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WHAT IS MICROSOFT EXCEL? 

 

An overview from Microsoft (http://office.microsoft.com/en-us/excel/HA101656321033.aspx - Excel Home Page ï Product 

Overview link) describes Excel as a powerful tool you can use to create and format spreadsheets, and analyze and share 

information to make more informed decisions. 

What does that mean and why do you need spreadsheets? Simply put, spreadsheets allow you to organize data ï once that 

data is organized the possibilities are endless. Formatting data in a spreadsheet allows you to apply fun tools like sorting and 

formulas. If the data needs to be presented or analyzed, it can also be transformed into tables and charts. For example, I can 

quickly take some numbers given to me in a Word Document (in a table) ï copy and paste the table into Excel and turn it into 

any number of charts or tables: 

 

http://office.microsoft.com/en-us/excel/HA101656321033.aspx
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Excel can be used to create financial documents such as budgets or 

revenue and expense reports (including checkbook registers). They can 

be used for timesheets or calendars ï and many more uses! Just take a 

look at some of the Template options in Excel  

WHERE CAN YOU FIND HELP FOR MICROSOFT EXCEL? 

 

Do not be afraid to look online and also use the online help on your computer. Even the ñexpertsò need to 

look up things!   

Microsoft Website 

The Microsoft website has a lot of good information ï including tutorials and training information. You can 

search by product to find relevant information. Visit http://www.microsoft.com and take a look around. For 

example ï notice the Training and Events section below: 
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 Take advantage of  

Free self-paced training courses 

for Office programs! 
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Microsoft Excel Website 

You can also visit the Microsoft Excel Home Page ï this pages has some great information available click-by-click for things 

such as ñProduct Overviewò and ñExcel 2007 Trainingò. 

http://office.microsoft.com/en-us/excel/default.aspx    

You can also search ñMicrosoft Excelò on 

microsoft.com to get to the Excel Home 

Page. 

 

         

 

 

Take a look and find out for yourself! 

 

 

In addition to the online help mentioned on 

page 5, you can also access help in the 

Microsoft Excel application by clicking on  

or pressing the F1 (Function 1) 

key.  

 

See the on page 8. 
1 

http://office.microsoft.com/en-us/excel/default.aspx
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NAVIGATING EXCEL 

 

If you have a Desktop Shortcut for Microsoft Excel, double-click to open it.  

 

TIP: You may also click one time to ñselectò the shortcut ï it will turn blue and then simply press ñEnterò or 

ñReturnò if you have a hard time double-clicking. 

 

You can also access it from your Start Menu (if you do not see it, click on All Programs). 

 

Excel Terminology and Where to Click 

 

1. Microsoft Excel Help (as mentioned on previous page) 

 

2. Office Button 

3. Quick Access Toolbar 
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4. Ribbons 

5. (Ribbon) Tabs 
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The Office Button      

 

By clicking on the Office Button a menu or list of commands displays. This menu deals with files and documents: 

 

 

 

 

 

 

 

 

 

 

 

 

TIP: For users of Excel 2003, the Excel Options button 

on the bottom replaces the Options command from the 

Tools Menu.  
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The Quick Access Toolbar 

 

This toolbar allows you to access ñshortcutsò to 

many options available from the Office Button menu 

such as Open or Save. To add buttons to this 

toolbar, click on the (dropdown arrow) to see 

available buttons. 

 

Click on the button to add ï a X  

will indicate the button is on the toolbar.  
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The Ribbon Tabs 

 

Each Ribbon is represented by a Tab. The picture below shows the Home Ribbon: 

 

The following Ribbons are available: 

1. Home 

 Basic text formatting ï Font Style, Size, Bold, Underlining, etc. 

2. Insert 

 Allows you to add things such as Shapes, Tables, Pictures, Charts, Symbols, etc. 

3. Page Layout 

 Used to set up Margins, Columns, Gridlines, Headings, etc. 

4. Formulas 

 Allows you to insert Functions such as Auto Sum, Date & Time, Error Checking, etc. 

5. Data 

 Used to Import Date, Sort, Filter, etc. 
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6. Review 

 Review functions ï Spellchecker, Thesaurus, Track Changes, etc. 

7. View 

 Allows you to select Document Views, Zoom, Show Gridlines, etc. 

