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‘L Toplcs for Discussion

Spreadsheet Basics
= Modifying A Worksheet
= Formatting Cells
= Formulas and Functions
= Sorting and Filling
= Charts

= Page Properties and Printing



Spreadsheet Basics

= Excel allows you to create spreadsheets much like paper ledgers that
can perform automatic calculations.

= Each Excel file is a workbook that can hold many worksheets.

= The worksheet is a grid of columns (designated by letters) and rows
(designated by numbers).

= The letters and numbers of the columns and rows (called labels) are
displayed in gray buttons across the top and left side of the worksheet.

= The intersection of a column and a row is called a cell.

= Each cell on the spreadsheet has a cell address that is the column
letter and the row number.

= Cells can contain either text, numbers, or mathematical formulas.
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i Adding Worksheets

The worksheets in a workbook
are accessible by clicking the
worksheet tabs.

By default, three worksheets are
included in each workbook.

To add a sheet, select
Insert | Worksheet from the
menu bar .
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i Renaming Worksheets

= To rename the worksheet tab,
right-click on the tab with the
mouse and select Rename
from the shortcut menu.

= Type the new name and press
the ENTER key.

Select All Sheets

Tab Color...
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‘L The Standard Toolbar

= Located just below the menu bar at
the top of the screen and allows you
to quickly access basic Excel

commands.
Print
Mew Save  Preview Cut Copy Paste Undo/Redo AutosSum  Sort Drawing Help
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‘L Creating a new Workbook

= Select File| New from the B Slapeie—eo—
menu bar, press CTRL+N, or <
click the New button to
create a new workbook.
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Opening a Workbook

File | Edit Wiswy Inserk Formak Tool=s Data Wtimdonsy
Ckrl+-M

= Click File| Open from the menu
bar, press CTRL+0, or click the
Open folder button to open an
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i Saving a Workbook

= The first time you save a workbook,
select File | Save As and name the

file.

After the file is named click
File| Save, CTRL+S, or the Save
button on the standard toolbar.

ile | Edt Wiew Insert Format  Tools  Data  indow

1T

[T Mew... Chrl+M

= Open... Chr+0
Close

Save Chrl+5

File | Edit View Insert Format Tools Data  Window

[ mew... Chrl+h

= Open... Chr0

lose

[}

[Hy] |
1]
=
[a1]

hs@ea ak

Save




‘L Spell Check

= Use the spell checker to correct
spelling errors on the worksheet.

Print
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i Undo and Redo Actions

= Click the backward Undo arrow to cancel the last action
you performed, whether it be entering data into a cell,
formatting a cell, entering a function, etc.

= Click the forward Redo arrow to cancel the undo action.

Print
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i Modifying a Worksheet

= Moving Through Cells

= Adding Worksheets, Rows, and Columns
= Resizing Rows and Columns
= Selecting Cells

= Moving and Copying Cells



i Moving Through Cells

= Use the mouse to select a cell
you want to begin adding
data to and use the keyboard
strokes listed in the table
below to move through the
cells of a worksheet.



‘L Moving Through Cells

Movement Keystroke

One cell up up arrow key

One cell down down arrow key or ENTER
One cell left left arrow key

One cell right right arrow key or TAB
Top of the worksheet (cell Al) CTRL+HOME

End of the worksheet (last cell CTRL+END

containing data)

End of the row CTRL+right arrow key
End of the column CTRL+down arrow key




i Adding Worksheet

= Add a worksheet to a workbook by Insert | Format  Tool
selecting Insert | Worksheet

Fowves

from the menu bar. Colurnns

- g Worksheest § |

>  Function...

