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Excel BasicsExcel Basics

Know Enough About Excel to be DangerousKnow Enough About Excel to be Dangerous
Presented By: Terence PeakPresented By: Terence Peak
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TopicsTopics

Toolbars and TaskbarsToolbars and Taskbars
Managing SpreadsheetsManaging Spreadsheets
Formatting SpreadsheetsFormatting Spreadsheets
FormulasFormulas
ChartsCharts
Excel OptionsExcel Options
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Toolbars and Toolbars and 
TaskbarsTaskbars
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Viewing Toolbars and the Task PaneViewing Toolbars and the Task Pane

ClickClick ViewView
ClickClick ToolbarsToolbars
ClickClick the the Standard Standard 
CheckboxCheckbox
Repeat and Repeat and CheckCheck
FormattingFormatting CheckboxCheckbox
Repeat and Repeat and CheckCheck Task Task 
Pane CheckboxPane Checkbox
Drag Drag mouse to mouse to FormulaFormula
BarBar and and Click Click on iton it
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ToolbarsToolbars
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Full MenusFull Menus

ClickClick ToolsTools
ClickClick CustomizeCustomize
ClickClick the the OptionsOptions TabTab
ClickClick ShowShow FullFull
MenusMenus
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LetLet’’s get Starteds get Started

Find Find ““summersssummerss”” on the Desktopon the Desktop
Double Double ––click click to open the Spreadsheetto open the Spreadsheet
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Managing a Managing a 
SpreadsheetSpreadsheet

Parts, Definitions & Management ToolsParts, Definitions & Management Tools
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Parts of a spreadsheetParts of a spreadsheet

Columns:Columns: Represented by letters; (A, B, C, Represented by letters; (A, B, C, 
DD……etc). The column letter is at the top of the etc). The column letter is at the top of the 
spreadsheetspreadsheet
Rows:Rows: Numbered (1,2,3,4..etc). The number is on Numbered (1,2,3,4..etc). The number is on 
the left side of the spreadsheet.the left side of the spreadsheet.
Cell:Cell: The intersection of a row and a column.The intersection of a row and a column.
Worksheet:Worksheet: One Page of a spreadsheet.One Page of a spreadsheet.
Workbook:Workbook: A series of related spreadsheets. A series of related spreadsheets. 
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Parts of a spreadsheetParts of a spreadsheet

Cell:Cell: The intersection of a row and a columnThe intersection of a row and a column
Cell Address:Cell Address: The combination of letters and The combination of letters and 
number that identifies a cell (A1, B3 etc)number that identifies a cell (A1, B3 etc)
Cell Notation: Cell Notation: Method of writing cell formulas, cell Method of writing cell formulas, cell 
addresses, not cell contents are used when writing addresses, not cell contents are used when writing 
mathematical formulas for cellsmathematical formulas for cells
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Selecting or Highlighting a Single CellSelecting or Highlighting a Single Cell

Open Open Sheet 2Sheet 2
ClickClick Mouse on Mouse on Cell A1Cell A1
The Cell has a black The Cell has a black 
outline when selected.outline when selected.
Note that Note that Row 1 and Row 1 and 
Column AColumn A are highlightedare highlighted
So, So, A1A1 is highlightedis highlighted
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Selecting or Highlighting a Multiple CellsSelecting or Highlighting a Multiple Cells
Select Cell A1
Click and Drag mouse up, 
down, left and right to select 
rows, columns, and cells
Select cell C1
Hold down SHIFT and Right 
ARROW Keys or SHIFT and 
Left ARROW Keys at the same 
time to select Rows
Hold down SHIFT and Up 
ARROW Keys or SHIFT and 
Down ARROW at the same 
time to select columns
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Selecting the Entire Column, Row, or Selecting the Entire Column, Row, or 
SpreadsheetSpreadsheet

