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1) Create, open and

view a workbook

i
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Click on the “Start” button on the
lower left corner of your screen.

Then
- click on the Excellcon  or

x - use the “search” field for Excel or
- Click on an existing worksheet

= p— — — = i |
Qui("k Access Toolbar Default title @\ - 0 x|
: @ Tell me what you want to do Signin £ Share [
General v F@Condmonaliarmamng' Eﬂlnsert 7 z - ‘l‘f-
= $ 9% » [EFFormatasTable~ &% Delete ~ [T~ P~
% 38 7 Cell Styles ~ 53 Format -

& Number 1 Styles Cells Editing

Review View

Vertical scroll bar ¢ [

1

Can have multiple sheets Horizontal scroll bar
in a workbook Qrint views and Zoom slider| _
o

A brand new worksheet!
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i Search for online templates 0 <= Martha Nelson gy
Xce nelsm@skokielib.ilus  FI_ A~

Suggested searches:  Business  Personal  Industry Switch account it

Small Business  Calculator  Finance - Accounting  Lists Enter a search term
Recent <:= to find pre-made

Cleaning Log
o L » Tech Help Desk » H,

" | ook here fo
Class work previous
£

[T o oo B |

Baseball scorecard without pitch

We don't have any featured templates right now.
Incident_Log
S 5 Ui Experiniies STl Desk You can use the search box to find @ specific template:

Is
Bxcel

November - December Classes
Desktop

1217
: » Learning Experiences » Tech Help Desk » Ba

[ Open Other Workbooks

Click on the File tab, then New. You can
use a template to get a quick start on a
project. Or click on the Blank workbook.

The Ribbon

Click on each Tab to see sub-menu confrols.

Quick Access Toolbar Tabs in the Ribbon

UGS Inset  Pagelayout  Formulas  Data Power Pivot | Q Tellme Martha Nelson £ Share

General | E) Conditional Formatting > &= Insert

$-%» [:«‘-Farmatas‘rahle' g" Delete ~ > P~

N I8 [ Cell Styles - i Format~ &~

Alignment | Number Styles Cells Editing S

Group commands have even more ()!3{5!’)118

Each tab has its own collection of groups.
Each group has many options and confrols.
Most groups have even more stuff when you
click on the bottom right hand corner.
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Quick Access Toolbar
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Formula Bar

Insert Icon

Diatog Box Colurmnn Letters in

Colurmn Header

Active Cell
Border

Row Numbers in > Cells
Row Header

Sheet Tab
Add New Sheet Icon
Zoom Slider

Minimize, Maximize /
Restore Down, Close

—

[P GERN Y Ribbon Display Options
E“lnsed v Z v ‘;Y-

E"Delete - @ P~

The upper right corner has the standard Window's
controls, plus a new one: the Ribbon Display Options.

If you ever notice that the Ribbon has disappeared,
click the Ribbon Display Options and restore it.
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2) Save workbooks

Click on the File tab.
Then click on Save As.
Finally, click “Browse”.

Click desired location, like Desktop or a
flash drive. Rename the file here, 1oo.

X

* {@family budget

B travel expenses
b sesmmd Choose a location and

then type afile name

[]Save Thumbnail
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3) Enter and Edit Data

i

There are three data
types:
oText

‘Numbers
Dates and time which

are actually numbers) @
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Exercise #1
» Enter data in your worksheet. Tab is
“Try It"

« Use mouse and arrow keys to move
oroun_d "{h_e s_p_r_egdshee’r.

=]

How 1o select two

or more cells at a time

Click on one cell, that is the
“active” cell, and its name will be in
the name box. It will stay white.

Press the shift key.

Click on another cell. Everything
between the two cells will turn grey,
and the active cell is still white. GU
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1/22/2016
1/23/2016
112412016

1/25/2016
1/26/2016
1/27/201

Autofill - enter repeating data very quickly.

1. Select a cell. Put your mouse over the lower
right hand “dot” of that cell. The “dot” is
called the handle.

. For dates, just left-mouse click, hold, and
drag down. GU

. For numbers, select two cells, and drag
down.

Auto-fill #1:

Copy data down a
column.

Enter data in a cell,
press Enter.

Then, mouse over
lower right hand
corner handle and

drag down. GU
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Auto-fill #2:

Increment data down a
column.

Enter data in two cells
that touch, press Enter.

Select both cells. (click
on first cell, hold shift key,
click on second cell)

Hold down the handle

and pull down. GU

Auto-fill #3:;
Increment a date.

Enter data in cell,
press Enter.

Hold down the
handle and pull down

Oor Aacross.
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Exercise #2

In the “Try It" tab, use Autofill to fill in
the cells.

» Click & drag one cell’'s handle to
repeat the data in new cells.

» Select two adjacent cells. Click
and drag those two cells and

create a series. GU

4) Formart cells, rows
and columns

i

10
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There are many ways to
format individual cells,
a selection of cells,

columns, and rows.
These are just a few.

i

From the Home Tab
Select the desired cells first.

