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WORKING WITH YOUR FIRST SPREADSHEET
About Microsoft Excel 2013/2016

Creating basispreadsheetis n t odayd6s comput er w613401bisasmple asy .

program that allows you to write, modify, save and print spreadshesatsugplore Excelyou will
learn about many of the features that make creating yowdstreet fun and easy.

Working with Microsoft Excel 2013/2016

Click the Start  buttonin Windows 1@&nd typeExcelin the search box.

£ [iype here to search

Or Windows 7 click theStartbutton and typ&xcelin the Start Search box
After a few seconds the menu wjtipear

Control Panel
Default Programs

Help and Support

A\ o~ e F-'n""\"TW
Opens a list of your programs.

Click the Excel 2013 or Excel 2016 Desktop appnenuat the top

Best match
i

Excel 2016
X
IE Desktop app

About Screen Elements

Screen elementseconsistentn all Microsoft OfficeapplicationsTherefore, once you learn how to use
the screen elements in oagplication you will be ableo apply your knowledge in dlflicrosoft
applicationsOn the next page ttsereenshot identifies the location of each screen elanehe ribbon
The tabldfollowing it defines each element

For the rest of the boglou will use theribbonconfigurationshown in thisscreenshoflhedefault (the
way your compulter is first setuig)with the Quick Access Toolb&®QAT) at the top over the Home tab
You canchange thisetting,so the Quick Access Toolbar is under the rib@ddnsis a personal choice
andhas no effect on functionalitgsenerally, most individuals like the QAT below the ribbon.

Mi cr o
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Customizing Microsoft Excel

Do the following steps to make the change needed to flacguick Access ToolbdQAT) below the
ribbon In all of Microsoft applicatins you will find the QAT. The menu for the QAT can be access by

clicking on the More ™ buttonon the right end of the tool barou will find themorebutton in different
places in all thdlicrosoftapplications.

1. Click the More button next to theQuick Access Toolbar right above
the Home tab(Seescreenshobelow)

Your screen should look like this 2013

=) E — .
HOME 1 Customize Quick Access Toolbar In EXCG' 2016 It IS IN
2 X cu e the saméocation,but
B & o Open . . .
Paste DO T ' the coloring is different.
o ¥ Format Painter ¥ Save
Cliphoard Email

Cuick Print

I=
i

Print Preview and Print

=
m

Spelling
v Undo

I

v FRedo

Sart Ascending

Sort Descending
Touch/Mouse Made
More Commands..,

Showe Below the Ribbon

(=R R T R SRR

2. Click the Show Below the Ribbormenu.

Tauch/Mdouse Mode

More Commands...

Show Belowe the Ribhan

3. Click the More buttonagain and clickOpenmenu to adda yourQAT.

Your screershould look likethis:

= :

I=
=

Customize Quick Access Toolbar j,
¥
W

Open

|

Save Add to Quick Access Toolbar
Ernail

Quick Print

Prirt Presiew and Print

Spelling

w  Undo

F oo~ =own R oua g

+  Redo
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Working with Microsoft Excel 2013 or Excel 2016 Ribbon

HOME IMSERT PAGE LAYOUT FORMULAE DT, REVIEWW WIEWY
£y ;{- Cut Jn e x == 8- ¢ Wrap Text General - E‘J I\IDer
R Copy ~ L= e
Pa'ste ¥ Farmat Painter i O - A TIEEEEE Merge&Center " $ T % 0 Fcoor:ndalzionngal' F?l'ranlzlaetvas
\ Clipboard ] ] Alignment ] Murnber ] )
All the buttons that yolhgee here on Each tab when clicked will reveal a new
the ribbon are part of the Home tab. ribbon with a different set of buttons.

You can hide the ribbon to add additional screen space, by a sighilelick on any taandselect
Collapse the Ribbon

H Customize Quick Access Toolbar...
— x‘ Cut Showe Quick Access Toolbar Showve the Ribbon
Paste E‘@ Cop Customize the Ribbon..,
~
Collapse the Ribbon
Clipboara Ta FORT ]

To have the ribbon returright-click any taband clickCollapse the Ribbon

B - e s
Customize Quick Access Toalbar,.,

H Show Quick Access Toolbar &bowve the Ribbon

a1 Custormize the Ribhon...
— Callapse the Ribbon

0 =] 1 11 5 5

Theribbon carbe collapse or expaneédby press the key combinatiofCTRL + F1]
This will toggle the ribbon to hide or unhide based on its current state

1. Right-click the Home tah

Hd Customize Quick &ccess Toolbar.,
X Cut Showe Quick Access Toolbar Above the Ribbon
D Ey Cop ! -
Paste v Custamize the Ribbon...
Collapse the Ribbon
Clipboara Tu FONT ]
2. From the short cut menalick onthe Collapset he Ribbon  menu item.

Your screershould look like this:

Tip: You can

HOME IMEERT PAGE LAYOUT FORMULAS DATR REWIEWS WIE Doubleclick the
active tab or press
[CTRL +F1]to
D4 v J collapse or expand
the ribbon.

H

A1

Notice this allows you to see a few more rows on your spread sheet while working.
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3. Right-click the Home taband click theCollapse the Ribbon menu
again
MM Customize Quick Access Toolbar.,
H Show Quick Access Toolbar Above the Ribbon
a1 Custarnize the Ribbon...

— Callapse the Ribbon

A

%) 1 11 e E

This will unhide the ribbon

Your screershould look like this(Your ribbon has returnel

Bookl - Excel
HOME IMSERT PAGE LAYOUT FORMULAS DATL, REWIEWY WIENY

alay, W - =
db Cut Calibri KA T == % BewepTet General - '-' 14 | nomg
ER Copy - F )

Paste . o | B o - .l ===|e=a= - - O «0 o0 | Conditional Format as

v ¥ Format Painter B I U Fi - A === EE terge & Center $-9% » %% Formatting + Table ~ C
Cliphoard [ Font [ Alighment [ Mumber [

Main Screen Elements

On the nexpage you will see a layout of the main parts of your scr&aview this page from time to
time to help you remember what things are called. By knowing the r@rabgects on your screen you
will be able to communicateetterwith others Shaiing what you learmvith otherswill make you more

productive.
Book] - Excel Ribbon 7 E NN
HOME INSERT PAGE LAYOUT FORMULAS DATA, REVIEW VIEW)— Ta bs / - H
B M cut S — = T By G > sutasum A
o Calibri 1 | A A T == & EewrpTet General - = ’:‘l D o ; ad
Past EECopy ° C d | F ‘.t C‘H \EEIrt DEE\|t F t EFHI‘ Szrt& F['di;
—==|ee ’ es m
S omatpieter BT W W DA S== e EMegetconer | § - % 0 G 43| Condtonal fotar Gl | et Deles ot Sets Frda
\ CI\Ehnard F] Font [F} A\\Enmant [F} Nﬂber S-tw Cells Ed\t\nﬁ ~
=] s All items inside the rectangle above
. is part of the ribbon
Da - f ~
A B C D E F G H | J K M N =] P Q R s -
1
2
Name box
Column Headers .
Row Headers Formula Bar Dialog box launcher Expand

Formula Bar
Individual Cell

Element Title

Description

Active/Individual Cell

The active cell is the location of your curgeometimesalledfocug. This is where you
have clicked on the spreadsheet to place a number or text. If you start typing your cha
will go into that cell.Noticein thescreenshoabove cell addred34 is selected. If it was
your spreadsheet and you startguirig your characters would end up in Bell

Dialog box launcher

The small down arrow at the bottom right corner of most command groups on the ribb

Expand Formula Bar

This down arrow will expand the formula bar to expose more content in the cédl that
selected.