ClickClick on the top of on the top of Column Column 
AA to select the column.to select the column.
ClickClick on on Row 1Row 1 to select to select 
the row.the row.
ClickClick the the upperupper--left left 
cornercorner to select the entire to select the entire 
spreadsheetspreadsheet
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Inserting Rows and ColumnsInserting Rows and Columns

TypeType 123123 in cell A1in cell A1
TypeType 456456 in cell B1in cell B1
SelectSelect Column BColumn B
ClickClick InsertInsert
ClickClick Columns, Columns, this will insert a this will insert a 
ColumnColumn
TypeType 456456 in cell A2.in cell A2.
SelectSelect Row 2.Row 2.
ClickClick Insert Insert 
Click Click on on Rows, Rows, this will insert a this will insert a 
RowRow
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Inserting CellsInserting Cells

TypeType 123123 in cell A1in cell A1
TypeType 456456 in cell A2in cell A2
SelectSelect Cell A1Cell A1
ClickClick InsertInsert
ClickClick on on CellsCells..
ChooseChoose Shift cells downShift cells down
ClickClick OKOK
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Inserting WorksheetsInserting Worksheets

To add an additional page, To add an additional page, 
(worksheet) to a Workbook(worksheet) to a Workbook
Click Click InsertInsert
Click Click Worksheet Worksheet this will this will 
insert an additional insert an additional 
worksheetworksheet
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Deleting Cells, Rows, Columns, and Deleting Cells, Rows, Columns, and 
WorksheetsWorksheets

SelectSelect Column BColumn B
ClickClick Edit Edit 
ClickClick on on DeleteDelete
ChooseChoose Shift Cells LeftShift Cells Left
Click Click OKOK
Use the same function to Use the same function to 
delete Rows. Columns, delete Rows. Columns, 
and Worksheetsand Worksheets
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Copying WorksheetsCopying Worksheets
Unlike Microsoft Word, it is not Unlike Microsoft Word, it is not 
possible to highlight and copy possible to highlight and copy 
text and formatting in Excel.  text and formatting in Excel.  
However, copying formatting is However, copying formatting is 
relatively easy.relatively easy.
Copying worksheets allows for a Copying worksheets allows for a 
worksheet worksheet and all of the and all of the 
formatting within a worksheetformatting within a worksheet to to 
be copiedbe copied
Open Open Sheet 6Sheet 6
ClickClick EditEdit
Click Click Move or Copy SheetMove or Copy Sheet
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Copying WorksheetsCopying Worksheets

On the On the Move or Copy Move or Copy 
menumenu
SelectSelect Create a CopyCreate a Copy
ChooseChoose where the sheet where the sheet 
will be copied or movedwill be copied or moved
ClickClick OKOK
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Rename WorksheetsRename Worksheets

RightRight--ClickClick on the on the Sheet 6Sheet 6
at the bottom of the at the bottom of the 
workbookworkbook
ClickClick renamerename
TypeType ““addressaddress””
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Formatting a Formatting a 
SpreadsheetSpreadsheet

Getting Cells Ready for DataGetting Cells Ready for Data
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Formatting Cells for Numeric Formatting Cells for Numeric 
FunctionsFunctions

OpenOpen the the 
spreadsheet spreadsheet 
““summersssummerss””
ClickClick on on ““Sheet 2Sheet 2””
SelectSelect A1A1--J7J7
ClickClick on on FormatFormat in in 
the Menu Bar.the Menu Bar.
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Formatting Cells for Numeric Formatting Cells for Numeric 
FunctionsFunctions

ClickClick on on CellsCells
ClickClick on the on the Number TabNumber Tab
Choose Choose CurrencyCurrency
ChooseChoose the option to show the option to show 
Negative numbersNegative numbers in redin red
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Formatting Cells for TextFormatting Cells for Text

ClickClick thethe Alignment Tab.Alignment Tab.
ClickClick the check box for the check box for 
Wrap textWrap text to engage text to engage text 
wrapping to allow multiple wrapping to allow multiple 
lines of text to stay within a lines of text to stay within a 
cellcell
ClickClick on the on the Horizontal or Horizontal or 
Vertical drop down arrowsVertical drop down arrows
to center and align text to center and align text 
horizontally or vertically horizontally or vertically 
within cellswithin cells
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Formatting FontFormatting Font