Marme |

Fickure |
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i Adding Rows
Insert | Format  Toc
= To add a row to a worksheet, I_Q::.;—

select Insert| Rows from the workshest
menU bar Swmibal. ..

u —hark. ..
Fo Funckion. ..

rarne [ 3
u _OR - Picture [
=
EN__ |
b Cut

= Highlight the row by clicking on o |& cony
the row label, right-click with the : :

10

mouse, and choose Insert. 2 —
13 Clear Conkents
::g Format Cells,..
16 Row Height...
17 Hide

19 thide




i Adding Columns

= Add a column by selecting
Insert| Columns from the
menu bar,

= - OR-

= Highlight the column by click
on the column label, right-
click with the mouse, and
choose Insert.

Inserk | Formak Tool
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Clear Conkenks
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i Resizing Rows and Columns

RESIze a row by dragglng the Ilne Farrmak | Tools  Daka Window  Help
below the label of the row you would B el b - (3] 7 A
like to resize. Resize a column in a [ om > ViE reigre..
similar manner by dragging the line to Column b AutoFi
the right of the label corresponding to Sheet b Hide
the column you want to resize. AutoFormat. . Lnhide
Zonditional Formatting. .. |
m - OR - ¥
Format | Tools Data  Window  Help
U Click the row or column label and |e cals... N T
select Format| Row | Height or Ro g
Format | Column | Width from the Colurn AT
menu bar to enter a numerical value S 2| | ey
for the height of the row or width of AutoFomat.. fde
th e COIUmn. Conditional I::nrmattlng... E::;:I:rd .




i Selecting Cells

= Before a cell can be modified or formatted, it must first be selected
(highlighted).

= Click on an individual cell, Column header letter, Row header
number to select a an individual Cell, Entire Column and entire row
of a worksheet.

= To activate the contents of a cell, double-click on the cell or click
once and press F2.



‘L Selecting an Individual Cell
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i Selecting an Entire Row

Al B | ¢ | D | E | F




Selecting an Entire Column

Select Column
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i Select an Entire Worksheet

= Click the Select All cell at the top left corner of
the worksheet to select the entire worksheet.

Select worksheet




i Select a range of Cells

= Click on the first cell in the range
and drag over the cells you want in
the range.

= -OR-

= Click on the first cell in the range
move the mouse to the opposing
cell in the range , hold down the
Shift key and click on the opposing
cell. The following is the example of
sDe‘{ecting a range from cells Al to

_‘H-Imml-lhf_n_'lm_x



* Moving Cells

= To move the contents of one cell
to another cell select Edit| Cut
from the menu bar or click the Cut
button on the standard toolbar. W office Cippoard..

FR paste Chel+y

Paste Special. ..




‘L Copying Cells

To copy the cell contents, select
Edit| Copy from the menu bar

Edit | View  Insert  Forma

= -OR- 4 Cut Chrl+3

= Click the Copy button on the standard ‘
toolbar. % Office Clipboard. ..

& Paste Chrl+Y

T EIF YO e Y



i Pasting Cut and Copied Cells

= Highlight the cell you want to
paste the cut or copied
content into and select
Edit | Paste from the menu
bar

= -OR-

s Click the Paste button on the
standard toolbar.

Edit | Wiewe  Insert  Format
# Cut Chrl+
iCopy k|4
% Office Clipboard. ..

Paste Chel+Y
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i Freeze Panes

If you have a large worksheet with column s
and row headings, those headings will

disappear as the worksheet is scrolled. B [«

using the Freeze Panes feature, the headings 1ot Comm, Shestte 01 2005

can be visible at all times. ok
= Click the label of the row below the row that
should remain frozen at the top of the —
worksheet. Hide
= Select Window | Freeze Panes from the oo pares D
menu bar. 1 Tech_Comp_Shest06_01_2005
7 Booki

= To remove the frozen panes, select
Window | Unfreeze Panes.



i Formatting Cells

= The contents of a highlighted cell can be formatted in many ways.

= Font and cell attributes can be added from shortcut buttons on the
formatting bar.