8. ñOthersò 

 Context-Sensitive Tabs (i.e. Picture or Table Tools) 

 Add-Ins or Additional Software Tools (i.e. Brother printer commands or Adobe Acrobat) 

FINDING YOUR WAY AROUND RIBBONS 

 

You can change Ribbons by clicking on the Ribbonôs Tab. The picture below shows the Formulas Ribbon: 
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The commands (or tasks) on a ribbon are organized by group. In the picture below you will see the ñFontò group: 

 

 

 

If a group has the following symbol  

in the lower right-hand corner, click on 

it for more options. 
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THE VIEW 

 

Document Views 

 

Several view types are available ï the most common are probably ñNormalò or ñPage Break Previewò ï you will have a 

preference for one or the other after you look at 

them.  

Normal is usually the Default; if you want to 

change the view from Normal, simply click on one 

of the other views. If you are in the Full Screen 

Reading view you will not see the Ribbons and 

Groups. To return to the Normal view, right-click 

on the blue bar above the Column Headings and 

click on Restore. 
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Zooming 

 

Often times you will want to increase or decrease the view size of the document on your screen. From the View tab you can 

choose 100% or click on the Zoon button for more options. You can also switch from a One Page view to a Two Page view. 

 

 

 

If you are not on the View tab and you want to zoom in our out, you can use the slide on the bottom ï click and drag the 

to the right to enlarge your document (zoom), or to the left to decrease. You can also click on the  

 

         or                  to move the slide. 

 

 

 

 

__ + 
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USING EXCEL 

 

Cursors, Cells, Rows & Columns 

 

 
Cursor shape You will still see the ñnormalò arrow when navigating and clicking on ribbons 

I  
Cursor shape 
 

The vertical line cursor is also in Excel when you click in a cell (or the formula bar) to type 

+ Cursor shape The cursor takes on a plus sign (block/fat) when hovering around spreadsheet 

+ 
To extend 
series or fill 

The cursor takes this shape when you drag the outside of a cell to extend a series or fill (drag inside to clear) 

 To drag data The cursor takes this shape when you drag the outside of a cell and move contents 

 

 

 

Entering Text or Data 

 

Place cursor in selected cell to 

enter/type text or data. You may use the 

Tab key or the Arrow keys to navigate 

cells. The Enter key will move your 

cursor. 

  
Cells are referred to by what row 

and what column they are in ï 

when you select a cell you will see 

the Row and Column headings 

highlighted. See ñE8ò to the left. 
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FORMATTING  

Text/Data 

 

With Excel, formatting is by cell, so it is often most helpful to enter your data and then change the text, size, color, etc. Just as 

in Word you will select what you want to change, but in Excel you will select the cell(s) which contain the text to be formatted. 

Once selected, format away! 

 

Cells 

 

Cells can also be formatted to accompany a specific type of data. You can right-click on the cell and click on ñFormat Cells . . 

.ò or you can use the buttons available on the Ribbons, such as those in the Font, Alignment or Number groups as seen in the 

picture on the next page. 

Formatting might include wrapping text in the cell, formatting a date (9/9/09 vs. 9/09/2009 vs. 9-Sept-09, etc.), aligning the text 

within a cell, adding a fill color, etc. 
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Rows/Columns 

 

Rows and columns can be adjusted (height and width) by clicking and dragging on the gridlines of the headings. If you want to 

make a row taller click on the gridline of the Numbered Row Headings and drag; click on the gridlines of the Lettered Column 

Headings and drag to make a column wider. You can also right-click on the Row(s) or Column(s) and choose Row Height or 

Column Width and adjust the value: 

TIP: On a worksheet, you can specify a column width of 0 

(zero) to 255. This value represents the number of 

characters that can be displayed in a cell that is formatted 

with the standard font (standard font: The default text font 

for worksheets. The standard font determines the default 

font for the Normal cell style.). The default column width is 

8.43 characters. If a column has a width of 0 (zero), the 

column is hidden. 

You can specify a row height of 0 (zero) to 409. This 

value represents the height measurement in points (1 

point equals approximately 1/72 inch or 0.035 cm). The 

default row height is 12.75 points (approximately 1/6 inch 

or 0.4 cm). If a row has a height of 0 (zero), the row is 

hidden. 