ClickClick on on Font Font Tab.Tab.
ChangeChange Font, Font Style, Font, Font Style, 
& Size to & Size to Arial 12 Bold. Arial 12 Bold. 
Using this feature you can Using this feature you can 
set the font for an entire set the font for an entire 
spreadsheet, or a few cellsspreadsheet, or a few cells
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Formatting BordersFormatting Borders

When you open a When you open a 
worksheet, notice the pale worksheet, notice the pale 
gray lines bordering the gray lines bordering the 
cells. These are called grid cells. These are called grid 
lines. They are not visible lines. They are not visible 
when printed unless they are when printed unless they are 
outlined with a borderoutlined with a border
ClickClick on the on the Border TabBorder Tab
ChooseChoose OutlineOutline border styleborder style
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Formatting Cell ShadingFormatting Cell Shading

Worksheets have a white Worksheets have a white 
background.  In order to background.  In order to 
create a colored create a colored 
background, cbackground, clicklick on the on the 
Patterns TabPatterns Tab
ChooseChoose a a colorcolor to use for a to use for a 
cell shading.  Pastel colors cell shading.  Pastel colors 
work bestwork best
ClickClick OKOK
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Formatting Rows & ColumnsFormatting Rows & Columns

Rows and columns have a standard height and Rows and columns have a standard height and 
width. In order to change the width and height for width. In order to change the width and height for 
larger text, or  multiple character cell text, rows and larger text, or  multiple character cell text, rows and 
columns must be formatted. columns must be formatted. 

©2006 Terence Peak, UIW Dept. of Instructional Technology

Formatting Rows & ColumnsFormatting Rows & Columns

ClickClick on on FormatFormat
SelectSelect RowRow
ClickClick on on HeightHeight
ChangeChange the Row height to the Row height to 5050
ClickClick OKOK
As with rows, As with rows, choosechoose FormatFormat, , 
then then Column,Column, then then WidthWidth to to 
format column widthformat column width
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Auto FitAuto Fit

There is a formatting choice called  There is a formatting choice called  AutoFit AutoFit 
This function will make columns wide and tall This function will make columns wide and tall 
enough for text to fit, no matter how much text is in enough for text to fit, no matter how much text is in 
the cell.  However, this function is not needed when the cell.  However, this function is not needed when 
using Text Wrap, as we did when we formatted the using Text Wrap, as we did when we formatted the 
cells. cells. 
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Merge and CenterMerge and Center
Merge and Center allows for several rows or columns of Merge and Center allows for several rows or columns of 
cells to be combined to create a single cell cells to be combined to create a single cell 
This function is useful for creating a  worksheet heading.This function is useful for creating a  worksheet heading.
This option will not effect the size of other cells in a This option will not effect the size of other cells in a 
spreadsheetspreadsheet
If the If the heqadingheqading
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Merge and CenterMerge and Center

Click Click on on Sheet 3Sheet 3
Insert Insert 2 rows2 rows
Select Select cells cells A1 through J2, A1 through J2, 
Click Click on the on the Merge and CenterMerge and Center Icon. Icon. 
Type Type 

““UIW Department of Instructional Technology UIW Department of Instructional Technology 
Terence E. Peak, Terence E. Peak, M.EdM.Ed, , 

Coordinator of Technology Training Coordinator of Technology Training ””
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Merge and CenterMerge and Center

Notice that the text is three lines long. If you press the Notice that the text is three lines long. If you press the 
Enter KeyEnter Key after each line, the cursor will be moved to an after each line, the cursor will be moved to an 
empty cellempty cell
Instead, hold down the Instead, hold down the ALT + Enter keysALT + Enter keys at the same timeat the same time.  .  
This will create a line break and allow multiple lines of textThis will create a line break and allow multiple lines of text
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FormulasFormulas