If this toolbar is not already visible on the screen, select
View | Toolbars | Formatting from the menu bar.

center across cells

increass/
font menu percent decr_euaﬁe

| bald, italics, underdine style decimal border font colar

r ¥ - | ¥ |F |'
[wad ' -0 B 7 U ES=HS %, W EE DA
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font ize left ':'EPIE"_ right comma increase/ il color
justification currency  Style decrease

style indent




‘L Format Cells Dialog Box

. . £ s = iindo I 1
= For a complete list of formatting E .. R ;:;
options, right-click on the - T e
highlighted cells and choose b ,
Format Cells from the shortcut utoFarmet...
men u Conditional Formatting... Inserk Commen k

Format Cells EIEI
OR Numberl Alignment I Fonk ] Border I Patkterns ] F‘rotection]

Category: Sample

= Select Format| Cells from the
menu bar.




‘L Format Cells Dialog Box

= Number tab - The data

be can be selected from
’EKe options on this tab. kprmal Le = 2IX)

Numherl Alignment ] Fonk ] EBorder ] Patkterns l F"rn:utecti-:un]
. Cak : Sample
= Select General if the cell ] i

contains text and number, hurber
or another numencal Accounting General format cells have no
Cate Ory |f the Ce” |S a ?iﬁ'::: specific number Format.
number that will be included Percentage
in functions or formulas. Scientific

Texk

ecial
gﬂstum J

) Cancel




‘L Format Cells Dialog Box Cont...

= Alignment tab - These

options allow you to change

the position and alignment

L Murmber alignment Fonk Border Patterns | Prokection
of the data within the cell | | | | |
Text alignment Crientation
Horizonkal: > .
|General j *
Yertical: ] — ; .
Texk —#
|E|:|I:I:|:|m j x .
k .
[ .
Text conkrol *
[ Wrap kext
I shrink ko Fit [0 =] Degrees
[ Merge cells
Right-to-left

Text direckion:

Conktexk j

(] 4 Zancel




‘L Format Cells Dialog Box Cont...

= Font tab - All of the font
attributes are displayed in this [P g 2]
tab including font face, size,

Murnber l Alignment | Fonk l Border l Pakterns l Prokeckion l
Style’ and effeCts' Font: Font style: Size:

|.ﬂ.rial |Flegu|ar | 10

iy AngsanalPC il . 5 -

El Antique Clive Ttalic a

Arabic Transparent = EEE e J E

Lnderline: Calar:
|Nn:-ne j | T — j v Mormal Fonk

Effects Presiew
| Strikethrough

[ Superscript
[ Subscript

AaBbCcoYyiz

This is a TrueType font, The same Font will be used on both wour prinker
and your screen,

] Cancel




‘L Format Cells Dialog Box Cont...

= Border and Pattern tabs -

These tabs atow you {0 add

borders, shading, and ~ =
background colors to a cell. ~ Mumber | Aignment | Fone  { Border.

Presets Line
....... Style:
------- NDnE -
Hone outline  Trside [ e R
Border o
N . [ N -—
Texk — ;
— B r Color;
_____ Automatic j

The selected border stwle can be applied by clicking the presets, preview
diagram or the butkons abowve,

Ik, Zancel




i AutoFormat

= Highlight the cells that will be
formatted.

= Select Format| AutoFormat from
the menu bar.

Farmat | Tools  Data  Window

Cells... Chrl1
R 2
Calumn 3
Sheet 3

E autaFormat. .. >

Conditional Formatking. ..

b4
L




i AutoFormat Cont...

On the AutoFormat dialog box,
select the format you want to
apply to the table by clicking
on it with the mouse. Use the
scroll bar to view all of the
formats available.

Click the Options... button to
select the elements that the
formatting will apply to.

Click OK when finished.

