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Introduction 
 
Ever since the computerized worksheet was hatched as a concept in the late seventies, and the first 
worksheet application became commercially available in 1979 (VisiCalc), it has become the 
foundation for all financial calculation for companies, public institutions and private citizens all over 
the world. It is indeed hard to fathom advanced calculations without the use of an electronic 
worksheet. And, with an estimated worldwide market share of around 90%, a worksheet is in most 
cases an Excel worksheet. 
 
This compendium has been developed as a reference tool for Excel training beyond the fundamental 
level. The content of the compendium mostly follows the progress of the course in its description of 
the cases. This is no complete textbook for learning Excel; rather, it is a collection of cases for those 
who are already literate in the basic use of Excel. 
 
For those of you who want to immerse yourselves in Excel, there are several excellent books 
available. I have listed some of these elsewhere in this publication. 
 
The various versions of Excel in use today do not differ too much form each other, except for  the 
2007-version. If you are running Excel 2000, 2002, or 2003, there are only marginal differences. But, 
if you are running 2007, you know that there are serious differences. The working of the worksheet 
itself is not much different, but the interface is totally changed. Gone are the menus and the 
toolbars. In their place we have gotten The Ribbon. The result is that the first few days (or weeks) 
running 2007 will consist of a lot of searching for the various functions. But ς having conquered the 
principles of the placement of functions ς things should start working very smoothly. And ς after still 
more time, one tends to find those earlier versions somewhat old fashioned. 
 
Norwegian vs. American/English versions. 
These two language versions have few problems communication with one another. A model built in a 
Norwegian version can be opened in an American/English version without any problems, and vice 
versa. There are two things we should be aware of when typing a formula manually, and that is the 
use of symbols in the formula, and the names of the functions. The American/English version uses 
comma (,) to separate sections of the formula, while a Norwegian, or metric European version uses 
semicolon (;). So, a formula that looks like this SUM(A1:A10,B1:B10) in an American/English version 
would look like this SUM (A1:A10;B1:B10) in a metric European version. Also, the function names are 
different, and this has to be taken into consideration when creating formulas in the respective 
versions. 
 
You can download practice files for this compendium from my website, www.excelkurs.com . 
 
 
Asker, November 2009 
 
Tore Søfting 
tore.softing@excelkurs.com  
www.excelkurs.com  

http://www.excelkurs.com/
mailto:tore.softing@excelkurs.com
http://www.excelkurs.com/
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What is new in Excel 2007 
This compendium was originally developed for Excel 2003 and older versions of Excel. As part of 
updating the compendium to match the 2007-ǾŜǊǎƛƻƴΣ LΩŘ ƭƛƪŜ ǘƻ ƳŜƴǘƛƻƴ ǎƻƳŜ ƻŦ ǘƘŜ ƘƛƎƘƭƛƎƘǘǎ ƻŦ 
the new version, and saying a few words on how to find your way around it 
 

News 

The new stuff in 2007 can be summed up as: 

¶ New user interface 

¶ New file types 

¶ New functions 

¶ New functionality 

New user interface 

At first sight, the new user interface looks very familiar, symbols and buttons are immediately 
recognizable, When you start using the program, things tend to become a little more challenging; 
placement and grouping of the same functions is totally new. The old and familiar toolbars and manu 
bar has been replaced by what is officially called The Ribbon. ¢ƘŜǊŜ ƛǎ ƴƻ ǎƛƳǇƭŜ άǘǊŀƴǎƭŀǘƛƻƴ-ƪŜȅέ ȅƻǳ 
can use to understand the placement of the various functions in Excel 2007. The Office Team has 
more or less started with clean sheets when designing the new interface. There is only one way to 
handle the new interface, and that is - of course ς by working with it and using it. Once familiar with 
it, the new interface will most likely feel very natural and logical, while the old interface feels exactly 
that way; old. 
 
Microsoft has provided transition applications that show us where functions are located in the new 
interface. I have linked to these on www.excelkurs,com . Scroll down to the paragraph Office/Excel 
2007, and click the links for Excel, Word, PowerPoint and Access! 
 

