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Microsoft Excel is a spreadsheet software program for use in organizing data, performing data

calculations, and graphing datasets.

Basics Presenting the Information
Worksheet Layout Page Setup Options
Entering Text and Printing Options
Numbers Creating Charts
Formatting Text,

Numbers, and Cells

Tabs —Click to access more tools
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and commands

Using Data Shortcuts
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Fill Right
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BASICS

Worksheet L.avout
Rows and Columns:

Each worksheet is composed of rows
(numbered) and columns (lettered).

Cells:
The intersection of each row and column
creates a cell. The cell is identified by its
location on the worksheet (i.e. B3).
An active cell is outlined in black and the
location appears in the Name box (E3 is
active in Fig. 1).

Worksheet/Sheets:
Each page of cells is called a worksheet or sheet
Multiple worksheets are available in each Excel
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Formula Bar
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Shestl

heet tabs

Click on the Sheet tab to access a new worksheet. The Sheet tabs can be renamed by

double-clicking on the current tab name, then typing the desired name.

Formula Bar:

The formula bar displays the contents of an individual cell. The contents may be text,

numbers and/or formulas, depending on the cell.

Entering Text and Numbers
Moving the cursor:

You can move the cursor using several options on the keyboard:

Tab key- moves one cell to the right (along the row)

Shift-Tab keys- moves one cell to the left (along the row)

Enter key- moves one cell down (along the column)

Shift-Enter keys- moves one cell up (along the column)

Cursor keys (arrow keys)- moves one cell in direction of arrow on key

Any cell can also be activated by clicking on it using the mouse.

Entering content:

Once the cursor is in the appropriate cell, enter the content using the keyboard. Cells will
accept text or numbers, as well as equations (see formula section for details).
There are a few default settings that become evident once there is content in a cell:

Numbers are right-justified.
Text is left-justified.

Whole numbers will not display zeros after the decimal point (unless the cell has

been specially formatted).
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Cutting and Pasting Cells:

e To move a filled cell, click on the cell to activate it,
and press Ctrl-X on the keyboard (or go to the Edit m !
menu and select Cut). The activated cell will be HJ d calibri
encircled by a flashing dotted line (Fig. 2). P & - T
e Move the cursor to the desired blank cell and press - -
Ctrl-V (or go to the Edit menu and select Paste). Liliphsard i e S
e To move a group of filled cells, hold down the left , B3 v
mouse button and drag the cursor over the group of A B
cells, selecting all of them. Then complete the cut 1
and paste commands. 2 |John 1.5
3 |[lane
i A ISalhe 78 Fig.2

Inserting Rows and Columns:
To insert a column:
Click the letter above the column to the left of where you want the new column to
show up — this will highlight the entire column, right click your mouse and select
insert

To insert a row:
Click the number to the left of a row below where you want the new row to show up —
this will highlight the entire row, right click your mouse and select insert

Editing Cell Content:
The contents of any cell can be edited at any time. To see the cell’s contents, click on
the cell and look in the formula bar. Click with the cursor in the formula bar to add or
remove content at that location.

Formatting Text. Numbers. and Cells
Selecting/Moving Rows or Columns:

To select an entire row, click on the number of the row in the gray column on the left.
To select an entire column, click on the letter of the column in the gray row at the top.
To move the entire row or column select entire row, hold down the shift key, click on
row/column line and drag it to the desired row/column.

Formatting Text:
Font/Point Size/Bold/Underline- Once the desired cell(s) have been selected, click the
appropriate formatting button in the toolbar at the top of the screen (Fig. 3) to alter the
appearance of the text in that cell(s).

Subscripts/superscripts- To add

Fant

subscripts or superscripts to a cell, Foinsaes
hlghllght the letter/number in the l Home \n:e\t Pagef:-ut Formulz
formula bar. Under Home Tab, i = P
Font Menu, select corner arrow N | s . Bl g S
that will open up the Format Cells. g BZU-|HB- & 4L F
Check the box for superscript or \ \

subscript as desired. P PrET

Fig. 3
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Alignment-

e Left/Center/Right: To change the default horizontal alignment of a cell’s contents,
select the cell(s) or row(s)/column(s), and click the appropriate alignment button

on the tool bar. (Fig. 4)
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Left, Center, Right Alignment

e Top/Center/Bottom: To change the default vertical alignment of a cell’s contents,
select the cell(s). Under the Home Tab, Alignment Menu (Fig. 5) choose the
desired alignment.

