The Number group sets options for the type of number in a cell, such as a percentage or financial figure. 

Clicking on the Cell Styles button under the Styles group will allow you to pick a pre-defined cell style. 

Find & Replace 
A word or phrase can be found within your workbook by using the Find command.  Select άFindέ ǳƴŘŜǊ 

άEditέ ƻƴ ǘƘŜ ǘƻǇ menu, ŜƴǘŜǊ ǘƘŜ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ƛƴ ǘƘŜ άFind whatέ ōƻȄ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Find Next button. 

! ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ Ŏŀƴ ōŜ ǊŜǇƭŀŎŜŘ ǿƛǘƘƛƴ ȅƻǳǊ ǿƻǊƪōƻƻƪ ōȅ ǳǎƛƴƎ ǘƘŜ ǊŜǇƭŀŎŜ ŎƻƳƳŀƴŘΦ  {ŜƭŜŎǘ άReplaceέ 

under άEditέ ƻƴ ǘƘŜ ǘƻǇ ƳŜƴǳΣ ŜƴǘŜǊ ǘƘŜ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ƛƴ ǘƘŜ άFind whatέ box and enter the word or 

phrase that should replace the existing word or ǇƘǊŀǎŜ ƛƴ ǘƘŜ άReplace Withέ ōƻȄΦ 
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Inserting Objects  
Insert various types of objects, including pivot tables, tables, illustrations, charts, links, headers & footers, 

text, and symbols. 

Headers and Footers 
To have a consistent header on each page of a workbook, double click just above the top row of cells.  A 

cursor will appear and you can enter in a header.  A box will also appear and this will let you add additional 

information into the header.  When you are done editing the header, ŎƭƛŎƪ ǘƘŜ άCloseέ ōǳǘǘƻƴΦ 

To have a consistent footer on each page of a workbook, double click just below the bottom row of cells.  A 

cursor will appear and you can enter in the footer.  A box will also appear and this will let you add additional 

information into the footer. 

Pictures 
Place your cursor where the picture is to be inserted and then click άLƴǎŜǊǘέ from the top menu.  Then 

ƘƛƎƘƭƛƎƘǘ άtƛŎǘǳǊŜέ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ ȅƻǳ ǿƛǎƘ ǘƻ ƎŜǘ ǘƘŜ ǇƛŎǘǳǊŜ ŦǊƻƳΦ  LŦ ȅƻǳ ŎƘƻƻǎŜ άFrom Fileέ ȅƻǳ ǿƛƭƭ 

have to navigate to where the picture is stored on your computer. 

Charts 
To create a chart, enter your data in a worksheet and then click the άChartsέ ōǳǘǘƻƴΦ  hƴŎŜ ȅƻǳ ŎƭƛŎƪ ŎƘŀǊǘǎ, 

another toolbar will open that has examples for you to pick from.   

 

Once a chart is selected from the charts group, the chart will appear on the worksheet. 
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Links 
Links to websites or other locations within an 

Excel workbook can be created by using the 

ƘȅǇŜǊƭƛƴƪ ƻǇǘƛƻƴ ǳƴŘŜǊ άInsertέ ƛƴ ǘƘŜ ǘƻǇ ƳŜƴǳΦ 

To add a ǿŜōǎƛǘŜ ƭƛƴƪΣ ƛƴ ǘƘŜ άLink toέ ǎŜŎǘƛƻƴΣ Ǉǳǘ 

the full web address of the website.  In the 

άDisplayέ ōƻȄ ȅƻǳ Ŏŀƴ Ǉǳǘ ǘƘŜ ǘŜȄǘ ȅƻǳ ǿŀƴǘ ǘƻ 

show up for the link.  For example, enter 

http://www.esm.rochester.edu/esmtmp/ecs/ 

passwords/changepass.php ƛƴ ǘƘŜ ά[ƛƴƪ ǘƻΥέ 

section and ά/ƘŀƴƎŜ ȅƻǳǊ 9ŀǎǘƳŀƴ tŀǎǎǿƻǊŘέ in 

ǘƘŜ ά5ƛǎǇƭŀȅέ ōƻȄ. 

To put a link to another document, you can click 

ƻƴ ǘƘŜ άDocumentέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ 

άǎŜƭŜŎǘέ ŀƴŘ ǇƛŎƪ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ŦƛƭŜ ȅƻǳ ǿŀƴǘ 

to link. 

To put a link to an E-Ƴŀƛƭ ŀŘŘǊŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άE-

mail Addressέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ƛƴ 

ǘƘŜ 9Ƴŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ άToέ ōƻȄ ŀƴŘ ǘƘŜ subject 

ƛƴ ǘƘŜ άSubjectέ ōƻȄ. 

 

  

http://www.esm.rochester.edu/esmtmp/ecs/passwords/changepass.php
http://www.esm.rochester.edu/esmtmp/ecs/passwords/changepass.php
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Workbook Layout  
 

Page Setup 
To access Page Setup, ŎƭƛŎƪ ƻƴ άCƛleέ ƛƴ ǘƘŜ ǘƻǇ ƳŜƴǳ and 

then ŎƭƛŎƪ ƻƴ άtŀƎŜ {ŜǘǳǇέ ŀƴŘ ǘƘŜ ǎŎǊŜŜƴ ǘƻ ǘƘŜ ǊƛƎƘǘ ǿƛƭƭ 

appear. 

To set the margin for your worksheet, click on άMarginsέ 

and then adjust the margins by clicking on the up or down 

arrows, or enter your own margin size in the text boxes. 

¢ƻ ŎƘŀƴƎŜ ǘƘŜ ǇŀƎŜ ƻǊƛŜƴǘŀǘƛƻƴ ƻŦ ȅƻǳǊ ǿƻǊƪǎƘŜŜǘΣ ŎƭƛŎƪ ƻƴ άOptionsέ and select a Portrait or Landscape 

orientation.  

To change the paper size, click ƻƴ ǘƘŜ ŀǊǊƻǿǎ ōȅ ǘƘŜ άPaper 

Sizeέ ōƻȄ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ǇǊŜ-defined paper 

sizes or click More Paper Sizes to enter a customized size. 

Viewing Gridlines & Headings 
¢ƘŜ άSheetέ ōǳǘǘƻƴ ƛƴ tŀƎŜ {ŜǘǳǇ Ŏƻƴǘŀƛƴǎ ǘƘŜ ƻǇǘƛƻƴǎ ǘƻ 

specify whether gridlines and headings are displayed when 

the workbook is being viewed or printed. 

The Formatting Palette also gives you these options.  The 

CƻǊƳŀǘǘƛƴƎ tŀƭŜǘǘŜ Ŏŀƴ ōŜ ŦƻǳƴŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άToolboxέ ƛƴ 

the toolbar. 

 

 

 

 

 

  


