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Working File

File was emailed to you this morning, please log Iin
to your email, download and open the file.

Once you have the file — PLEASE CLOSE YOUR
EMAIL.

Open Excel



Overview

Excel is a spreadsheet, a grid made from columns
and rows. It is a software program that can make
number manipulation easy and somewhat painless.

The nice thing about using a computer and
spreadsheet is that you can experiment with
numbers without having to RE-DO all the
calculations.



Basics of a Spreadsheet

Spreadsheets are made up of
Columns
Rows
and their intersections are called cells



What is a COLUMN ?

In a spreadsheet the e COLUMN labeled D is
COLUMN is defined as highlighted.

the vertical space that is
going up and down the
window. Letters are
used to designate each
COLUMN'S location.
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What is a row?

* In a spreadsheet the e ROW labeled 4 is
ROW is defined as the highlighted.
horizontal space that is
going across the
window. Numbers are O — — —
used to designate each %% !
ROW'S location.




What is a CELL ?

e ACELListhe space * In the above diagram
where a row and the CELL labeled C2 is
column intersect. Each highlighted.

CELL is assigned a name
according to its
COLUMN letter and
ROW number.




What is a Range ?

A RANGE is a group of * In the below diagram

cells that are next to the RANGE labeled
each other. Ranges can L7:N12 (L7 THRU N12)
also be named. is highlighted.




What is a Sheet ?

e A Sheetis the individual < To add a SHEET, click

worksheet. You can the plus sign next to the
have multiple SHEETS last sheet. You can also
within one Excel file click on each name to
(know as a rename, copy or delete
WORKBOOK). a sheet.
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Labels

_ape
_ape
_ape

S are text entries
s help identify what we are talking about
s do not have a value associated with them

Sometimes called ‘headers’

First N\ame Last Name Company Name Address 1 City State Zip Phone
Sharon Aguilar raury LIE[ICEIBSSEn Thasiywalnut fulsa [SHEEEE] TS mh2) ooe-1179
tderedith Alvsarada Bannister Housekeeping 7533 Balsam Hempstead  California 63792 (369) 509-9323
Warren Bailey Xemxes Choice 8594 Larch Arlington Minnesota "BE175 (710) 928-0548
Phyyllis Chan Duplex Management B928 Oak Atlanta tassachusetts 11348 (750) 143-8752
Crystal Dixan taury Delicatessen 10775 hbyrile Albuguergue  Colorado M0326 [578) 920-7996
tdichelle Galloway Bannister Housekeeping 5639 Hickory Mew Orleans  Arzona "83935 (977) 207-9549
Jeanne Garrison Indigo Dyes h8k Beech Detroit "Washington 8676 (540) 945-6457
Mora Michols Early Evening Meals 1569 Angelicas Brookhawen  Oklahoma 1276 [644) 617-4085
Esther Micholson  LastNightlnn 368 Eucalyptus  Chicago Florida 21803 [324) 028-0709
Edna Cneill Fly-a-‘Weigh, Inc. 3489 Hackberry Tulsa bdissouri 27250 [996) B08-3136
B Arlene Oshom Famous Tacos hEB4 Holly Clewveland Texas 9502 (229) 442-3775
G S hawn “argas Fly-a-veigh, Inc. 14857 Balsam  Chicago Pennsylvania 75616 (296) 527-3526
Cassie YWalton Dewey Welcome Wagon B200 Hackberry Phoenix “irginia 45424 (28719770607



Column/Row Sizes

e Columns * Rows

— Text entered into a cell — Text entered into a cell
may “look” to flow into may “look” to flow into
the next column. the below row or is

— To correct, place mouse hidden.
cursor on the line — To correct, place mouse
between columns. cursor on the line

— Mouse should change to between the rows.
a solid line. Double Click — Mouse should change to

— Column ShOUId Change d SOIid Iine. DOUble C||Ck
to the width needed to — Column should change
show the cell text. to the width needed to

show the cell text.



Sorting

Arranging data so it's easy to analyze

You can sort the data alphabetically, from highest to

lowest, or by a number of additional criteria (such as
cell color)



Filters

The Filter is a quick and easy way to find and work
with a subset of data in a range of cells.

ALBRITTOM, KIMBERLY 5. -

f = = ZAutuSum - A
4 | Normal Bad Good Neutral Calculation € EX EI A 4 H
F -8 = Fill = z
| Format as ||[#,1=« € 62|| Explanatory ... |Imput Linked Ce Note —| | Insert Delete Format * Sort & Find &
- = = > & Clear-

- Table~ Filter = Select -
Styles Cells Editing

SortAto L
Sort £ to A

Custom Sort...
Y Filter



Freeze Headers

To freeze a row in your worksheet, highlight the row
where you wish all rows before the highlighted row
to be frozen or locked, go to Window>Freeze Panes
and you will see a line appear across your
worksheet. Everything above the line is frozen and
will remain in view when you scroll down your

worksheet.
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Narrow margins

Last Custom Setting
Top: 0.5° Bottom:
Left: 0.25° Right:

Header: 0.5°

Normal

Top: 0.757
Left: 07"
Header; 0.37
Wide

Top: B A%
Left: ¥
Header: 0.57
Narrow

Top: 0.75"
Left: 0.25°
Header: 037

Custom Margins...

Footer:

Bottom:
Right:
Footer:

Bottom:
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Footern:

Bottom:
Right:
Footer:
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0.5°

075" |
07" |
03"
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Auto Sum

Used to quickly add a column or row
Don’t have to manually type formula

2. Sum

Average

Count Mumbers
Max

Min

More Functions...



Formulas

Wilmington University, Inc.

