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Getting Started
with Excel




Objectives

Understand the use of spreadsheets and EXx«
Learn the parts of the Excel window

Scroll through a worksheet and navigate
between worksheets

Create and save a workbook file

Enter text, numbers, and dates into a
worksheet

Resize, insert, and remove columns and ro



Objectives

Select and move cell ranges
Insert formulas and functions

Insert, delete, move, and rename
worksheets

Work with editing tools
Excel Shortcuts and formulas




Introducing Excel

* Microsoft Office Excel 2007 (or Excel) is a comput
program used to enter, analyze, and present
quantitative data

€

* Aspreadsheet is a collection of text and numberé

laid out in a rectangular grid.

— Often used in business for budgeting, inventory
management, and decision making

* What-if analysis lets you change one or more values

in a spreadsheet and then assess the effect those ii,

changes have on the calculated values .



Page Layout Formulas

1 |(Cash Flow Comparison

2 Budgeted vs. Actual

Spreadsheet data in Excel

Cash Flow Comparison - Microsoft Excel - x
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Conditional Format Cell ||

Formatting ~ as Table ~ Styles ﬁ Format ~
Styles Celis
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Sort & Find & |
Filter ~ Select -
Editing |

. x
52 Insert - | =
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| Budgeted | Actual |

5 Cash balance (start of month)
6 Cashreceipts

7  Cashsales

8 Cash expenditures

9  Advertising
10 Wages

11 Supplies

12 Total cash expenditures

1,200.00
7,200.00
3,600.00

13 Net cash flow 600.0

14 Cash balance (end of month)

18
19

4 4 » ¥ Cash Flow
Ready | 23

Advertising Expenditures -~ Cash Expe

$4,500.00 | $4,500.00

12,600.00 | 14,688.00

1,425.00
7,850.00
4,350.00

12,000.00 | 13,625.00

$5,100.00 | $5,563.00
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Figure 1-3 Parts of the Excel window
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Feature
Office Button
Quick Access Toolbar

Title bar
Ribbon
Column headings

Workbook window
Vertical scroll bar
Horizontal scroll bar
Zoom controls

View shortcuts

Sheet tabs

| Sheet tab scrolling
buttons

Row headings

Select All button
Active cell
Name box

Formula bar

Description
A button that provides access to workbook-level features and program settings

A collection of buttons that provide one-click access to commonly used commands, such as Save, Undo,
and Repeat

A bar that displays the name of the active workbook and the Excel program name
The main set of commands organized by task into tabs and groups

The letters that appear along the top of the worksheet window to identify the different columns in the
worksheet

A window that displays an Excel workbook

A scroll bar used to scroll vertically through the workbook window

A scroll bar used to scroll horizontally through the workbook window

Controls for magnifying and shrinking the content displayed in the active workbook window

Buttons used to change how the worksheet content is displayed—Normal, Page Layout, or Page Break
Preview view

Tabs that display the names of the worksheets in the workbook

Buttons to scroll the list of sheet tabs in the workbook

The numbers that appear along the left of the worksheet window to identify the different rows in the
worksheet

A button used to select all of the cells in the active worksheet
The cell currently selected in the active worksheet

A box that displays the cell reference of the active cell

A bar that displays the value or formula entered in the active cell



worksheet
Figure 1-5 s)

Press Te move the active cell
T .l < - Up, down, left, or right one cell
Home To column A of the current row

Ctrl+Home To cell A1

Ctrl+End To the last cell in the worksheet that contains data
Enter Down one row or to the start of the next row of data
Shift+Enter Up one row

Tab One column to the right

Shift+Tab One column to the left

Page Up, Page Down Up or down one screen

Ctrl+Page Up, Ctrl+Page Down  To the previous or next sheet in the workbook




Planning analysis sheet Figure 1-6

Planning Analysis Sheet
Author:” Amanda Dunn
Date:  4/1/2010

What problems do | want to solve?

e | need to have contact information for each RipCity Digital customer.
e | need to track how many DVDs | create for my customers.

e | need to record how much | charge my customers for my service.

e | need to determine how much revenue RipCity Digital is generating.

