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Excel is a spreadsheet program that allows you to store, organize, and
analyze information. While you may think Excel is only used by certain
people to process complicated data, anyone can learn how to take
advantage of the program's powerful features. Whether you're keeping
a budget, organizing a training log, or creating an invoice, Excel makes it

easy to work with different types of data.

Some parts of the Excel window (like the Ribbon and scroll bars) are
standard in most other Microsoft programs. However, there are other
features that are more specific to spreadsheets, such as the formula

bar, name box, and worksheet tabs.
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Excel has a variety of viewing options that change how your workbook
is displayed. These views can be useful for various tasks, especially if
you're planning to print the spreadsheet. To change worksheet views,
locate the commands in the bottom-right corner of the Excel window

and select Normal view, Page Layout view, or Page Break view.
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Figure 1 : getting started views

e Normal view is the default view for all worksheets in Excel.
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Formulas Data Review Y Tell me... Jawier Flores
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; Frontier Kids Cookie Sales

2 [Name Address Gingersnaps Lemon Drops| Mint Whistles Macaroons Total

3 |Chris Keller 1167 Coberly Way 1 1 1 1 4

4 |Diane Whitley 1605 Bing Street Apt. 2 1 1 1 3

5 : Mick Gunderson 54 N. Kentucky Avenue 2 3 5

5 | Leilamn Mathis 200 Markham Street 5 5

7 |June Ford 3788 Lake Wales Lane 1 1 2
s:MarisoI Colon 919 Banyan Boulevard 3 4 T

9 |Lee DiMartino 1600 Bing Street Apt. 1 2 2
10 |Wade Schultz 3132 Doctors Drive 2 2 4
11 |Lance Cano 180 Denver Avenue 1 1 =] 7
12 |George Howard 3826 George Street 1 1 1 3
13 |Eric Lombard 1012 Spruce Drive 2 3 =]
14 |Joseph Trammell 2004 Thompson Drive 5 5
15 |Manuel Gallo 3237 Willow Oaks Lane 1 1 2i[~
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Figure 2 : normal view

e Page Layout view displays how your worksheets will appear when

printed. You can also add headers and footers in this view.
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Figure 3 :page layout view




e Page Break view allows you to change the location of page breaks,

which is especially helpful when printing a lot of data from Excel.
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Figure 4 : page break view

Cell Basics:

Whenever you work with Excel, you'll enter information or content into
cells. Cells are the basic building blocks of a worksheet. You'll need to
learn the basics of cells and cell content to calculate, analyze, and

organize data in Excel.

Understanding cells:

Every worksheet is made up of thousands of rectangles, which are
called cells. A cell is the intersection of a row and a column. In other

words, it's where a row and column meet.




Columns are identified by letters (A, B, C), while rows are identified by
numbers (1, 2, 3). Each cell has its own name or cell address based on
its column and row. In the example below, the selected cell intersects

column C and row 5, so the cell address is C5.
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Figure 5 : intro cell

Note that the cell address also appears in the Name box in the top left
corner, and that a cell's column and row headings are highlighted when

the cell is selected.

You can also select multiple cells at the same time. A group of cells is
known as a cell range. Rather than a single cell address, you will refer to
a cell range using the cell addresses of the first and last cells in the cell
range, separated by a colon. For example, a cell range that included
cells A1, A2, A3, A4, and A5 would be written as A1:A5. Take a look at

the different cell ranges below:

1. Cell range A1:A8
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Figure 6 : cell rangel

2. Cell range A1:F1
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Figure 7 : cell range2

3. Cell range A1:F8
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Figure 8 : cell range3

To select 3 cell:

To input or edit cell content, you'll first need to select the cell.




1. Click a cell to select it.
2. A border will appear around the selected cell, and the column
heading and row heading will be highlighted. The cell will remain

selected until you click another cell in the worksheet.
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= INSURAMNCE GROUP
4 |Department First Mame Last Mame User Name Part 1 Part 2>
5 | Sales Walter Rivera wrivera b4 »
& |Sales Heidi Lea - b
7 | Claims losie Gates x X
8 |Accounting Wendy Crocker b4 x
2 |Accounting Loretta Johnson I == |><
10 | Sales Walter Rivera -
11 | Claims Misty wWhitfield X
12 | Marketing Matilda Lewis b
13 |[Accounting Elizabeth Hicks -
14 (HR Alwin Rios -
15 [HR Briamn Gaines x
16 | Sales Megan Bosworth b
17 | Claims Maria Menzies -
18 | Claims Micheal Russell x
19
Figure 9 : select cell

Sometimes you may want to select a larger group of cells, or a cell

range.