New file types 

Office 2007 marks the transition to new and improved file types. The most obvious property of the 
new file type is the size, typically identical workbooks take up half as much space in 2007-format as 
they do in 2003-format. Other notable improvements are improved stability, and better provisions 
for exchanging data with other systems. As usual when new file types are introduced, we have to 
deal with compatibility challenges vs older Excel versions, meaning that an Excel 2007-file cannot be 
opened in 2003 without a conversion add-in, and even then new functions and functionality will not 
work. The only 100% safe way to secure backwards compatibility is to save files in 2003-format from 
Excel 2007. But, by doing this, we also miss out on the improvements of the 2007-file type. So, it is 
important to think this through and do άǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎέ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 
 
Excel 2007 has a built-in compatibility checker, so you will be notified of compatibility issues when 
you save a 2004-workbook in 2003 file format. 
 
The new file types are recognizable on a modified icon, and the new file extension (for standard 
workbooks), .xlsx (vs .xls in 2003) 
 
Another important, and useful, feature in Office 2007, is the ability to save documents in pdf-format. 
This feature is not activated upon installation of Office 2007, you have to go through an initiation 
procedure to activate this feature (Office button ς Save as - Search for other file types).  

http://www.excelkurs,com/
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Another notable feature of the new file format in Excel 2007 is the size of the sheet: 
 
Excel 2003: 256 columns 65 536 rows 
Excel 2007: 16 384 columns 1 048 576 rows 
 
This is great news for all of you working with analysis of large data volumes, for most others it 
probably does not matter much. 
 

New functions 

Excel 2007 is equipped with a number of new functions. The most notable are: 
 

Name Description 
IFERROR Simplifies handling of error messages in formulas 
AVEREAGEIF Calculates averages when a condition is met 
AVERAGEIFS Calculates averages when multiple conditions are met 
SUMIFS Sums when multiple conditions are met 
COUNTIFS Counts items when multiple conditions are met 

 

Improved graphics 

Things tend to look better with every new version, and Office 2007 is no exception. Graphical 
ǊŜƴŘŜǊƛƴƎǎ ƭƻƻƪ ƳǳŎƘ ōŜǘǘŜǊ ƴƻǿΣ ƳŀƪƛƴƎ ƻƭŘŜǊ ǾŜǊǎƛƻƴǎ ƭƻƻƪ ŀ ƭƛǘǘƭŜ άƘƻƳŜ-ƳŀŘŜέΦ 
 

Conditional formatting 

Conditional formatting is a well-known feature from older versions of Excel, and this tool has been 
extensively re-worked for 2007, providing a vast array of visualization options for your Excel 
worksheets. Here is an example: 
 

  

Sales Sales Sales Sales

127 935  127 935  127 935  127 935  

202 651  202 651  202 651  202 651  

238 567  238 567  238 567  238 567  

127 101  127 101  127 101  127 101  

192 267  192 267  192 267  192 267  

150 504  150 504  150 504  150 504  

225 494  225 494  225 494  225 494  

162 690  162 690  162 690  162 690  

221 378  221 378  221 378  221 378  
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The Basics 
It is very important to use the basic functionality of Excel correctly in order to work rationally. The 
typical participant on this course is an experienced Excel user who may use the application for quite 
complicated calculations. However, my experience tells me that the same user does not always use 
the smartest ways when it comes to the basic functionality of Excel. The following describes a 
collection of basic techniques that should speed up your use of Excel, even if you are an experienced 
user. 

Navigation 

Everybody knows we can click the cursor into any position in the worksheet. Instead of clicking, we 
may use the keyboard for much quicker navigation. 
 
Jump to A1: 
Wherever the cursor might be located in the worksheet ς jump to A1 by pressing Ctrl + Home. 
 

If we use only the Home 
command, the cursor moves 
horizontally to column A 
 
 
 
 
 
 
 
 
 
 

Similarly you can navigate within your tables like this: 
 
From B2 to B9 (next break in the series) using Ctrl +$ (arrow down), and from A6 to G6 (next break in 

the series), Ctrl   g(right arrow) 
 
This is particularly useful when 
you have to move the cursor 
greater distances. 
 