What data do | need?

e Each customer’s name and contact information
e The date each customer order was placed

e The number of DVDs created for each customer
e The cost of creating each DVD

What calculations do | need to enter?

e The total charge for each order

e The total number of DVDs | create for all orders
e The total revenue generated from all orders

hat form should my solution take?
The customer orders should be placed in a grid with each row containing
data on a different customer.

e Information about each customer should be placed in separate columns.

e The last column should contain the total charge for each customer.

e The last row should contain the total number of DVDs created and the total
revenue from all customer orders.




Entering Text, Numbers, and Dates
in Cells

The formula bar displays the content of the.

active cell
Text data is a combination of letters, 1
numbers, and some symbols

Number data is any numerical value that can
be used in a mathematical calculation ii

Date and time data are commonly
recognized formats for date and time values



Figure 1-10 Two lines of text entered within a cell
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Changing Column Width
and Row Height

A pixel is a single point on a computer
monitor or printout

The default column width is 8.38 standard-"
sized characters

Row heights are expressed in points or
pixels, where a point is 72 of an inch

Autofitting eliminates any empty space by
matching the column to the width of its
longest cell entry or the row to the height of
its tallest cell entry
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or

or

Changing the Column Width [
and Row Height k.

Drag the right border of the column heading left to decrease the™
column width or right to increase the column width

Drag the bottom border of the row heading up to decrease the ==
row height or down to increase the row height 3

i

il

border of a row heading to AutoFit the column or row to the cel
contents (or select one or more column or rows, click the Home
tab on the Ribbon, click the Format button in the Cells group, and
then click AutoFit Column Width or AutoFit Row Heighg

Double-click the right border of a column heading or the bottoa

Select one or more columns or rows

Click the Home tab on the Ribbon, click the Format button in the
Cells group, and then click Column Width or Row Height

Enter the column width or row height you want, and then click
the OK button




Inserting a Column or Row

* Select the column(s) or row(s) where you
want to insert the new column(s) or row(s);=
Excel will insert the same number of
columns or rows as you select

* In the Cells group on the Home tab, click the
nsert button (or right-click a column or row
neading or selected column and row
neadings, and then click Insert on the
shortcut menu)

-




New column inserted in the worksheet Figure 1-15
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402 Elm St. shift righ
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1025 Drake Ave.
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Figure 1-16 New row inserted in the worksheet
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Deleting and Clearing a Row or Co

Y _—
* Clearing data from a worksheet removes "I Ir =
data but leaves the blank cells Bl

* Deleting data from the worksheet remove
both the data and the cells




Working with Cells and Cell Range:

A group of cells is called a cell range or
range

An adjacent range is a single rectangular
block of cells |

A nonadjacent range consists of two or
more distinct adjacent ranges

-

N

A range reference indicates the location a
size of a cell range
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Selecting Cell Ranges

™=

To select an adjacent range: —

* Click the cell in the upper-left corner of the adjacent range; =
drag the pointer to the cell in the lower-right corner of the =

adjacent range, and then release the mouse button =

or

* C(lick the cell in the upper-left corner of the adjacent rangea
press the Shift key as you click the cell in the lower-right i
corner of the adjacent range, and then release the Shift key

To select a nonadjacent range of cells:

* Select a cell or an adjacent range, press the Ctrl key as you
select each additional cell or adjacent range, and then
release the Ctrl key

To select all the cells in a worksheet:

e C(lick the Select All button located at the intersection of the
row and column headings (or press the Ctrl+A keys)
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Adjacent range A1:G5 selected Figure 1-17
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Moving or Copying a Cell or Rang

Select the cell or range you want to move or copy

Move the mouse pointer over the border of the selection until ===
the pointer changes shape i

To move the range, click the border and drag the selection to a*
new location (or, to copy the range, hold down the Ctrl key an
drag the selection to a new location)

1!