Tabs Thetabsarethe horizontal listing of wordacross the top of the Excel applicatidinetabs
start withHomeand continue withnsert, Page Layout, Formulas, DaReview and View.

Name box Identifies the cell you are in and actsaabox if you type an address in the Name box and
press [ENTER].

Ribbon The Ribbon is below the tab names. The more common commands/functions are loca

here. As you click on a tab a differeitibon @roup of commandswill appear.
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Row & Column Heades

The row and column headers are used to make changes to row(s) or column(s). If you
change the width, insert, delete or formagher; you would right click the header

FormulaBar

In Excel you can create a formula in a cell or in the formwla Bhe formula bar can be
expanded to allow you to better see what you are creating.

Additional Screen Elements

2, B C D E F G H =

! Format Shape VS
2 SHAPE OPTIONS | TEXT OPTIOMNS

: O O =

> Task Pane

: 4 FILL

7

g Mo fill

ptatus bar Horizontal ® Solid fill

i )] Gradient fill
i Na‘.figation Scron box Picture or texture fill

- ) Pattern fill

1 arrows Vertical

¥ Cal -

i Worksheet tab scroll box Color 2

i Transparency b | 0% :

1 New sheet button

¥ »une  Zoom bar

1

] Sheet1 ()] P y

EH

M -——

100%

Element Title

Description

Task Pane

The Task Pane displagp®rmallyon the right side of your screen. The Task Pane shows
optionsthatsupport thdeature inExcelit goes with

Vertical and Horizontal
Scroll Bars

The vertical and horizontal bars are located on the right side and on the bottom of the
Use the scrolbox to move up or down, right and lefip larger spreadshedtsnavigate to
otherpartsof the spreadsheet

Tab Scroll buttons

The Tab Scroll buttons allow you to move the tabgour workbook from left to right.
When you have multiple sheets with long najsesne sheets could be out of site/hidden.
bring themin to view, you click the arrow heads to move the tabs left or right.

Sheet tab Sheet tabs can be named and you click an individual sheet tab to make it active.

New sheet tab When you need to add another sheet to your workbook, click this tab

Status Bir The Status bar is located at the bottom of the screen below sheet tabs and the horizon
scroll bar. The status bar displays useful information as you WwhekwordReadyis
normally displayed on the left side when you first open a spreadsheet.

Zoom The Zoom bar allowfor increasing or decreasing the magnification of your worksheet. 1

isfor viewing onlyanddoes nogffectprinting.

About Using ScreenTips, the Ribbon Tabs and Customization Options

Every tool necessary to created manipulatepreadsheets in Excel is founsingone of the tabdvany
of the more commonly used commands are availaptdicking abuttonon the ribbonYou do not need
to memorizahebuttonson a ribborbecause each button has a description calfeenTip A
ScreenTip pops up when yoest(or hovel) your mouse pointesn a buttonlf the button has a shortcut
key, that will be displayed within the screen tijke screen elements, ScreenTips, menus and
customization options are also consistent in all therddoft Office programs. In thisook,you will be
working withtabs, ribbonsanddialog boxesThe ScreenTips will come in handyyasu learn the various

buttons.
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Understanding how thabsare organized will assist you in finding a command thadti$ound onthe
currently displayedibbon The table below lists and defines the types of commands you will find on each
tabchoice.

Tab Choice Description

TheHome tabcontainscommoncommandgo work with your entire workbook. For example,
New, Open Save Save As, PrintPrepare, SendPublishandCloseworkbooks.

The Insertab containsbuttonsthat youclick on toinsert a Table, Picture, Clip Art, Charts and
Header and Footém your workbookto name a few

Page Layout helgou format your page for printing. Changing font color, effect, margins,
background and print titles.

This ribbon list the categories where different Formulas aredst¥oai can insert a function of

Home

Insert

Page Layout

Formulas
any type from here.

Data Data tab helps yomanage large listf information. You can sort, filter, add subtotals, group a
delete duplicate rows with the button on this ribbon.

. The Viewtabhelps support Spell check, Thesauytasert comments and protecting sheets or

Revew
workbooks.

View TheView tab give you the ability to change how you view your spreadsheet. You can Zoonm

out, remove or add gridlines, even swititweerspreadsheets.

The Developer tatwill not appear unless you have entered the Excel Options dfil¢hmeru
Developer and check the box to view this tab. The check box is part of the Popular selection in the grg
| abeled ATop opthExeehs for working with

The Add-Ins tabwill not appear unless you have aidd. Meaning some other application that
added a art of their program to Excel.

Add-Ins

Working with ScreenTips

1. With theHome tab selected gst your mouspointeron the Paste button
ThePasteScreenTigisplays

HOME INSERT PAGE LAYOUT
a y _ o Tip.: Press th¢ALT] key to
o ' “11 - (R activate the menu keyboard
Pute o B I U- Hi- O-A- commands.
Clipboard Font [P}
H - 3
Paste [Ctrl+V]
Add content on the Clipboard to
your docurment, o

Noticethe shortcut key for this button is displayed with the screen tip

2. Rest your mouseginter on other buttons to vie@creenTips

Working with the Ribbon tabs
1. Click thetab labeledat thetop, a new ribbon is displayed

HOME IMEERT PAGE LAYOUT FORMLLAS DATS, REWIEWS WEM
LT 4 —
[ T Calibri AN = - EwapTe
Em -
2. Resthoveryour mouse pointer on th&able buttonto view Screen Tip

The Table ScreenTip displays
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IMSERT PAGE LAYOUT FORMULS
- o
==L
ded Table | Pictures Online ]
- - | ®
les Pictures é+
lllustrations
Table (Ctrl+T)

Create a table to organize and
analyze related data,

Tahles make it easy to sort, filker,
and format data within a sheet,

e Tell me more

Noticethe $ortcut key for this button is displayed

3. If you would like to close the screen tip quicklyeps theESC key on the
keyboard
Thescreen tipcloses

Working with Excel Options

In the Excel Options dialog box you can change the number of sheets that iwih new workbook, you
can change the default format the file will be saved in when you do a normal save, change the

default font that will be used ifiuture new workbook, and many other standard setting in Microsoft
Excel.

1. Click the File

e =

2. Click the Excel

tab.

Options  button at the bottom

Account

Your screershould look like this:

Excel Options ? X

».® General options for working with Excel
' -

Advanced

Farmulas

Proofing User Interface options

Save Shaw Mini Toalbar an selection ©
Language 3 Q Analysis aptions on selection

Enable Live Preview (.

ScreenTip style: | Show feature descriptions in ScreenTips v

Customize Ribbon
Al
Ouick Access Toalbar When creating new workbooks
Add-ins Bady Font -
- ont size -
Trust Center Font size "
Marmal View =

10
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Noticethat here you can change the default font and the number of sheets to include in a new workbook.

1. Click the Down arrow f o Use fhis font and selectTimes New Roman

Color scheme: | Blue m TextilePiEF
ScreenTip style: | Show featu
| Traditional ic
Create lists for use in sorts and Trebuchet MS =
Trendy
‘When creating new workbooks Tunga
Tw Cen MT.
Use this font: Verdana -

Click the OKbutton

3. Note: The nexinew spreadshegbu openwill haveTimes New Romanas your
default font.

4. Click the messag®©K button to close the Excel message.
Remember you must close Excel to have the new font take effect

Working with Dialog Box Launcher buttons

Paste < B I U- . M- A- === &= Merge & Center ~ -0 s |0 0 Conditional Formatas  Cell Insert Delete Format
hd Formatting v Table = Styles~ A A -
Clipboard Font [F} Alignment [F} Mumber [ Shyles Cells

S L

The "Dialog Box Launcher " buttons open the dialog box for the section on the ribbon
where it is found.