1. Click and drag the mouse until all of the adjoining cells you want
to select are highlighted.
2. Release the mouse to select the desired cell range. The cells will

remain selected until you click another cell in the worksheet.
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. INSURANCE GROUP
4 Department First Name Last Name
5 |Sales Walter Rivera
& |Sales Heidi Lee
7 |Claims Josie Gates
8 |Accounting |Wendy Crocker
2 |Accounting Loretta Johnson
10 |Sales Walter Rivera
11 | Claims Misty Whitfield
12 | Marketing Matilda Lewis
13 |Accounting Elizabeth Hicks
14 |HR Alvin Rios
15 |HR Brian Gaines
16 | Sales Megan Bosworth
17 | Claims Maria Menzies
18 | Claims Micheal Russell Y 1
19
Figure 10 : select range of cells
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Any information you enter into a spreadsheet will be stored in a cell.

Each cell can contain different types of content, including text,

formatting, formulas, and functions.

e Text: Cells can contain text, such as letters, numbers, and dates.

e Formatting attributes: Cells can contain formatting attributes that

change the way letters, numbers, and dates are displayed. For




example, percentages can appear as 0.15 or 15%. You can even
change a cell's text or background color.
e Formulas and functions: Cells can contain formulas and functions

that calculate cell values.

To insert content:

1. Click a cell to select it.
2. Type something into the selected cell, then press Enter on your
keyboard. The content will appear in the cell and the formula bar.

You can also input and edit cell content in the formula bar.

To delete (or clear) cell content:

1. Select the cell(s) with content you want to delete.
2. Select the Clear command on the Home tab, then click Clear

Contents.
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Figure 11 : clear command

3. The cell contents will be deleted.




To delete cells:

There is an important difference between deleting the content of a cell
and deleting the cell itself. If you delete the entire cell, the cells below it

will shift to fill in the gaps and replace the deleted cells.

1. Select the cell(s) you want to delete.

2. Select the Delete command from the Home tab on the Ribbon.

Maormal Bad mm o {:}' Zﬁkutnsurr
-] B I Fill =
Good MNeutral Insert Delete Format
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Figure 12 : delete command

3. The cells below will shift up and fill in the gaps.

To conv and naste cell content:

Excel allows you to copy content that is already entered into your
spreadsheet and paste this content to other cells, which can save you

time and effort.

1. Excel allows you to copy content that is already entered into your
spreadsheet and paste this content to other cells, which can save
you time and effort.

2. Click the Copy command on the Home tab, or press Ctrl+C on your

keyboard.
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Figure 13 : copy command

3. Select the cell(s) where you want to paste the content.
4. Click the Paste command on the Home tab, or press Ctrl+V on

your keyboard.
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Figure 14 : Paste command

5. The content will be pasted into the selected cells.

To cut and paste cell content:

Unlike copying and pasting, which duplicates cell content, cutting

allows you to move content between cells.

1. Select the cell(s) you want to cut.
2. Right click the mouse and select the Cut command. You can also

use the command on the Home tab, or press Ctrl+X on your
keyboard.




3. Select the cells where you want to paste the content. for example,
we'll select F10:F11. The cut cells will now have a dashed box
around them.

4. Right-click the mouse and select the Paste command. You can also
use the command on the Home tab, or press Ctrl+V on your
keyboard.

5. The cut content will be removed from the original cells and pasted

into the selected cells.

Instead of cutting, copying, and pasting, you can drag and drop cells to

move their contents.

1. Select the cell(s) you want to move.

2. Hover the mouse over the border of the selected cell(s) until the
mouse changes to a pointer with four arrows.

3. Click and drag the cells to the desired location.

4. Release the mouse. The cells will be dropped in the selected

location.
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If you're copying cell content to adjacent cells in the same row or
column, the fill handle is a good alternative to the copy and paste

commands.




1. Select the cell(s) containing the content you want to use, then

hover the mouse over the lower right corner of the cell so the fill

handle appears.

