
Using Microsoft Excel 2007 
 
Microsoft Excel 2007 is a very powerful spreadsheet program.  It is a tool for organizing data ς whether 

numbers (numerical data) or words (alphanumeric).  A άǎǇǊŜŀŘǎƘŜŜǘέ ƛǎ ŀ ǘŀōƭŜ of values arranged in 

rows and columns. Each value can have a predefined relationship to the other values.  While 

spreadsheets are typically used in business settings, there are many more applications where a 

spreadsheet can be useful. 

1. Create a new spreadsheet. 

[ŜǘΩǎ ǎǳǇǇƻǎŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ǘƘŜ ƻǿƴŜǊ of a small business, with several sales people. You want to track 

the monthly sales figures for each salesperson. 

To begin creating a spreadsheet in Microsoft Excel 2007, click on the OFFICE button,  then click on 

άb9²έΦ  {ŜƭŜŎǘ ά.[!bY ²hwY.hhYέ  

 

then ŎƭƛŎƪ ά/w9!¢9έ [see ARROW in above screen shot].  

 



A  table will appear:  

 

 !ŎǊƻǎǎ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǘŀōƭŜ ǿƛƭƭ ōŜ ƭŜǘǘŜǊǎΣ ŜŀŎƘ ŘŜǎƛƎƴŀǘƛƴƎ ŀ άŎƻƭǳƳƴέΤ ŀƭƻƴƎ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ ǘƘŜ ǘŀōƭŜ 

ǿƛƭƭ ōŜ ƴǳƳōŜǊǎΣ ŜŀŎƘ ŘŜǎƛƎƴŀǘƛƴƎ ŀ άǊƻǿέΦ ¢ƘŜ ōƻȄŜǎ ǘƘŀǘ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǎǇǊŜŀŘǎƘŜŜǘ ŀǊŜ άŎŜƭƭǎΦέ 5ŀǘŀ ƛǎ 

placed into the cells. Cells are referred to by the corresponding column letter and row number. For 

example, on the blank worksheet above find the cell that is the fourth from the left and the ninth from 

the top (do not count the heading boxes, where the letters and numbers appear). The cell that you 

ƭƻŎŀǘŜŘ ƛǎ ŘŜǎƛƎƴŀǘŜŘ ŀǎ ŎŜƭƭ ά5фέΦ /Ŝƭƭ ά5фέ ƛǎ ǎƘƻǿƴ ōȅ ǘƘŜ ŀǊǊƻǿ ƛƴ ǘƘŜ ƴŜȄǘ ǎŎǊŜŜƴ ǎƘƻǘΥ 



 

Now you need to set up the sheet for your data. You will want a row (left to right) for each salesperson 

and a column (top to bottom) for each month of the year. 

On the blank worksheet, begin at the top ώŎŜƭƭ !мϐ ŀƴŘ ǘȅǇŜ ƛƴ ά{![9{t9w{hbέΦ This is the heading for 

the column. Below that, enter the names of four salespeople [Bob, Mary, John and Alice], one in each 

cell.  At the top of the worksheet, starting with cell B1 and working to the right, enter the months of the 

year. [Cell B1 is January, C1 is February, D1 is March, and so one, through cell M1 for December. If you 

need to, you can adjust the width of the cell ς move the cursor to the edge of the top box (the one with 

the letter in it), click and hold and move the mouse to drag to change the width of the cell. 

 

 

 

 

 



Your spreadsheet should look like this: 

 

 

 

 

 

 

 

 

 



2. Enter the data. [ŜǘΩǎ enter sales figures for six month for each salesperson.  Starting with Bob, 

begin inserting sales figures for January through June. Then do the same for each of the other 

salespeople. Your spreadsheet should look something like this (your numbers will be different): 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Format the cells. 
To set the cells to record the figures as dollars, we need to FORMAT the cells.  Starting in cell B2, left 
click and hold, then move the mouse to the right to cell M2 and down to cell M5, and release the left 
ƳƻǳǎŜ ōǳǘǘƻƴΦ bƻǿ ǿƛǘƘ ǘƘŜ ŎǳǊǎƻǊ ƛƴǎƛŘŜ ǘƘŜ ƘƛƎƘƭƛƎƘǘŜŘ ŀǊŜŀ ǊƛƎƘǘ ŎƭƛŎƪΣ ǎŜƭŜŎǘ άCƻǊƳŀǘ /Ŝƭƭέ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Format Cells 



hǊΣ ƛŦ ȅƻǳ ŀǊŜ ƻƴ ǘƘŜ άIha9έ ǘŀōΣ ŦƻǊƳŀǘǘƛƴƎ ƛǎ ƘŜǊŜΥ 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ǎŜƭŜŎǘ ά/ǳǊǊŜƴŎȅέ ŀƴŘ ŎƭƛŎƪ άhYέΦ  
 

Use this pull down tab 

to format the cells. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The numbers in the cells will now appear as dollars, with dollar signs and two decimal places. You can 
adjust the number of decimal places in the Format Cells window. If you add sales figures for July, you 
will see that they appear as dollars. Your spreadsheet should not look something like this: 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Insert a formula.  
 