Wrapping text- In some cases, the content in a cell will exceed the amount of space
available. If there is extra text, only the beginning of the text will be visible. If a
number is too long to fit, the cell will display #####, rather than the number. To fix this
problem you could increase the width of the column (see Formatting Cells), or you can
format the cell to allow the text to wrap onto a second line within the cell.

e Select the cell(s) that needs to have text on multiple lines. (Entire columns or

rows can also be selected.)
e On the Home Tab select “wrap text” button.

Alignment Wrap Text
| - T
File i nse FPage Layout Formuias Data Re 3
'—_-I % Calibri 11 A A = o= | i =1 Wrap Text General
Paste "j B L U - A- EEE FEEHE BE@MegefiCenter | § - €
B3 - £l a7 \
Merge & Center Fig. 5

Merging and Centering cells- Sometimes text needs to be centered over multiple
columns. Rather than trying to guess which column is the central one and typing the text
in that column’s cell, the entire set of cells in that row can be combined.

e Select the cells.

e C(Click the Merge and Center button on the toolbar. (Fig.5)

e The same process can be done via the Alignment window (Fig. 5 above) by
checking the Merge cells box and horizontally centering the text.
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Formatting Numbers:
Number of decimal places- Select the cell(s). Under the Home Tab and Number format
make your selection (Fig.6). Excel does not retain zeros at the end of a number (i.e. 2.0)
and it can be difficult to line up a column of numbers with inconsistent numbers of
decimal places. To increase or decrease the number of decimal places for a column (and
thereby unify the number of decimal places), select the column and click on the

appropriate button in the okl - Microsoft Excel

toolbar. (Fig. 6) w| |5  General . e
] B o
Special notation 2 83 18- % o+ ) 00 Condition T pc Gene -
(currency, dates, etc.)- - Formattin 123 :Z::jmmat _
Additional formatting t s humber » 12 L
options for currency ($), times, Fig.6 ~ [E§ “ '
dates, zip codes, social security numbers, and phone numbers are . Accounting
found under the number format dropdown list (Fig. 7). <=l .
Formatting Cells: g Lo
Column width/Row height- To expand or e L
NS S ——— contract the width of a column, select the ) 1
w4k x| == op- column. Click on the edge of the row/column g7 oo
- 5-A- === = anddragthe rightor left (top or bottom) edge {y Fecion
| Borders | to make it wider or narrower. 2 o "
]: Bottom Border | 102 Scientific e
| Ii oo ' Double-clicking on this edge will ase ™ i'
1| Bight Border . automatically adjust the width to fit the
| ot ' widest content in that column. Row height il
[ outside sorders . can be altered in the same manner, dragging Fig. 7
B e . or double-clicking on the top or bottom edge in the gray column
EH | Thick Bottom Border y on the left side of the worksheet.
E Top and Bottom Border l_
Top and Thick Bottom Border
B .. st Doute Bottom Bordes Borders and Patterns- Borders can be placed around a cell or
e . group of cells using the border option. First select cells, then
j’; E; ZOZEH under the Home Tab, Format Menu, select Border icon dropdown.
B Erosc corcer The number of sides and the type of line can be selected from this
a&| Line Color » | menu. (Fig. 8) Patterns and colors are also available in the adjacent
. [r— | buttons. These options should be used cautiously as it can be

difficult to read data when the cell also contains a color or pattern.
Delete vs. Clear:
Two options are available to remove the contents of a cell:
Delete will remove the numbers or text, but retain any formatting.
Clear will remove both the content and the formatting.

Removing Rows and Columns:
To remove an entire row or column, click the letter (for column) or number (for row), right
click the mouse and select delete.
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USING DATA SHORTCUTS

Autofill

A quick shortcut to add a series of text is to use the Autofill function.