Select the cell or range you want to move or copy

In the Clipboard group on the Home tab, click the Cut button or
the Copy button (or right-click the selection, and then click Cut or
Copy on the shortcut menu)

Select the cell or upper-left cell of the range where you want to
move or copy the content )

In the Clipboard group, click the Paste button (or right-click the :
selection, and then click Paste on the shortcut menu) .
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Figure 1-21 Cells inserted within a cell range
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Inserting or Deleting a Cell Range

glellect a range that matches the range you want to insert
elete :

In the Cells group on the Home tab, click the Insert butto
or the Delete button 1

Select the range that matches the range you want to ins
or delete

In the Cells group, click the Insert button arrow and then =
click the Insert Cells button or click the Delete button arrow
and then click the Delete Cells command (or right-click the
selected range, and then click Insert or Delete on the

shortcut menu5 ri
Click the option button for the direction in which you want
to shift the cells, columns, or rows D

Click the OK button



Inserting and Deleting a Workshe '

|

* Toinsert a new worksheet into the workbook, right-;
click a sheet tab, click Insert on the shortcut menu,
select a sheet type, and then click the OK button

* You can delete a worksheet from a workbook in tw
ways:
— You can right-click the sheet tab of the worksheet you

want to delete, and then click Delete on the shortcut
menu

— You can also click the Delete button arrow in the Cell!
group on the Home tab, and then click Delete Sheet



Renaming a Worksheet

* To rename a worksheet, you double-click he
sheet tab to select the sheet name, type aﬂ;li
new name for the sheet, and then press tl‘I
Enter key

* Sheet names cannot exceed 31 characters in
length, including blank spaces

* The width of the sheet tab adjusts to the lé
length of the name you enter B
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Moving and Copying a Workshee

* You can change the placement of the
worksheets in a workbook

* To reposition a worksheet, you click and

drag the sheet tab to a new location relativ

to other worksheets in the workbook

» To copy a worksheet, just press the Ctrl key

as you drag and drop the sheet tab
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Editing Your Work

* To edit the cell contents, you can work in

editing mode

* You can enter editing mode in several ways

— double-clicking t
— selecting the cel

— selecting the cel
the formula bar

ne cell
and pressing the F2 key

and clicking anywhere withir




Figure 1-28

RipCity Digital
Customer Orders
3/31/2010

4
5

: Last First Address Phone Date DVDs Price per DVD Charge
| 135 College Ave.
Andrew Bar Harbor, ME 04609 (207) 555-0101  3/5/2010 29| $34.58
1025 Drake Ave.
7 |Garcia Susan Exeter, NH 03833 (603) 555-1091  3/14/2010 $15.79  $394.75
5 North Ln.
_ 8 Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823  3/17/2010 512,99  5415.68
24 Mountain Dr.,
9 |Rhoden Tony Auburn, ME 04210 (207) 555-9915  3/24/2010 $15.79  $315.80
[10] TOTAL $1,160.81
11|
12 |
s
14|
15
14
1
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Ny limits the search to
the current sheet

4

replaces all
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Figure 1-29 Find and Replace dialog box

Find and Replace

Replace

Ave, v Mo Format Set

Find what:

Replace with:

Avenue

| [ Mo Format set

replaces the
current occurrence
of the search value

highlights all
occurrences of the
search value

finds the next
occurrence of the
search value
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Figure 1-31

Spelling dialog box

possible
misspelled wi

suggested alternatives

Spelling: English (U.5.)
Not in Dictionary:
Ignore All

Add to Dictionary
Suggestions:
Change

Change Al

AutoCorrect

Dictionary language: |English (U.5.) o |




Changing Worksheet Views

* You can view a worksheet in three ways:

— Normal view simply shows the contents of th
worksheet

— Page Layout view shows how the worksheet
will appear on the page or pages sent to the
printer

— Page Break Preview displays the location of t
different page breaks within the worksheet
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Ferris.
Garcia
Torbet

Rhoden

Ready | 3 | Pageilof2

First

Andrew
Susan
Dw. Lila

Tony

Address Phane
136 College

Auenue (207) 585-0101
1025 Drake

Auenue

5 North L

Oswego, NY 12126

24 Mountain Drive

Auburn, ME 04210

Date OvDs
512000
342010
3TN

AR
TOTAL

Price per DV[ Charge

$18.29
$15.79
$12.89

$15.79

$36.58
$394.75
$416.68

$316.80
116281

Figure 1-32




Figure 1-33

Worksheet displayed in Page Break Preview
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3/31/2010
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Ferris Andrew
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I 102dDddadhes |
Exeter, NHD3833 (603) 555-1091
5 North Lane
Oswego, NY 13126 (315) 555-7823
24 Mountain Drive
Auburn, ME 04210 (207) 555-9915
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Rready | 73 |

