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Excel 2007 Cheat Sheet
Find Excel 2003 Commands in Excel 2007

Use this handout to find where Excel 2003 commands are located in Excel 2007. It consists of the following three

sections:

Navigation tips about getting around in Excel 2007.
New location of buttons from the old Standard and Formatting toolbars.
New locations of the old menu items.

NAVIGATION TIPS

Tabbed Ribbons

The old menu system and toolbar buttons have been combined into stationary tabs with buttons on them.

Click a tab to view a different

Double click a tab to hide all buttons. Double

set of buttons.

\
N

click a tab again to view the buttons.
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Microsoft button
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to display this Special Tabs
™
menu > ‘d Saveds b Selecting objects such as Chart Tools
charts and PivotTables will
{ ;] Print ) cause new tabs to appear. Design Layout Format
These tabs contain buttons X
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_“f | Prepare > object you have selected. .’
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Quicklv Browse Through Tabs Home Insert Page Layout Formulas Data
If you hover your mouse within the ribbon area and
i i ® 0 [ariad 110 ~||A AT |= = [ A~
spin your mouse wheel, you can quickly scroll through ‘N . ==
the tabs. |
|
v Split Buttons h Paste
Note that some - Formulas
buttons have two J Paste Values
'halves.. The top part Paste . _ e
issues its most v ‘\\‘
common use while Iranspose
the bottom part Paste Link
brings up a list of Y Paste Special...
commands.
L& As Picture >
Accessing More Options
e : Some sections onthe | (K A
0 .00 ribbon ha‘ve a .Mor‘e Alignment Font Border Fill Protection
$ - % | %0 5% arrow which will bring up : ' : :
IS ind ith more options Sl
Number { window wi ptions. sample
—/ Most of these you have Number
- Currency
proba bly seen before. gtioumng General format cells have no specific number
are
Time
Percentage
Fraction
Scientific
Text
Special
Custom

Right Click for Quick Commands
If you right click an area or object in Excel, you will get a pop-up Galibri ~/11 ~ A" A" $ ~ % » ¥
menu and usually a small formatting tool bar. The pop-up menu BIE T -O-A-%%88
commands will change to reflect the area or type of object you ?l ' '
right clicked. # Cut
43 Copy
T4 Ppaste
Paste Special...
Keyboard Shortcuts Insert..
Most shortcut keys still work (for example, Control + S saves). Delete...
However if you used to navigate the menu by pressing the ALT Clear Contents
key, the letters or numbers you have to press now will be a Filter >
different sequence. Sort >
T . s = -d [Insert Comment
. Q/ @ @ 13 N %' Format Cells...
- Home hﬂ" pag‘TEYOU‘t Formulas Data Pick From Drop-down List...
< 5@ . t = Name a Range...
] o Arial (10 - |[AN AT |[FF - &, Hyperlink..
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The Quick Access Toolbar

This is the only customizable toolbar in Excel. You can add and remove

buttons from it and if desired, move its location to below the ribbon rather

than above.

Adding Buttons to the Quick Access Toolbar

There are several methods of adding buttons to the Quick Access Toolbar:

=
Right click any button on any tab and select ------------ > S— e
“« . y Y ” —] Add to Quick Access Toolbar
Add to Quick Access Toolbar”. Paste
- Customize Quick Access Toolbar...
Click the drop down arrow on its right and ;'béi-—-d- - o E,! J
then click the command yF)u szh t.o _J/ — insert, Customize Quick Access Toolbar
appear on the toolbar. Click it again to |
remove the command. = ¥ _ g New.___.. N
J 3 Arial | Open !
<2 r [\\S :
Paste B 7 U v | Save !
- = ,
To view all available buttons G Customize the Quick Access Toolbar.
and organize the QUICk Choose commands from: (| Customize Quick Access Toolbar:
Access T00|ba r: Popular Commands v For all documents [default) -
. . <Separators ~ I save
a. Right click any button. ¥ Undo ’
b. CIICk ”customize Quick _-:,,1 Caleulate Sheet O Redo *
ill Create Chart
Access Toolbar”. By ‘:‘:;msuﬁ:x\
c. Selectanicon fromthe --f T DetashectFormatting =
=™ Delete Cells... N
list then click the ”Add" W' Delete Sheet Columns \~\
=" Delete Sheet Rows AN
button. g3 Ema | |
d. Organize the toolbar by f: Insert Cells... ) ! > <]
. ¥, Insert Hyperlink . 1 .- i |
using the Up/down To-~_l_ | insent Picture from File I\__ } UL '~le
arrows " Tid ClmsertPivotTable . __ - ---7 T
' %' Insert Sheet Columnz ~~ - ------r~-~"""
Remove Buttons to the Quick Access Toolbar L'“-a \\ g e =
1. Right click the button to be removed. ' _J/ | Remove from Quick Access Toolbar
2. Select “Remove from Quick Access Toolbar”. = InHof IR =
Move the Quick Access Toolbar Below the Ribbon
This will give you room for more buttons —
without cutting off your file on the title bar. 0n) d 9 - > movie
) s Remove from Quick Access Toolbar IE
1. Right click any button on the Quick Access - Customize Quick Access Toolbar... f
Toolbar. £ sh ick Access Toolbar Below the Ribb ‘
“ . = 2now Quic CCeéss 1o0oibar below the Ribbon
2. Select “Show Quick Access Toolbar Below =} 23 R l}g*
the Ribbon”. Paste 7 B Minimize the Ribbon :
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NEW LOCATION OF BUTTONS FROM THE OLD
STANDARD AND FORMATTING TOOLBARS

