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Learning Objectives

Understand and apply the following skills:

 Explore and identify MS Excel user interface elements.

Moving around worksheets.

Selecting cells, rows, and columns.

Editing & formatting worksheets.
Inserting & deleting rows and columns.
Deleting rows & columns.

Changing row heights & column widths.
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Outlines
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MS Excel 2010 Interface
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Selecting Cells, Rows, and Columns
Editing & Formatting Worksheets
Formatting Numbers

Inserting Rows and Columns
Deleting Rows and Columns
Changing Row Heights
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A spreadsheet: is a table of values arranged in rows and columns; the intersection
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Introduction

of a Row & Column is called a Cell.

e Each cell can have a predefined relationship to the other cells.

e |f you change the value of one cell, the values in the other cells may also be
changed according to their relationships with that cell.

My Expenses Table

Expense Type |OctoberNovember|December| Total | Average | Over Budget

Tutions 0 0 0 0 0

Books 0 26.5 0 26.5 | 8.833333333

Rents 625 625 625 1875 625

Food 900 800 475 2175 725 no
Transportaion 79 150 100 320 | 109.6666667

Other 55 136 37 278 | 92.60666667

Total 1659 1737.5 1287 4683.5 | 1561.166667




/ \\ ——
Introduction

Excel is the MS-Office Application program used for creating
spreadsheets.

You can use Excel to enter all sorts of data and perform financial,
mathematical, or statistical calculations.

Excel operates like other MS Office programs and has many of the
same functions and shortcuts as MS Word & MS PowerPoint.

Excel is more widespread, quick, and easy.

Excel file extension ( .xlIsx).
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MS Excel 2010 Interface

A . ™ SE111-Excel Tra S Vicroso CE
m Home Insert Page Layout Formulas Data Review View & e o = 23
; - - = & (Rt . =,
& cut Calibri Y AN S==® T - = "l T Autosum - E?a
=3 Copy A == = | &&= sE = F t o Find & | T lat
B I U~ | EEE | EEE -ad] $ 9 ’ et orma ind & ranslate
J = - - ; - &2 Clear - Select | Document
Clipboard . Font . Alignment Number Styles Cells Editing
Al - IR N
A B C D E F G H | ] K L M N o} P Q R ) T u W :

Sheet tabs: each tab represents a different worksheet in the workbook.

An Excel file or a workbook: is composed of a number of
worksheets (could be more than 200)
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MS Excel 2010 Interface
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Active Worksheet

Sheet tabs: each tab represents a different worksheet in the workbook.

An Excel file or a workbook: is composed of a number of
worksheets (could be more than 200)
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Sheet tabs: each tab represents a different worksheet in the workbook.

An Excel file or a workbook: is composed of a number of
worksheets (could be more than 200)
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0 Sheet tabs: each tab represents a different worksheet in the workbook.

= An Excel file or a workbook: is composed of a number of
p worksheets (could be more than 200)




Row headers

MS Excel 2010 Interface
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Column headers

The Active Cell: is the selected cell, and has a thicker black
border around it.

Active Worksheet
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Sheet tabs: each tab represents a different worksheet in the workbook.

worksheets (could be more than 200)
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Row headers

MS Excel 2010 Interface

The Name Box: displays the active cell address or the name of the selected cell, range, or object.
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The Active Cell: is the selected cell, and has a thicker black
border around it.
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Sheet tabs: each tab represents a different worksheet in the workbook.

An Excel file or a workbook: is composed of a number of
worksheets (could be more than 200)
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Row headers

MS Excel 2010 Interface

The Name Box: displays the active cell address or the name of the selected cell, range, or object.
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Formula Bar: displays the data or formula stored in the

Column headers

active cell.

The Active Cell: is the selected cell, and has a thicker black
border around it.

Active Worksheet
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Sheet tabs: each tab represents a different worksheet in the workbook.

worksheets (could be more than 200)

An Excel file or a workbook: is composed of a number of
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There are various ways to navigate through a worksheet:
e Use the mouse and the scroll bars to scroll through the worksheet in any direction.

e Use the navigational keys on the keyboard:
- Down arrow or Enter: for moving the active cell one cell down.
- Up arrow or Shift+ Enter: for moving the active cell one cell up.
- Right arrow or Tab: for moving the active cell one cell to the right.
- Left arrow or Shift+Tab: for moving the active cell one cell to the left.
- Page Down for moving the active cell down one page.
- Page Up: for moving the active cell up one page.
- Alt+Page Down: for moving the active cell right one page.
- Alt+Page Up: for moving the active cell left one page.
- Ctrl+Home: for moving the active cell to cell Al.
- Ctrl+End: for moving the active cell to the last used cell in the worksheet.

e You can also navigate to a specific cell in the worksheet by entering its address in the Name
box, and then pressing Enter.