AutoSum

Enter the first term in the series (i.e. January, Monday, First Quarter, etc.)
Using the mouse, drag the small black square in the lower right corner of the cell
across the rows or down the column to fill in the remaining portion of the series.

Summing a column or row of numbers can be done easily by clicking the AutoSum
button in the toolbar. (Fig. 9) |

Formulas

Place the cursor in the cell that will contain the total.
Click the AutoSum button.
The cells to be added will be enclosed in a flashing dotted line. Make sure all of the
appropriate cells are included. If there are blank cells in the midst of the row or
column of numbers, the outline will have to be added manually by dragging the
cursor across the desired cells.
The range of cells can also be double-checked by viewing the formula generated in
the original cell. For example, to add the contents of cells B3 through B10, the
generated formula should read

=SUM(B3:B10)

Fig. 9

Press Enter to view the total.

Excel can also perform other types of mathematical calculations including multiplication,
division, and subtraction.

To enter a formula, click in the cell that will hold the results of the equation.
Press the equal sign to start the formula, then enter the cell names and notations to
complete the formula. For example, to subtract the value of B5 from B3, the
equation would read

=B3-B5
Note: Use the asterisk (*) for the multiplication symbol, and the forward slash(/) for
the division symbol.

An absolute cell reference does not change, even when the formula is copied and pasted
elsewhere or when a formula needs an absolute reference. Suppose in C1 you use a
formula referencing Al. If you copy the formula to C2 it will reference A2 and likewise
if you copy the formula to D1 it will reference B1. By adding $ in front of A and 1 then
no matter where the formula is moved/copied to it will reference Al.

=$B$3-B5

Using formula wizard:
SUMIF: Adds the cells specified by a given criteria (i.e. =SUMIF(B2:B25,">5")

COUNTIF: Counts the number of cells within a range that meet the given criteria (i.e.
=COUNTIF(B2:B25,"Nancy")

AVERAGE: Returns the average of its arguments (=AVERAGE(A2:A6)

STD DEVIATION: Estimates the standard deviation based on a sample (=STDDEV (A2:A6)

If you need more information, go to the Microsoft Excel Help menu and search for “worksheet functions.”
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Fill (Right, Down)

Once a formula has been created, it can be automatically added to adjacent cells in a row or
column (adjusted for the row number or column letter).

Sorting

Once data has been entered, it is possible to sort the

Put the cursor in the cell containing the formula.

Holding the mouse button down, highlight the adjacent cells that will contain the
modified formula.

Under the Home Tab, Editing Menu, select Fill. From the submenu, select the
appropriate direction (i.e. right, down, etc.).

The formulas will be added to the cells. The formula for each of the adjacent cells
can be double-checked by clicking in the cell and viewing the contents in the
Formula bar. If there is no data on which to perform the calculation, the cell will
contain a zero.

-

information into a different sequence, retaining the link P - X
between the label and the numerical information. X AutoSum ~ A? ;
e Highlight the rows or columns to be sorted, 8] Fill - S% - [
clicking on the gray row number or column letter £ Clear~  [Filter - |Select - |
to select the entire row/column. E¢ 4] sotatoz
e Under the Home Tab, Editing Menu, select : &l sotztoa j
Sort & Filter (Fig. 10) 0 P B8 Ccustom Sort..
e Select how the sort should occur (ascending or L R
descending) or you can custom sort and ¢
determine which column determines the sorting '

method. (Fig.11) Fig. 10
Check the appropriate button to indicate whether or not a header row has been
included in the highlighted rows of data.

Click OK to perform the sort.

Multiple-level sorts can be performed using the addition sorting levels in the
window (i.e. Sort sales by month, then by salesperson).