1. LocatetheFont Dialog box  Launcher button

Your screershould look like this:

Font Ik Alignment F}

Font Settings (Ctrl+5Shift+F)

= Custornize ywour text to give it the
© o e T | exactlook you want,

You can add a wariety of styles and
colors to your text, as well as visual
— effects such as strikethrough and
superscript,

2. Click theFont Dialog Box Launcherbutton and the Format Cells dialog box
appears

11
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Your screershould look likethis:

Format Cells ? x

Wumber  Alignment § Font | Border

Tip: The keyboard
shortcut keyto open this

Font:
Calibri

TS dialog boxis:

B stperon [CNTRL + Shift + F]
i or

Underline:

[CNTRL + 1]

Effects Preview

[ strikethraugh

[ superscript [ AaBbCovyzZe 1

[ subscript

This is a TrueType font, The same fontwill be used on both your printer and your screen

Noticethatthe Font tab is selecteimh thedialog box.Youwill not use anyow, but later in the bookou
will usethe Format Cells dialog box

3. Click the Cancel buttonto close thd-ormat Cells dialog box

General Information about Worksheet

As you bok at your spreadsheabtice that there are letters across the top and number down the side. The
letters are to identify the columns and the numbers are to identify the rows. One thing that you may not
have noticd is the large size of your spreadsheétgw large is it you ask? There dré,384columns

across and,048,576 rowslown.The columnaise lettersstaring out with A and end wittKFD. The

rows use numbers, starting with 1 and end with 1,048,576.

A few other interesting facts about Ex¢@0132016 Limited only by availhle memory and system
resourcesColumn width 255 characteRpw height 409 points, a Cell can hold 32,767 charadtiies,
drop-down list holds 10,00Q)ndo levels 10@ndnested levelg a formula= 64.

About Using Excel 2013/2016 Help

All software programs come with helpatyou may need in your daily tasks. You can access help one of
two waysi either through thékelp menu button . (Seescreenshobelow this paragraph Or, you

can pressheF1 function key on your kdyoard. F1 is located at the top left of the keyboard. Either way, a
Microsoft ExcelHelp windowwill display on your screen. The help filesarches in two waysSearching
Office.com and the Excel help file on your compuggse secondcreenshothe ore on the rightfo see the

menu for these twp.

- A x
Microsoft Excel dr:lp 'fFl]' e question marln Excel2013 Top categories
Bookl - Excel text box inExcel2016 + Discover Excel 2013
# Basic use: format numbers and cells
@ Tell me what you want to do . * Basic use: format, print Excel data
. The SearChfeatu re glves you the + Data visualizations and conditional formatting
ability to search fomformationor explanations about the topic you would oring it ot
like to learn more aboulf you have aconnection to the internet this featur
will also search the Microsoftebsite for informationClick the down | Popurfinens
arrow to turn off the AExcel He ~"rmomemme ce.
+ Worksheet protection & security

12
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The Help dialog is arrange by theTop Categoriesvhen it first opensThe topcategoris are further

broken down intsubcategories. To see the subcategories, just click @iug®gn (+) next to the

category you would like to open. When you find a topic you are interested in, click the title and you will
see the help informaticappear irthe help dialog box.

: : Note: When help appeais
Workmg with Help 2013 it should be on to of

1. Press[ F1] on your keyboard. Excel. To make sure that you
help dialog box does not hide

when you click on Excel,

Your screerfor Excel2013 on the left foExcel2016 on the right
make sure the

- B Help o pin is pushed in.
Excel Help - * il
@ {3 8 A | Searchonline help p e _ o x
Excel Help - —
~ Get started N @ & A [ search online help »

Top categories

£} Collaborate

+ Dit Excel 2013 i
Iscover kxcel Formulas & functions

+ Basic use: format numbers and cells =) Import & analyze

+ Basic use: format, print Excel data = Format data

+ Data visualizations and conditional formatting &2 Troubleshoot

+ Working with formulas

Learn Excel

+ Popular functions

‘-_
+ Automation, add-ins, macros i i =
+ Worksheet protection & security v
2. Click the plussign @) for Basicuse: format, pnt Excel data

+ Basic use%ormat, print Excel data

3. Under the headinglick Print a worksheet in landscape or portrait orientation

— Basic use: format, print Excel data
Create a drop-down list

Create manual page breaks in a worksheet

Print a worksheet in Ia{p:aflscane or portrait
orientation

4, In the centerof this screen clickChange the page orientationnder the
headingwWhat do you want to @o

What do you want to do?

¥ Change thepage orientation
+ Change theﬁage orientation when you are ready to

print

13
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Your screershould look likethis:

Excel Help -

- 0 x

G] € & A [ search online help )

Change the page orientation

1. Select the worksheet or worksheets for which you want to change the orientation.

How to select worksheets

To select

Asingle sheet

Two or more
adjacent sheets

Two or more
nonadjacent
sheets

Do this

Click the sheet tab

Sheetl Sheet2 ‘} Sheet3

If you don't see the tab that you want, click the tab scrolling buttons to
display the tab, and then dlick the tab.

h Sheetl Sheet2 Sheet2

Click the tab for the first sheet. Then hold down Shift while you click the
tab for the last sheet that you want to select.

Click the tab for the first sheet. Then hold down Cirl while you click the
tabs of the other sheets that you want to select.

5.

Note: You may need to
expand the dialog box to rea
the text better. Place your
mouse on the bottom right
corner;press and hold the leff
button down and drag out an
down to make the help dialog
larger.

heetl Sheet2 <

—

Scroll down to number 2 ariRlead your ingructionto change Orientation

Your screershould look likethis:

2. On the Page Layout tab, in the Page Setup group, click Orientation, and then click Portrait or

Landscape.

HOME

I colors~
=1 [A] Fonts~

Themes

+ [Defrects~

Themes

INSERT PAGE LAYOUT F

s O L&

Margins Orientation Size  Print

Area 7|

D . Setu
rtrait

it [

= tendscape

6.

Click the Home button.

Excel Help -

'::(_'::' Y EDF A | search online help

Home workbook

o)

sheetsin a Hight-click a sheet tab, ang

Note The Microsoft Exce20132016Help Home button returns you the beginningstateof the Excel
Help dialog box

14

7.

Click the Close button in the top rightorner of the Help dialog box.

This will close your help dialog box

- 0
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Close a workbook

1.

Click the File tab
The keyboard shortcut is [CTRLW] to close the workbook

e =

Click the Close button
The keyboard shortcut [STRL + W] to close the workboaok

15
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Section 11 Exercise

Scenario
You need to start Excel, control the toolbars andHedp to make adjustmenits Excel

What to Do: Change worksheet number to 8 for New Workbook, change the
setting for Menu to animations

A place to start

1. Use theStart  button on the taskbar to opbficrosoft Excel
For an example, refer to pade

2. How do you move the Quick Access Toolbar?
For an example, refer to page

3. Change the Fdrused in Excel to Arial. Remember théfor all future spreadsheets.
For an example, refer to padd.

4, Click theClose buttonto close the Customize dialog box.
5. Open theExcel options  and change the SheetsasiNew Workbook to3.
6. Click OKwhen done.

7. PresqF1] to start help and write down the maireas or menu items that help you
find a topic of interest

8. ClosetheHelp window .

9. Closethe blank workbook.

16
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Section 11 Review

You must be able tansver the following questions on your own. As you review the questions below,
write in youranswerbelow each one.

1. What steps do you follow tmoveyour Quick Accesgoolbar®

2. What are the steps to change the number of worksheetsileat workbook will have
when Excel first opens?

3. What is thekeyboard command for hétp

4. What are thehree ways to search for informatiomthe Helpwindow?

Additional Study

Use the Mcrosoft ExcelHelp features to look up the key words from gestion for additional
information.Example: Options, Customize, and Help

17
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SECTI ONUZI NG EXCEL FEASURSS

Wh at wi | | I | earn i n this section?

