Opening Excel

There are two ways to open Excel:

· Using the Start menu, select Excel OR use the Start Menu to open all programs and select Excel from the list of programs presented

· Use the office toolbar, usually found at the top of your desktop screen and click on the icon that has a green border and an X shape inside the green border - this is the most common way to open Excel

The Opening Screen

When you open Excel, you see the following elements:

· a blue bar at the top - this is called the title bar and shows you what program you are in. (If you are in Excel it will say Microsoft Excel)

· the Ribbon Tabs - this is where you see words like Home, Page Layout, View etc

· and, lastly Excel always opens with cell A1 selected. You can tell that by looking under the standard toolbar for the A1. A1 or any combination of letter and number that appears there is called the cell address.

· NOTE: where you see the equals sign (=) and a blank area, that is where formulas will appear

When Excel opens you see a spreadsheet with columns (letters) and rows (numbers)

· You also see the words Book1 in the title bar. Book1 indicates that this is a workbook.

· You can change the name of the workbook by going to File Menu and selecting Save or Save As and then name the workbook.

· TIP: always name your workbooks so you know what type of information is in the workbook.

Now, look at the bottom part of your screen

· A workbook is divided into sheets, Sheet1, Sheet2, etc.

· You can change the name of the sheet by either right clicking on the words Sheet1 and selecting rename OR by double clicking on the words Sheet1 and typing in the name of the worksheet.

· TIP: learn to name your worksheets. What if you had 10 worksheets with no names, but information on each one - how would you know what was on the worksheet without a name?

· Look to the very right and to the bottom of the worksheet for the scrollbars

· There are two sets of scrollbars in Excel

· The one at at the bottom of the sheet moves horizontally

· The one on the right side of the sheet moves vertically

· You can move quickly with the scrollbars if you select the scrollbar arrowhead, click on the arrowhead and hold the click.

Moving around in Excel

So far so good, you now know what a cell address is, how to use the scrollbars and you should be practicing naming workbooks and work sheets. I will be looking for named sheets and workbooks in all your projects.

There are several ways to move around in Excel:

· tab key

· enter key

· arrow keys

· TRY IT be in cell A1 - check to be sure you are there by checking the cell address area

· tab, tab, tab - what cell did you end with?

· now, move using the arrow keys on your keyboard.

· click on cell H4 - type the number 1 (USE THE NUMERIC KEYPAD, good Excel users use the numeric keypad - no exceptions!)

· enter - what cell are you on now?

· let me see the answers to the questions D1 and H5

Do you see the difference in moving with the tab, arrows and enter key? The tab key moves you cell by cell, the Enter key drops you down a row and the arrow keys move you in the direction of the arrow.

Something to memorize - click on cell G84. To go back to the beginning of the spreadsheet immediately, hold down the control (ctrl) key and select the home key. You will be back at A1. 

TIP: use the numeric keypad, this must be important. It has been mentioned several times. BUT, to be sure you can work with the numeric keypad the num lock key should be on.

How do you know if the num lock key is on? There is usually a little green light above the words num lock.

· The num lock key is found on the numeric keypad - at the top of the numeric keypad just above the number 7.

Page Layout/Setup

Page Setup is one of the first places to visit when doing an Excel spreadsheet and one of the last when you go to print a document. Page Setup lets you set orientation, paper size, reduce the printing area, add headers and footers and print your spreadsheet with lines and column headings or without them.

You find Page Setup by going to the Page Layout tab and selecting the Page Setup arrow. When you select Page Setup, a dialog box appears with four tabs at the top: page, margins, header/footer and sheet.

The Orientation Tab

· You can select orientation: portrait (up and down) or landscape

· Scaling allows you to reduce the size of the spreadsheet. Why would you want to do that? What if you wanted to see if you could print spreadsheet data on one sheet and when you look at your spreadsheet in print preview, it shows two pages - you could try scaling your spreadsheet. I find 75% does a good job, the information can still be read. Under 75% is iffy.

· You can also select the paper size. There is an arrowhead at the end of the words letter and when you click on that arrowhead paper size selections appear. By choosing another paper size can also help print spreadsheet data on one piece of paper.