Jan Febh Mar Total Jan Feb Mar Total

East 7 7 5 19 ] |East 7 7 5 19

West 5 4 7 17 ] [vvest 5 4 7 17

South g 7 9 24 ) | South g 7 9 24

Total M 18 M g0 | | Total M 18 M [=10]
Simple Classic 1

Jan Feb
East ¥ ¥ A 19
West E 4 7 17
South 5 7 89 24

Total 21 13 21 60

Classic 2

ast §F 7 5 14
est 6 4 7 17
South & 7 9 24
Total 21 16 N 50

Classic 3

A3 Fet M Total

East § 73F 73F 5% 19
Whigst G 4 L
South g v 9 M

Jan  Feb  MWar Total

Bast § 7% 7F 5§ 19
et G 4 7 17
South g v ] 24

Totail 3 21 % 18§ 21§ BO

Total § 21 % 18§ M1 § 6O

Accounting 1

Accounking 2
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]
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Cancel
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Options. ..



i Formulas and Functions

= The distinguishing feature of Excel is
that it allows you to create
mathematical formulas and execute
functions. Otherwise, it is not much
more than a large table for displaying
text.

= This section will show you how to
perform these calculations.



i Formulas

s Formulas are entered in the worksheet
cell and must begin with an equal sign

= The formula then includes the
addresses of the cells whose values
will be manipulated with appropriate
operands placed in between.

= After the formula is typed into the cell,
the calculation executes immediately
and the formula itself is visible in the
formula bar.



i Formulas Example

= See the example to
view the formula for
calculating the sub total
for a number of
textbooks.

= The formula multiplies
the quantity and price
of each textbook and
adds the subtotal for
each book.

k4 Microzoft Excel - Bookl

J@ File Edt Miew Insert Format Tools Daka Window Help

DEHEHERY sBBRI oo &I A3
J.ﬁ.rial <10 = = $ % |
7 & =(([B2°C2)HBIC3)+E4™CA)+{E5"CE))
I —

A | B | EI B |

| o | e oo = o | e | | —

Texthook Quantity Price
Biology 4 §93.9
Chemistry 2 §/9.55 formula bar
Calculus FA (iR
English 12 p49.99
Sub Tutal|$1 B21 .E?ll

Sales Tax B%
Total §1,718.97



i Functions

Functions can be a more efficient way of performing
mathematical operations than formulas.

= For example, if you wanted to add the values of cells D1
through D10, you would type the formula
"=D1+D2+D3+D4+D5+D6+D7+D8+D9+D10".

= A shorter way would be to use the SUM function and simply
type "=SUM(D1:D10)".

D ge?/eral other functions and examples are given in the table
elow



‘L Basic Function Table

Function Example Description

SUM =SUM(A1:A10) finds the sum of cells Al through A10

AVERAGE =AVERAGE(B1:B10) finds the average of cells B1 through
B10

MAX =MAX(C1:C10) returns the highest number from cells
C1 through C10

MIN =MIN(D1:D10) returns the lowest number from cells
D1 through D10

SQRT =SQRT(D10) finds the square root of the value in
cell D10

TODAY =TODAY() returns the current date




i Function Wizard

View all functions available
in Excel by using the
Function Wizard.

Arial -~ 10 - B F
=8 - B

=
i
M|
Il

it

Insert Function

Search for a function:

Twpe a brief description of what wou want to do and then @0
click Go
O select a cakegory: |Mosk Recently Lsed -

Most Recently Used
Select a Function; .':'.Ill:ls ecently Lse

Financial

AYERAGE

Math & Trig
HYPERLIME Skakiskical
COLINT Lookup & Reference
M Database
SIM Texk

Logical
AYERAGE(number ;i o ation

Feturns the average (arithmetic mean) af ks arguments, which can be
numbers or names, arrays, or references that contain numbers,

Help on this Function Ok Cancel

|




i Sorting and Filling

= [0 execute a basic descending or
ascending sort based on one
column, highlight the cells that
will be sorted and click the Sort
Ascending (A-Z) button or Sort
Descending (Z-A) button on the
standard toolbar.



i AutoFill

The Autofill feature allows you to quickly fill cells with
repetitive or sequential data such as chronological dates or
numbers, and repeated text.

= Type the beginning humber or date of an incrementing series
or the text that will be repeated into a cell.

= Select the handle at the bottom, right corner of the cell with
the left rplcl)use button and drag it down as many cells as you
want to fi

s Release the mouse button.



i AutoFilling Functions

= Autofill can also be used to copy functions.