Standard & Formatting Toolbar Buttons — | Excel 2007 Location
Excel 2003
Align === Home- L= = =
Autosum .7 Formulas - % AutoSum
B REER
orders Home -
& - & -
Cell Background Home -
il , — o
Charts i }}Q{ o =5 “ RO |
Column  Line Pie Bar Area Scatter Other
- - - - - - chartsv
Insert - Al £
# 53 38 =l
Cut, Copy, Paste j &
Paste f
i [
Home - Clipboard =
Drawing Tools b l-[_j)
Shapes
Insert — Shapes |_=
A- A-
Font Color Home -
Font Size, typeface, alignment, color, - _ .
bold, italic, underline, borders, etc. Arial o AN |F == |
: Arial 10 -/ B I U] B I U~ A== =|EE EH-
=E==8$ % » w8 EE - - A - : -
Home - Font ] Alignment ]
$ % » %G 37
Format General -
|8 = %% o ||%8 58
Mumber ]
Home -
Format Painter J Home - J
Functions |L7* ft % AutoSum ~ i@ Logical - [3, Lookup & Reference ~
[ Recently Used = [A Text ~ B Math & Trig -
Insert - . :
Function [ Financial - ﬁfr Date & Time = ﬁj More Functions -
Function Library
e e
Indent L2 Home - LT
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Standard & Formatting Toolbar Buttons — | Excel 2007 Location
Excel 2003
Merge and Center 2z I@q ' - % IITﬁd
@ Merge & Center
E—g Merge Across
E[j Merge Cells
,ﬂ Unmerge Cells
Home - :
.-'{-.d_\-
New ( E‘@ a -
= then
= -
Open ! E‘E _’} o
— then
- : L4 0 ,ﬁ "y Restrict Permission
Permission (Info Rights Mgmt.) g E Prepare  F L= Grant people acces:
= then then bl $o ndld oo
= o—
Print !,E__!% @ print  »
= then
Print Preview I3 - Prin.t Preview
| Eg‘: @ Bri " Preview and m
s | Print =
- printing.
= then then
II.{.F'_ r - -
Redo ¢ ! Da B R o
On Quick Access Toolbar: - Home Insert
Research £ []Ij
Review - Research
o
Savelﬂl !-'E@ =
On Quick Access Toolbar: | Hg
Al Z —
A )
Sort 7 &l ? 3l
S-.UrtB-'.v ii Sort
Home - L7771 Also under DATA
| &
Spelling
. Spelling
Review -
Undo |- (g - -
On Quick Access Toolbar: - Home Insert
100%%s - LE e : .
Zoom Lower right corner of screen —rieer——-—u-————

