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The  CompleteVISUAL TM  step -by -step computer trainin g manual  is specially 

developed  and organized based on the Instructional Design  concepts , to ensure 

the effectiveness of the learning process.   

 

Most of the tasks in each chapter fit into a  single page for easy reference.  Most 

tasks are summarized to les s than 10 key steps  and accompanied by actual 

screen illustrations . Every step you go through is practical and relevant. All 

chapters are independent .  No exercise files need to be installed prior to the 

training, so you can start training from the modules  that best suit you or your 

trainees.  However, the module sequence that we suggest is designed to optimize 

your computer learning process.  
 

 
Instructions You are asked to 

Chapter introduction. 
Each chapter begins with a 
presentation and illustration 
to prepare you for the 
concepts you will learn. 

Chapter name. Each 

chapter is an independent 
learning unit.  No exercise 
files need to be installed 
prior to the training.  This 
lets you start your training 
anywhere or anytime you 
like. 

Section name.  Each 

section groups related 
chapters to make sure you 
learn all the related features 
and skills in complete 
details. 
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Click the Office Button >> Open. Click the Office Button to expand the menu, and then click the 
Open command. 

Press <Shift>+<Tab> Hold down the Shift key while pressing the Tab key on the 

keyboard. 

Type Photo from Kevin Jeff.  Type the phrase Photo from Kevin Jeff. 

 
 
 
 
 

 
 

Appropriate tips, tricks, 
and shortcuts that you may 

find useful are included to further 
enhance your skills. 

Handy summary.  Each 

task concludes with a 
summary that reinforces the 
key steps in the task.  It also 
serves as a cue card for a 
specific task.   

Detailed descriptions 
and explanations on 

each step help you to learn 
more about the step that you 
have just performed.  

Actual screen 
illustrations such as the 

dialog boxes and the result 
outcomes are displayed to 
show you how they appear 
on screen.  This helps you 
to learn visually and 
effectively. 
 
A rectangle or circle is used 
to draw your attention to the 
part of the illustration that 
you are dealing with. 

Visual step-by-step 
instructions take you 

through hands-on activities 
to accomplish each task.  
These instructional actions 
appear in bold. 
 
The important commands or 
keywords are highlighted in 
this font and style. 
 
The text that you need to 

type in appears in this font 
and styles . 

Task Name.  Each task consists of a series of fully 

illustrated step-by-step instructions, which help you 
through the hands-on activities. 
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Getting 

Started  

  
Objectives:  
When you have completed these 

lessons, you will be able to:  

 
 Whatôs new in Office Excel 2007 

 Create an Excel workbook  

 Create a new default Excel workbook  

 Create a new E xcel workbook using a 

templ ate  

 Work with Ribbons  

 Get Excel and Microsoft Online Help  

 Run Office diagnostics  

 Repair and recover a corrupted 

workbook  

 Navigate around the cells in 
worksheets  

 Select cell ranges in a workbook  

 Enter text into a cell  

 Enter a number as a value or label a 
cell  

 Enter a date into a cell  

 Use Undo and Redo  

 Use AutoFill to enter text and sequence 
numbers  

 Use Pick List to enter data  

 Enter data into a range of cells  

 Save and open a workbook  
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Creating An Excel 2007  Workbook  
 
There are different ways to create a workbook.  Normally you create a workbook within 
the Excel application.  However, you can also create an Excel workbook without starting 
the Excel application.   
 
To create workbook from the windows desktop: 
 

 
Right-click on the windows desktop, select 
New >> Microsoft Office Excel Worksheet 
from the menu. 

 
The Excel icon 
appears on the 
desktop. 

 
Type in the file name and 
press <Enter>. 
The workbook is created and saved 
in the desktop folder. 

 

 

      
        
 

 
To create workbook from within the Excel application, you can 
 
1. Create new default workbook. 
2. Create a new workbook 

using a template.  There 
are 7 installed templates 
in Office Excel 2007.  You 
can also create your own 
template. 
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How To Start 
Excel 2007 
 

 

 

 
 

1. Click  on 
the taskbar. 

2. Click All Programs 
>> Microsoft Office 
>> Microsoft Office 
Excel 2007. 
 

 

1. Click  Start button on the taskbar. 
The Start menu appears.  

2. Click All Programs >> Microsoft Office >> Microsoft 
Office Excel 2007. 
The Microsoft Excel application starts. 

 
 
Excel displays the following screen.  A new blank workbook is created 
automatically, as shown below. 

 

SUMMARY  



 

 

 

 

 

 

 

 2007 ComputerTrainingManual.com  

 12 

 

Microsoft 

Excel 2007  

 

 

Level 1 

GETTING STARTED 

 
How To Create a 
New Default 
Excel Workbook  
 
 
 
 

 
1. Click the Office 

Button >> New. 
2. Click Blank 

Workbook. 
3. Click the Create 

button. 
 

 
 

 
You can create a blank 
workbook quickly by  
pressing <Ctrl>+<N>. 
 

 
 

1. Click the Office Button >> New.  
The New Workbook dialog box appears. 

 

2. Click Blank Workbook. 

 

3. Click the Create button. 
A new blank workbook is created. 

 

SUMMARY  

TIPS  
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How To Create A 
New Excel 
Workbook Using 
A Template 

 
 
 
 

 
1. Click the Office 

Button. 
2. On the left pane, 

under Templates, 
click Installed 
Templates. 

3. Click the template 
you want. 

4. Click the Create 
button. 
 

 

1. Click the Office Button >> New. 
The New Workbook dialog box appears. 

2. On the left pane, under Templates, click Installed 
Templates. 
The installed templates appear in the center pane. 

 

3. Click the Billing Statement template. 
There are seven installed templates.  You can also add your own templates. 

4. Click the Create button. 
A new Billing Statement workbook is created, as shown below. 

 

 

SUMMARY  