If you are working in Page Layout view (View tab, 

Workbook Views group, Page Layout button), you can specify a column width or row height in inches. In this view, inches are 

the measurement unit by default, but you can change the measurement unit to centimeters or millimeters (Microsoft Office 

Button, Excel Options, Advanced category). ~Excel Help 

javascript:AppendPopup(this,'xldefStandardFont_1_1')
javascript:AppendPopup(this,'xldefStandardFont_1_1')
javascript:AppendPopup(this,'xldefStandardFont_1_1')
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WORKSHEETS AND WORKBOOKS 

In Excel, the data is organized on a worksheet (spreadsheet); you can have multiple worksheets which then make up a 

workbook. Whether you have a single worksheet, or a workbook with several worksheets, it is one file (.xls or .xlsx). 

When you open/create a new spreadsheet the workbook contains 3 sheets by default (this can be changed in the Excel 

Options in the Office Button menu). These sheets are represented by tables on the bottom of the page and are named 

Sheet1, Sheet2, and Sheet3. These sheets can be formatted for ease in navigating ï such as changing the sheet name or 

even the tab color. 

 

You can navigate between sheets 

by clicking on a sheet name or using 

the arrows to the left of the first 

sheet; click on the arrows will move 

to the left or right sheet: 34The 

arrows with the vertical lines will take you to the first sheet or the 

last sheet. 

 

Right-clicking on the sheet tabs will give you options to insert, 

rename, etc. If you choose to insert a sheet, it will be inserted to 

the left of the sheet you right-clicked on. You can also click on the 

ñInsert Worksheetò tab found on the right-side of the last tab.  
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SAVING 

 

When saving, you can click on the Office Button and you will see Save and Save As options. Save As offers you the ability to 

choose what type of workbook you would like to save it as. 

 

The default is Excel Workbook is a document 

with the file extension of .xlsx.  

You may choose to save it as an Excel 97-2003 

workbook to get a file extension of .xls. Users 

with older versions can open this type of 

workbook. 

Save As also allows you to create a copy of the 

workbook (that has already been saved) and 

give it a new name. 

The Save option in the Office Button menu or 

on the Quick Access Toolbar will save in 

whatever format is the default. 
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When doing a Save As or a Save for the first time (#1 for Save or Save As, #2 for Save) you will see the following dialogue 

window: 

3. Choose where on 

your computer you 

would like to save it ï 

such as My 

Documents or a folder 

within My Documents. 

There are several 

ways to navigate your 

computer as seen in 

#3. 

4. You can create a New 

Folder while you are 

saving a workbook. 

5. Type your file name. 

You can also change 

the file type here if 

you want something 

other than the default. 

6. Click Save to finish. 

 

 

Click on Excel Options in the 

Office Button menu to 

change the default file type.  



25 
 

PRINTING 

 

Just like Saving, you can Print from the menu of the Office Button or from the Quick Access Toolbar. The icon on the Quick 

Access Toolbar will send your workbook straight to the printer using whatever defaults have been defined. Click on Print in the 

Office Button Menu to change printers or 

properties. Print Preview is always a good idea and 

can be accessed from the Office Button or the 

Quick Access Toolbar. 
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When you choose to Print from the Office Button menu you will be able to select a different printer or change properties: 
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The default printer can be set by going to Printers and Faxes from the Start Menu: 
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Right click on a printer and click on ñSet as Default Printerò to choose your default printer. The default printer will have a check 

next to it: 
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Print What? 

 

In Excel you have 

several options 

when it comes to 

printing data from 

your file. After 

selecting Print 

from the Microsoft 

Office 

Button 

menu, the Print 

window offers you 

choices. 
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PART 2 ï BEYOND THE BASICS 

EDITING 

Fill 

 

When you are entering data Excel can fill in 

cells for you with the Fill function to speed 

up the entry if there is some type of pattern 

that can be repeated. For example if you 

type Monday, you can use the Fill function 

to fill in the rest of the week for you. Click in 

the cell that contains Monday; hover over 

the bottom right-hand corner until you get + you can then click and 

drag to fill in cells (in any direction) ï notice the balloon that pops up 

showing Tuesday. You can see the fill values in the balloon. 