MathMath--Excel StyleExcel Style
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FormulasFormulas

These are the basic rules These are the basic rules 
of formulasof formulas
Formula are written in this Formula are written in this 
manner:manner:
=cell address + cell address=cell address + cell address
Note that you add the Note that you add the 
cells, cells, not the cell contentnot the cell content
Note thatNote that spaces are not spaces are not 
used in formulas!used in formulas!
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FormulasFormulas
Open Open ““FormulasFormulas””
AdditionAddition

SelectSelect Cell Cell A3A3
TypType e =A1+A2=A1+A2
EnterEnter

SubtractionSubtraction
SelectSelect Cell Cell B3B3
TypeType =B1=B1--B2B2
EnterEnter

MultiplicationMultiplication
SelectSelect Cell Cell C3C3
TypeType =C1*C2=C1*C2
EnterEnter

DivisionDivision
SelectSelect Cell Cell D3D3
TypeType =D1/ D2=D1/ D2
EnterEnter
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FormulasFormulas

Sum Multiple cellsSum Multiple cells
SelectSelect Cell Cell E1E1
TypeType =SUM(E1:E4)=SUM(E1:E4)..
EnterEnter

Auto SumAuto Sum
Select Select Cells Cells F1 F1 
through f7.through f7.
ClickClick TheThe ΣΣ on the on the 
Standard ToolbarStandard Toolbar

AveragingAveraging
Select Select Cells Cells G1 G1 
through G10through G10..
ClickClick on the Drop Down on the Drop Down 
Menu Selector Menu Selector next to next to 
thethe ΣΣ on the Standard on the Standard 
ToolbarToolbar
ChooseChoose AverageAverage
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FormulasFormulas

Open Open ““FormulasFormulas””
SelectSelect Cell A8Cell A8
TypeType ==A1+A2A1+A2
PressPress ENTERENTER
Note: when writing formulas, Note: when writing formulas, use the numeric keypaduse the numeric keypad
Multiplying, dividing and subtracting are similar, but change thMultiplying, dividing and subtracting are similar, but change the notatione notation
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FormulasFormulas

Adding Multiple CellsAdding Multiple Cells
SelectSelect Cell Cell B8B8
TypeType =B1+B2+B3+B4=B1+B2+B3+B4
PressPress ENTERENTER

Sum FunctionSum Function
SelectSelect Cell Cell C8C8
TypeType ==SUM(C1:C6)SUM(C1:C6)
PressPress ENTERENTER
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FormulasFormulas
The Point and Click method The Point and Click method 

of adding cellsof adding cells
Select Select Cell E8Cell E8
TypeType an an ==
ClickClick Cell E1Cell E1
TypeType ++
ClickClick Cell F2Cell F2
TypeType ++
ClickClick CellCell E3E3
TypeType ++
PressPress ENTERENTER

Auto Sum and AverageAuto Sum and Average
Select Select Cells FCells F1 through F71 through F7
ClickClick Selector Selector next to thenext to the Auto Auto 
Sum IconSum Icon ΣΣ on the Drop Down on the Drop Down 
MenuMenu
ChooseChoose SUMSUM
Select Select Cells Cells G1G1––G6G6
ClickClick Selector Selector next to thenext to the Auto Auto 
Sum IconSum Icon ΣΣ on the Drop Down on the Drop Down 
MenuMenu
Choose AverageChoose Average
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Fun with Fun with 
If/Then If/Then 

StatementsStatements

Getting the brain to work and have fun Getting the brain to work and have fun 
at the same timeat the same time
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If/Then statementsIf/Then statements
If/then statements state that when If/then statements state that when 
an event occurs in one cell, it will an event occurs in one cell, it will 
trigger an event in another celltrigger an event in another cell
Useful in forecasting and testing Useful in forecasting and testing 
OpenOpen ““TrendFinalTrendFinal””
SelectSelect cellcell B9B9
ClickClick on theon the Insert FunctionInsert Function IconIcon
ChooseChoose IfIf
ClickClick OkOk