Navigating in aspreadsheet
Selectingcells

Entering text and numbers
Save As and Save

Drag and Drop to movetext
Replacing, Editing and Deleting
Undo and Redo

Print Preview

Printing

18



Excel 2013/2016 Step One

USIT M3 CROSOFT EXCEL BASI CS FEATUR

Navigation and selection when working with a Worksheet

Firstyouwill open an existing workbook to learn about navigation. As you build your foundation with
Microsoft Excel, you will learn how to create and modify the cetidumns and rows.

There ardive basic parts to a spreadsheet; columns, rows, column headings, row headings and a cell. The
cell is the smallest part and has an individual address. The first cell address on your spreadsheet is Al.
This cell address tallyou the location of this cell. Cell Al is the first cell on the first row in the first

column.

The row heading is the gray box to the far left with the number inside. The column heading is the gray box
at the top of each column where letter(s) identifyy¢column. Our rows are displayed horizontally and
columns are displayed verticaltpesemake up the gridlines in our spreadsheet.

Just a few statstics for you:

A Cell holds: 32,767characters1,024 display in a cell; all 32,767 display in the
formda bar.

A worksheet holds: 1,048576 rows andlL6,384columns

Sheets irworkbook:  limited byavailable memory

Undo levels: 100

Zoom range 10 to 400 percent

Open an existing workbook

1. Click the File tah

2. Click theOpen menu area click thBrowse menu

Browse
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3. Navigate to thdocation the instructor indicatei$ needed

4, Doubleclick Classwork folder on the desktop

The Classwork foldeior class will be on the Desktop

Your screershould look like this:

Open
= v » ThisPC » Desktop » Classwork
Organize Mew folder
[ Desktop ~ Mame :
| Documents B Absoluteds
4 Downloads B Charts.ds
D Music B Formatting.xls
5. Doubleclick Classwork folder on the deskfm
6. Doubleclick Navigateworkbook toopen
Mame
B Absolute.dsx
B Charts.slsx

35 Formatting.dsx
| Functions sy
i] Mavigate xsx

Your screershould look like this:

Al v f |
A B C D E F

; 1

3 Jan Feb Mar Qtr Totals

4 |North 300 298 321 919

5 South 298 276 302 876

6 East 302 279 337 918

7 West 311 321 342 974

8

9

The following table listsome of the more common keyboard shortcuts.

KEYBOARD SHORTCUTS

KEY TO USE

ACTION

[ALT + PAGE DOWN ]

Moves right one screen space

[ALT + PAGE UP]

Moves left one screen space

[CTRL +.] (period)

Moves clockwise to the next corner of a selected range

[ CTRL + BACKSPACE ]

Moves your screen to the active cell

[CTRL + END |

Moves active cell to last row and column with data

[ CTRL + HOME |

Moves active cell to address Al

[ CTRL + LEFT ARROW ]

Moves left to end of data or end of sheet

[ CTRL + PAGE DOWN ]

Makes next sheet to the right active

[ CTRL + PAGE UP ]

Makes next sheet to the left active

[ CTRL + RIGHT ARROW ]

Moves right to end of data or end of sheet

[ CTRL + ALT + LEFT ARROW]

With nonadjacent cells or ranges selected, move to the next
selection to the left

20
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[CTRL + ALT + RIGHT ARROW)] With nonadjacent cell or ranges selected, move to the next
selection to the right

[ DOWN ARROW ] Moves active cell one row i down

[ END + ARROW] Moves to the end of data in the direction of the arrow

[HOME ] Moves active cell to beginning of the row

[ LEFT ARROW ] Moves active cell one column i left

[ PAGE DOWN ] Moves down one screen space

[ PAGE UP ] Moves up one screen space

[ RIGHT ARROW ] Moves active cell one column i right

[ SHIFT + ENTER] Moves up to cell above current cell

[ SHIFT + TAB ] Moves active cell left one cell

[ TAB] Moves active cell right one cell

[ UP ARROW ] Moves active cell one row 1 up

Navigate on a spreadsheet

1.

L O

Press[ CTRL + HOME].
Cell Al is now selected and the active .cell

Press| DOWN ARROMhree times.
Press[ CTRL + RIGHT ARROW].
Press[ HOMH.

Tip: To select a column of data,
click in the first cell with data;
hold the[CTRL + SHIFT] and
tap thedown arrow.

Also to select a column of data;
hold the Shiftthen tap the
[END], then tap thelown arrow.

Press[ ALT + PAGE DOWN three times.
Pres§ HOMH.

Move between sheets

1. Press[ CTRL + PAGE DOWN].

2. Press[ CTRL + PAGE DOWN].
Sheet 3 is displayed

3. Press[ CTRL + PAGE UP ] twice.

Moves you back to sheetl

Using the Save As command

TheSave Ascommand allows you to save your existing document with a different aadié you need
a different locationlt is in the backstage area once you clickRhe tab. The hotkey for Save Ask42.
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Save a file with a different name

1. Click the File

tab, click Save As andclick the

Browse menu itemo the right
Verify that the Classworkfolder is displayed in thAddress bar

2. Verify that Navigate

is selected in the File Name box.

Verify that the Classwork folder is displayedtie Address bar

Your screershould look like this:

Tip: The keyboard shortcu

‘e Local Disk {C:) 4]
s Local Disk (D2 4]
= WHITE LEXAR () g
[}
g

- oeagate Backup
v

- Quarterlyexpense.xdsx

7| Repeating Headings.«dsx

| Section 2 Additional Exercisedsx
- Section 2 Exercise.dsx

| Section 3 Additional Exercise.xdsx

key for Save Ass [F12].

File name: | Navigate.dsx|

Save as type: | Bxcel Workbook (*xdsx)

Type: Practice Navigate

Click the Save button
Your originalworkbook(Navigate) is closed. The new
workbook(Practice Navigate) is displayed

Selecting cells

in the Filenametextbox.

Tip: The keyboard shortcut
key for SEklE
To save isCTRL + S]

To save your updates easily

The following table identifies a few ways to select an arem Excelspreadsheet

Select

Description

Click cell

By clicking (using the left mouse button) once while your mouse pointer is over a cell
you select that single cell.

Hold [SHIFT] & click

By clicking on cell A1 (to make it the active cell) and then moving your mouse pointer to
cell address D5, you press down the [SHIFT] key and click D5. This will select the
range from Al to D5 and all cells between.

Hold [CTRL] & click

Non-contiguous cell selection. To select more than one group of cells in two or more
separate areas.

Press & drag

By pressing down the left mouse button while over a cell and dragging to a new
location you select the area that is between the starting point and the ending point.

[CTRL] & A

Click inside the table area and press [CTRL] + A. The old keyboard shortcut is: [CTRL]
and [SHIFT] together, and press the [EIGHT]. (Not the number keypad.)

CTRL +] (closing bracket)

Selects Formulas that directly reference the active cell i if there is not one a message
will appear.
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1. Select cell A4.
Click once on the word North

2. Hold down the[ SHIFT ] key and click E7.

The area from A4 to E7 is select

Your screershould look like this:

Tip: If your mouse has a
wheel it can alsbe used to
navigate the spreadsheet.
Roll the wheel away from
you, you scroll up the
spreadsheet. Roll the wheel

A4 v | Jfe [ North to you, you scroll down the
spreadsheet. If you click the
A B C D E wheel the movement feature
1 is turned on and as you
2 move the mouse left, right,
3 Jan Feb Mar Qtr Totals up ordown you scroll in that
4 [North 300 298 321 919 direction. Click the wheel a
5 |South 298 276 302 876 second time to turn it off.
6 |East 302 279 337 918
7 [West 311 321 342 974
8
3. While over B3, press and Hd down the left mouse button. Move the mouse to
cell E3.
4, Release the mouse button.