[= - Format options on the
Insel;tl Olll;laeg"e ly%l?

e
[T

fe Format this!

B | c™=| b |

Format this!

11
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Calibi [l .| & A § % B Mini TOOl BOr

<r|gh1' click>in @
S cell pU”S up
S commor
formatting

opftions.

Eormat Cells...

Clear Contents

Pick From Drop-down List...
Define Name...

Hyperlink...

Jv || 333333

Format Cells

Number | Alignment | Font | Border | Fil | Protection

Catego
Sample
Currency ik
Accounting
Date

e [ se 1000 Separator ()
Percentage

Fraction Negative numbers:
Scientific
Text
special
Custom

Decimal places: |2

Humber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,

Select Format Cells from mini
toolbar.
Tab opftions have many choices

12
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Exercise #3

» Format data using the Mini-toolbar

i

« Format data using the Home >
Font, Alignment, and Number
groups.

Format data using the Mini-toolbar

« Format data using the Home >
Font, Alignment, and Number
Qroups.

13
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Format numbers

Enter Text Enter numbers  Enter Dates:

Potter, Harry 315.00 1/2/2016
Granger, Hermoine 266.00 3752011
Brown, Lavender 548.00 4/6/2016
Pettigrew, Peter 749.00 47772015
Evans, Lily 776.00 12/15/2019

Trylt | Pretty | GradeBook | Grade Bookan .. (#)

Exercise #4

Format numbers using the Home >
Number subgroup.

« Add a $ sign to show it is currency.

« Or give something only 2 decimal
places.

« Make negative numbers red.
= :

File Insert Page Layout Formulas Data

“D % Calibri - v AT T = General
B - $ %>

«0 .00

Paste < B I . g
- 0 5.

Clipboard &

14
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5) Work with cell
references

i

. The “Where?2" isin Column A,
Row 2.

| |ts address is A2.

¥
S n R A2 is displayed in the name
Clipboard g box. This is the Relative

Reference to this cell.

If the cell was $A$1, that
would be an Absolute
Reference (covered in more

advanced classes). il

15



1/16/2019

6) Intro functions
and formulas

Formulas begin with an equal
sign

All functions are formulas, but
not all formulas are functions.

0

16
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Simple: Click in a cell to
make it active.

Go to the Formula bar and
type the following:

The answer
appears in the

S

Fancier: Clickin a cell to make it
active.

Go to the Formula bar,

Type an equal sign.

Then click on the first cell, enter a +
sign, then click on the second cell.

17
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X « fi|= Formulas start with an = sign
A D E F G H 1

Click on the fx
to see many
options.

Several ways to do formulas.

Click empty cell under @
series of numbers

All functions are formulas, but
not all formulas are functions.

i

18



Let's AutoSum!

Insert Page Layout Formulas
-fx > AutoSum - Logical ~ I - =1 #aTrace Precedents (%
" -, = = v ~
S |Ed Recently Used Text g T o
Function IQ Financial ~ IQ Date & Time ~ [! ~ Names~ I; Remove Arrows - (%)

o7 Trace Dependents

Function Library Formula Auditing
f‘.

c D E
Enter Text Enter numbers Enter Dates
Potter, Harry 315 1/2/2016
Granger, Hermoine 266 3/5/2011
Brown, Lavender 548 4/6/2016
Pettigrew, Peter 749 4/7/2015
Evans, Lily 776 12/15/2019

BB Ww®m~NowsEwN -

=
1N}

/) Print worklbooks
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| Grade Book Answer ‘ w ®

Different Page views Zoom slider

At the bottom of the worksheet, to the left
of the zoom slider, you will find the different
page views. Click on the middle one Page
Layout to see how the report will print out.

From here you can easily add Headers or
Footers, page numbers, etc.

By X |TrebuchetM: - |9 & B Conditional Formatting =
Y = - [5% Format as Table -
umber

Bl e
Try Print
Preview
and slide
the zoom
bar to the
left to see
Click on Print Preview, the whole

and Zoom out to 10%.

Now you can see the repOrT

entire report.

styles

| Monthly College Budget | (&)
Ready Page:10f1

20



In the Page Layout tab, click on the little “down

arrow” underneath each option.

« use “narrow margin” to give more room for the
report.

« Change the Orientation allows for a wider report
in Landscape.

* Print Area > Set print area — allows you to print
only a selected range of cells.

e lome
s By ™
Hfes O 8 0

Themes — Margins Orientation Size  Print  Breal
- - v  Area~
Page Setup

f

File > Print - this will bring up the Print
Preview. Here you can see if the
worksheet fits the paper. Change the
orientation to landscape for a wide report.

1/16/2019
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More Excel classes:

« Charts and Graphs

* Formulas and Functions

* Making a Budget using Excel

i

Thank You

Want a copy of this presentatione
Visit www.skokielibrary.info/handouts
where this presentation will be available

for four weeks. j
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