Excel Basics


	Starting Excel
	1.  Click the Start  
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 button on the taskbar.
2.  Click Programs, and then click Microsoft Excel.

      You can maximize the worksheet window by clicking

      the Maximize Window  
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  button located on the

      upper right corner of the worksheet window. 



	Exiting Excel
	1.  Click on File, and then click on Exit.



	Opening a File
	1.  Click the Open button 
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 on the Standard toolbar in

      the Excel window.

2.  Click the Look in drop-down arrow, and select the 

      folder where the file is located.

3.  Double-click on the name of the workbook file or
     click once, and then click Open.



	Selecting and Naming    a Worksheet

Tip:  You can switch from sheet to sheet by clicking the sheet tab.  Clicking the sheet makes the sheet active.

	1.  Click the sheet tab to select a worksheet and make it

      active.

2.  Double-click the sheet tab to name or re-name the 

     worksheet.

3.  Type a new name to replace the current one.

4.  Press [Enter]



	Saving an Existing Worksheet
	1.  Click the Save button  
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  on the Standard toolbar to 

      save your work.



	Closing a Workbook
	1.  Click the File menu, and then click Close or click the
     Close button  
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  on the worksheet window title bar.




	Enter a Text Label
	1.  Click the cell where you want to enter a label.

2.  Type a label.  A label is text that can include

     uppercase and lowercase letters, spaces, and 

     numbers.



	Undoing an Action
	1.  Click the Undo button, or click Edit, and then 

      click Undo.



	Entering a Value
	1.  Click the cell where you want to enter a value.

2.  Type a value.  Values are numbers used in 

      calculations.  To simplify your data entry, the 

      values without commas and dollar signs and 

      apply a numeric format to them later.

3.  Click the Enter button on the formula bar or 

      press [Enter].



	Inserting a Column or Row

Tip:  A column inserts to the left of the selected cell or column.

Tip:  A row inserts above the selected cell or row.

	1.  To insert a column, click a column that is located
      to the right of the new column you want to 

      insert.

2.  Click Insert, and then click Columns.

3.  To insert a row, click a row below the location

      of the row to insert.

4.  Click Insert, and then click Rows.



	Deleting a Column or Row
	1.  To delete a column, click the column indicator

     button of the column you want to delete.  The
     column indicator button is the letter box above

     the column.

2.  Click Edit, and then click Delete.

3.  To delete a row, click the row indicator button
     of the row you want to delete.  The row
     indicator button is the number box located on

     the left side of the Excel window.

4.  Click Edit, and then click Delete. 



	Adjusting Column Width and Row Height
Tip:  You can use the AutoFit feature to have Excel adjust column or row size automatically to fit the data you have entered.


	1.  Click and drag the right border of the column
      heading or row heading with the mouse until the

      column is the desired width.

2.  Release the mouse button, and the row height of    

     the column width is adjusted.


	Changing the Appearance of 
Text

Tip:  You can use the keyboard shortcuts

to change the text features.  First select the cell, then press Ctrl+B for bold, Ctrl+I for Italic, and Ctrl+U for Underline.


	1.  Select a cell or range that contains the 
     text you want to format.

2.  Click the Bold, Italic, or Underline
 button  
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 on the toolbar to   

 apply the feature you want to use on your 

      text.

	Change the Appearance of a Number
	1.  Select a cell or range that contains the 
     number you want to format.

2.  Click the Currency Style, Percent Style, 

     Comma Style, Increase Decimal, or

     Decrease Decimal button  
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     On the toolbar to apply the numeric

     feature you want to use on your 

     number.



	Change the Font and Font Size

Tip:  Use the Formatting toolbar to make 

Your font changes before you begin typing.


	1.  Select the cell or range that contains the

     data you want format.

2.  Right-click the mouse button, and then

     click Format Cells.

3.  Click the Font tab.

4.  Select a font you want to use.

5.  Select a font style you want to use.

6.  Select a font size you want to use.

7.  Look in the Preview area to view the

     selections you have made. 

8.  Click OK.



	Change the Font and Font Size Using the Formatting Toolbar
	1.  Select the cell or range that contains the

     data you want to format.

2.  Click the Font drop-down arrow on the 

     Formatting toolbar and scroll to find

     The font you want to use.
3.  Click the Font Size drop-down arrow

     on the Formatting toolbar and scroll to 

     find the font size you want to use.




	Change the Alignment Using the Formatting Toolbar
	1.  Select the cell or range that contains the

     data you want to realign.

2.  Click the Align Left, Center, or Right

     buttons  
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 on the Formatting 

     toolbar to align your data in the cell.



	Change Text Color with the 
Format Cells Dialog Box
	1.  Select a cell or range that contains the

     text whose color you want to change.