Your screershould look like this:

B3 v fe| Jan
P T —T —— - —— -
1
2
3 | [Van Feb Mar Qtr Top sl
4 North 300 298 321 919
5 South 298 276 302 876
6 |East 302 279 337 918
7 West 3N 321 342 974
8

5. Click cell B5.
This is he same a€licking on cellB5.

6. Press[ CTRY + [A].

Your screershould look like this:

BS - S | 298
| A B C D E
1
2
3 Jan Feb Mar Qtr Totals
4 |North 300 298 321 919
5 |South 298 276 302 876
6 |East 302 279 337 918
7 [West 311 321 342 974
8
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Close the workbook

1. Click the File tab.
The keyboard shortcut [ETRL + W] or [CTRL + F4]to close the workbook.

2. Click the Close button
The keyboard shortcut iSCTRL + W] or [CTRL + F4] to close the workbook

Account

Creating a Workbook and Modifying a Worksheet

You create a workbook by opening Excel or while in Excel clicking the, Mewu itenon theOffice
Buttonmenu After you have opened a new workbowéu will enter text and numbers to build our first
worksheet. As you type text into a cell you create labeith s\few labels to structure your worksheet you
can enter data, formulas, and functions to make yourshiegicomplete.

As you start to enter data, remember tfEBNTER] completes the entry and pressii$[] cancels it.
You will work with bothkeys asyou go through the next section.

Beforeyou starteditinga single cell or multiple cellgou need to review the mouse pointékcel is a
very powerfulapplication and using the mouse can be a great tool yondearnits signs The way the
mouse commuicates with us is by changiitg symbolor sign The tablebelowwill help you identify
eachpointe s  anditgfanction.

Pointer Function

The white plus symbol identifies that your mouse is able to select cell(s). If you click
the left mouse button you will select the cell underneath. If you press and drag the
o mouse you can select more than one cell.

The standard white arrow head mouse pointer with the four black arrows identifies that
your mouse is able to move cell(s). If you press and hold your left mouse button down

|:| and drag, when you release the mouse button at the new location the contents of the
ﬁ_' cell you are dragging will be moved to the new location.

r%

The black plus symbol in the lower right corner of a selected cell, identifies that you

are over the AutoFill handle. You will use the AutoFill handle later in this book.
— ]

The I-beam symbol identifies that you are over a cell that is in edit mode. Edit mode

means that you can type, edit and make correction to the contents of the active cell. If
the cell has a formula or text, you can place the cursor between any characters by

moving the I-beam to the desired location and click.
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Creating a New Workbook

In this section, you learn the basics of trepa workbook and adding informatioffter you complete
the text or numbers in an individual cell you will preSBITER] or [TAB]. If you press theENTER]
key the active celinovesdownone If you pressTAB] theactivecell movesto the rightPresqShift +
TAB] the active cell moves to the lefress $hift + ENTER] moves you up a row.

There is one more item that you should be aware of. The Enter and Cancel button located to the right of
the Name boxs ahandy button when you have your hand omtioeise. The red X is for Cancel and the
green check mark is for Enter. The trick is that gannotsee them unless you are in edit m@giping in

a cell). Remember that if you are in edit mode most of your menu commands will not work. Clicking on
the redX is the same as pressing tiS[C] key and clicking on the green check mark is the same as
pressingCTRL + ENTER].

The [CTRL + ENTER] key combination is the same &NTER] but the active cell dose not move.

Al v QX v E|
‘ .A B i - _T i E
0
21| Cancel Enter
3 |
4
Adding labels

Next yau will create a new workbook to begin filling in information on your spreadsheet.
1. Click the File  taband click New

Your screershould look like this:

Search far online templates yol

Suggested searches: Business Personal Industry Financial Management Lists Logs Calculator

A B C

1

1 — > | My Cashflow

4 Take a I
Publish Z tO u r - I
_ 0
Close 7

Blank workbook Welcome to Excel Cashflow analysis
2. Doubleclick the Blank workbook templateto create a new workbook.

3. Type: First  Quarter Sales andpress[ ENTER] three times.
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Type: Widget 201
Type: Widget 202
Type: Widget 203
Type: Widget 204

S -

Your screershould look like this:

and presqy ENTER].
and presqy ENTER.
and presqy ENTER].
and presqy ENTER].

A B C D
First Quarter Sales

Widget 201
Widget 202
Widget 203
Widget 204

Click cell B3.

Type: Jan ard press[ TAB].
10. Type: Feb and presq TAB].
11. Type: Mar and presq TAB].
12. Type: Total s and presq TAB].

Your screershould look like this:

1
2
3
4
5
[

A B C D
First Quarter Sales

Jan Feb Mar
Widget 201
Widget 202
Widget 203

7 |Widget 204

Totals

Adding numbers

26

1. Click the cell B4.

© © N o g b~ DN

Type: 231 and presy TAB].
Type: 243 and pess|[ TAB].
Type: 252 and presqy ENTER].
Type: 523 and presq TAB].
Type: 487 and presq TAB].
Type: 544 and presqy ENTER].
Type: 345 and presq TAB].
Type: 367 and presq TAB].
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10. Type: 398 and presq ENTER).
11. Type: 439 and pres [ TAB].
12. Type: 401 and presq TAB].
13. Type: 458 and presq ENTER).

Your screershould look like this:

A B C D E
1 |First Quarter Sales
2
3 Jan Feb Mar Totals
4 |Widget 20 231 243 252
5 |Wwidget 20 523 437 544
6 |Widget 20 345 367 393
7 |widget 20 439 an1 458

(=T - T

Save the workbook
1. Click the Save button on the&Quick Accesgoolbar.

HS-c M -

. \ =

Tip: The keyboard shortcut
key for iSEZ
The keyboard shortcut for
Save is: CTRL + S

2. Verify that the Classwork folder is seleted in theaddress bamand

Type: First Quarter Sales

Your screershould look like this:

File name: | First Quarter Sales

Save as type: | Excel Workbook (*.xlsx)

3. Click the Save button.
Your new workbook has been saved

Your screershould look like this:

B X Cut

D : . Calbri
P e 8 T

Cipboara 5 Font
H ©- Wi -
B8 e )

A B C D E

1 |First Quarter Sales
2
3 Jan Feb Mar Totals
4 |Widget 20 231 243 252
5 Widget 20 523 487 544
6 Widget 20 345 367 398
7 Widget 20 439 401 458
8
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Moving text on a spreadsheet

You movecell contentaround on youspreadsheet just by selecting it and dragging the cell contents with
the mouse. In the next few stemmsi will learn to move and copy information around on your spreadsheet.

1. Click cell A1l.

2. Place your mouse pointer on thettom border of cell Al.
Noticethe four waysymbol that appears on the tip of yououse pointer.

A B [

1 |Fir5t+¢_':',uarle rSales
e |
2 S

3 lan Feb

Presgheleft mouse button dowandhold, move yourmousepointer to C1.

Release the mouse button.
The text AFirst Quatted€Cl Sal esd has been m

Move and copy text

To move text or numbers on your spreadsheet and copy at the sapyetimeed to add th€[TRL | key
to themouseaction. It will take two hands to complete this action.

1. Click cell E3.

2. Place your mouse pointer on tihettom border  of cell E3.
You now have dour way pointeradded toyour mouse pointer

3. Hold down [ CTRL] keywith one hand
Thepointer now has gplus symbol next tib not the four way pointer

ar Totals
252 ks

Pressthe left mouse button down and hold, move your mouse pointéy8&o
Releasehe mouse buttoand then theg CTRL] key.