Date
3/5/2010
3/14/2010
3/17/2010

3/24/2010
TOTAL

Price per DVD Charge

51829
Page

$15.79

$12.99

$15.79

- $36.58
$304.75
$415.68

$315.80
$1,162.81




Working with Portrait
and Landscape Orientation

* In portrait orientation, the page is taller
than it is wide

* In landscape orientation, the page is wider
than it is tall
* By default, Excel displays pages in portrait
orientation




Working with Portrait
and Landscape Orientation

* To change the page orientation:
— Click the Page Layout tab on the Ribbon

— In the Page Setup group, click the Orientatior ‘ \
button, and then click Landscape

— The page orientation switches to landscape




Printing the Workbook

* You can print the contents of your workbook by =
using the Print command on the Office Button

* The Print command provides three options:

— You can open the Print dialog box from which you
can specify the printer settings, including which
printer to use, which worksheets to include in the
printout, and the number of copies to print

— You can perform a Quick Print using the print | 4
options currently set in the Print dialog box =

— Finally, you can preview the workbook before you
send it to the printer




Excel Shortcuts




Excel Keyboard Shortcuts

When you are first getting used to Excel T‘E _
you will probably be focused on just gettingfé
your task done rather than learning how t
work more efficiently. However, when yoﬁ
are ready to learn about the Excel keyboard = |
shortcuts this lesson will teach you the most i
important and useful Excel shortcuts | B
currently available. =




The benefits of using a keyboard shortcut are twofoldig

It is quicker to keep your hand on the keyboard then sl
from keyboard to mouse to keyboard

You will experience less stress on your muscles if you
shift your hands less

We have divided the keyboard shortcuts into related
areas. This way you can focus on learning a group of
shortcuts at a time, rather than all at once!

Shortcut Help: Combination keyboard shortcuts, those
that have a plus (i.e. Ctrl + S), require that you hold the
first key (Control) then press the second key (S) while
still holding down the first key.

li




Excel Shortcuts: Files

This small group of shortcuts is useful £
opening, closing and saving your Excel
workbooks.

* Ctrl+S: Save your Excel workbook
* Ctrl+O: Open an existing Excel workbook
* Ctrl+N: Create a new Excel workbook




Excel Shortcuts: Editing

7

These are common shortcuts you will use to edit your Excel workbook.
Our favorite shortcut in this list is, quite obviously, Ctrl+Z. 'R

Ctrl+C: Copy the current selection to the clipboard. After you copy somethi
you can paste it with the paste shortcut.

Ctrl+V: Paste the current item from the clipboard.

Ctrl+X: Cut the current selection and place it on the clipboard, which can be
pasted. The difference between cut and copy is that cut will delete your
selection, while copy will not.

Ctrl+Z: Undo your last change. This is can be repeated to remove again and |
again to undo many changes. “
Ctrl+Y: Redo your last Undo. This only is available if you have just issued an

Undo command. 1
Backspace: Deletes the current cell and enters edit mode for that cell. This

only delete one cell and not a selection. L
Delete: Deletes the current selection. Use the delete key when you want to “""\.,
delete more than one cell at a time.




Excel Shortcuts: Getting Arount

These shortcuts will help you move around your Excel workbooks and
worksheets with great ease! T

Page Down: Move one page down in your worksheet. Note: The number o
rows moved in both page up and page down depend on how many rows ar
currently displayed. The more rows you have displayed the greater amount:
row jump will be when you do a page up/down.

Ctrl+Home: Move to the beginning of your worksheet
Ctrl+End: Move to the end of your worksheet

Tab: Move right one column

Shift+Tab: Move left one column

Ctrl+Page Up: Go back one worksheet

Ctrl+Page Down: Go forward one worksheet. Note: If you are not using mult
worksheets in your workbook you will probably not use this shortcut!

Page Up: Move one page up in your worksheet i

d|
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~ Excel §

44

These shortc
quickly format your data.

:
i

Ctrl+B: Toggles bold ¢
selection

| Ctrl+l: Foggles ite
g selectic

'//"

y

/\:

21€S
\\\ \
*\"\

I Do O Y W

Format Cells

Number | &lignment | Fonit | Border | Patterns | F'rn:ntectin:nnl

iCategary: Sample
17
Murmber
CUrrency
Accaunting General Format cells have no
specific number format,

[




These shortcuts allow you to active the various options on the menu b
without have to mouse-click them.