The Header/Footer Tab

This is where you can have a header placed on your spreadsheet. Header information can be the name of the project, your name and the date.

· You can explore the header options by clicking on the arrowhead at the end of the blank area under header.

· You can also create a custom header. Custom headers are nice as the offer more flexibility. The custom header is divided into three areas where you could put your name, the date, the name of the project and so on. 

· NOTE: all your projects will have a header

The Sheet Tab 

· Concentrate on the Print section of this tab for now.

· You can print a spreadsheet showing the gridlines (those are all the lines you see on the spreadsheet) by clicking in the box beside gridlines. This can be a busy looking spreadsheet and not easy to read.

· You can print a spreadsheet showing the column headings (A-Z+) and rows by clicking in the box beside row and column headings. This may be a busy looking spreadsheet too.

Entering Data into Excel 

(there is a practice exercise at the end of this page) 

When you work with Excel, you usually work with text and data (numbers). You also work with column labels - these are the same as column headings. Some examples of column headings could be the months of the year. Example: A1- type January, that is a column heading or label.

To enter data:

· click on a cell and type - what you type will either be data or text

· try it: click in cell C1 and type your name, tab and type 5000

· look at what you have typed: data (numbers) go to the right of the cell and text is at the left

Looking at some of the icons in working with the data

If you work with Word, you know B in the icon or formatting toolbar, stands for bold, I for italic and the area that has the lines is for left align, center or right align. NOTE: you will find you use the align tools quite abit with Excel. BUT, avoid centering data (numbers).

Take the time to explore what some of the icons do. If you hold the mouse pointer under each icon, a dialog box will appear telling you what the icon does. 

For practice - you do not need to email me this. 

Type this data into cells A3:F3. The colon stands for a range meaning you would type data in cells A3 through F3. You will begin with cell A3 and end with cell F3.

· name tab, 4000 tab, 5000 tab, 6000 tab, 7000 tab, 8000

· now in cell A1 type the word PRACTICE and format it Bold, Blue and change the size from 9 to 12

· and, finally, select the cells A1 through F1 by clicking in cell A1, hold the click and drag through cell F1. 

· you will see that the cells are highlighted - NOW, click on the merge and center icon.

· you have just done a small exercise in formatting

Adding in Excel

The thing to remember - when Excel sees an equal (=) sign in the formula bar, it tells Excel let's go to work. Do you remember where the formula bar is? It is the blank or white area after the = sign.

The next thing to remember - the basic operators:

· + means to add

· means to subtract

· means to multiply

· / means to divide

Let's practice:

· you are going to add 4+3 to get 7 and you will use the autosum icon

· type the number 4 in cell A2, the number 3 in cell B2

· click on cell C2 (this is where you want the answer to appear) and click on the autosum icon (see the diagram below or check out the icons by holding the mouse pointer over the icon bar - the autosum icon is usually found between the fx and the world icons

· after you select the autosum icon, dotted lines appear around the cells Excel thinks you want to add

· look at the formula bar - you will see =Sum(A2:B2) meaning Excel wants to add the numbers or data in the range of the cells A2 through B2

· tap enter and magically the answer of 7 appears in cell C2

More Practice

· enter the following into cells E2:E5 by doing this: in cell E2 type 5 tab enter, 6 tab enter, 7 tab enter, 8

· check it out - is the data in cells E2:E5

· click cell E6 and then Autosum

· look at the formula bar and look at the dotted lines around the cells Excel thinks you want to add

· tab enter and the answer appears!

More Formulas

(there is a practice exercise at the end of this page)

Look at the formulas below and see if you understand what is happening 

· =A5-B5 (in the formula bar this would tell Excel to subtract)

· =A3*B3 (in the formula bar this would tell Excel to multiply

· =A4/B4 (in the formula bar this would tell Excel to divide)

Remember the operators: 

+ means add

-  means subtract

* means multiply

/  means divide 

How to make this happen:

· open a workbook, on the first sheet cell A5 enter 12 and in cell B5 enter 4

· click on cell C5 and in the formula bar, type an equal sign

· THEN click on cell A5, select the subtraction symbol from the numeric keypad, click on cell B5 and then tap enter

· basically it goes like this: click on the cell where you want the answer to appear, go to the formula bar and type an = sign THEN click on the cells and operators needed to make the answer appear. Tap enter when you are happy with the formula.