Monitor Correct
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If/Then statementsIf/Then statements
TypeType ““B8 >1800B8 >1800”” in the in the 
Logical_Test windowLogical_Test window
TypeType ““BonusBonus”” in the in the 
Value_if_True windowValue_if_True window
TypeType ““Better Luck Next Better Luck Next 
QuarterQuarter”” in the Value_if_False in the Value_if_False 
windowwindow
ClickClick OKOK
What will happen is that any What will happen is that any 
number greater than 1800 will number greater than 1800 will 
trigger a response trigger a response ““BonusBonus””,,
and a number less then 1800 and a number less then 1800 
will generate the response will generate the response 
““Better Luck Next QuarterBetter Luck Next Quarter””
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If/Then statementsIf/Then statements
SelectSelect cellcell C9C9
ClickClick on theon the ““Insert FunctionInsert Function”” IconIcon
ChooseChoose IfIf
TypeType ““C8 >1800C8 >1800”” in the Logical_Test in the Logical_Test 
windowwindow
TypeType ““BonusBonus”” in the Value_if_True in the Value_if_True 
windowwindow
TypeType ““Better Luck Next QuarterBetter Luck Next Quarter”” in in 
the Value_if_False windowthe Value_if_False window
ClickClick OKOK
Repeat process for D9 and E9Repeat process for D9 and E9
Trend B1Trend B1--E7E7
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Now, the FUN part! Now, the FUN part! 
OpenOpen ““IfThenIfThen””
ClickClick ViewView
ClickClick ToolbarsToolbars
ClickClick DrawingDrawing
ClickClick on the on the ArrowArrow
Draw an arrow from cell Draw an arrow from cell A3 A3 
to the Monitorto the Monitor
DrawDraw a second from a second from A5 to A5 to 
the Towerthe Tower
DrawDraw a third from a third from A7 to the A7 to the 
KeyboardKeyboard
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Now, the FUN part! Now, the FUN part! 

SelectSelect cellcell B3B3
ClickClick on theon the Insert FunctionInsert Function
IconIcon
ChooseChoose IfIf
ClickClick OkOk
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Now, the FUN part! Now, the FUN part! 

TypeType ““A3=MonitorA3=Monitor”” in the in the 
Logical_Test windowLogical_Test window
TypeType ““CorrectCorrect”” in the in the 
Value_if_True windowValue_if_True window
TypeType ““Nice Try, PalNice Try, Pal”” in the in the 
Value_if_False windowValue_if_False window
ClickClick OKOK
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Copy and Paste FormulasCopy and Paste Formulas

Select Select CellCell B3B3
CopyCopy the contents (formula)the contents (formula)
SelectSelect CellCell B5B5
PastePaste the formulathe formula
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Copy and Paste Formulas Copy and Paste Formulas 

SelectSelect ““MonitorMonitor”” in the in the 
Formula BarFormula Bar
ReRe--typetype ““TowerTower”” over over 
““MonitorMonitor””
SaveSave
TypeType ““TowerTower”” into into cellcell A5A5
Hit the Hit the RETURNRETURN keykey
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Now, the FUN part! Now, the FUN part! 

Select Select Cells Cells A3A3--B9B9
ChangeChange the font size to the font size to 1616
ChangeChange the column width to the column width to 
2020 (Notice that the image (Notice that the image 
moves, the arrows lengthen)moves, the arrows lengthen)
SelectSelect cells cells B3B3--B9B9
ChangeChange the font color to the font color to RedRed
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Chart WizardChart Wizard

Easy as 1Easy as 1--22--3!3!