© Marshall School of Business - USC 7/12/07 By Wayne Wilmeth Page 5 of 13



NEW LOCATIONS OF THE OLD MENU COMMANDS

MENU ITEM IN EXCEL 2003

LOCATION IN EXCEL 2007

Add-Ins A o
Add-Ins tab
Arrange
. Arrange All
View — =
.f"--_H\
AutoCorrect Options (Ca Proofi
. o ) raeting || AutoCorrect Options...
Autoformat ﬂjjl
Format
as Table =
Home -
Cells =P
[ Insert/= x -
o S=tnsert/] Ay
Columns j‘ﬂ Insert Cells...
Worksheet == Insert Sheet Rows
"'[5_' Insert Sheet Columns
Lg Inzert Sheet
Home -
Cells Home —then any of the expand arrows:
Font @ Alignment @ MNumber @
Chart |i :: ‘ i ‘J
Column Line Pie Bar Area Scatter Other
- - - - = -~ Chars~
Insert — St 4
Clear /2 Clear Al
%5 | Clear Formats
Clear Contents
i
Home - then Clear Comments
Close o
f E@ )
L LClase
then J
Comment Ij
Mew
Review — Comment
Comments Review — Show All Comments or Show/Hide Comment

out Formulas Data Review View Add-Ir]

g g g g @srownde conment

LT3 Show All Comments

Mew  Delete Previous Mext ) )
Comment 73 Show Ink
Comments
e -
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MENU ITEM IN EXCEL 2003

LOCATION IN EXCEL 2007

Compare and Merge Workbooks

i

Share
See Review - Workbook
Compare Side by Side 13
View - D
Conditional Formatting
1 =3
Cnnditipnal
Home - Formatting -
Consolidate [Fi Consolidate
Data —
Copy B
EE|
Home -

Custom View

View — Custom Views

IE Custom Views

o
Customize !IEF Customize
~ /| ] Excel Options | )
Delete j;iﬂ DEIEtE:] @v AL L.]
% | Delete Cells...
5'3“ Delete Sheet Rows
i“" Delete Sheet Columns
—
Delete Sheet
Home - A -
Diagram
Smartart . .
Insert - =" (Diagrams have been replaced with “SmartArt”)
i Error Checking ~
Error Checking Formulas - P
File Search ?
Fill @ Down
[= Right
& up
[ | Left
Series...
"
@ Justify
Home - then
Filter — Advanced Filter T,
Advanced
Data — s
Filter — Autofilter ?
Filter
Data —
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MENU ITEM IN EXCEL 2003

LOCATION IN EXCEL 2007

Find

3

Find &
Select =

Home -

Form

Discontinued?

Formula Auditing

Formulas -

f:ﬂ Trace Precedents lﬁ Show Formulas
E'Cf Trace Dependents ‘@ Error Checking ~

,-ff, Remaove Arrows = I& Evaluate Formula | window

Formula Auditing

o

Watch

Formula Bar

+ Formula Bar

View — Formula Bar

Freeze Panes

ﬂﬂ Freeze Panes ~

View —
Full Screen =] Full Screen
View — Full Screen B
Function
S
Insert
Function -
Formulas - (Also under Home then down arrow: z )
; Lroup
250 What-If Analysis = -
Scenario Manager...
Goal Seek Goal Seek..
Data Table...
Data — What If Analysis — Goal Seek
Goto / Goto Special [ﬁ
Find &
Home - Select =
Group and Outline BrE @rs =
= =
TE FE -
Group Ungroup Subtotal =
. Ot [
Data — Outline area - e =
Header / Footer Page Setup @
Page Layout -
or
EI_
=
Header
& Foot .
Insert — ooter (View — Normal to get out).
Hide = Hide
. Unhide
View — -
Hyperlink
e
Insert - Hyperlink
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MENU ITEM IN EXCEL 2003

Import External Data

LOCATION IN EXCEL 2007

15 From Access = 51
1S From Web — —J
= From Other Existing
Z FromText  Spurces~ | Connections
Get Ext | Dat
Data — Get External Data area : S
List i
i ‘ I
Insert —_1221€ (Excel “List” has been renamed to “Excel Table”)
::'.
=7
Macro Macros
. | M |
View — bt
Move or Copy Sheet
] ] pH| Sheetl . She
Right click the sheet’s name =
Name
== Define Mame ~
£ Use in Formula ~
Mame
Manager B Create from Selection
. Defined Names
Formulas — Create from Selection
New e

New Window

b : @ Mew

then

-_|‘_'="| Mew Window

View —
Normal |
View — Normal Marmal
Object @
Insert - | 22t
Online Collaboration No longer Integrated?
Open -
P (B ’.v
il 7 Qpen
then I—
= _ [ Bxcel Options | _ Then look under the different links on the left.
Note some Calculation options are under the “Formulas” tab:
Options