Selecting Cells, Rows,;and Columns
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 To select a single cell, just click on it.
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Selecting Cells, Rows;and Columns
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 To select a single cell, just click on it.

I
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 To select a range of cells, click the first cell that you want
to include in the range, hold down the Shift key, and then
click the last cell in the range. Or, drag from the first cell
in the range to the last cell.

NOTES:

- When a range is selected, every cell in the range is
highlighted, except for the active cell.

- You can deselect a range by pressing any arrow key or
by clicking any cell in the worksheet.

= T L I Y < A




Selecting Cells, Rows;and Columns
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 To select a single cell, just click on it.
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 To select a range of cells, click the first cell that you want
to include in the range, hold down the Shift key, and then
click the last cell in the range. Or, drag from the first cell
in the range to the last cell.

NOTES:

- When a range is selected, every cell in the range is
highlighted, except for the active cell.
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- You can deselect a range by pressing any arrow key or
by clicking any cell in the worksheet.

 To select nonadjacent cells or ranges, select the first cell
or range, hold down the Ctrl key, and then select the other
cells or ranges.
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Selecting Cells, Rows;and Columns
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* To select a single row or column, click the header of the row or column that you want to

select. c - :

4
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* To select multiple adjacent rows or columns, click the header of the first row or column
that you want to select, hold down the Shift key, and then click the header of the last row or
column. Or, drag across the headers of the rows or columns that you want to select.

» To select multiple nonadjacent rows or columns, hold down the Ctrl key, and then click the
headers of the rows or columns that you want to select.

* To select all cells in a worksheet, click the Select All button in the upper-left corner of the
worksheet. Or, press Ctrl+A.



//Editing & Formatting'Worksheets

 The simplest way to add data to a worksheet is to select a cell and enter data.

» A cell can contain a maximum of 32,767 characters and can hold any of three basic types of
data: text, numbers, or formulas.

E8 - fr | =B8+C2+D8

A B C D E
1 My Expenses Table
2 October November December Total
3 |Tutions 1] 1] 1] 1]
4 |Books 0 26.5 0 26.5
3 |Rents 625 625 625 1875
6 Food 900 200 475 2175
7 Transportaion 79 150 100 329
8 Other 55 136 a7 2?-'3'




Editing & Formatting Worksheets

* MS Excel shares a lot of features with MS Word and PowerPoint.

* Moving and copying cells, and copying cell formats can be done using the Copy, Cut,
Paste, Format Painter buttons in the Clipboard group, on the Home tab.

 Formating cells and cells contents can be done using the Mini Toolbar or the Paragraph
group, on the Home tab.

« Aligning, indenting, wrapping, rotating, and merging can be done using the Aligmnet
group, on the Home tab.

» Style changing can be done, using the Styles group, on the Home tab.

My Expenses Table

October (November [December | Total
Tutions 0 0 0 0
Books 0 26.5 0 26.5
Rents 625 625 625 1875
Food 900 800 475 2175
Transportaion | 79 150 100 320
Other 55 136 87 278
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General -

To format numbers, select the cell that you want to format, on the Home tab, in the
Number group, do one of the following: $ -

.0 .00
% .00 3.0

Number

* Click the Accounting Number Format button to display the number with a
dollar sign.

NOTE: You can select a different currency symbol by clicking the Accounting
Number Format arrow and selecting the desired symbol from the menu.
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To format numbers, select the cell that you want to format, on the Home tab, in the ™=
Number group, do one of the following : $ % |0 6%

Number

* Click the Accounting Number Format button to display the number with a
dollar sign.

NOTE: You can select a different currency symbol by clicking the Accounting
Number Format arrow and selecting the desired symbol from the menu.

* Click the Percent Style button to convert the number to a percentage and display
It with a percent sign.



Formatting Numbers
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To format numbers, select the cell that you want to format, on the Home tab, in the
Number group, do one of the following :

* Click the Accounting Number Format button to display the number with a
dollar sign.

NOTE: You can select a different currency symbol by clicking the Accounting
Number Format arrow and selecting the desired symbol from the menu.

* Click the Percent Style button to convert the number to a percentage and display
It with a percent sign.

* Click the Comma Style button to display the number with comma separators and
two decimal places.

General

$ - g

Number



Formatting Numbers
/ \g\

To format numbers, select the cell that you want to format, on the Home tab, in the
Number group, do one of the following :

* Click the Accounting Number Format button to display the number with a
dollar sign.

NOTE: You can select a different currency symbol by clicking the Accounting
Number Format arrow and selecting the desired symbol from the menu.

* Click the Percent Style button to convert the number to a percentage and display
It with a percent sign.

* Click the Comma Style button to display the number with comma separators and
two decimal places.