Your screershould look like this:

A B C D E
1 First Quarter Sales
2
3 Jan Feb Mar Totals
4 |Widget 20 231 243 252
5 |Widget 20 523 487 544
6 Widget 20 345 367 398
7 |Widget 20 439 401 458
8 Totals

6. Click the Save buttonor press[ CTRL + S]to save
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Editing and Deleting text

As you work on your spreadsheet you wiledgo make changes. When you select a cell you can type

over the current text or numbers, delete the contents or double click the cell to edit. In the next few steps
you will do all threeFirst you will replace the heading by typing over the cell conkit.cell A8 by

changing the text in the cell and delete the contents of a cell using the right mouse button.

On theHometab in theEditing group you have the Clear feature. This can be used t{x, .., ...
Clear Content as well @&&ms The Clear Content can alse &ccessed by pressitig gearcOT§G
right mouse button teiew a menu and selecting Cléaontent Clear Coments

1
2.
3.
4

Clear All

Zlear Hyperlinks

Click cell C1 and press[ F2] .
Press the$pace baf and ype: Report
Press[ ENTER].

Right-click cell E3 and selectClear Contents from the shortcut menu.

Your screershould look like this:

A

Widget 20
Widget 20
Widget 20

(== = TR U B N TV N

Totals

Widget 20

Jan

B C D E
First Quarter Sales Report

Feb Mar
231 243 252
523 487 544
345 367 398
439 401 458

Undo and Redo

In Excel you can undb00 edits As you need to correct a last minute change osadubthing back in
that you have removed this can be done with a few steps.Yhdo and Redo buttoaseon yourQuick

Access Toolbar

H - | -

Click the Undo button.
The text Total is placed back into cell.E3

-
E | -

Undka Clear (Ctrl +Z)

Click the Redo button.

H ©- % | -
Redd Clear (Ctrl+Y)
E3

Click theUndo button to place Totals back in cell E3.
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Print Preview and Printing a workbook

After you sae your workbook, you may need a printed copy. With the Print feature, you can print one or
more copies. You can even spedistive sheet(s)Selection, ofEntireworkbook to printIf all you need

to print is a single copy of yoworkbook click the Prit button on the Standard toolbar. If you choose the
File | Print command from the menu bar, you can spédifive sheet(s)Selecton, Entireworkbook,or

print multiple copies ofny of the threeThe Print Preview button shows you a simulated prirtief t
selected itemiThis is a good way to save paper.

Print Preview the workbook
1. Click the File tah

Home

-9
o .'_x;\Cut A

2. Click Print anda Print  Preview of your documents appears within the
print dialog box

The keyboard shortcut i€[TRL+P] to openthe print dialog box

Your screershould look like this:

First Quarter Salesxsx = Bxcel 1

Printer

HP Color Laserlet Pro MFP,

® ey

Printer Properties

Settings

L——l Print Active Sheets
Only print the active sheets

3. Presghe [ESC] key toclose the print dialog box
4. Press thgfCTRL + P ] keyboard shortcub reopen the print dialog box

Notice under the Settings title you have Print Active Sheets. Wélected yolhave four
choices. Print Active Sheets, Print Entire Workbook, Print Selection and Ignore Print Area

5. Click the down arrow  for Print Active Sheetbutton.

Settings

Ij__l Print Active Sheets

Only print the active sheets
D Print Active Sheets

Only print the active sheets
I;I Frint Entire Workbool:

Print the entire workboak

Print Selection
Only print the current selection

lgnare Print Area

6. Select from the drop dowrignore Print Area

7. No, you will not print. PresgE SC] key to return to your workbook.
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Close the workbook

1. PresYCTRL + W ] to close the workbook.
The keyboard shortcut is [CTRLF4] to close the workboo&lso.

2. If prompted to save the workbook, click——-
theDondt Sluittoa g o smere

our changes to First Quarter Sales.xlss 7

I you click "Dan't Save’, a recent copy of this file will be tempararily available.

Learn m.

benesme | [ cance
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Section 21 Exercise

Scenario

Your manager hagivenyou the task of navigating a new spreadsheet anihgnaknor
changes.

What To Do: Add, Copy and Edit
A place to start

1. Use theStart  button on the taskbar to opeviicrosoft Excel
For an example, refer to pade

2. Open the file,Section 2 Exercise file.
For an example, refer to pad®.

3. Select(highlight) the complete table fro84 to G8.
For an example, refer to pa@.

4. In cellH4 add the labelTotals
For an example, refer to pa@s.

5. Copy the labelTotals  in cellH4 to cellB9.
For an example, refer to pa@s.

6. Change the label in cdll4 to Sales Staff
For an example, refer to pa@®.

7. Save and close all open files.
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Section 21 Review

You must be able tanswerthe following questions on your own. As you revidwe tquestions below,
write in youranswerbelow each one.

1. Whatis the keyboard shortcut to return the active cell t@ Al

2. How do you save your workbook with new/different name?

3. Name one way to select an area on your spreadsheet?

4, How do you move the contents of a cell from one location to another?
5. Where is théPrint Previewmenu?

Additional Study

Use the Mcrosoft ExcelHelp features to look up the key words from this section for additional
information.Example:file name (reame a file) Select (select data or cell)dPrint preview
(Print preview commands)
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SECTI ONCREATI NG FORMULAS

Wh at wi | | I | earn I n this section?

Creating Formulas
Mastering AutoFill
Moving and Copying Formulas
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CREATI NG FORMULAS

Creating and Using Formulas

In thissection, you learn how to create formulas. Formulas are the way that you take advantage
of thepower and fixabilityof an electronic spreadsheet. When you eradormula the cell
address(es) are always used to complete the mathematical calculatie@mddihe cell

address(es) and not the actual number(s) your formula remains correct no matter how many
times the numbers may change. When you crefteraila, your numbers can be calculated in
anyfashionyou like.

A formula in Excel always start withggalsymbol[ =], and cell addresses arermally
separated by math operators; but other characters can be used to accomplish the desired math
operationText as well as numbers can be manipulated using formulas.

Simple formula example= B2 + C2 + D2

This formula would add the contents of the three cells together, and appear in the cell where the
formula is written All formulas in Excel areead from Left to RightThe below table list the

math operators that can be used in creating a foriMolamay have learn in school the

f ol | oMeaselfxcuseMyDearAuntSal | yo This i s a way to re
Precedence

Operators | Action Order of Precedence
( ) Parenthesismcases an operation for control First
N Exponent Second
* Multiplication Third or
/ Division Third
+ Addition Fourth or
- Subtraction Fourth

Simple example:

204 +10=80+10=90 Here we have no parenthesis.
20* (4 +10)=20*14 =280 Here we are using parenthesis.

Take a look at this formula to follow the ordgroperation. If you just type it in to the cell the
ansverwould be:

=200+100*10% the answer would #40
We know that 10% of 300 is 30! So what happen here?

Excel used the order of precedents to do the math. Multiplying 100 time 10% which give the
answer of 10. Then Excel took the 10 and added the 200 to complete the formula with an
answer of 210. Which we know is incorrect.

The correct way to type the formula would be: =(200+100) * 10%

The answer would then be 30.
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Needless to saputting thingin the right order is very important. Remember the parentheses
will be donefirstwhen t hey are 1 ncl udedPleageEExcyselyuyr mat h t ea
Dear Aunt Sallyo.