= In the example below, column A and column B each
contain lists of numbers and column C contains the
sums of columns A and B for each row.

= The function in cell C2 would be "=SUM(A2:B2)".

= This function can then be coFied to the remaining cells
of column C by activating cell C2 and dragging the
handle down to fill in the remaining cells. The autofill
feature will automatically update the row numbers as
shown below if the cells are reference relatively.



i AutoFilling Function Cont...

C2 | = =SUM{AZ:B2) C11 | =| =SUM(AT1:B11)
A E | € | D A E | € | D
1 | number 1 number 2 SUMm 1 | numhber 1 numher 2 SUm
) 87 49| 1361 2 87 49 135
3 54 30 T 3 54 30 a4
4 34 10 4 34 10 44
5 43 g 5 43 g 51
5 24 773 5 24 23 47
7 o3 g7 7 93 97 190
g a0 7 g 40 32 72
: ] — T T
10 a2 a7
1 79 57 ]1 39 s[5l
17




i Charts

= Charts allow you to present data entered into the
worksheet in a visual format using a variety of graph

types.

= Before you can make a chart you must first enter
data into a worksheet.

= This section explains how you can create simple
charts from the data.



i Chart Wizard

= The Chart Wizard brings you

through the process of creating _LIL
a chart by displaying a series of 1 Students
dialog boxes. _2 |English k!
_3 |Biology 3!
= Enter the data into the 4 |Calculus I
worksheet and highlight all the F 1Dk
cells that will be included in the El P!WS":S i
chart including headers. iM.
7




i Chart Wizard Cont...

s Click the Chart Wizard
button on the standard
toolbar to view the first
Chart Wizard d|a|Og bOX. Chart Wizard - S5tep 1 of 4 - Chart Type

Standard Types | Custom Twpes I

Chart type: Chart sub-type:

i R
ol | A
@ surface = @

®s Eubble

[ﬁiﬁ_ Skack, ;I

= Choose the Chart type and = oo
the Chart subtype if = e
necessary. Click Next. I e "

@ Doughnuk

Clustered Column. Compares values across
cakegories,

Press and Hold ko Yiew Sample |

@l Cancel < Back I Mext = I Finish I




i Chart Wizard Cont...

= Chart Source Data:

= Select the data range EerETETErTETTET—
(if different from the pataRange | series |

area highlighted in Class sizes
step 1) and click s

- 35 — =

Next Si=R=n —— =
ext. 35D

5 15— L

& 10 +— -

g - —

£ 0

Englizh Eialagy Caleul Phy History

Daka range:

Series in: " Rows

i Columns

@l Cancel « Back, Il Mexk = I Einish




i Chart Wizard Cont...

= Chart Options:

Enter the name of
the chart and titles
for the X- and Y-
axes. Press Next to
move to the next set
of options.

Chart Wizard - Step 3 of 4 - Chart Optionz

Titles | Axes | Garidlines | Legend | Data Labels | Data Table

Chart kitle:
ICIass sizes Class sizes
Cateqory (1) axis: 4 :g
ICnurses Pl
B a0

Yalue () axis: Hoas
5 20

INumI:ner of Students £ 15
LR

Second category (%) axis: 2 5

I 0 ' ' ' '

Second value () axis:
I Courses

E?jl Cancel < Back Mext = Finish




i Chart Wizard Cont...

= Chart Location :

= Click As new sheet it ey ————— T
the chart should be

Place chart:

placed on a new, blank

worksheet or select As  snon e chotl
object in if the chart
should be embedded in S Foaschiectin G -
an existing sheet and
select the worksheet
from the drop-down
menu.

Cancel | « Back | Mk = | Firish




i Chart Wizard Cont...

= Click Finish to create the chart.