’ | Add Level ” W Delete Level ” 53 Copy Level ” ir

Options... My data has headers

Column

Sort On Order

Sort by January

| Values

- | |5mallest to Largest

January

February
March
April

May

June

July
August
September
October
Movember
December

QK

l [ Cancel

Fig. 11
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PRESENTING THE INFORMATION Insert F'EQE La_-,-'-:uut Formulas Data
) i i _:}]‘ i I,_, . |
. f iy *—
Page Setup Options J | =] j e = :
Orientation ; Margins [Orientation| Size _F'rint Breaks Bach
Excel spreadsheets are often wider than ot
. . T =
they are long, S0 many will benefit from —_— :j Portrait
changing the orientation of the page from Ml :
portrait (vertical) to landscape (horizontal). g | : E c
e Under the Page Layout Tab, Page =] lendscape
Setup Menu. 15
e C(Click on Orientation to select Fis. 12
. . . 1g.
Landscape orientation. (Fig. 12) &
Fit to One Page Spreadsheets [@w2- Book. - Microsoft Excel
Can alSO be automatlcally . Home Insert Page Layout Farmulas Data Review View
. N Egcolors - [ [N = L =l 5] =L 51 Width: Automatic - Gridlines  Headings
Scaled tO flt Onto one (Or F-:nts > J ‘—)‘ ]j ‘l’& >’. 1 L':J __j %J Height: Automatic Fl view | [¥] view -1
more pages)‘ Clle 01’1 the The'mes Eifeds' r-.-]ar';ins Ol'ien'tati-:m S\'ze :‘r\;l;t- Bre'aks Background ;Illllgti é] T e—— . |j e FJE\IAI"
hemes age Setup w Seale t| 1 page pptions
Page Layout Tab, Scale to e - e = pases 2L
Fit Menu and click thedrop |~ & [ = | ¢ o5 = B « o e [ 1t
:E 5 pages
down menu to 2 1o - ¢ s
1 page (Fig. 13). 5 e [ 7] ks
. . 4 |Sall 2.8 pages
Note: The resulting text size |5 s. i e
1 i}
may be quite small. Fig. 13
Q9=

Margins
Margins can be altered to provide additional space for data.
(Fig. 14) No margin should be smaller than .5 inches in

m Home Insert Page Layout Farmulas Data Revie
O e 06 e @
28l i« = F =

Themes Effects' |Margins| Orientation  Size Print Breaks Background
order to avoid cutting off part of the data when printing. e o
L N | Tem 0.75" Bottom: 0.75"
.83 | | Left: a7 Right: 0.7 |
A | B =/ Header: 0.3 Footer: 0.3" L

Centering on Page | L Wide
To center small blocks of data on the page (without altering | 2 o il B e

. . . . Jane LU Hodern 05 rootan 05"
the margins), click the appropriate box in Page Layout Tab, | sy [ vt e e

Page Setup Menu, Margins, Custom Margins, select 2 |sve i Botm 175
horizontally or vertically. 7 L] reenos  Footen 0
(Fig. 14) : Casto Maraifi..
10
Fig. 14
Header/Footer Headers and

Footers provide a E —
conven@ent location for ot et s o e !' — ‘
small Ple.CCS of j Q g _j % i} I @_J EJ \;l _i [ Difterent Firt Page [ scate with Document
information. Common Header Footer  Page Humber Current Current File  File  Sheet Picture For Gata Goto | [ Different Odd & Even Pages [9] Align with Page Margins
elements Of these two text Hea;zl & Footer e DE(EH&aE:\IEELFaT::E\E:::::: o NaJaFtNI:E‘ Options Fig. 15
areas are page numbers, B3 O