Mastering AutoFill

In Microsoft Excel, AutoFill is deature that allows the user to extend a series of numbers,
dates, or even text to the necessary range of cells. This little option gives you plenty of
possibilities.See table below for lots of examples

Double Needed Initial selection Extended series
Yes 1,2,3 4,5, 6,...
9:00 10:00, 11:00, 12:00,...
Mon Tue, Wed, Thu,...
Monday Tuesday, Wednesday, Thursday,...
Jan Feb, Mar, Apr,...
Yes Jan, Apr Jul, Oct, Jan,...
Janl7 Febl7,Marm T = X&... WI y
Yes 15-Jan, 18Apr 15-Jul, 150ct,..
Yes 2007, 2008 2009, 2010, 2011,...
1-Jan, IMar 1-May, 1-Jul, 1Sep,...
Qtr3 (or Q3 or Quarter3) Qtr4, Qtrl, Qtr2,...
Yes-# increments textl, textA text2, textA, text3, textA,...
1st Period 2nd Period, 3rd Period,...
Product 1 Product 2, Reduct 3,...

Yes # increments Widget 201, Widget202 2 AR3S0 HnoX 2 AR3S

Open workbook to entering a formula
In the nexffile, you will create a few basic formulas to add your columns.

1. Click the File tab, Open menu andBrowser menu

Browse
B

2. Verify Classworkfolder is listed in theAddress bar.

3. Select theQuarterlyexpense workbook and clickOpen.

B Mavigate sy I
B Printing.dsx I
B Cuarterlyexpense.xdsx B8/18/]
B Repeating Headingsdsx [% 3
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4, Press the F12 ] key.
The Save Ashortcutkey:

5. Verify that the Classwork folder is selected in théddress bar
6. In the File name tebbox,type: Practice Quarterlyexpense

7. Press[ ENTER] or click the Save button.

i Tip: By pressing
Entering a formula (CTRL + ENTER]

you stay on the cell
that you are typig in.
It helps you confirm
2. Type: =B4+B5+B6+B7 and press your formula before

[ CTRL + ENTER]. moving off the cell.

1. Click in cell BS.

3. Click in cell CS8.

4.  Type: =C4+C5+C6+C7and pres§{CTRL+ ENTER].

Your screershould look like this:

c8 - fe | =C4+C5+C6+CT

A B c D E F G H
Eastern Quarterly Report

Jan Feb Mar
Widget 20 2310 2430 2520
Widget 20: 5230 4870 5440
Widget 20: 3450 3670 3980
Widget 20« 4390 4010 4580
15380 14980

W~ WN =

More about AutoFill

As you work on a spreadsheet you can speed up the process by ugtpthidd handle. You can use
this fill handle to fill in a series, repeat values opg formulas. The fill handle is a smglieensquare in
the lower-right corner of the selected cell or range. To selectiteFill handle, you place the mouse
over thegreenbox, press the left mouse button down and drag to the new location. You avilljjaur
mouse is over thgreenbox when it changes into a black plus.

B |Wiget 203 3450 3670
7 WWiget 204 4330 4010
g |Tnta|5 153EH:I| 14350
g -1

1. Using the selected cell C8ape the mouspointerover theAutoHll handle
When it changes to black plus , (+) press and dragour mouse t@ell D8.

Wiiget 204 4390 4010 4550
Totals 163800 1 flElBEIl =|_j
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2. Release the mouse buttan

Your screershould look like this:

4390 4010 4580
15380 149800 16520l

The small icon that you see after you release the mouse is called the AutoFill ®ptions

Creating an additional formula
1. Select cellB17.
2.  Type =B13+B14+B15+B16 and pres [ CTRL + ENTER].

3. Place the mouse over tlgreen  box.

oalaries BOOO
Totals ?455_'

4. When it changes to a black pJu§&) press and dragour mouse to celD17.
Release the mouse button.

Your screershould look like this:

11 |Expenses

12 Jan Feb far

13 |Rent 1000 1000 1000
14 |Electric 228 228 228
15 |Phone 240 263 229
16 |Salaries OO0 RO00 RO00
17 |Totals | 7465 7455 7454|
18 =
19 |Profit

Noticethe AutoFill Option button that appearednce you released the mosuse.
Depending on what you have used the AutoFill handleyéar will get different menus.

If you click now you will get the meshownbelow.

17 |Totals [ 7488 7488 7454]

18 B -
19 | Profit o 5 -]
a0 Capy Cells

21 O Fill Eormatting Only

22
23
24

O Fill Withaut Farmatting
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Creating a new formula to show profits earned for each month.
1. Click in cell B19.

2. Type: =B8- B17 Notice the color coding that appears on your spreadsheet.
3. Press[ CTRL + ENTER].

Your screershould look like this:

15 |Phone 240 263 229
16 | Salaries BODD BOO0 AOOD
17 | Totals 7ABS 7488 7454
18
19)Profit  [__7915]
20
4, Place the mouse pointer over thetoFill hande, when theblack plus

appears; press down and dradpt®.

Edit data using the Formula bar
1. Select cellC1.
Click after the wordfiEastern 6 i n t he Formula bar.
Type: 6 s
Click [ SPACEBAR and type:First click [ SPACEBAR
Click af tQ@uartedyh ® \adBadCKSPACEtwice.
Press[ CTRL + ENTER].

o g bk w N

Your screershould look like this:

Cl ~ Je Eastern's First Quarter Report
A, B C D E F G

; | |Eastern's I_llrst Quarter Repart

3 Jan Feb har

Press[ F2]. The [F2] key is the keyboard shottt for edit

Press[ HOMB

Press[ DELETE] until you removeall oft he wor d AEasterndso
10. Type: Regional and press SPACEBAR
11. Press[CTRL+ ENTER].

Your screershould look like this:

Cl " X ¥ K Regional First Quarter Report
A B C D E F ]

1 Regional First Quarter Report

2

3 Jan Feb Mar

12.  Click the Save button or pres§ CTRL + S] to save.
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Moving Cell Content
You can use the mouse to drag and drop the content of a cell to a new lodati@dlit menwcan also

beusedto copy, cut and pastln thefollowing step,y o u  wi | | move the word fiSal eso
1. Click on cell A17.
2. Place the point of the mouse pointer on tatom border
b [Salares

17 |T|:|t$+s_|

18 T

Ao e udl

Press thg CTRL] key down and holavith one hand

Press the left mouse bom downwith the other handnd drag the mouse to cell
ES3.

5. Releasemouse and then thg CTRL].

Your screershould look like this:

= C D E F
Regional First Quarter Report

Jan Feb flar |T|:|tals |
2310 2430 2620
£230 4870 5440

Copying Cell Content

You can copy the contents of any cell using the same techniquaeliog éhe [CTRL] key to the process.

Press the [CTRL] key down first and then drag to the cell address where a copy is needed. The important
part is to release the mouse button before you release the [Ai f#ig.following step you will copy the

wor dt &lT®0 .

1. Place the point of the mouse pointer on thatom bordeof cell E3.
2. Hold down the[ CTRL] key with the other hand and drag the mouse toEE&H.
3. Release[ CTRL] and therthe mouse
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Your screershould look like this:

11 |[Expenszes

12 | Jan Feb flar |Tota|s _|
13 |Rent 1000 1000 1000

14 |Electric 225 225 225

15 |Phone 240 263 229

16 |Salaries BO00 gO0O G000

17 |Totals 7ABS 7488 7454

18

19 | Profit

Copying a formula to a new cell

1. Click on cell E4.
2. Type: =B4+C4+D4and pres§ CTRL + ENTER].
3. Right dick E4 and selectCopy from the shortcut menu
Totals - - = e et
77RN
X Cut
ER Copy
T}‘ F.lste%nons
4. Select E5 to E8 and rightclick the highlight.
'Igtg Aral <10 <A AT $ v 0 0
- B T = S AR50
I.
8 o
AD Paste Options:
DG R 2 B [
5.

Under the Paste Options menliglcthefirst clipboard to Paste .

