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Microsoft Excel

Excel definition: a software program created by

Microsoft that uses spreadsheets to organize numbers

and data with formulas and functions. Excel analysis is

ubiquitous around the world and used by businesses of

all sizes to perform financial analysis.



What is Excel used for?

The main uses of Excel include:

1. Data entry

2. Data management

3. Accounting

4. Financial analysis

5. Charting and graphing

6. Programming

7. Time management

8. Task management

9. Financial modeling

10. Customer relationship management

(CRM)

Almost anything that needs to be

organized!

Excel is typically used to organize data and perform financial analysis. It is

used across all business functions and at companies from small to large.



Understanding Workbooks

 In Microsoft Excel the data you enter, whether it consists of

numbers, text, or formulas, is stored in a file known as a

workbook. Workbooks are just like huge electronic books with

pages (or sheets) that have been ruled into columns and rows.

Before using Excel it is helpful to know what the various parts

and elements that make up a workbook are.











To save a new document:

1. Click on the File Tab and select Save As

2. Locate the storage folder in the Navigation pane

3. Type a File name and click on [Save]