dates (creation or printing
date), times, author name, version number, and/or project name. Standard options and
formatting are available under the Insert Tab, Text Menu, and select Header & Footer
(Fig. 15).
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Sheet Page Setup. [2]x]
If a spreadsheet spans multiple pages, it can be Page | Merans | HeadsriFacter | Sheet
helpful to include the row/column containing the | #a== =
headings on each page. To automatically add dEd R [ &
this option, in the Page Layout Tab, Print Setup Cobars torepet t ft | =
Menu, select Print titles, click on the appropriate | "5 ... I =
colored square (rows or columns), then click the o ol arors sy | doplyed )
gray row number or column letter to add the ] Row ané courn headings
absolute value to the setup options. (Fig. 16) e e
O oyer, then down &
Lo . privt... | [ PrintPreview | | options... |
Printing Options Fig. 16
Print Area
To print only a portion of a spreadsheet, highlight the desired area. Then under the Page
Setup Tab, select Print Area Menu, select Set Print Area. When the print command is
given, only the highlighted area will print. Choose Clear Print Area to remove a previous
setting.
Microsoft Excel
Gridlines
The default Excel setting is printing without visible gridlines = _
between the cells. However, sometimes it is helpful to be able tidlines  Headings
to see the cell divisions. 7| View | [¥] View ||
To print the spreadsheet with visible gridlines, go to Page | Print Print | ¢
Setup Tab, Sheet Options and click the box for Print under i || SheetOptions =
Gridlines. (Fig. 17) Fig. 17
Creating Charts
Once the data has been entered into the spreadsheet, a graph or chart can be created. The
graph can contain portions of the spreadsheet or the entire data set.
e Highlight the data to be graphed.
e (Click on the Insert Tab, under Charts Menu to select your preferred chart type.
e Under the Chart Tools Tab use the Design, Layout, and Format Tabs to make
changes to your graph data.
m. Home Insert Pa-;.e La.\,:-:uut Formulas Data Review View | Design La.%;DUt Format ! & @ =
g B B[ = Mm | [0
AT T T Y I FEl=
Chart Type Template | Row/Column  Data z T | Chart
Type Data Chart Layouts Chart Styles Lotion
Chart 1 - Fe
Fig. 18

o Use the Design Tab to change the chart type, color, and to move the chart to
another location or separate tab (Fig. 18).
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EHHA9-®-|= Bookl - Microsoft Excel Chart Tools =
Home Insert Page Layout Formulas Data Review View Design | Layout i Format & e =
arma election a
Picture Shapes Text Chart Axis Legend Data Data &xes  Gridlines Flot i Chart 3-D Trendline Lines Up. n  Error
£5 Reset to Match Style - Box Title~ Titles ~  Labels~ Table v - hd Area~ Wall - Floor - Rotation - B Bars -
Current Selection | Insert | Labels Axes Background Analysis Properties
Chart1 - |
Fig. 19
o Use the Layout Tab to make changes to the chart title, axis labels, legend,
etc. Options for adding labels to the individual data pieces (raw number,
percentage, etc.) are also available by selecting Data Labels (Fig. 19).
@i Hw9~-~-= Bookl - Microsoft Excel ChartTools
Home Insert Page Layout Farmulas Data Review Wiew Design Layout i Format
Plat Area - ﬁ Shape Fill = = A & Bring Forward |= align ~ rJ--] = T
%—Format Selection - z Shape Cutline = fﬁ.‘\ A é =3 Send Backward ﬁ Group +.Ls -
ﬁReset to Match Style ¥ |} Shape Effects = & Iﬁ}Seled‘ion Pane Tk Rotate s -
Current Selection | Shape Styles (1 WordArt Styles Arrange Size
Chart1 v (= 5 |
Fig. 20

o Use the Format Tab to add a border, change Word Art and to re-size chart
(Fig. 20).

Once you have properly formatted your chart & data set print it out or send it via email as your
finished product!

Congratulations on completing Excel I- Introduction to Excel!
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Try It!

Scenario: Saving for a house down payment. Need to develop a spreadsheet to track household
expenses over the course of a year to figure out how much can be saved each month.

Step One - Data:
Household Budget
Rent- 1500
Electric- 70
Water- 15
Telephone- 45
Car Insurance- 100
Cable- 40
Newspaper- 10
Car Payment- 200
Car Repair- 30
Total Expenses- Will Calculate
Total Income- 2500

Disposable Income- Will Calculate

Step Two- Formatting & Filling In Data
e Add in Months
e Merge & Center Table Title
e AutoFill numbers across for all months & format number style

Step Three- Format Table
e Format Text: Bold Month Names, Right Align, Increase Title Size
e Auto-Fit Column Width
e Add Box Borders to Months & Expenses

Step Four- Making Changes
e In April you get a Raise to $2,800.
e In June you cancel the Cable for the rest of the year.
e (Calculate Total Expenses & Disposable Income
e Sort Data Alphabetically

Step Five- Graph Your Data!
e Create pie chart of January Data
e Change Chart Title to January Expenses
= Move Legend Data to the Left Side

Step Six- Print your Results Onto ONE Page

Great Job!! Now you’re ready to take charge of your Excel experience!