 
 
 
 
 

Selection 

Selection and navigation are 
closely linked. Selection is done from the keyboard by pressing the Shift key while moving the cursor 
by means of the navigation commands. All navigation commands can be combined with Shift, 
thereby enabling selection, for example: 
 
If you want to select the whole table (the area A1:G9) when the cursor is located in G9, you press 
Ctrl+ Shift +Home, and presto, the table is selected. 
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Alternatively we may use the 
command Ctrl A to select the 
whole table (when the cursor 
is located inside the table). 
The first use of Ctrl A will 
select the table; the second 
use of Ctrl A will select the 
whole sheet. 
 
You may practice this by using 
other keyboard commands 

for selecting parts of a table! 
 

Smart summing-up 

We all know Excel is clever when it comes to summing up numbers, but do you know that Excel can 
sum up this way:  

 
In this case we want the table 
summed both horizontally and 
vertically, in other words we are 
going to make 13 formulas. We can 
create a formula in B9 and auto-fill 
it horizontally, and we can create a 
formula in G2 and auto-fill it 
vertically. But, we can do it even 
quicker: 
  
Select the range (or table) to be 
summed up, including the blank 

column to the right of the table ς G2:G8, and the blank row below the table - B2:G9 
 

 
 
One click on the Auto Sum Button 
will create the 13 formulas 
instantly. You tell Excel whether you 
want to sum up the table 
horizontally, vertically or both ways 
by selecting the empty column to 
the right or the empty row below 
the table.  
 
 
 

Copying formulas 

Instead of creating formulas one by one, we can use the Auto-fill function to copy a formula from one 
cell to several other cells. The vertical copying (or Auto fill) is normally accomplished even quicker by 
double clicking the Auto Fill handle instead of grabbing ahold of it and dragging it. This is particularly 
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useful when you want to auto fill a formula vertically 
over a large number of rows. If you have tried this you 
will know that you will often end up several hundred 
rows down on the sheet, and then you have to reverse 
ȅƻǳǊ ƳƻǘƛƻƴΣ ŀƴŘ ǎƻ ƻƴΦ ¢Ƙƛǎ ǿƻƴΩǘ ƘŀǇǇŜƴ ƛŦ ȅƻǳ 
double click as Excel will only auto fill as far down as 
there are corresponding cells to the left of the 
formula.  
 
Notice that the auto-fill stops if there is a breach in 
the series ςthat is an empty cell in the closest column 
on the left.  
 
 
 
 
 
 
 
 
 

Adjusting column width (and row height) for multiple columns 

By selecting all columns (or only the columns that are to be adjusted) you can give them the same 
width by dragging on one column, or you can automatically adjust them according to the size of the 

content by double clicking (Auto Fit 
function). 
 
 
 
 
If you drag ς left or right ς in the indicated 
location, the selected columns will get the 
same width. 
 
 
 
 
 
 
 
 
 

Automatic cell formatting 

Initially a cell in Excel has no particular formatting. When we type something into a cell, Excel will 
interpret this and apply the formatting it deems correct. This works like a charm 99% of the time, but 
there are occasions where undesired formatting is applied, thereby making problems for us. 
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Example: We have a reference number like this: 
30-8. If we enter this into a cell, it will be 
transformed into 30. August. 
 
As we understand, the entry is interpreted as a 
date, and the cell is formatted accordingly. That 
gives us two challenges: 
 
How do we prevent this from happening, and 
how do we get rid of the date formatting of this 
cell? 
 
Prevention: 
We can either: 
Pre-format the cell as Text, or 
Type an apostrophe όΨύ before we enter whatever 
needs entering. The apostrophe όΨύ will format the 

content to Text. 
 
 
Removal:  
We can apply another format, or remove both content and format (Home ς Editing  ς Clear ς Clear  
All)  
 

The right mouse button 

Experienced users are well familiarized with the right mouse button. In any case, I take this 
opportunity to remind you of it. Instead of searching for solutions on a number of possible locations 
on the ribbonΣ ǿŜ Ŏŀƴ ǎƛƳǇƭȅ Ǉƻƛƴǘ ǘƻ άǘƘŜ ǇǊƻōƭŜƳέ ŀƴŘ ƎŜǘ ŀ ƭƛƳƛǘŜŘ ƴǳƳōŜǊ ƻŦ ŎƘƻƛŎŜǎ ōȅ ǊƛƎƘǘ-
clicking. An example: You may wonder whether you can minimize The Ribbon. You get the answer 

when you point to the ribbon 
and right-click: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  


































