NOTE: You can access additional number formats from the Number Format
menu

/

/V
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$ - % | %G osh

Number

General

Mo specific format

MNumber

Currency

Accounting

Short Date

Long Date

Time

Percentage

Fraction

Scientific

Text

More Number Formats...



Formatting Numbers

To format numbers, select the cell that you want to format, on the Home tab, in the
Number group, do one of the following :

—
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* Click the Accounting Number Format button to display the number with a
dollar sign.

NOTE: You can select a different currency symbol by clicking the Accounting
Number Format arrow and selecting the desired symbol from the menu.

* Click the Percent Style button to convert the number to a percentage and display
It with a percent sign.

* Click the Comma Style button to display the number with comma separators and
two decimal places.

NOTE: You can access additional number formats from the Number Format
menu

To change the number of decimal places, select the cell that you want to format,
and then on the Home tab, in the Number group, do one of the following:

* Click the Increase Decimal button to increase the number of decimal places.

» Click the Decrease Decimal button to decrease the number of decimal places.

General -

$ - % | % a0

Number

ABRC General
123 Mo specific format
12 Mumber
T Currency
==
| Accounting
SH=1
Short Date
i
HEEcE

Long Date

Time

t? Percentage

| 1/2 Fraction

2 Scientific

Text

More Number Formats...



Inserting-Rows and Columns ==

To insert a row:

I 1 [ |

1. Select the row above which you want to insert a new row. o B e
- — ] Fil
2.0n the Home tab, in the Cells group, click the Insert arrow, and then click B Ot T 5

Insert Sheet Rows. S Insert Cells...

+H3

NOTE: You can also insert a row by right-clicking the header of the row above ™| Insert Sheet Rows
which you want to insert the new row, and then clicking Insert on the shortcut i | e heniomn

&
menu. Bl Insert Sheet



Inserting Rows and Columns ===

To insert a row:

[y e—y

1. Select the row above which you want to insert a new row. || i h E i,
2.0n the Home tab, in the Cells group, click the Insert arrow, and then click B Ot T 5

Insert Sheet Rows. S Insert Cells...

NOTE: You can also insert a row by right-clicking the header of the row above ™| Insert Sheet Rows

which you want to insert the new row, and then clicking Insert on the shortcut ; et Shest Columns
Insert 3heet
menu. :

To insert a column:
1. Select the column to the left of which you want to insert a new column.
2. On the Home tab, in the Cells group, click the Insert arrow, and then click Insert Sheet columns.

NOTE: You can also insert a column by right-clicking the header of the column to the left of which
you want to insert the new column, and then clicking Insert on the shortcut menu.



To insert a row:

Inserting-Rows and Columns

1. Select the row above which you want to insert a new row.

2.0n the Home tab, in the Cells group, click the Insert arrow, and then click i I

Insert Sheet Rows.

NOTE: You can also insert a row by right-clicking the header of the row above
which you want to insert the new row, and then clicking Insert on the shortcut

menu.

To insert a column:

= | 0o e E A
(== AU
5 | g £_| e

3| Fil

Insert | Delete Format .

o Cle

@ Insert Cells...

L Mo

+H3

Insert Sheet Rows

'5" Insert Sheet Columns

L L

_mj Insert Sheet

1. Select the column to the left of which you want to insert a new column.

2. On the Home tab, in the Cells group, click the Insert arrow, and then click Insert Sheet columns.

NOTE: You can also insert a column by right-clicking the header of the column to the left of which
you want to insert the new column, and then clicking Insert on the shortcut menu.
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D
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My Expenses Table

‘lSepTember October [November |December | Total
Tutions ‘ID 0 0 0 0
Books o 0 26.5 0 26.5
Rents ls0o 625|625 625 1875
Food l1000 900 (800 475 2175
Transportaion |89 79 150 100 329
Medical Care 0 300 [0 0 300
Other lso 55 136 87 278




Deleting Rows and Columns =

To delete a row:
1. Select the row that you want to delete

:]Ip _:J % AutoSum =
2.0n the Home tab, in the Cells group, click the Delete arrow, and then click Belet | Format ﬂ_“”'
delete Sheet Rows. - 2 Clear ~

-

Delete Cells...

NOTE: You can also delete a row by right-clicking the row header, and then

Delete Sheet Rows
clicking Delete on the shortcut menu.

Delete Sheet Columns

g4y %

Delete Sheet



Deleting Rows and Columns =

To delete a row:
1. Select the row that you want to delete

F—

Chhe | BT 3 Autosum *
2.0n the Home tab, in the Cells group, click the Delete arrow, and then click Dﬁ; F;Tm:lt ﬂ_“”'
delete Sheet Rows. ] - | @Cer-
% Delete Cells..
NOTE: You can also delete a row by right-clicking the row header, and then 3X Delete Sheet Rows
clicking Delete on the shortcut menu. i Delete Sheet Columns
LW Delete Sheet

To delete a column:
1. Select the column that you want to delete
2. On the Home tab, in the Cells group, click the Delete arrow, and then click Delete Sheet columns.