A E | ¢ b0 | E | F | & | H | |
1 Students |
2 |English 3 ’_ ’_
3 |Biology 32 Chart &rea - b - =
4 |Calculus 2| [ ‘ ‘ ‘
5 |Physics 28 Class sizes
b |History | 39_ -
S8 220
B o g 40
o =z B [ E Students
g £ = 204 -
10 "Zh 0 ‘r —— .
M1 &,}“‘g\ G %x‘:‘{éﬁ
12| & ¢ P &
13
E Courses
1_5 " N .




i Page Properties and Printing

= Page Setup
= Print Preview

= Print



i Page Setup

Select File | Page Setup
from the menu bar to format
the page, set margins, and
add headers and footers.

Bl | Bdt  Wiew  Insel

[ Mew... Crr+n

Clase
Save fs...

| Page Setup... >
E)_ Print Prewvigws

&b Print...  Ctrl+P

Exit

¥

Page Setup Kk

Crientation Brin
. Prink. ..
Qe Lk Print Previgw
Scaling Options. ..

o adjustko: 100 <% normal size

" Fitto: |1 El: page(s) wide by |1 El: tall

Faper size: |Letter j

Print quality: |60 dpi =]

Firsk page number: Auta

Ok | Cancel




i Format Page

= Select the Orientation
under the Page tab in the
Page Setup window to make
the page Landscape or
Portrait.

= The size of the worksheet on
the page can also be
formatting under Scaling.

= To force a worksheet to print
only one page wide so all the
columns appear on the same
page, select Fitto 1
page(s) wide.

Page Setup X
__________ F' a';IEl Margins l Header /Footer l Sheet \
Orientation e—
* Portat 9 lemesge Prink Preview
Scaling pkions, .,

¢ adjustt: 100 <3 % normal size

" Fitto: |1 3: pagels) wide by |1 3: Eall

Paper sige: |Letter j

Prink quality: {600 dpi ~]

First page number: Auto

ok, Cancel




i Margins

= Change the top, bottom, left,
and right margins under the
Margins tab. Bag Setup dlJ

Page iMargiHSEI Header,l'Fu:u:uterl Sheet ]

] Top: Header: vink. ..
= Enter values in the header and T R e |
footer fields to indicate how far ezt |
H opkions. ..
from the edge of the page this Lt it =
text should appear. 0.75 =] 0.75 =
= Check the boxes for centering — sctens
horizontally or vertically on the T R
page Cenker on page
' [ Horizonkally [ Wertically

(] 4 | Zancel




i Headers and Footers

= Add preset headers and
fOOterS tO the page by Page l Margins  Header/Footer l Sheet ]

clicking the drop-down
menus under the

| PrimE. .. |

Prink Preview |

Header/ Footer tab- Header; |

|
= To modify a preset header Custom Header... | Custom Facter... |
or footer, or to make your ﬁf::;; =
own, click the Custom

Header and Custom ‘ |
Footer buttons.

= A new window will open N
allowing you to enter text in
the left, center, or right on
the page.




i Headers and Footers Cont..

Format Text - Click this button
after highlighting the text to change
the font, size, and style.

= Page Number - Insert the page
number of each page.

page number date time tab name
= Total Number of Pages - Use this . é | |
feature along with the page number A | | | | {,}}| @l L:Jl
to create strings such as "page 1 of ! I
15", format text  total number file name
of pages

= Date - Add the current date.
= Time - Add the current time.

= File Name - Add the name of the
workbook file.

= Tab Name - Add the name of the
worksheet's tab.



i Sheet

s Check Gridlines if you

want the gridlines dividing
the cells to be printed on

Page ] Margins ] Header/Footer | Sheet !

the page Prirt area: | EY| PFint. ..
] Pnn: t'tlei b | ﬂ Print Preview

= If the worksheet is several ot | o o

pages long and only the

first page includes titles for ™ Gridines ™ Row and column headings

the columns, select Rows | Seckenaubie  comnents: [{ire -]

to repeat at top to g orcr oo |odored -]

choose a title row that will & Do, then over

be printed at the top of  Oxer, then down

each page.

O | Cancel
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