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1.What is Excel?
Excel is a spreadsheet program, a that helps organize, summarize, and calculate data. Spreadsheets
are an everyday part of many professions, including accounting, statistical analysis, and project
management, you can use Excel for all sorts of tasks involving numbers such as budgeting, sales
analysis, forecasting, charting and graphing, Excel is a tool used to perform calculations with
numbers, so That can perform any calculation operation can be done in the Excel.
To start Microsoft Excel:
1. Click the Windows Start button
2. Click All Programs
3. Click Microsoft Office
4. Click Microsoft Excel 2010

1.1. Workbooks:
When Excel is opened, a workbook appears with three worksheets. Each worksheet contains

columns and rows. There are 1,048,575 rows and 16,384 columns. The combination of a
column coordinate and a row coordinate make up a cell address. For example, the cell located
in the upper left corner of the worksheet is cell A1, meaning column A, row 1. The cell address
is visible in the Name Box.

Place your cursor in the first cell, Al. The formula bar will display the cell address in the
Name Box on the left side of the Formula Bar. Notice that the address changes as you move
around the sheet. You can easily move from cell to cell by pressing tab or using the arrow

A cell can contain any of the following:
« A number (and any associated punctuation, such as decimal points, commas, and currency
symbols).
« Text (including any combination of letters, numbers, and symbols that aren't number-related).
. Aformula, which is a math equation.
« A function, which is a named equation that shortcuts an otherwise complex operation.
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1.2. Microsoft Excel 2010 Layout:

Excel is a spreadsheet program that manipulates, graphs, and analyzes numeric data. Common
uses for Excel are: budgets, grade books, address lists, or simple inventories.

The Quick Access Toolbar is a customizable shortcut menu to

commonly used commands. It’s visible no matter which tab is
selected.
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A row is the line of cells from the
left to the right of the page. Rows
are numbered.

A column is the vertical line of cells from the top to
the bottom of the page. Columns are alphabetized.
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The Ribbon contains the commands. It has multiple tabs that have their own groups of commands. Some
groups have an arrow at the bottom-right corner that will reveal more options once clicked.
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1.3. Columns, Rows, Cells, and Ranges:

Columns, rows, and cells are the most fundamental components of a work sheet.
e A column: is a vertical series of adjacent cells from top to bottom.
e A-row: is a horizontal series of cells from left to right.
e A cells: is an individual rectangle anywhere in the grid area of a worksheet.

1.3.1. The Active Cell

Every cell in your spreadsheet has a name or reference that can be formed by a letter-
number combination, e.g. A5, D6.

When you select a cell in an Excel worksheet, it becomes enhanced with a thicker border.
The cell you have chosen is now the active cell, and its name or reference is the cell
column letter followed by the cell row number. In this image, cell G4 is the active cell.
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The column letter and row number of the active cell are displayed in the Name Box near
the upper left corner of the Excel grid.

If you enter text or numbers into the Formula Bar (shown below), the , page layout, page
layout , page layout or number that you type will also be entered into the active cell.

£ |

1.3.2. Entering Text
Any items that are not to be used in calculations are considered, in Excel’s terminology, labels.
This includes numerical information, such as phone numbers and zip codes. Labels usually include
the title, column and row headings.
To Enter Text/Labels:
1) Click in acell.
2) Type text.
3) Press Enter.

1.3.3. Modifying Columns, Rows, & Cells:
When you first open an excel workbook, the cells, rows, and columns appear to have a set size.

You can easily modify the default sizes, as well as add and delete.
1.3.4. Changing Column Width:

1. Position your mouse over the column border in the top
column heading. Your mouse pointer should change from
a white cross &2 , to a double arrow*.

2. Click and drag the column line to the right to increase the
width.

3. Release the mouse button. The column width will remain
where you release.

Tip! If you see hashtags (#######) in a cell, it means the column is not wide enough to
display the cell’s content. Continue to increase the width to show the cell’s data.

1.3.5. AutoFit Column Width:
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4. Select the column(s) you would like to automatically
adjust column width to fit cell data. Select column(s) by
click and dragging across the column heading.

5. Click the Format command on the Home Tab. The
Format drop- down menu appears.

6. Select AutoFit Column Width.

1.3.5. Changing Row Height:

1. Position your mouse on a row border in the first column where the rows are numbered.
The white cross &? will change to a double arrow. +

2. Click and drag the arrow downward/upward to increase the row’s height.

3. Release the mouse and the row height will remain where the mouse

was released.

1.3.6. Insert Rows:

1. Select the row below where you want the new row to appear. Select the entire row
by clicking on the numbered row heading. Zéfa‘r;;;z",;;;;r‘ 10
13 5tone, Melissa

10
14 |Vega, Nelly 10

~l

Ln

Click on the row number to select the entire row

Ln

2. Click the Insert command on the Home tab.
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1.3.7. Insert Columns:

1. Select the column to the right of where you want the new column to appear. For

example, ifyou want a new column between C and D, select column D.
2. Click the Insert command on the Home tab (same button used to insert rows).
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Tip: When inserting rows and columns, make sure you select the entire row or column by clicking on
its heading (numbers for rows & letters for columns). If you only select a cell, then only a new cell
will be created

1.4.  Formatting Text, Numbers, and Cells Selecting/Moving Rows or Columns:
-To select an entire row, click on the number of the row in the gray column on the left.
- To select an entire column, click on the letter of the column in the gray row at the top.
-To move the entire row or column select entire row, hold down the shift key, click on row/column
line and drag it to the d

1.5. Wrapping Text and Merging Cells:

When a cell contains more text than can be displayed, you can choose Address 5
to wrap the text within the cell or merge empty cells together. 312 T"GW Lane,
Camden, MJ
51 Charles Street,
Wrapping text makes the information display on multiple lines down, Jennings, Wi )
. . . . - 11001 Vanguar
and merging cells will combine cells creating one big space for text. N Bimn, A
1.5.1. To Wrap Text: 2 Jacob Street, St.
1.Select the cells you would like to wrap text. IClaire, M
2.Select the Wrap Text command on the Home tab. =

Address Sca
312 Willow Lane, Camd

51 Charles Street, Jenni
11001 Vanguard Avenu

2 Jacob Street, 5t. Clairg]

3.The text in the selected cells will be wrapped.

= Wrap Text Ger

i
]

=ad Merge & Center = | § ot

Tip! If you change your mind, click Wrap Text again to undo
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1.6. Copying Formula:

= click on the cell that has the formula you want to copy. go to the bottom right hand corner
and get the black cross symbol.

= click the left mouse button and drag down through the rest of the rows and let go of the
mouse. This will copy the formula down for the rest of the names.

1.7. To Clear a Cell Format:
1) Click in the cell that contains formatting
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2) Click the drop-down arrow next to the Clear button on the Home tab in the Editing group
3) Click Clear Formats
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