NOTE: You can also delete a column by right-clicking the column header, and then clicking
Delete on the shortcut menu.



Deleting Rows and Columns ==

To delete a row:

1. Select the row that you want to delete ?:J 3 AutoSum -
2.0n the Home tab, in the Cells group, click the Delete arrow, and then click — | WF-

delete Sheet Rows. .
Delete Cells...

<4 Clear -

NOTE: You can also delete a row by right-clicking the row header, and then
clicking Delete on the shortcut menu.

Delete Sheet Rows

Delete Sheet Columns

g4y %

Delete Sheet

To delete a column:
1. Select the column that you want to delete
2. On the Home tab, in the Cells group, click the Delete arrow, and then click Delete Sheet columns.

NOTE: You can also delete a column by right-clicking the column header, and then clicking
Delete on the shortcut menu.

My Expenses Table

October |November | December | Total
Tutions 0 0 0 0
Books 0 26.5 0 26.5
Rents 625 625 625 1875
Food 000 800 475 2175
Transportaion | 79 150 100 329
Other 55 136 87 278




Changing-Column Widths /,/

) ] o T AutoSum ~ Ap
To change a column width: Fﬂjt g il - ;fn?
1. Select the column that you want to resize. S| P Clear”  Fiter-
Cell Size
2. On the Home tab, in the Cells group, click the Format button, and then click ‘L Row fietont..
Column Wldth AutoFit Row Height

= Column Width..,
AutoFit Column Width

Default Width...



Changing-Column Wiaths //

. FOEh | X AutoSum v
To change a column width: _H 3 F:If o %?
. Format 5l . S..:urt &L
1. Select the column that you want to resize. — | “TErT  Fifter
Cell Size

2. On the Home tab, in the Cells group, click the Format button, and then click L Row Helgnt..
Column Width. Or, right-click the column header, and then click Column Autorit Row Helgnt

Width on the shortcut menu. Column Width...

AutoFit Column Width

18

Default Width...

% cut
=3 Copy
[, Paste Options:

=

Paste Special...

Insert
Delete

Clear Contents

’fﬁ Eormat Cells...
Column Width...
Hide
Unhide



Changing-Column Widths

To change a column width:

1. Select the column that you want to resize.

2. On the Home tab, in the Cells group, click the Format button, and then click
Column Width. Or, right-click the column header, and then click Column

Width on the shortcut menu.

3. In the Column Width dialog box, type a value in the Column width box, and

then click the OK button.

Column Width (el S|
Column width: | g
Ok ] | Cancel |

/

[ e i |

LH

Format

-

Cell 5ize

= Autosum ~ —'\?
7l

& Fill -

A Clear™  Filter~

Sort &

i[ Row Height...

AutoFit Row Height

= Column Width..,

AutoFit Column Width

&
EFY
ke

Default Width...

Cut
Copy
Paste Options:

=

Paste Special...

Insert
Delete

Clear Contents

Format Cells...
Column Width...
Hide

Unhide



Changing-Column Widths

To change a column width:

1. Select the column that you want to resize.

2. On the Home tab, in the Cells group, click the Format button, and then click
Column Width. Or, right-click the column header, and then click Column

Width on the shortcut menu.

3. In the Column Width dialog box, type a value in the Column width box, and

then click the OK button.

NOTE:

You can also resize a column by dragging the right edge of the column header

Column Width  |mE eS|
Column width: | g
[ QK ] | Cancel |

right to increase or left to decrease the column width,

Double-clicking the right edge of the column header changes the column width

to automatically fits its contents.
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% cut
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Hide
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Changing-Row Heights —

To change a row height: :J
1. Select the row that you want to resize. Format
Cell Size

2. On the Home tab, in the Cells group, click the Format button, and then click

//

= AutoSum - -51?
Y
@] Fill - Z
. Sort &
£ Clear - Filter =

}C  Row Height...

Row Height. Or, right-click the row header, and then click Row Height onthe . s row Heignt

shortcut menu.

3. In the Row Height dialog box, type a value in the Row height box, and then
click the OK button.

&
.Row Height l B E

Row height:

Cancel |

NOTE:

You can also resize a row by dragging the bottom edge of the row header down
to increase or up to decrease the row height.

a0

Double-clicking the bottom edge of the row header changes the row height to
automatically fits its contents.
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Cut
Copy
Paste Options:
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Paste Special...

Insert
Delete

Clear Contents

Format Cells...
Row Height...
Hide

Unhide
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