2.  Right-click the mouse button, and then

     click Format Cells.

3.  Click the Font tab.

4.  Click the Color drop-down arrow, and 

     then click a color you want to use.

5.  Look in the Preview area to view your

     selection.

6.  Click OK.



	Change Font Color Using the Formatting Toolbar
	1.  Select a cell or range whose color you

     want to change.

2.  Click the Font Color drop-down arrow

     on the Formatting toolbar 
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 .

3.  Click a color that you want to use.



	Adding Color and Patterns to 

Cells
Tip:  You can fill the background of a cell with a color and a pattern to make your data stand out.  Fill colors and patterns can add uniformity to the information in your worksheet.

Tip:  You can click the Fill color drop-down arrow on the Formatting toolbar to select a color you want to use

	1.  Select a cell range you want to 
     format with a fill color or pattern.

2.  Right-click the mouse button, and then

     click Format Cells.

3.  Click the Patterns tab.

4.  Click a color that you want to use.

5.  Click the Pattern drop-down arrow to 

    display the patterns, and then click the 

     pattern you want to use.

6.  Look in the Preview area to view your

     selection.

7.  Click OK.




	Entering Dates and Times

Tip:  Use a valid format for date 

and time:
· MM/DD/YY

· MMM-YY

· DD-MMM-YY

· DD-MMM

· HH:MM

· HH:MM:SS

· HH:MM AM/PM

· MM/DD/YY HH:MM

· HH:MM MM/DD/YY


	1.  Select the cell into which you want to enter a 

     date or time.
2.  Type the date or time in the format in which

     you want it displayed.

3.  Click the Enter button, or press [Enter].



	Editing Cell Content  

In the Cell
	1.  Double-click the cell you want to edit.

2.  Use the mouse pointer or keyboard arrows to

     position the insertion point where you want it.

3.  Use the Backspace and Delete keys to erase

     unwanted characters.

4.  Type your new entry.

5.  Press [Enter] to accept the edit, press Esc
     to cancel it.



	Coping and Pasting Cell Contents
	1.  Select the cell or range that you want to copy.

2.  Click the Copy  
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 button on the Standard

      toolbar.

3.  Click the cell where you want to past the 

     data.

4.  Click the Paste 
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  button on the Standard

     toolbar.

     Your data will appear in the selected cell.



	Moving Cell Contents
	1.  Select the cell or range that you want to move.

2.  Click the Cut  
[image: image12.png]


  button of the Standard 

     toolbar.  An outline of the selected cells

     shows the size of the selection.

3.  Click the cell where you want to move the 

     data.

4.  Click the Paste  
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  button on the Standard

     toolbar to move the data into its new location.




	Adding Border to a Cell or Range
	  1.  Select the cell or range.
  2.  Click Format and click Cells.

  3.  Click the Border tab in the Format Cells

        box.

  4.  Select the desired border position, style,

       and color for the border.

   5.  Click OK.

   

	Adding Shading to Cells
	   1.  Select cell(s) you want to shade.

   2.  Click Format and click Cells.

   3.  Click on the Patterns tab in the Format

        Cells box.

   4.  Click the Pattern drop-down arrow and

         select a shading color and pattern.

   5.  Click OK.



	Copying Formats
	   1.  Select the cell(s) that contain the format

        you want to copy.

   2.  Click the Format Painter 
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  button.

   3.  Click and drag the mouse over the cells to 

        format.

   4.  Release the mouse and Excel copies the 

        format.



	Wrapping Text within a Cell
	   1.  Select the cell where you want to apply
        word wrap.

   2.  Click Format and click Cells.

   3.  Click the Alignment tab of the Format

   4.  Click the Wrap text box.

   5.  Click OK.



	Cell Merging
	   1.  Select the cells to be merged.

   2.  Click Format and click Cells.

   3.  Click the Alignment tab.

   4.  Click the Merge cells box.

   5.  Click OK.




	Entering a Formula
Tip:  Click a cell to insert its cell address in a formula rather than typing its address to avoid careless typing mistakes.  

	1.  Click a cell to enter a formula.
2.  Type = (an equal sign) to begin the 

     formula.

3.  Enter the first argument.  An argument

     can be a number or a cell reference.  If

     it is a cell reference, you can type the 
     reference or click the cell in the 

     worksheet.

4.  Enter an arithmetic operator:

· Use  +  for addition

· Use  –  for subtraction

· Use  *  for multiplication

· Use  /  for division

5.  Repeat steps 4 and 5 to add to the 

     formula.

6.  Press [Enter].  Notice that the result of 

     the formula appears in the cell and the 

     formula appears in the formula bar.



	Copying a Formula
	1.  Select the cell that contains the formula

     you want to copy.