©2006 Terence Peak, UIW Dept. of Instructional Technology

The Chart WizardThe Chart Wizard

The Chart Wizard creates The Chart Wizard creates 
charts from data on charts from data on 
worksheetsworksheets
ClickClick on the page on the page ““ChartChart””
SelectSelect cells cells A1A1--B7B7
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The Chart Wizard The Chart Wizard 
Step 1Step 1

ClickClick on the on the Chart Wizard Chart Wizard 
IconIcon
Choose Choose the the highlighted highlighted 
chartchart
ClickClick NextNext



19

©2006 Terence Peak, UIW Dept. of Instructional Technology

The Chart WizardThe Chart Wizard
Step 2Step 2

Data Range will present Data Range will present 
the chart data by rows or the chart data by rows or 
columnscolumns
Click Click Rows Rows to see the to see the 
chart display by rowchart display by row
Click Click NextNext
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The Chart Wizard The Chart Wizard 
Step 3Step 3

TitleTitle the chart the chart ““M&MM&M’’ss””
The X The X -- axis is already axis is already 
named because the title of named because the title of 
cell B1 was highlighted cell B1 was highlighted 
along with the numerical along with the numerical 
data on the worksheet data on the worksheet 
The YThe Y-- axis does not need axis does not need 
to be namedto be named
Click Click NextNext
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The Chart Wizard The Chart Wizard 
Step 4Step 4

This step distributes the This step distributes the 
chart, either as an object chart, either as an object 
within the worksheet, or as within the worksheet, or as 
a separate page within the a separate page within the 
workbookworkbook
ChooseChoose As object inAs object in
ClickClick FinishFinish
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The Finished ChartThe Finished Chart

The chart is completeThe chart is complete
Note the Note the togglestoggles around around 
the chart. the chart. 
When the toggles are When the toggles are 
showing the chart can be showing the chart can be 
resized or copied and resized or copied and 
pasted to another format, pasted to another format, 
such as PowerPointsuch as PowerPoint
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Editing Chart ColorsEditing Chart Colors

Click Click on the on the Patterns tabPatterns tab
DoubleDouble--ClickClick on one of the on one of the 
barsbars on the charton the chart
ChangeChange the color to color the color to color 
of the related M&M by of the related M&M by 
clicking on that colorclicking on that color
ClickClick OkOk
Repeat the process for Repeat the process for 
each bareach bar
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Editing Charts Through the Editing Charts Through the 
SpreadsheetSpreadsheet

Click Click on cell on cell B1B1
ChangeChange Qty to QuantityQty to Quantity
PushPush the Enter Keythe Enter Key
Note the chart changes as wellNote the chart changes as well
Repeat the process to change the quantity of yellow M&MRepeat the process to change the quantity of yellow M&M’’s to s to 1919
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Editing Chart OrderEditing Chart Order
DoubleDouble--ClickClick on the on the brown brown 
barbar on the charton the chart
Click Click on the on the Series OrderSeries Order tabtab
Click Click the the Move UpMove Up button so button so 
that the brown bar moves to that the brown bar moves to 
the beginning of the chartthe beginning of the chart
ClickClick OkOk
Repeat the process for each Repeat the process for each 
bar so that the chart is in bar so that the chart is in 
descending orderdescending order
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OptionsOptions

Getting the Most out of ExcelGetting the Most out of Excel
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View Multiple WorkbooksView Multiple Workbooks

OpenOpen the sheet the sheet 
““addressesaddresses””
ClickClick WindowWindow
ClickClick New WindowNew Window
Open Open the sheet the sheet ““Chart2Chart2””
ClickClick WindowWindow
ClickClick New WindowNew Window
RepeatRepeat for each sheet that for each sheet that 
you want to openyou want to open
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View Multiple WorkbooksView Multiple Workbooks

ClickClick WindowWindow
CClick lick ArrangeArrange. . 
CClicklick HorizontalHorizontal
To view sheets in only the To view sheets in only the 
active workbook, active workbook, selectselect the the 
Windows of active Windows of active 
workbookworkbook check boxcheck box
ClickClick OKOK
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Has Your Head Exploded yet?Has Your Head Exploded yet?

Terry PeakTerry Peak
829 3920829 3920
tpeak@uiwtx.edutpeak@uiwtx.edu