Note: These shortcuts use Alt as their combination key.

* Alt+F: Accesses the File menu
 AIlt+E: Accesses the Edit menu

* Alt+V: Accesses the View menu

* Alt+l: Accesses the Insert menu

* AIlt+T: Accesses the Tools menu

* Alt+D: Accesses the Data menu
 Alt+W: Accesses the Window menu
* Alt+H: Accesses the Help menu

After you have used one of these shortcuts you can use the arrow ke
navigate the menu choices and use the Enter key to select a choice.

!l
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Excel Shortcuts: Selecting .

These shortcuts help you to quickly
select items in your Excel file in various
ways.

* Shift+Spacebar: Select the current Row
* Ctrl+Spacebar: Select the current column

* Ctrl+A: Select All, will select everything on
the current worksheet. This is most often
used in conjunction with the copy shortcut.




Excel Shortcuts: Miscellaneou:

And the two black sheep of the shortcu
essentials: 1

* F1: Opens up the quick help feature
* Ctrl+P: Print your worksheet




Excel 2007 For
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Excel 2007 Formula: A foundation l:o

start writing a formula!

* Aformulais an equation that performs operations on
worksheet data. You can use an Excel 2007 formula to
perform mathematical operations, such as addition and
multiplication, or they can compare worksheet values,
join text, averaging a student's test results, etc.

-

\

i
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 Formulas can refer to other cells on the same worksheet,
cells on other sheets in the same workbook, or cells on
sheets in other workbooks. In addition, if you change the
data in your spreadsheet, Excel will automatically
recalculate the answer without you having to re-enter
the formula.




* A basic formula format will start with an
equals sign (=) followed by one or more =
operands, separated by one or more |
operators. Operands can be values, text, c
references, ranges, defined names, or :
function names. Operators are symbols used
to represent the various arithmeticand
comparison operations you can performon
the operands.

R
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Errur Meaning

s The contents of the cell cannot be displayed correctly as the cell column
15 too narrow.

4REE! Indicates that a cell references is invalid. (Often displayed when you
. delete cells which involved a formula)

#NAME? |Excel does not recognize text contained within a formula.




To enter a cell or range reference by pointing

Place the cursorin the cell where the formula will appear.

Enter the formula up to the point of the cell or range referen
e.g. to enter the formula =E2+E5, only enter the = sign.

Using the arrow keys, move the cell pointer to the first cell
reference, in this case E2. The formula will track your progress
and enter the current address into the formula.

Enter the operand, + sign.

Using the arrow keys, move the cell pointer to the second cell
reference, in this case Es. If you are calculating a range of cells,
hold down the Shift key while using the arrow keys to move to
the intended cells.

Press Enter to complete the formula when you have reached 5
cell you require.




Excel Formulas

A forumla is nothing more than an equation that
write up. In Excel a typical formula might contain
cells, constants, and even functions. Here is an
example Excel formula that we have labeled for you

understanding.

=B3 * 5/ SUM(B4:B7)
cell(s): B3 and the range of cells from B4:B7

constant(s): 5
function(s): SUM()
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* Select cell A1
* Type the following basi
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Press Enter and notice how cell A1 changes from your formulz
the result! '

—
k2

This may seem simple, but there are a some very important
things you should get out of this example. When you start off
cell entry with the equal sign "=" you are telling Excel that yot
want it to evaluate the following formula.

In our case we had a simple "1+1" we wanted Excel to solve fo
us. You can do this for addition, subtraction, multiplication,
division and any other operation you can think of.

Remember, if you do not start your entry with the equal
sign, then Excel will not evaluate the cell!