2.  Click Edit, and then click Copy.

3.  Select the cells into which you want to
     enter the formula.

4.  Click Edit, and then click Paste.



	Using the AutoSum Tool
	1.  Select the cell in which you want the 

     sum inserted.

2.  Click the AutoSum button 
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 in the 

     Standard Toolbar.  AutoSum inserts

     =SUM and the range of the cells to the 

     left of or above the selected cell.

3.  Click the Enter 
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 button , or press

     Enter.  The total for the selected range

     is calculated.




	Draw a Straight Line
Tip:  Teachers can use the line feature to point out important information for reports, activities, explanations, and presentations.


	  1.  Click the Drawing button on the 

        Standard toolbar.
  2.  Click the Line tool on the Drawing

        toolbar.

  3.  Drag the pointer to draw a line.

	Edit a Line
	  1.  Click the line to edit.

  2.  Click the Line Style tool to select a

       line thickness.

  3.  Click the Dash Style tool to select a 

       dash style.

  4.  Click the Line Color tool to select a 

        line color.

  5.  Drag the sizing handle at either end 

       to a new location to change the size

       or angle of the line.



	Draw an Arrow
	  1.  Click the Arrow tool.

  2.  Drag the pointer from the base of the  

       arrow to arrow’s point.
  3.  Release the mouse button when the 

        arrow is correct.



	Edit an Arrow
	  1.  Click the Arrow to edit.

  2.  Drag the Arrow Style tool on the 

       Drawing toolbar.

  3.  Click the arrow type to use, click

       More Arrow.

  4.  Click OK.



	Draw an Oval or Rectangle

Tip:  To draw a perfect circle or square,

click the Oval or Rectangle tool, and then press and hold the Shift key while drawing the shape.


	  1.  Click the Oval or Rectangle tool on
        the Drawing toolbar.

  2.  Drag over the slide to place the oval

       or rectangle shape.



	Draw an AutoShape

Tip:  To replace an AutoShape with

another, click the shape, click the Draw 

tool, and select a new AutoShape.


	  1.  Click the AutoShape tool and click

       on a symbol.

  2.  Drag the pointer across the slide to

       draw the shape.


	Adding a Cell  Comment
Tip:  Create a cell comment to display assignment information, student information, and questions& facts for a particular assignment.

	   1.  Select the cell.
   2.  Click Insert, and click Comment.
         Excel displays a text box that points to the

         cell.
   3.  Enter the text for the comment into the  

        text box.

   4.  Click any cell when finished.  The cell 
        displays a small red triangle to indicate that          

        the cell contains a comment.


	Editing a Cell Comment
	   1.  Select the cell that contains the comment.

   2.  Click Insert, and click Edit Comment.

   3.  Double-click the comment box border to

        display the Format Comment dialog
        box.

   4.  Make changes and click OK.



	Creating a Chart

Tip:  To move a chart, click anywhere in  

the chart area and drag it to the new location.  To change the size of a chart, 

select the chart, and then drag one of its handles.  Drag a corner handle to change

the  height and width, or drag a side handle to change only the width.

Tip:  The ChartWizard prompts you to 

Specify exactly how you want the data charted.


	   1.  Select the data to chart.

   2.  Click the ChartWizard  
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  .

   3.  Select a chart type.  Click the Press and 
        Hold to View Sample to preview the      

        chart.
   4.  Click Next.

   5.  Click the appropriate option button to 

        plot the data series in rows or in

        columns.

   6.  Click Next.

   7.  To identify the data in the chart, type 

        the titles in the appropriate text boxes.

   8.  Click Next.

   9.   Select an option to place the chat on a   

         new sheet or on an existing sheet.

  10.  Click Finish.




	Using Automatic Fill
Tip:  You can quickly and easily design useful charts, create a calendar, and create

a daily checklist for your classroom by 

using  the automatic fill feature.

Tip:  You can select an Excel Custom list

For the days of the week or months of the year or make your own list to include subjects, names, activities, or classroom duties.

Tip:  Teachers can use AutoFill to list days

of the week, months, student names, and subjects.


	    1.  Click Tools, and click Options.
    2.  Click on the Custom Lists tab, and click

         in the List Entries box.

    3.  Enter list names.  (ex. Math, English,  

         history, science), and click Add.  Your       

         list will be added to the Custom list box.
    4.  To delete a list, click the list and click 

          Delete.

	Changing Text Orientation

Tip:  Excel adjusts the row height in order

 to display the text.  You can use the merge cells feature to avoid having a larger row height.


	    1.  Select the cell or range to modify.

    2.  Click Format, and click Cells.

    3.  Click the Alignment tab in the Format 

         Cells dialog box.

    4.  Select one of the options in the 

         Orientation section.  Adjust the angle

          by dragging the gauge or specifying an 

          angle.