FormUIaS are math Hours Worked Report
equations that CALCULATE Department Name

a value to be displayed. o || S 2o
. 29-Jul 10.00
DO NOT type in the SAug o
numbers; type in the 155ep 1000
equation. oo 1o
. 29-Oct 10.00
It is BEST to Reference as i5ov S
much data as possible as 15000 o0
opposed to typing data into fadan 100
- 31-Jan 10.00
equations. That way when {5Feb 1000
OTHER information 16 S
changes, we DO-NOT have o I

to change the equations or ey

type in information again. SiMay 000
30-Jun 000

Totals 200.00 1,600.00




Shrink to fit

Home
Save
4 Save As

Open

Info

Recent

MNew

Print

Insert

Page Layout Formulas Data
Print
@3 Copies: 1 z
Print
| S|
Printer @

@ __/ GC_47 - Room 419 - Canon IRC5035 on neitsps01
<, Connecting to printer...

Brinter Properties
Settings T

Print Active Sheets

Only print the active sheets M
Pages: S to s

Collated
EE ollate -

123 123 123

[
Portrait Orientation -

Letter
-
85"x11"
(]| Custermn Margins -
—

DD Mo Scaling ] 3

Print sheets at their actual size

DD No Scaling
rr- Print sheets at their actual size

Fit Sheet on One Page
*@‘* Shrink the printout so that it fits on one page
h

& Fit All Columns on One Page
Shrink the printout so that it is one page wide

Fit All Rows on One Page
@[ Shrink the printout so that it is one page high

Custom Scaling Options..




Toolbar/Tabs

HOME | INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW  ADDINS  INQURE ALBRITTON, KIMBERLY §. ~
== X Cut . T = = = = lenlats = D:'x E=20 | 3 AutoSum - A,
Calibri KN T== | ¢ Wrap Text Genera I - = # | Normal Bad Good Neutral alculation Fa o EI a4 H
P B Copy - @ d I F pt Input Not - IEEIrt [?E‘IET Format - SZrt&Fd&
aste B I U-|iZ.|&-. === |e=as M & Center ~ - % 1 €0 o0 onditional Format as @l Explanagtory ... npu’ Linked Ce ote - nser elete Forma 0 ini
. ~Format Painter = =5 4 B Merge & Center $ “ *% | Formatting~ Table~ - - - < Clear~ Filter = Select ~
Cliphoard [ Font [F Alignment = Numbe Styles Cells Editing
. fabs — Home/Insert/Page Layout/Formulas/Data/.....etc
.....

*  Groups — Clipboard/Fonts/Allignment

 Launch Button — right hand corner of each group for more options

« Copy/Paste — Copy data and fill to a new cell

 Format Painter — Copy formatting from one cell and paste to another

« Bold/ltalics/Underline — format text within cell.

« Align — Left/Middle/Right and Top/Middle/Bottom

Wrap Text — All text will show within cell, instead of wrapping into next cell
« Merge & Center — Combine multiple cells

«  Number — format type of numbers (currency, percentage, scientific, etc).



Simple Formulas

Creating a simple formula
Type "=2+4"

Now, let’s reference other cells within the formula
Type “=A2+B2’
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Getting Around Excel

Ribbon
Show vs. Hide

E - = Bookl - Excel
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ALBRITTON, KIMBERLY 5. -
p 4 . PO _ » = - == 'I'x = > AutoSum - A
- - - - - ‘ & T
5 Calibri 11 A A = | ¥ =¢ Wrap Text Genera | — 52 p'} B o EI i ZY H

E_ - .
Paste - B T U~ ||~ A-===|e= Merge&(:enter - $ -0 2 | %0 Conditi_onal Formatas Cell Insert Delete Format Clear - Sgrt& Find &
Formatting~ Table~ Styles - < @ @ = Filter ~ Select -
Clipboard & Font [P Alignment ml o Mumber N Styles 1 Cells Editing

Use Mouse Scroll to move thru Ribbon Menus

Copy/Paste/Format-Painter (double click)
Single vs multiple cell formatting
Fill Tricks

Months / Dates / Numbers (double click fill +)
Fill — Tool Bar



Multiple Worksheets

Double click to rename worksheet
Move or Copy worksheet (also re-arrange)

Why Multiple Worksheets
Duplicate copy of data
Don’t delete the original data set
Test formulas/tables/etc
Sort large groups of data
Separate information by year/month



Keyboard Tricks

Ctr
Ctr
Ctr
Ctr
Ctr
Ctr
Ctr

+ F (Find)
+C (Copy)
+V (Paste)
+ X (Cut)

+ Z (Undo)
+Y (Redo)
+ End (end of

sheet/data)
Ctrl + Home (Al)

Ctrl + Shift + End
(highlight current to last

cel
Ctr
Ctr
F2

)
+B (Bold)

+ D (Fill down)
(edit cell)

Ctrl + Page UP/Down
(toggle between sheets)


http://www.asap-utilities.com/excel-tips-shortcuts.php

Additional Training Resources

* Open Excel, Click New
e Various “Getting Started” tutorials are available”

— Take a Tour
—  Formula
— Pivot table

New

Search for online templates pel

Suggested searches:  Business  Personal  Financial Management  Industry  Lists Logs  Calculator

FEATURED PERSOMAL

VEAR  JANUARY

— @ - — )

; Get started with Make your first Take a :

. Formulas PivotTable tour

BI:nk workbook Formula tutoria PivotTable tutorial Welcome to Excel Student schedule Academic calendar (any year) Any year one-month calendar




Additional Training Resources

* Beginner Excel Training -
https://www.youtube.com/watch?v=rwbhoOCgEAE

* Intermediate Excel Training -
https://www.youtube.com/watch?v=Ixq 46nY43g



https://www.youtube.com/watch?v=rwbho0CgEAE
Beginner Excel Training -