More Practice

(no calculator, just Excel)

· why not try some multiplication, division, subtraction and addition problems?

· What would the answer be to 122 times 58

· enter 122 in one cell and 58 in the next cell

· click on the cell where you want the answer to appear

· use the formula bar to enter the correct formula and tap enter when you have the formula

· NOW, for the magic of EXCEL - change the 58 to 48 and watch what happens - Excel does this automatically for you. That is why we use formulas and not calculators.

What would the answer be to 1122 divided by 3

Change the 3 to 6 - again the magic of Excel!

Saving

There are two assignments after you complete this entire lesson on saving and three things to know. Be sure to email me for the assignments. These will be your first project. And, when you finish you are ready for the next main topic MORE BASICS.

· To save your document: OFFICE BUTTON-CLOSE or OFFICE BUTTON-EXIT. Both will ask you if you want to save the document. The answer is yes.

· You will be given an opportunity to give the workbook a name at this point. Remember, one of the important things we do is to give our workbooks a name so we know what they are about.

· NOTE: Excel ending suffix is .xlsx which means your spreadsheet when it is saved would look like this: budget.xlsx If you are emailing an attachment to someone and you are not sure what Excel version they are using, save as 
Excel 97-2003 (.xls)
SAVE AS - what is it and what does it do?

The best example is:

you have created a wonderful spreadsheet on John Smith's budget. You have saved the spreadsheet as johnSmith.xls. Now, you want to use the same Excel document, but want to do a budget for Tom Jones based on John's budget. This is where you use SAVE AS. The steps:

· Open up your document

· Immediately, OFFICE BUTTON-SAVE AS

· Give the document a new name - in this case it could be TomJones.xlsx
· Look at the top of your screen - in the blue line area - you will see the name Tom Jones

· Now, make any changes you want to the data

· When you are done, just close the file

What you did - you created another spreadsheet from an original spreadsheet AND by using SAVE AS your original spreadsheet stays as it was which means you still have the johnsmith document and now you have the tomjones document. 

Three things to know!

There are two assignments after you complete this entire lesson on saving and three things to know. Be sure to email me for the assignments. These will be your first project. 

· changing column width

· knowing when the cell is too small for the numbers 

· AutoFill

Changing column width

· take your mouse cursor (usually it is a "fat" plus sign on the actual worksheet space) and place the cursor between two column lines - say the line between column A and column B

· the cursor becomes an arrowhead

· click, hold the click and drag to the right

· your column should change in width

Knowing when a cell or column is too small for the number that wants to go in there

· #### or 1 5E+08 are the two signs Excel gives you to say "HELP" the cell or column is too small for the number you want me to put in the cell

· you will see #### more often

· how to fix - change the width of the column 

AutoFill - the biggie!

· you will use Autofill extensively in Excel

· what does Autofill do - it will fill in cells with totals, months and quarters (quarter 1, quarter 2 etc.) and more

How to do Autofill

· open a workbook and type Jan (for January) in cell A1

· click on cell A1 and look very closely at the lower right hand corner

· there is a little square there

· click on the square, hold that click and drag to the right

· if you did it right, Jan, Feb, Mar etc. will appear in the cells automatically

· NOW, in the same spreadsheet go to cell A5 and enter the data you see below:

· 123 tab, 456 tab, 789 (you should have 123 in cell A5, 456 in Cell B5 and 789 in cell C5)

· You should now be ready to enter this data starting in cell A6 and ending with cell C6: 678, 456, 328

· Now enter this data starting in cell A7 and ending with cell C7: 123, 876, 734

· Go carefully now, we want a total in cell A8. So, click on cell A8 and select the Autosum icon

· Excel will show you the formula in the formula bar and also have dotted lines around the cells it thinks you want to add

· if you are happy, tap the enter key

· HERE comes the magic with Autofill - you are going to complete all the totals across by using Autofill

· select the cell A8, look to the lower right corner for that little box

· click, hold and drag

· MAGIC, Autofill completed the sums

You should be so good now, you are ready for the first Excel assignments. Email me for the first assignments.

The end of The Basics.