Calculation [T
Options = LL“J

Calculation
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MENU ITEM IN EXCEL 2003

LOCATION IN EXCEL 2007

Page Break

Page Layout — Breaks -

< iy :j

Ereaks [Background Print

Titles

Insert Page Break

Remove Page Ereak

Reset All Page Breaks

Page Break Preview

Ul Page Break Preview

View —
Paste [
Paste
Home-L = (upper half of button)
Paste Special =y
Bl
Paste
Home - C”pb':&j (Lower half of button) — Paste Special
Permission g _ .
( EE’ P SR I Restrict Permission
G | = |_|= Grant people access
then then P 1 T W 1
Picture el
P
Insert - Picture
Pivot Table and PivotChart Report \ﬂ en
PivotTable| Table
[id] PivotTable
filz] PivotChart
Insert —E==
Print — @ Print
[ E@ @ Erint 3 Select
'- other
then then
Print Area — Clear Print Area
Print Area — Set Print Area \_IE "
) |&# Set Print Area
Print
Area Clear Print Area
Page Layout - -

Print Preview

rﬁﬂ
Wi

Print Preview
Preview and m

printing.
then then
Properties — “Is  Properties
=
I E% :jjﬂ')' Prepare b = View and ed
ly as Title, Auth
then then
Protection Protect Protect
. Sheet Workbook ~
Review -
© Marshall School of Business - USC 7/12/07 By Wayne Wilmeth Page 10 of 13




MENU ITEM IN EXCEL 2003

LOCATION IN EXCEL 2007

Refresh Data

]

Refresh
Data — LT
Replace [ﬁ
Find &
Home - Select =
i
Research
. Research
Review -

— i — Sort & Fin
Row Agtoﬂt . ) Format=| || <2~ Filter~ Seld
Row — Hide/Unhide
Row — Height | Cell Size

Column — Autofit
Column — Hide/Unhide
Column — Width

Sheet — Rename

Sheet — Hide/Unhide
Sheet — Background
Sheet — Tab color

Visibility

Tah

Home — Format -

L RowHeight...
AutoFit Row Height
= Column Width...
AutoFit Column Width

Default Width...

Hide & Unhide k
Organize Sheets

Eename Sheet

Move or Copy Sheet...

Protection

[y Protect Sheet...
(2| Lock Cell

iﬁ‘? Farmat Cells...

Calar g

Save o,
| EF Save e N (
2/ - B
then or LEEE5
Save As ;E —
! @ H Save As
then
Save as Web Page ;E _—
! @ H Save As
then then change the type to “Web Page”.
Save Workspace =
Save
View — Workspace
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MENU ITEM IN EXCEL 2003

LOCATION IN EXCEL 2007

ED What-If Analysis -

Group

-

Scenario Manager...

Scenarios Goal Seek..
Data Table...

Data — What If Analysis — Scenario Manager...
Send To ;E\

| @ _Q Send

then
Share Workbook
Share
. Waorkbook
Review -

Shared Workspace

= G~ Create Document Workspace
£ g - .
| E!éy 7 Publish » Create a new site for the workbook and

=i = keep the local copy synchronized.
Sort . B
AlZ
d
il Sort
Data —
Speech Unable to Locate in Excel
Spelling v
Review - spelling
Split 1 5plit
View — =] pi
Split—Remove Split | |E= split
View - E= sl
Status Bar Right click the Status Bar to access Status Bar content options.
Style T
=
Cell
Home - Sles
Subtotals LQD
[+
Subtotal
Data —
Symbol S-Z
Insert - | 2¥mbal

Synchronous Scrolling ] oAt
View — Synchronous Scrolling
= Groug
Table = What I Analysis - .
Scenario Manager...
Goal Seek...
Data Table...
Data — Data Table -
Task Pane No longer exists
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MENU ITEM IN EXCEL 2003 LOCATION IN EXCEL 2007
Text to Columns =
Text to
Data — Columns
Toolbars No longer exists
[_L} Track Changes =
Track Changes |2 Highlight Changes...
_ v
Review — Track Changes
Unhide T Hide
View — ] Unhide
Validation = Data validation ~
Data —
XML S
13
From Cther
Data — Sources -
Zoom 2w View Add-Ins
o e
1 Le R
Zoom 100% Zoomto
Selection
View then Zoom
or lower right corner of screen: =

© Marshall School of Business - USC 7/12/07 By Wayne Wilmeth Page 13 of 13



