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Microsoft Excel - Tutorial 1, Session 1.1
“Getting Started with Excel”
Skills Checklist and Notes

(  Electronic Spreadsheet Basics and Terminology
· An electronic spreadsheet (aka: “worksheet”, “sheet”, or “page”) is a rectangular grid of columns and rows - the electronic equivalent of an accountant’s ledger
· Columns are numbered A..Z, then AA..AZ, BA..BZ, ..., ZA..ZZ, then AAA..AAZ, ABA..ABZ, ACA..ACZ, ..., XFA..XFD — 16,385 columns in all!
· Rows are numbered 1..1,046,576
· Each spreadsheet is 16,385 columns by 1,046,576 rows


· The intersection of a column and a row is a cell.  There are over 17 billion cells in each spreadsheet!
· A cell reference identifies each cell and consists of the cell’s column and row (e.g., A1, B52, K9)

· Each nonempty cell contains one item of data – either a constant or a formula. There are actually 2 kinds of constants – values and labels (See Worksheet Data, below)
· Each workbook can contain many worksheets (think of each sheet as a page in a workbook), and each workbook is stored as a separate file
· Excel 2007 workbooks have file extension .xlsx (Excel 2003 workbooks have extension .xls)
· Each workbook starts out with 3 sheets, but more can be added 

(
The Excel Window (see pg EX 5)

Office Button, Quick Access Toolbar, Ribbon and Tabs

    Title Bar and Status Bar

The “Active” Cell Indicator and Name Box

Formula Bar
Worksheet Window

Row and Column Headings
Vertical and Horizontal Scroll Bars

Worksheet Tabs and Worksheet Scroll Buttons
Select All Button

View Shortcuts and Zoom Control

( 
Moving Around a Worksheet (i.e., Changing the Active Cell)

· Using the Mouse (just click in a cell)

· Using the Keyboard

· [(], [(], [(], [(] - Up, down , left, or right one cell
· [Tab], [Shift]+[Tab] – right or left one column
· [Enter], [Shift]+[Enter] – down or up one row
· [PageUp], [PageDown] - Up or down one “screen full” of rows 

· [Home] - To column A of current row

· [Ctrl]+[Home] - To cell A1

· [Ctrl]+[End] - 
To last cell in the portion of the worksheet you are using
( Navigating Between Worksheets (Changing the Active Worksheet)

Click on the worksheet tab

· Worksheet Data (What each non-empty cell will contain)
	Text

(aka: Labels)
	Something that will not be used in a calculation, such as a name, ID number, etc

	Value
	A number to be used in a calculation.  Numbers also include dates and times

	Formula
	Tells Excel to compute a result using cell references, constants, arithmetic operators (^, *, /,+, -) and parentheses

	Function
	Special "built-in" formulas for performing common operations such as computing sums and averages


· For formulas and functions, the result is displayed in the cell.  The formula or function itself will show in the formula bar when the cell is selected
(
Automatic Recalculation and "What-If" Projections

· "When a value in a cell is changed, all formulas and functions that reference that cell are automatically recalculated"

· This automatic recalculation is what gives spreadsheets their power and enables "What-If" projections
· To do a “What If” projection we simply plug in new value(s) and observe the new results
· Steps in Developing a Worksheet

1. Determine the purpose. What problem do you want to solve?

2. What data is needed to solve the problem?
3. What values must be calculated?

4. What form will the sheet take? It may be helpful to draw a sketch

5. Enter the labels and formulas into the sheet

6. Test the worksheet by entering simple values that make it easy to see if the correct results are being computed

7. Correct errors in formulas and repeat steps 6 and 7 until the sheet is working correctly

8. Document the sheet and format its appearance

· Entering Worksheet Data (see online document, “Entering Worksheet Data”)

(
“Wrapping” Text (Entering Multiple Lines of Text in Same Cell) 

· To start a new line in the same cell while entering the text, press [Alt]+[Enter]
· To wrap long text entries after you have entered them, select the cell(s), right-click the selection, and choose Format Cells...  Then, click the Alignment tab and click the Wrap text check box
Note: 
To have absolute control over the amount of text per line, wrap the text as you enter it 
· Changing Column Width or Row Height (2 Ways)
· Drag the right border of the column heading (or the bottom border of the row heading) to the desired width (or height)


When the mouse pointer is on the border, it will look like this:


 

· Or, right-click in the column heading (or row heading) and choose Column Width... (or Row Height...) from the popup menu.  Then enter the new width (or height)
· Column width is measured by the number of characters that will fit in the column.  
Row height is measured in points.  There are 72 points to an inch.  (More about points when we cover text formatting)

· To resize multiple adjacent rows or columns all at once, first select them by dragging in the row or column headings, then use either of the above methods
· Changing Column Width or Row Height using “Autofit” (aka: “Best Fit”)

Select any number of columns and double-click on a column border
· Each of the selected columns will be resized so as to fit the widest entry in the column

· Each of the selected rows will be resized so as to fit the tallest entry in the row
(  Inserting New Rows and Columns
· To insert a new row into a worksheet, click the row heading of the row just below where you want the new row to go.  Then, right-click and choose Insert from the popup menu. The new row will be inserted above the selected row
· To insert a new column into a worksheet, click the column heading of the column just to the right of where you want the new column to go. Then, right-click and choose Insert from the popup menu. The new column will be inserted to the left of the selected column
· You can insert multiple rows/columns by the same method.  Just select the exact number of rows/columns you want to insert.  E.g., to insert 3 new rows above current row 13, first select rows 13 thru 15.  To insert 2 new columns to the left of column G, first select columns G and H.
· When new rows/columns are inserted, the existing rows/columns are renumbered automatically, and function ranges are automatically adjusted to account for the new rows/columns!
(  Clearing vs. Deleting Rows and Columns
“Clearing” a row or column means erasing the contents.  This will leave an empty row or column

· To clear a row or column, select it by clicking the row or column heading and press the [Delete] key (or right-click the heading and choose Clear Contents from the popup menu)

· To clear multiple rows/columns, first select them by dragging in the row/column headings and then press the [Delete] key (or right-click in the selection and choose Clear Contents from the popup menu)
“Deleting” a row or column means removing it from the worksheet. When rows/columns are deleted, the rows below are “moved up” (or the columns to the right are “shifted left”) to fill the hole

· To delete a row or column, right-click the row or column heading and choose Delete from the popup menu

· To delete multiple rows/columns, first select them by dragging in the row/column headings.  Then, right-click in the selection and choose Delete from the popup menu

· As with insertions, when rows/columns are deleted, the rows below or columns to the right are renumbered automatically, and affected function ranges are automatically adjusted to account for the deleted rows/columns