Using Cells to Create Dy
Formulas

The most powerful aspect of Excel is not the simple calcul

we describes in our first formula example, but rather the ablllty :
values from cells to be used in your formulas. -

Let's set up a basic sales spreadsheet to help explain this topic.
In cells A1-D4 enter the following information:

D4 - = Total
A, B = ]
1 ltem Quantity Price Revenue
2 |Candy 150 0.5
3 |[“'egetable 4 0.5
4 Total
Notice: thatcell D2 ., o iy e e e <eriies w .= —...OUNE Of MoONeY fro

selling 150 candy items and 3 vegetables. By referencing the Quantlty and Price cells
will be able to do this! Let's begin with Candy. -




Quantity Price Revenue
" 150, 0.5 =B2
0.5

Total

S v X J A =B

Quantity Price Hevenue

180 5 =BZ*




~ enter the formul

to click on cells t

Quantity Price Revenue

120 . 7o
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nice to somehow combi
Revenue and Candy Re
doing and add them t

Type the equal sign
Left-click cell D2

Type the plus sign "
Left-click cell D3. Ce

Quantity Price Revenue

S

Quantity
150

Price

Hevenue




Excel 2007 Functions: An
Introduction

i

"4

SRR L

Excel 2007 Functions are build-in, special
commands that incorporated into the
formulas to perform mathematical
calculations. It can be used to make comple
operations simple. Excel 2007 contains a |
build-in list of worksheet functions, which
are categorised to make it easy to search for
the ones you need.




* Functions are special commands
formulas to perform mathematical
processes. |

Al



* Excel has over 300 built-in functions divided into v:
function categories, including: '

— Financial

— Logical

— Text

— Date & Time

— Lookup & Reference
— Math & Trigonometry
— Information

— Database

— Statistical

— Engineering

— Cube



* Here are some commonly used functions:
AVERAGE: Used to determine the average value of the
selected cells contents.

COLUMNS: Used to return the number of columns within

reference.

COUNT: Used to count how many numbers are in the list.
MAX: Used to return the maximum number from a list.

MIN: Used to return the minimum number from a list.

ROUND: Used to round off numbers to a specified numbe

of decimal points.
SUM: Used to add the contents of selected cells.




To display all the available '.j

* Open a blank Excel workbookClick on

the Formulas tab and within the Function =

Library group click on the Insert
Function icon.




| Insert Function

' Search for a function:

GO

Type a brief description of what you want to do and then dick

Or select a category:

Text

Select a function:

BAHTTEXT
CHAR.

CLEAM

CODE
COMCATEMNATE
DOLLAR,

EXACT

BAHTTEXT(number
Converts a number to

Most Recently Used
All

Financial

Date & Time

Math & Trig
Statistical

Lookup & Reference
Database

Logical
Information
Engineering

Help on this function
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» From the Insert Function dialog box =
displayed, under Or select a ’
category: section, select a particular |
category function, the related functions w

displayed.




To enter functions directly into the workshl_
cell

 Select the cell into which the formula will be entere

* Insert an equal (=) sign to begin the formula.
The formula toolbar buttons will appear.

* Enter the name of the function [e.g. SUM], followec
by an opening parenthesis [(], any arguments
required for the function [e.g. E2:E5], and closing
parenthesis[)].

* Press Enter. If there are no errors in the formula, the
result of the function will be entered in the cell. If
you activate the cell again, the function will be
displayed in the formula bar.

i
e — |
|




!r-
To use the AutoSum function »

» The functions can be accessed through ‘
the AutoSum icon on the Standard toolbar: =

e The functions included in the AutoSum dro
down menu will insert the function and p%
predict the arguments.

* For example, if the active cell is positioned at =
the bottom of the list of values, AutoSum =
will display a sum function with the list of =
the arguments.
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More Funckions. ..
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» From the Insert Function dialog box =
displayed, under Or select a ’
category: section, select a particular |
category function, the related functions w

displayed.




L@
+ Click the down arrow beside the AutoSumiconon =
the Standard toolbar and choose Average from th
drop-down menu.

If the predicted range is correct, press the Enter k
If it is incorrect, select (click and drag) the range y
want with the mouse and press theEnter key.

e The result will show in cell B6. You can use the same
method to do other functions such as SUM, Max, et

i

Note: Excel formula and function is one of the mos!;f

powerful feature in Microsoft Excel. 5

//

&



Viewing and Printing Worksheet [
Formulas |

* You can view the formulas in a workbook by
switching to formula view, a view of the
workbook contents that displays formulas
instead of the resulting values

* To change the worksheet to formula view,
press the Ctrl+ keys

* Scaling a printout reduces the width and the
height of the printout to fit the number of
pages you specify by shrinking the text sizeas
needed
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