T T
Paste Options:

O S Y

123 J{(

Paste (P}

ol ol ol
Yo
28 12 Lo

Your screershould look like this:

3 Jan Feb Mar Totals___
4 |Widget 20 2310 2430 25201 7260}
5 |Widget 20: 5230 4870 5440[ 15540
6 |Widget 20 3450 3670 3980 11100
7 Widget 20: 4390 4010 4580 12980
8 Totals 15380 14980  16520] 46880
: i

6.

Click the Save button or pres§ CTRL

+ S]to save.
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Relative Reference

A relative cell reference is one where the location is relative to the originating cell that contains
the formulaWhen you copy, or drag theutoFill handle down a column Excel changes the
original formula cell addresses by adding a number.

For example:
3 |Totals - Here in the example to the left the original
4 |=B4+C4+D4 | formula was on roviour.
5 |=B5+C54+05
g fg?:g?:g? - When you copy down to the next row Excel
5 |=B8+ca+08 increments the number(s) in the cell by one.

As you see herB4+C4+D4 changed t®5+C5+D5 andB6+C6+D6 etc. This change in cell
addresses is calledRelative Reference.

There will be more orelative andabsolutereferences in the next section.

1. To see your formulas on a spreadsheet you can clidkatreulastab and in the
Formula Auditinggroup, clickShow Formulasbutton. Click the button agaio t
hide the formulas.

2. Close all open files
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Section 31 Exercise

Scenario
You have just been given a new workbook file that needs a few formulas added.

What To Do: Add the formulas where needed

A place to start

1. Use theStart button on the taskbar tgppenMicrosoft Excel.
For an example, refer to pade

2. Create a formula iE4 to totalB4 to D4 so theansweiis in E4.
For an example, refer to pa@s.

3. Add all the ninbers together frorB4 to B7 so theanswelis in B8.
For an example, refer to pa@s.

4, Using theAutoFill  handle complete the totdfom B8 to D8.
For an example, refer to pags.

5. CopyA8to E3.
For an example, refer to padgi.

6. Copy the formula in formula i&4 to cellsE5 to E8 using the copy paste methad
For an example, refer to pagd.

7. Save and close all open files.
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Section 31 Review

You must be able tanswerthe following questions on your own. As you review the questions below,
write in youranswerbelow each one.

1. What is the first characteof all formulas?

2. How do you use the AutoFill handle to copy formulas?

3. There are three ways of editing a formula on a spreadsheet, name two
4, How do you copy content or a formula to a new cell?

Additional Study

Use the Mcrosoft ExcelHelp featurs to look up the key words from this section for additional
information.Example: Navigate, Save, and Editing
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SECTI &NFUNCTI ONS

Wh at wi | | I | earn I n this sectio

Using Functions
Relative and Absolute reference
Creating Functionsin different ways
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FUNCTIONS

Creating and Using Functions

In the next few steps, you learnuee functions. By using functions, you can quickly perform a set of
predefined calculations. Many common formulas have been summarized into functions. In a function, you
do not specify math operations or order of precedence. You only specify the fuwactiorand, and then

enter the cells referenced in the argument of the function.

A function is a builin formula; a nhamed and stored procedure that performs a specific operation and
returns a valuaisinga few letter to identify a type of function to be mered in Excel. A seof
parentheses follow the letters to place your range oriittanAn argument consists of numbers, range
references, text, logical values, arraysewor values.

The most common function usedtino d apreadsheet is the SUM fuimn. This function is used to add
numbers together and habutton on the tool bar to help you creaté/fien a function is used it normally
includes an argument. In the two functigrosi will use a range of celf®r our argument.

A range of cells isrbm one cell address to another. Example: (B16:D16) This @amdéd beused ina
cell, along with the function SUM to calcula¢otal. Example:=SUM(B16:D16)

Functions can be upper case ovdocase.There are over 500 functions in Excel, in tt@ning book,
however,you only create twdout this will providea foundation for you to understambw many of the
other functionsareutilized.

Creating a Function

1. Click the File tab,Openmenu andBrowser menu.

Browse
%

2. Verify Classworkfolder is listed in theAddress bar.

Qpen

™ » ThisPC » Local Disk (C) » Users » » Desktop » Classwark

Organize = New folder
& Pictures Marme

This folderforShare B Absolute.ds
WebMow ES: Charts.xls

5 First Quarter Sales.dsx
EZ| Formatting.«ds

Window 10
Windows 8.1

[

WRD Labyrinth

&

3 This PC
[ Desktap
|| Documents B Quarterlyexpense.xds
3. Select theFunctions  workbook and clickOpen.

4. Press th¢ F12 ] key.
This is the Save Ashortcutkey.

5. Verify that the Classwork folder is selected in the Save in drop down list.

6. In the File name textdx, type: Practice Function S
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7. Press[ ENTER] or click the Save button.

Working with AutoSum

Select the cell or cells where you want the SUM functioapppearWhen you first tick the AutoSum
button a marquee will appear selectingaage If the selected range is correct, click the AutoSum button
again. If the suggested range of cells is incortben use the mouse $elect the correct range of cells,
and click the AutoSum button.
Use AutoSum to calculate a total

1. Select cellE4.

2. Click the AutoSum button on théHometab,in the Editing group.

3. Click the AutoSum.

Tip: By pressing

. ' [ALT + =] (equal sign).
é::tfsum %'Y p The AutoSum formula is created.
& Find & After pressing the above key
Clear~ elect - combination press:
ECIfing [CTRL + ENTER] to complete the

AutoSum formula.

Your screershould look like this:

Sales

Jan Feb _Mar  Totals
Wiget 2013 7310 2430 2520;=sUM(ERRME)
Wiget 202 5230 4870 5440 [SUhﬁnumberL[numbeQL“JJ
Wiget 203 3450 3670 3980
Wiget 204 4390 4010 4530

~N o, W N

4. Click the AutoSum a second time.
This completes the formula

Your screershould look like this:

2 |Sales

3 Jan Feb Mar Totals

4 'Wiget 201 2310 2430 2520 7260_
5 Wiget 202 5230 4870 5440

6 Wiget 203 3450 3670 3980

7 Wiget 204 4390 4010 4580

5. Select cellsE5:E 8, and clickthe AutoSum button.

Your screershould look like this:

Sales
Jan Feb Mar Totals
Wiget 201 2310 2430 2520 7260
Wiget 202 5230 4870
Wiget 203 3450 3670
Wiget 204 4390 4010
Totals 15380 14980

W~ ;& W

6. Select cellsE13:E1 7, and click theAutoSum button.
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Your screershould look like this:

7. Click the Save button or pres§f CTRL + S]to save

Understanding Relative Reference

You have just completedrealative cell referencestep A relativereferencdas when you copy formula
from one cell to anothelf a cell has a formula of =B4+@D4 andyou use AutoFill ocopy the
formula down one row, Excel changes the folato =B5+C53D5. Notice that the only item that
changed in the formula was the number. When you copy down over rows Excel will increase the

numberin your formulaby one for each row you pass. This way the formula is away correct for the new
row.

d |Totals - Here in the example to the left the original
4 |=B4+C4+D4 4 formula was on rovfour.

5 |=B5+C5+05

? zgg:gg:gg - When you copy down to the nextwdExcel

8 |-Bo+ca+08 increments the number(s) in the cell by one.

When youcopy overcolumns copying from left to right over columnExcel will change the letter.
a cell has a formula of =SUM(B4:B#nd you copy the formula across one columanother Excel
changes the formula teSUM(C4:C7) Notice that theonly item that changed in the formula was the

letter. When you copfrom left to right tothe nextcolumn Excel will increase the letter by one for bac
column you pass

Example: A becomedB, B become<C, Cbecome®D, etc.

Comparing Relative Formulas
1. Select cellE4.

2. Look at the Formula Bar above.
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