G12 -

INSURANCE

Department
Sales

Claims
Accounting
Accounting
10 | Claims
11 |Marketing
12|Accounﬁng
13 (HR
14 |HR
15 |Sales
16 |Claims

3
4
5
6 | Sales
-
3
9

17 |Claims
18

are selected.

First Mame

Walter
Heidi
Josie
Wendy
Loretta
Misty
Matilda
Elizabeth
Alvin
Brian
Megan
Maria
Micheal

GROUP

J= X

User Name
wrivera

Last Name
Rivera
Lee

Gates
Crocker
lohnson
Whitfield
Lewis
Hicks

Rios
Gaines
Bosworth
Menzies
Russell

Figure 15 : fill select cell

Part1
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Part 2

G
Part 3
X
X
X

. Click and drag the fill handle until all of the cells you want to fill




Leadership Training
6-Part Series

5 INSURANCE GROUP

Z Department First Mame Last Mame User Name Part1 Part 2 Part 2
5 |Sales Walter Rivera wrivera H 4 H 4 H 4
& |Sales Heidi Lee x x

7 |Claims Josie Gates 4 4 4
8 |Accounting Wendy Crocker b4 b4

9 |Accounting Loretta Johnson x x x
10 | Claims Misty wWhitfield b4 On hold

11 |Marketing Matilda Lewis b4 On hold
12 |Accounting  Elizabeth Hicks x x X
13 |HR Aldvin Rios x x

14 |HR Brian Gaines x x

15 |Sales Megan Bosworth x x

16 |Claims Maria Menzies x x

17 |Claims Micheal Russell x x

18 |

19

Figure 16 : cells fill down

Release the mouse to fill the selected cells.
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Leadership Training

6-Part Series

£ INSURAMNCE GROUP

Z Department First Name Last Mame User Mame Part1 Part 2 Part 2
5 |Sales Walter Rivera wrivera x x x
& |Sales Heidi Lea b4 b4

7 | Claims Josie Gates b b b
8 |Accounting Wendy Crocker x x

9 |Accounting Loretta Johnson b4 b4 b4
10 | Claims Misty wWhitfield o COn hold
11 |Marketing Matilda Lewis x On hold
12 |Accounting Elizabeth Hicks b4 b4
13 |HR Advin Rios b b
14 |HR Brian Gaimes b4 b4
15 | Sales Megan Bosworth x x
186 | Claims Maria Menzies b4 b4
17 | Claims Micheal Russell b b

18

15 |

Figure 17 : fill cells done
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The fill handle can also be used to continue a series. Whenever the
content of a row or column follows a sequential order, like numbers (1,
2, 3) or days (Monday, Tuesday, Wednesday), the fill handle can guess
what should come next in the series. In most cases, you will need to
select multiple cells before using the fill handle to help Excel determine

the series order. Let's take a look at an example:

1. Select the cell range that contains the series you want to
continue.
2. Click and drag the fill handle to continue the series.

E4 - I Part 1

A B Z D E F G H

INSURANCE GROUP

4 |Department  First Name Last Name User Name |Part1 Part 2 Part3 |

5 |Sales Walter Rivera wrivera ® X X a
6 |Soles Heidi Lee X X

7 |Claims Josie Gates X X X
8 |Accounting Wendy Crocker X X

9 |Accounting Loretta Johnson X x x
10 |Claims Misty Whitfield X On hold

11 |Marketing Matilda Lewis X On hold
12 |Accounting Elizabeth Hicks X X X
13 HR Alvin Rios X X X
14 |HR Brian Gaines X X X
15 |Sales Megan Boswaorth X X X
16 |Claims Maria Menzies X X X
17 | Claims Micheal Russell X X X

Figure 18 : cells fill series

3. Release the mouse. If Excel understood the series, it will be

continued in the selected cells.

Part &




Modifying Columns, Rows, and Cells:

every row and column of a new workbook is set to the same height and
width. Excel allows you to modify column width and row height in

different ways, including wrapping text and merging cells.
To modify column width:

1. Position the mouse over the column line in the column heading so
the cursor becomes a double arrow.

2. Click and drag the mouse to increase or decrease the column

width.
c1 e S - .
Width: 40.13 (326 pixels)
| A | B C i + D
. |Customer Contact List
COMPANY NAME CONTACT NAME  (BILLING ADDRESS
2
3 |Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD|605-555-6435  jake@:
4 | Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, [|603-555-2460  katie.sl
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, K{913-555-3928  yuenp!
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek|316-555-3256  feliciad
7 |Mass Airlines Miranda Lawson  |5316 Colonial Pkwy Esterhazy, NM |575-555-9255  mlaws
8 |Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corne|360-555-3422  info@r
9 |Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Villag|605-555-4495  jtorran
101 Rilew Rarden Sonnbe Vivira da Silva 2548 Thundar Rranl Cir Gravite W 2AN-555-4220 wvivicad

Figure 19 :columns width

3. Release the mouse. The column width will be changed.
To modify row height:

1. Position the cursor over the row line so the cursor becomes a

double arrow.




