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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 thetandard Toolbainsert Ribbonand a new Palette.

Standard Toolbar
The Standard Toolbar is now a part of therkbookwhen openingexcel It may be turned on or off, but
cannot be detached from thesorkbook You can clickiew hToolbarsand check or uncheck Standard.
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Palette
The Palette can be found to the right of your document. It is comprisedvehdabs:
Formatting, Object-ormula BuilderScrapbook, Reference Tools, Compatibility Report, and Project Palette.
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Clicking on a tab will change the available commands on the Palette. It is meant to provide easyoacces
tools without having to search for them in the Menu bar.



Appearance of Microsoft Excel

Microsoft Excel allows you to create spreadsheets much like paper ledgers that can perform automatic
calculations.Each Excel file isveorkbook that can hold manyvorksheets The worksheet is a grid of
columns(designated by letters) ambws (designated by numbers). The letters and numbers of the
columns and rows (callddbels) are displayed in buttons across the top and left side of the slwekt. The
intersection of a column and a row is callededl. Each cell on the spreadsheet haseli addresghat is the
column letter and the row number. Cells can contain text, numbers, or mathematical formulas.

After opening Microsoft Excel, yolililbe taken to a blank workbook and see the following screen.
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You can also change théorkbook Viewby clicking the view icons along the bottom of Microsoft Excel.
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Creating a New Workbook

Iaﬂ Edit View Insert |
To begin a new workbook, clidkileé thieyop menu barand then clicikiNew Project Gallery... %P
Workbooké @A new blank workbook will open up on the desktop.

Open Recent >

| |
You can also create a new workbdmkselecting the toolbar icon that says I Close BW |
. . . S “s |
6Newé n the Microsoft Excel 2008 toolbar. | save as... '

Save as Web Page...
Save Workspace...

Web Page Preview |
O O Page Setup... |
-~ Print Area >
Print... ®p |
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Properties...

Opening a Workbook

To open an existing workbook, cligkileé A ¢h LIS y [ade -

TheOpenwindow will appear. Select the location | == [ =[] [& excel Tutorial B @search )

where youhavesaved the file, then cliodn the file " e - [

name from the list and click th®@penbutton. You o mm . -

can also double click on the file from the list to oper %?if

the workbook. B e — <

You can alsopena workbookby selecting the ol 3 ==
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Saving a Workbook

To save an existing workbodR,f AF A &

& | @ 8§ tis is a new workbook that you are |

saving for the first time, théSave A§dialog box

will open. Select the location where you would = pescrstion
The default, XML-based workbook format for Excel 2008 for Mac and Excel 2007 for Windows.

like the file to be saved, enterfde name and e

click thedSave button in the lower right orner éAp:d:I”‘t”"

of the dialog box We have set Microsoft OffiCe  (Gptions. ) (Compatibiity Report. ) compstiniity check recmmended

Excel 2008 to save in the new Excel file format (Cancel )

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

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

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

Save As: [Workbcokl.xlsxl I E]

]
Where: | (] Documents o2 l

Format: | Excel Workbook (.xIsx) e ]

You can also save aworkbdokd St SOUGA Y3 (G KS (i Ra2ef dtheNlcrbsOeBXcelB08 (i a | & 3

toolbar. 1
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New Open Save Print Import Copy

If you have previously saved the workbook, clickiBgve&on the toolbarwill save changes to the existing
file.

If you prefer to have your changes saved to a different file, didee Ay G KS G2L) YSydz 6 NJ
q+FogS | asg

In addition to saving as a .xls amtbx, Excel 2008as the ability to sadirectly to a PDF file. To save an

Excel workbook as a PRfickdFileé = & K 39/S, and &hénge Format tBDF You also havéhe option

to save the entire workboo#r just one specific sheeais a PDFSelect the location where you would like the

file to be saved, enter file name and clicBave Note: You should also save the workbook as an Excel file as
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Styling your Workbook

The Formattingoolbar can be used to style your workbook, including the formatting of fonts and cells.

Font Formatting

Select thecell(s)you want to formatand then select the font, size, style, and color on the
formatting toolbar. The formatting toolbar can be accesse®idy A O | Wighd = 2 Hidgh&hting
Groolbarg I Y R U K SEormatiheg SPO G ALyBThednSrkidBxt tAcaC 2 NJY | thell A y 3 €
format toolbarappearsabove your Excel Workbook.
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Copy/Paste Cell

Highlightthe cells)you wish tocopy, clickiCopy on the toolbar move your cursor to the desired
cell, and clickPaste on the toolbar.

Cut/Paste Cell
Highlightthe cell(s)you wish to mov& OEdiAO 12 ya U K8l YIS yals dz&ové yoar
OdzNE2NJ G2 GKS RS&ERABBEeOSHt > yR Of A0] 2y a

Cell Formatting
Cell formatting options are availabie the Formatting Palette, which appears when you click on the
Groolbo A O2Yy 2y GKS G22ftol NJ

The Alignmenand Spacingroup 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 -@@fieed cell style.

Find & Replace

A word or phrase can be found within your workbook by using the Find command. &eéfekt dzy R S NJ
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Inserting Objects

Insert \arious types of objects, including pivot tables, tables, illustrations, charts, links, headers & footers,

text, and symbts.

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 enterammeader. A box will also appear and this will let you add additional

information intothe healer. When you are done editing the headéf A O Tlos& K $ daii (i 2 y ®

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 entertire footer. A box will alsopear and this will let you add additional

information into thefooter.

Pictures

Place your cursor where the picture is to be inserted and tekd L vy affSriNfhietop menu Then

KAIKEAIKG at AOGdzNBé¢ FyR aSt STONIR UK S 1 2HRichZilg @ a#Sh dc
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@erse
another toolbar will open thahas examples for you to pick fro
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I Sheets

Charts I SmartArt Graphics \ WordArt |

Once a chart is selected from the charts graing, chart will appear on the worksheet.
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Links

 Insert Hypélﬁnk

Links to websites or other locations within an

Excel workbook can be created by using ;:., I =
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show up for the link. For examplenter e
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To put a link to another document, you caitkl —
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- Page | Margins Header/Footer Sheet |

Page Setup

Toaccesdage SetupOf A Ofleé 2 X y & G K Sindii 2
thenOf AO1 2y at | 3S { S{dzLixk
appeat

To set the margin for your worksheet, click@arging
and thenadjust themarginsby clicling on the up or down
arrows,or enter your own margin size in the text boxes.

() 06D

¢2 OKIFy3aS GKS LI 3S 2 NA Sy (Gpibisayd sélett a Partenr Largidtdpa K SS (0 =
orientation.

To change the paper size, clgk/ (1 KS | NRaera oe& G
Sizé 02E YR (KSy &Sdefh@ipapdrNEY (GKS tAa0G 2F LINB
sizes or click More Paper Sizes to enter a customized size.

Viewing Gridlines & Headings
¢ KSheée o0dziG2y Ay tI3S {Sibgzld O2y il Aya (GKS 2LIA2ya
specify whether gdlines and headings are displayed when
the workbook is being viewed or printed.

The Formatting Palette also gives you these options. The
C2NXIFGGAY3 tFESGGS OF Joolbok
the toolbar.
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