Microsoft Office 2010
Fundamentals

Excel
Understanding Excel Fundamentals




Introduction

» Spreadsheet software is used to calculate, analyze, and
visually represent numerical data.
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Examining the Excel Program Window

» An Excel file is called a workbook; a worksheet is the grid

with columns and rows where you enter and summarize
data.

» Columns are displayed vertically; rows are displayed
horizontally.

» The rectangle where a column and row intersect is a cell,
identified by a cell reference. The cell that is selected is the active
cell.
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and Opening an Existing

Address bar (Your
address information

will differ) _— "SR

Organize ¥ New folder g 1 @ Double-click a
& e = B -@Acﬁvuyal-lm fflle to open it
&) Project EX 1-1.xisx
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7| EBProject EX1-4.xisx
| M Desktop e |
B Project EX1-5:dsx File name text box

Navigation
Pane

File type button
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File name: Step EX1-1.xdsx
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vigating in a Worksheet

Use the Keyboard:

PRESS KEY(S) TO MOVE

Left arrow « One cell to the left

Right arrow — One cell to the right

Up arrow T One cell up

Down arrow | One cell down

F’agg Up Up one screen

Page Down Down one screen

Home To the first cell of a row

Ctrl+Home To cell Al at the beginning of the worksheet
Ctrl+End To last cell of the worksheet containing data

or formatting

Computers/ICT VMHS



Click to create [
“a new folder

'ﬁﬁeﬁmﬁtﬂxﬁ{ ' Hame

(4 Libraries Mo iterns match your search.
@ Documents

o) Music |

Pictures |

8 Videos |

|

|

Navigation
Pane

i Network e ————— : 13

Fﬂe’ - 1 ':.{-_I__

Type a filename for
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[] 5ave Thumbnail

(' Hide Folders Tools | Save J . Cancel ‘

Files stored in this
location appear here

Save as type list box

Click to save

Click to cancel
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Entering Data

» As you enter data in a cell, it is displayed in the active
cell and in the formula bar.

Active cell reference A
displayed in Name box / -1
2

Cancel button ,i il
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_ Data in active cell
| s \ﬂﬁﬂa_ked in formula bar
= 5 Enter button
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Editing Cell Contents

~ Select a cell, type new data, and press the Enter key to
replace the original cell contents.

» Edit or delete data directly in the cell by selecting the cell
and pressing F2 or by double-clicking the cell.

» Remove or type new data by selecting the cell and clicking
in the formula bar.

» To remove all the data from a cell, right-click a cell and click
the Clear Contents command or use the Clear button in
the Editing group of the Home tab.
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Redo button

Undo button

Clipboard &

Undo and Redo buttons on the
Quick Access Toolbar
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menu

Double-click a sheet tab

Renaming a Worksheet:
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to select the sheet name .

Click the Insert Worksheet button; click the Insert button
arrow in the Cells group on the Home, and then click Insert
Sheet; right-click a sheet tab and click Insert on the shortcut

Insert Worksheet button




anaging Worksheets (continued)

Deleting a Worksheet:
Right-click a sheet tab then click Delete on the shortcut menu; on
ow and

then click Delete Sheet.
Moving or Copying Worksheets within a Workbook:

.~ Click sheet tab
and drag to move

B

Black arrow indicates
new worksheet position 24 /______.___-—r

o/
/

i < v M| WinterS Fall /Sheets %3
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Changing Workbook Views

» Normal View: view most commonly used.

» Page Layout: displays the worksheet as it will print so
you can make changes.

» Page Break Preview: used to view and adjust page
breaks before printing.

» Custom Views: used to create, apply, or delete a view
you have created.

» Full Screen View: maximizes viewing space by hiding
the Ribbon, the formula bar, and the status bar.
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Data

Changing Workbook Views
(continued)

» Freezing and Unfreezing Panes:

Review View

ula Bar

ings
Click Freeze

Q ﬁ £ New Window [ Split % %
&4 Arrange Al 1 Hide
Zoom 100% Zoomto Switch
Selection mm‘]‘*‘; Unhide .ﬂﬁ Wurkspace Windows ~
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- Ereeze Panes
Panes button to g Keep rows and columns visible while the rest of
open menu _ . the worksheet scrolls (based on current selection],
F | G | H I E% Freeze Top Row

Keep the top row visible while scrolling through
the rest of the worksheet.
— Freeze First Column
] Keep the first column visible while scrolling
thmugh the rest of the worksheet.

Freeze Panes menu on the View tab



Printing Workbooks

» Adding Headers and Footers:

» A header is text that appears in the top margin of
a worksheet when printed, and a footer is the text
that appears in the bottom margin of a worksheet
when printed.

» Click the Header & Footer button in the Text group
on the Insert tab to display Header & Footer Tools
contextual tab.
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» Setting the Print Area:

» Select the range(s) and then
in the Page Setup group of the Page Layout tab.

click the Print Area button

(4 & | 8 | €| 5 | €

1 Excel Test Grades
2 Winter Term |

sungss |
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books (continued)

Previewing and

Worksheet:

Click the File tab,
click Print, then click

ed
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Closing a Workbook

lose

o close a wor
on the File tab.

ook without closing Excel, cliC

With only one workbook open, click the Close button
on the title bar to close the workbook and exit the
program at the same time.
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