Introduction to Microsoft Excel
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Getting Started

A spreadsheet stores and manipulates data which lends itself to being stored in a table type format (e.g. Accounts, Science Experiments, Mathematical Trends, Statistics, etc.)

The sheet is divided into rows and columns each entry box defined by one row and column together e.g. B3 is called a cell.
· Double click on Excel Icon using the left button of the mouse.  Or from Start highlight Programs and then Microsoft Excel.

· You will see:

· Click on any one of the Menu Items.  You will see a window showing what you can do under that menu.  Click anywhere back on your document to close this window.

· Place the pointer on one of the Toolbar Icons and wait for a few seconds.  The icon’s function will be revealed.  

Entering Data

A cell may contain text, numbers, or a formula
Entering text and numbers into cells.

· Type in the heading as shown and press Enter.

· Enter the rest of the data as shown

· Use the arrow keys to move from cell to cell

(Note:  if using the arrow keys it is unnecessary to press Enter after entering information.)

Excel will automatically left justify all text entries and right justify all numeric entries.



Saving Your Work

Work is saved as files.  Files can be saved to a floppy disk, an individual computers hard drive or to a network drive.
· From the Standard Toolbar select the Save Icon. 

· The following screen will display the first time you save your file or if you select the Save As option from the File Menu.

· Note where the file in being saved in the Save In window.  Excel will default to My Documents on your local drive or to your directory on the Network Drive depending on how the system was original set up. 

· In the filename box replace book1.xls with your filename.

Excel will automatically label your file as an Excel file by adding the suffix .XLS to your filename.

Printing

In Excel, you can print the whole sheet, part of the sheet or several sheets (workbook)
· From the Standard Toolbar select the Print icon.

To print an area of your sheet

Highlight the area you want to print as follows

· Move the cursor to the cell at one corner of your area

· Click and hold down the left button on the mouse

· Keeping the button depressed drag the mouse to the button right corner of your area

· Release the button (Click and drag)

· From the menu select File

· Select Print
· You will see the following screen

· Under Print What, choose Selection and click on OK
· You may also select to print Active Sheets or your Entire Workbook from this section.

· From here you can also select how many copies of your file that you would like to print as well as selecting a printing range.



Opening a File

Opening a pre-existing spreadsheet or if you have already created a spreadsheet you may follow these steps for opening your file.
To open an existing spreadsheet file from a floppy disk
· Open Excel

· Place the Floppy disk in the diskette drive

· Click on the File Open icon

· You will see the following window

· In the Look In box click on the Arrow and choose the A drive.

· A list of previously saved files will display.  Double click on your file or highlight your saved file and click on Open
To open a file from your hard drive or the network drive
· Repeat the above but select the C or H drive instead of the A drive.

· Then select the folder where your filed was saved.  Microsoft usually saves files to you a My Documents folder.



Entering a Formula

Formula cells create calculations on the contents of other cells (e.g. Totals or Averages)

All formulae begin with an = sign

The results of the calculation is seen in the cell 

The formula can be seen in the Edit Bar where it can be altered if necessary
Use the spreadsheet we previously created

Adding up a column

· Select cell A8 – move to it with the mouse and click in the cell

· Type in the word Total

· Move to cell B8. Click on the cell

· From the Toolbar select [image: image16.png]Microsoft Excel
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.  This symbol means “Sum of”

· Press Enter
Averaging a Column

· Move to cell A9. Type in the word Average
· Move to cell B9.  From the Toolbar select Paste Function [image: image2.png]


 and press Enter
· Highlight the function Average and click OK
· Next to number 1 type B4:B7 or highlight the cells B4 through B7
· The Edit Bar should display the following formula                 (=AVERAGE(B4:B7))


Copying a Formula

The formula for summing Column B needs to be copied in cells C8 to E8.  It is very common to require repeating formulae in spreadsheets.  So Excel makes it easy for us by using a technique called Copy Handle. 

The value of any cell or group of cells can be copied in this way.

Or you may also copy formulae by using the Copy and Paste function.
Copying a Formula using Copy Handle
· Move your cursor to cell B8
· Place the cross of the pointer on the Copy Handle (small square on the bottom corner of the cell) and click. The pointer should change to a small black cross.

· Click and hold down the left button on the mouse.

· Keeping the button depressed drag the mouse across row 8 up to and to include E8.  Release the button.

· C8 to E8 should contain the results of the formulae

Copying a formula using Copy and Paste.
· Move your cursor to B8.
·  From the Toolbar select Copy           or  from the Menu Bar select Edit and highlight Copy.
· Move your cursor to C8 and select Paste               from the Toolbar 

· Or from the Menu Bar select Edit and highlight Paste.
· You may also highlight a group of cells where the formula needs to be copied before clicking on the Paste function.

Sorting

Information in a list can be sorted in ascending or descending order, based on the values in a single column (or row) or several columns (rows)
To sort a single criteria

· Highlight the cells that you want to sort

· Click on the ascending Sort icon 

To sort on multiple criteria

· Highlight the cells in your spreadsheet that you want to sort

· Select Data

· Select Sort
· If a Header Row was included in your highlighted area click on the Header Row radio button

· Select the Column/Row that you want sorted

· Select Ascending or Descending order

· Select OK

Changing Formats

Excel allows us to change the font, size, style, alignment and format (e.g. number of decimal points, type of date) of all cells.


To change font size

· Move the cursor to cell A1

· Click and drag the mouse cursor through the text

· From the Toolbars select the Fonts pull down button

· Change the Font to Arial

· From the Toolbar select the Size pull down button

· Change the Size to 14

· Move and click on the margin of row 9

· Select the Bold icon

· Try to underline or italic the other rows

To change cell format

· Move to cell B4

· Click and drag the mouse down to cell E12.  This will highlight all the cells from B4 to E12

· From the Toolbar select the Increase Decimal icon          

· Click twice to add two decimal places to your numbers

· You should see



Inserting Rows and Columns

Excel always inserts a row immediately above the one selected.

Excel will always insert a column immediately to the left of the column selected. 
· Move to and click on the margins of row 5. ( The whole row should be highlighted.)

· From the menu select Insert
Note that the same procedure can be used to insert a column

· Move to cell B9 and note that the formulae has been updated

· Enter the following new data in row 5



Charts

The easiest way to produce charts in Excel is by using the Chart Wizards

The Chart wizard icon appears on the Standard Toolbar.

Selecting this icon takes you through a series of very simple screens in which you can create a graph of your choice from the area you have highlighted.

 
To create a simple chart using the Chart Wizard

· Use the file we created or open a previously saved Excel file.

· Click and drag your mouse so that all the cells on your spreadsheet that you would like included in your chart are highlighted.

· From the Standard Toolbar select the Chart Wizard.

(A dotted line should be circulating around your highlighted block)

A series of Chart Wizard prompt screens will appear:

· Step 1 select Next
· Step 2 select Column, select Next

· Step 3 type in a chart title, select Next

· Step 4 select Finish
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