     5.  Click OK to apply the format.



	Formatting Numbers

Tip:  A series of pound signs (#####) indicates that the column is not wide enough to display the value.  You must adjust the columns to make the numbers fit in the cell.


	    1.  Select the cell or range that contains 

         the values to format.
    2.  Click Format, and click Cells.

    3.  Click the number tab.

    4.  Select one of the 12 categories of 

         number formats.

     5.  Select an option from the right side

          of the dialog box.

    6.  Click OK to apply the number format.




	Creating a Template
Tip:  When saving the workbook to use as
a template, specify it as a Template rather than an Excel workbook.  When saving a workbook, save as a Microsoft Excel Workbook.

Tip:  A template can be used as a class activity sheet, fill in the blank assignment,
a grammar correction activity, or a test.


	     1.  Enter all the necessary information

           in a new worksheet – including 

           formulas, labels, graphics, and  

           formatting.
     2.  Click File, and click Save As.

     3.  Click the Save In drop-down arrow, 

          and select a location for the template.

     4.  Type a file name for the template.

     5.  Click the Save As Type drop-down 

          arrow and click Template.

     6.  Click Save.



	Insert Clip Art from the
Clip Gallery
Tip:  Use the Clip gallery to Insert pictures, sounds, and videos.  Follow the same steps 

as described, but click the Pictures, Sounds, Videos tab.


	    1.  Select the cell or range where the

         picture will appear.
    2.  Click Insert, point to Picture, and 

         click Clip Art.

    3.  Click the Clip Art tab, click a category

          in the list, and click a picture in the 
          box.

    4.  Click Insert.



	Insert a Picture From an Existing File

Tip:  Clip Art pictures can be used to represent symbols for a chart or pictures used for a project.


	    1.  Select the cell or range the picture
         will appear.

    2.  Click Insert, point to Picture, and 
         click From File.

    3.  Click the Look In drop-down arrow,    

         and select the graphic image file you 
         want to insert.

    4.  Click Insert.



	Delete a Picture
	    1.  Click the Picture.

    2.  Click Delete to delete the picture or 
         click Cut to move it to another location.




	Active Cell
	The current location of a cell pointer.



	AutoFit
	An Excel feature that changes the width of a column to accommodate its widest entry.



	Cell
	A single unit in a worksheet, defined by the intersection of a row and a column.



	Cell Address
	Identifies a cell by giving its column letter and row number.



	Cell Pointer 
	A highlighted rectangle around a cell that indicates the active cell.



	Clear
	An Excel command used to erase a cell’s contents or format.



	Column
	Vertical part of a worksheet that consist of 65,536 cells and 256 columns identified by letters.



	Column Indicator Button
	The box containing the column letter above the column.



	Copy
	To place a duplicate of selected data in the clipboard



	Cut
	To remove selected data and place it in the clipboard



	Database
	A prepared collection of information comprised of records (rows) and fields (columns).



	Dialog Box
	An interactive window that appears in response to most commands and is used to get additional information so Excel can activate a the command.



	Field
	In a database, the information that is contained in columns.




	Font 
	The typeface used for text and values.



	Formula
	An entry in a cell that calculates a result.



	Formula Bar
	Located below the toolbars, the text field that displays the contents of the active cell.  You can edit the cell in the formula bar.



	Function
	A keyword used in a formula to perform a calculation.



	Label 
	Descriptive text or other information that identify the rows and columns of a worksheet.  Labels are not used in calculations.



	Map
	A graphic illustration of data that is based on geography.



	Menu Bar
	A toolbar that displays the available pull-down menus in Excel.  Each presents you with a list of Excel options.



	Name box
	Text field that displays the cell address of the active cell, or of a range.



	Paste
	To retrieve information that was copied or cut and stored on the Clipboard



	Range
	A collection of two or more cells.



	Record
	In a database, information that is contained in rows.



	Row
	Horizontal part of a worksheet that consists of 256 cells and 65,536 rows identified by numbers.



	Row Indicator Button
	The area containing the row number to the left of the row.




	Sort
	To rearrange the order of rows, based on the contents of one or more columns.  Sorts can be in ascending or descending order.



	Spell Check
	A command that attempts to match all text in a worksheet with the words in the Excel dictionary.



	Status Bar
	The line at the bottom of the Excel window that shows the status of current activity



	Text file 
	A file that contains data only an no formatting.



	Toolbar
	A bar that contains several icons, button, and drop-down lists that give you quick access to frequently use Excel commands and features.



	Value
	Numbers, formulas, or functions used in calculations.



	Workbook
	A collection of related Excel worksheets contained within a single file.



	Worksheet
	One page of your work in an Excel workbook.



	Worksheet Tab
	A description at the bottom of each that identifies the active worksheet.  You can move to a worksheet by clicking on the tab.
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