Excel Basics
Today we will:


Create a New Spreadsheet


Adjust & Insert Columns and Rows

Enter data


Edit text


Format Cells
If time we will: 

Insert a Simple Formula


Sum & Fill Down Functions

Create a New Spreadsheet

Open Excel (Program Files, Microsoft Office, Excel) 

A blank sheet should open up (if not go to file, new & choose blank workbook)
Basic layout
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Standard and Formatting Toolbars

 Each box is called a cell
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Rows
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One Book or file can have multiple spreadsheets. Use the tabs at the bottom left to toggle between sheets.

Adjust & Insert Columns and Rows 

You can adjust the width of columns or height of rows in a few of ways. 

1. Move your cursor over the line you want to move near the top or left side (where the letter or number labels are for the columns and rows). You will notice the cursor turns into a line with arrows pointing away from the center. Click and drag the line to the desired new width or height. 

2. If you want a few (or all) rows or columns to be the same width you can enter it manually. Click and drag the mouse over the rows or columns you want to adjust so they become highlighted. Once they are highlighted go to Format and choose Row or Column (you have to adjust one at a time). Type a new number for your height or width. You may need to adjust a couple times to get the desired size. 

3. A third option is to have Excel auto adjust the height and/or with to match the text you have entered. Again go to Format and choose Row or Column but then choose AutoFit.

To insert a row or column, click on the cell that follows where you want to add the row or column. Go to Insert and choose Row or Column. 
Enter Text & Data

[image: image7.png]| Microsoft Excel - Book1

i@l He Eh Wow Dnet Famat ook

Data

¥4 Reply ith Changes.

window  Help

End Reven.

Type 3 question for help

Y

c2 - A what | am typing will appear above
A B D E F G H J M N [N
et Tarm typing il appear above
Format Cells
Number | algnmert | Font || Border || patters | protection |
Presets e
Sl
None
tone  Quine
ol
sutomatc V)
The selected border styls can be appled by clcking the presets, preview
iagram or the buttons above,
Cancel
i« » w)\Sheet1 {Sheet2 / Shesta 1< I
Ready ]




Click on the cell where you want to the number or text to be and start typing!

You will notice as you type that when you are in a cell typing or entering a function, it will appear in the box above the spreadsheet. 

Sometimes you want the text to extend over more than one column of data (like a heading), you can merge cells by clicking on the Merge and Center box in your Formatting Toolbar 
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Edit text
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Editing text in Excel is very similar to word. You can use the Formatting Toolbar to change the Style, Size, Font, Alignment, text color, etc. These options are also available under the Format Cell option. 
Format a Cell

Highlight the cell or cells you want to format.

Go to Format, Cells and a dialog box will open. 

Number (the number of decimal places or adding symbols for currency)
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Alignment   Within each cell, you can adjust how the text is aligned. You can also adjust the angle of text, wrap the text to fit in the box, shrink to fit & merge cells. 


	Font Your basic font options.
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	Border 

The light gray borders around each cell are only for your working document. They will not show up when you print unless you add a border. Highlight what cells you want to border then choose the style and color you want on the right. Click on Outline to surround the cells you selected or Inside to add the inner grid. If you want one line to be different than others, click on the individual line under where is says Border.   
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	Pattern

You can add a color, pattern or shading behind selected cells. 




Insert a Simple Formula
Formulas always start with = 

You can add, subtract, multiply or divide between cells. 

After you have entered the number you want to use, click on the cell where you want the answer to go.  Type = then the coordinates for the cells you want to use and the operation you want calculated. 

Ex. = B3+C3 will add the numbers 45 and 34 and put the answer in cell D3


You will notice what I am typing also appears in the function bar.

Once I press Enter, the formula is replaced by the answer. The formula still appears in the function bar above. 
This also works with subtraction = B3-C3   multiplication = B3*C3   and division   = B3/C3   
Sum & Fill Down Functions

Sum allows you to add a series of cells (in a row or column). 
You will again start with = but write SUM then use a colon : between the first cell and the last cell you want to add. 

Example: 

=SUM(B3:B8)

Fill Down 

If you want to repeat a function or formula you don’t have to type it in (or copy & paste) for each additional cell. 

Click on the cell where the formula was entered. Move the mouse to the bottom right corner until you see a + sign instead of the cursor. Click on this corner and drag as far as you want the formula to continue. When you let go cells should be calculated. 

Want to learn more on your own? 

Office On-Line Training http://office.microsoft.com/en-us/training/CR061831141033.aspx 

Internet 4 Classrooms On-Line Practice Modules  http://www.internet4classrooms.com/on-line.htm 
Lynda On-Line Training Library http://www.lynda.com/  ($250 a year or $25 a month) 

If you have any questions, please let me know! 

Lisa  Garofalo

lgarofalo@elllingtonschools.net 

896-2339 x131 EMS

896-2322  CLS
Created by L. Garofalo 1/15/08