 

 

On the Home ribbon in the Editing group there is a Fill button ï if you 

need additional options for filling you can use the Series option on the 

menu. 
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If the values you are going to be filling can be a 

pattern (i.e. Monday ï Sunday) but you do not 

want that pattern, you can change the values. In 

the picture to the left, the days of the week 

series was filled down. After the cells have been 

filled you can change the value ï at the bottom 

right-hand corner of the selected cells you will 

see a button with an arrow indicating a 

dropdown menu. Click on the button ï Fill 

Series is selected ï choose Copy Cells instead 

and the data you entered will be copied as you 

see with the Monday series here.  
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For more help you 

can search the word 

series in the Excel 

help. There will be a 

link Excel Home > Worksheet 

and Excel table basics > 

Entering and editing data. 

There are topics and tips for 

filling in data automatically in 

worksheet cells.  
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Sorting 

 

One of the nice options with Excel is that it is very flexible with arranging the data ï the data can be sorted by any of the 

columns ï you can even do secondary sorts (for example, first sort by city, then second sort by last name). To make it the 

most flexible each piece of data should be in its own column ï such as separating the first name and last name.  

Here is a sample worksheet: 
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Select the column you wish to sort on and then click 

on the Sort & Filter button (Editing group, Home 

ribbon). 

 

 

A warning window will ask you to Expand the selection 

(that way the entire row of data that belongs to that last 

name moves 

with it in the 

sort). Click on 

Sort and your 

data will be 

sorted.  
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You can use the Custom Sort menu option to choose 

secondary sort options. For example in the list above 

the last names are in alpha order, but not the first ï so 

Karen Kirkwood comes before Amy Kirkwood. 

 

Click on the Add Level button; this will give you the 

option to ñSort byò and ñThen byò.  

 

 

Choose LAST in the Sort by 

field and FIRST in the Then 

by field to get: 
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AutoSum 

 

Excel can be used for a variety of data functions with formulas. One common function is the 

AutoSum feature ï it can be found in the Editing group on the Home ribbon and in the 

Function Library group on the Formulas ribbon. 

 

1.  Highlight the cells you wish 

to add and receive a total 

2.  Click on the AutoSum 

button 

3.  Notice the formula 

=SUM(C21:C25) in the 

Function/Formula bar 

4.  Cell C26 shows the sum of 

C21 + C22 + C23 + C24 + 

C25. 
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You can also set the 

formula to sum ñemptyò 

cells so when the data is 

entered into the cells the 

sum (formula) will already 

be there. 

 

Click in the cell you wish to 

contain the sum ï such as 

A9 here. 

 

 

 

Then you can highlight the cells you 

want to be included in the sum ï in 

this case A1 thru A8. 

 

 

As you enter number into those 

cells (and press enter/return) the 

sum will be calculated.   
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Check out 

the Help for 

more information on 

summing.  
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HEADERS 

 

 It is helpful to use headers to identify data. There can be both horizontal and vertical headers as you can see here. 
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When the spreadsheet contains a lot of data where all of the rows and columns cannot be displayed you will have to scroll 

and when you scroll down and over you can no longer see the headers which may make reading/interpreting the data difficult 

not knowing what it is. 
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You can freeze the header row and column so they stay on the screen even when you scroll. On the View ribbon there is a 

Freeze Panes button ï the menu you get when clicking on it allows you to freeze the first row and freeze the first column. 

Á To lock rows, select the row below the row or rows that you want to keep visible when you scroll.  

Á To lock columns, select the column to the right of the column or columns that you want to keep visible when you 

scroll.  

Á To lock both rows and columns, click the cell below and to the right of the rows and columns that you want to keep 

visible when you scroll. 
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Here you can still see Row 1 and 

Column A (the headers) since the 

headers have been frozen. 
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CHARTS 

 

Data in Excel can be selected and easily turned into a chart. Simply highlight/select the data (include the headers) and then 

click on the type of chart you want on the Insert ribbon. 

 

Once you have a chart, you will also have Chart Tools ï the Design, Layout and Format ribbons. 
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You can select the 

chart and then use the 

chart tools to format it 

as you like ï two 

clicks here and it 

looks completely 

different. 

 

  

Look in the Help for more tips! 
