Now that the sales figures are in, you want to see which of the salespeople had the highest volume.  In 
ŎŜƭƭ bм ǘȅǇŜ ά¸¢5έ ώǘƘƛǎ ƛǎ ά¸ŜŀǊ ǘƻ 5ŀǘŜέϐΦ  aƻǾŜ ǘƘŜ ŎǳǊǎƻǊ ƛƴǘƻ cell N2. /ƭƛŎƪ ƻƴ ǘƘŜ άIha9έ ǘŀōΦ  Now, 
click on the ң ǎȅƳōƻƭ ώǘƘƛǎ ƛǎ ǘƘŜ DǊŜŜƪ ƭŜǘǘŜǊ ά{ƛƎƳŀέ ŀ ƳŀǘƘŜƳŀǘƛŎŀƭ ǎȅƳōƻƭ ŦƻǊ άsumέϐΦ   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

AUTO SUM 



/ƭƛŎƪ άŜƴǘŜǊέ ŀƴŘ ǘƘŜ ǎǳƳ ƻŦ ǘƘŜ ǎŀƭŜǎ ŦƛƎǳǊŜǎ ŦƻǊ .ƻō ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŎŜƭƭΦ wŜǇŜŀǘ ǘƘƛǎ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘe 
other salespeople. Column N now shows the annual sales total for each of the salespeople. Here is the 
result: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Sorting the data. 
To sort the data according to the most sales, do the following:  
Pǳǘ ǘƘŜ ŎǳǊǎƻǊ ƛƴ ŎŜƭƭ .сΣ ŎƭƛŎƪ ң ŀƴŘ enter. This will give sales totals for the month of January. Repeat 
this for each of the remaining months, including the YTD column. Your spreadsheet should look like this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



To sort data alphabetically by Salesperson: 
/ƭƛŎƪ ƻƴ ǘƘŜ ά5ŀǘŀέ ǘŀō ƛƴ ǘƘŜ ǘƻƻƭ ōŀǊΦ {ŜƭŜŎǘ ŀƴŘ ŎƭƛŎƪ ά{hw¢έΦ .Ŝ ǎǳǊŜ ǘƻ ŎƘŜŎƪ ǘƘŜ ōƻȄ άaȅ Řŀǘŀ Ƙŀǎ 
ƘŜŀŘŜǊǎΦέ /ƭƛŎƪ ƻƴ ǘƘŜ Ǉǳƭƭ Řƻǿƴ ŀǊǊƻǿ ƛƴ ǘƘŜ ά{ƻǊǘ ōȅέ ǘŀō ŀƴŘ ŎƘƻƻǎŜ άSALESPERSONέΦ Lƴ ǘƘŜ άhǊŘŜǊέ 
ǘŀōΣ ŎƘƻƻǎŜ άA-ZέΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ hYΦ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

.Ŝ ǎǳǊŜ ǘƻ ŎƘŜŎƪ ǘƘŜ άaȅ Řŀǘŀ Ƙŀǎ 

ƘŜŀŘŜǊǎέ ōƻȄΦ 

1. SORT 

 

оΦ {ŜƭŜŎǘ ά!-½έ 

 

2. SORT BY 

ά{ŀƭŜǎǇŜǊǎƻƴέ 

 



 
The spreadsheet will look like this, with the salesǇŜƻǇƭŜΩǎ ƴŀƳŜǎ ŀƭǇƘŀōŜǘƛŎŀƭƭȅ ƭƛǎǘŜŘ ŦǊƻƳ ! ǘƻ ½Φ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
To sort the numerical data, highlight the rows from 1 through 5, as shown: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Now, sort the data by Month ς for our example, select the month of March, and sort by highest to 
lowest. This will show the salesperson that had the highest sales volume for the month of March: 

 
In the example shown, Alice had the most sales in March, with $185.00. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Now, sort the data by Year to Date sales. 

Alice is again the leading salesperson with $950 in YTD sales. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Excel includes powerful graphing and charting tools. To create a simple column graph of the sales data in 
our example begin by clicking on ǘƘŜ άIha9έ ǘŀōΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘέ ǘŀōΦ ¸ƻǳǊ ǎŎǊŜŜƴ ǿƛƭƭ ƭƻƻƪ 
like this: 
 

 
 

 

 

 

 

 

 

 

 

 



/ƭƛŎƪ ƻƴ ǘƘŜ ά/ƻƭǳƳƴέ ŎƘŀǊǘ ōǳǘǘƻƴΣ ǘƘŜƴ ǎŜƭŜŎǘ άо-5 /ƻƭǳƳƴέ Υ 

 

 

 

 

 

 

 

 

 

 

 

мΦ /ƭƛŎƪ ƻƴ ά/ƻƭǳƳƴέ 

button. 

2. Click on 3-D Column button. 



Your screen will look like this: 

 

Move the cursor inside the chart area and right cƭƛŎƪΦ ¢ƘŜƴ ŎƭƛŎƪ ƻƴ ά{ŜƭŜŎǘ ŘŀǘŀέΦ 

This is the chart area. 



 

A pop up box will appear, where you can manually enter the data fields to be included in the chart. 

While that box is open, move the cursor to to cell A2, then highlight all of the data cells from A2 to N5 

(this will include all the salespeople, but not the bottom row with the monthly totals). 

 

 

 

 

 

 

 

 

 


