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Where to Find Help When You Need It

Student Computer ldlp Web Site
The computer help web site for students provides information about the type of help you can get and
locations where help is available. To find this informatiook to: http://rohan.sdsu.edu/~students

Help from the BATS Web Page

BATS (Baselne Access, Training and Support) is a California State University initiative to provide all
students, faculty, and staff with "baseline” access to information resources via networks, training in the
uses of baseline hardware and software systems, anchgngoiessional and technical support for

utilization of computer resources at San Diego State University. You can access the BATS Web Page by
pointing your browser taattp:// its.sdsu.edu/~bats/

Help in the Love Library Student Computing Lab

The StudenComputing Lab's purpose is to facilitate students in completing assigned class work, as well
as provide assistance to students having computer problems relating to the Internet, Netscape, SPSS,
File Transfers, PC Operating Systems, Microsoft Office Savand Business Databases.

Location: 2nd floor of the Love Library building in L4200

Hours: 10:00ami’ midnight Sunday
7:00ami midnight Monday Thursday
7:00ami 6:00pm Friday

10:00 ami’ 6:00pm Saturday

Help from the Student Computing Help Desk
Phone 5943189
Location: Love Library 220
Hours: 8:00ami 4:30pm Monday
8:00ami 4:30pm Tuesday
8:00ami 7:30pm Wednesday
8:00ami 7:30pm Thursday
8:00ami 4:30pm Friday

E-mail: problems@rohan.sdsu.edu
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Microsoft Excel 2007: Introduction

WHAT IS
MICROSOFT
EXCEL?

HOW DO |
START EXCEL?

EXPLORING
THE WINDOWS

Microsoft Excel is a fulifeatured spreadsheet program that allow
you to organize data, complete edtions, make decisions, graph
data, and develop professional looking reports.

The three major parts of Excel are:

Worksheets i Worksheets allow you to enter, calculate,
manipulate and analyze data such as numbers and text.

Charts T Charts pictoriallyrepresent data. Excel can draw two
dimensional and thregimensional column charts, pie charts anc
other types of charts.

Databases Databases manage data. For example, once you er
data onto a worksheet, Excel can sort the data, search for spec
data, and select data that meets certain criteria.

To initially get Excel start
AProgramso from the Start Men
You can create a shortcut that will cause Extel start
automatically when you turn on your computer, or you can put
shortcut on the desktop.

Once you have created Excel spreadsheets, you can start Exce
double clicking the #Sppywelmda h
certain spreadsheet, you may want to create a shortcut on
Desktop toquickly accesyour spreadsheet.

There are two types of windows that appear on your Desktop: t
application window and the document window.

Application windows contain the ramg program and they have
menu bars. The document window appears inside the applicat
window and it does not have menu bars.
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Title Rar The Title Bar shows the name of the application and document.
Ribbon The Ribbon contamthe available tabs from which you can choos
commands.
Scroll Bars The Scroll Bars enable you to move through a spreadsheet wl

the entire spreadsheet does not fit in the window or the allott
space. Click the scroll arrows with the mouse to mbweugh the
spreadsheet or to see one line at a time.

Microsoft Excel - Introduction 2