2. Click and drag the mouse to increase or decrease the row height.

A B C

Customer Contact List

COMPANY NAME
2 LHeight: 21,50 (42 pixels)
3.

CONTACT NAME  BILLING ADDRESS

4 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

5 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
g Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208

7 | Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
a |Mass Airlines Miranda Lawson 53716 Colonial Pkwy Esterhazy, NM 88431

Figure 20 : row height

3. Release the mouse. The height of the selected row will be

changed.
To modifv all rows or columns:

Instead of resizing rows and columns individually, you can modify the
height and width of every row and column at the same time. This
method allows you to set a uniform size for every row and column in

your worksheet. In our example, we will set a uniform row height.

1. Locate and click the Select All button just below the name box to
select every cell in the worksheet.

2. Position the mouse over a row line so the cursor becomes a
double arrow.

3. Click and drag the mouse to increase or decrease the row height,
then release the mouse when you are satisfied. The row height

will be changed for the entire worksheet.




Insertine and hidine:

After you've been working with a workbook for a while, you may find
that you want to insert new columns or rows, delete certain rows or

columns, move them to a different location in the worksheet, or even

hide them.

To insert rows:

1. Select the row heading below where you want the new row to

appear.
2. Click the Insert command on the Home tab.

Contacts - Excel

.:::: Tell me what you want to do...

General - l;h Q EEE Ex il E' ‘%Y

. $ - g »  f0 a0 Conditional Formatas Cell Insert Delete Format Sort &
' © Formatting~ Table~ Styles~ © = = — 7 Filter~
a MNumber a Styles Cells Editing

Figure 21 : insert row command

3. The new row will appear above the selected row.
To insert columns:

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

column to appear.
2. Click the Insert command on the Home tab.
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EMAIL ADDRESS

605-555-6435 |jake@adventureoutfitters.com

G032-555-2460 |katie.stark@ariarealestate.com

Figure 22 : insert coluams command

3. The new column will appear to the left of the selected column.

Wrappinge text and merging cells:

Whenever you have too much cell content to be displayed in a single
cell, you may decide to wrap the text or merge the cell rather than
resize a column. Wrapping the text will automatically modify a cell's
row height, allowing cell contents to be displayed on multiple lines.
Merging allows you to combine a cell with adjacent empty cells to

create one large cell.

To wrap text in cells:

1. Select the cells you want to wrap.
2. Click the Wrap Text command on the Home tab.




Contacts - Excel

Formulas Data @ Tell me what you ws
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Clipboard = Font = Alignment [} Mumber
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A , B C D

. |Customer Contact List
B COMPANY NAME CONTACT NAME BILLING ADDRESS FAX
=

Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaf|605-555-8495
3]

Aria Real Estate Katie Stark 971 Cinder Butterfly St St|603-555-3478
4|

Bishop Research William Bell 2201 Treasure Ct Ste 301|206-555-2305
i

Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Tv|213-555-3461
6]

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whis|216-555-3454
7]

Mass Airlines Miranda Lawson 5316 Colonial Pkwy Ester|575-555-2376
i

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rod|605-555-4495
9

Figure 23 : wrap command

3. The text in the selected cells will be wrapped.
To merge cells using the Merge & Center command:

1. Select the cell range you want to merge.
2. Click the Merge & Center command on the Home tab.

3. The selected cells will be merged, and the text will be centered.

To access additional merge options:




If you click the drop-down arrow next to the Merge & Center command

on the Home tab, the Merge drop-down menu will appear.
From here, you can choose to:

e Merge & Center: This merges the selected cells into one cell and
centers the text.

e Merge Across: This merges the selected cells into larger cells while
keeping each row separate.

e Merge Cells: This merges the selected cells into one cell but does
not center the text.

e Unmerge Cells: This unmerges selected cells.




