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Microsoft Excel - Tutorial 1, Session 1.2
“Getting Started with Excel”
Skills Checklist and Notes

( 
Working with Cell Ranges
· A range is a rectangular block of cells
· See online document, “Selecting Cell Ranges”
( 
Using “Drag and Drop” to Move or Copy a Range of Cells 


Select the range and then drag any border of the selection to move it to the destination range

· Note that when the mouse pointer is on the border, it changes to
 


· To copy instead of move, just hold down the [Ctrl] key when dragging the range (note that the mouse pointer changes to a blocked arrow with a plus sign)

( 
Using the Clipboard to Move or Copy a Range of Cells 

1. Select the range, right-click the selection, and then choose Copy (to copy) or Cut (to move) from the popup menu. This places the selected cell range on the Clipboard
2. Right-click the upper-left corner cell (aka: the “anchor” cell) of the destination range and choose Paste from the popup menu

· The advantage of this method is that once cells are copied or cut to the clipboard, they remain on the clipboard after being pasted. This enables you to paste them to multiple locations, to a different worksheet or workbook, or even to a Word document, PowerPoint slide, etc
· The traditional Cut, Copy, and Paste buttons may also be used.  These are located on the Home tab, in the Clipboard group

( 
Working with Formulas
· A formula is an expression that computes a result
· Formulas may contain cell references, constants, and arithmetic operators

· All formulas must start with the equal sign:  =
· See the online document, “Excel Arithmetic”
( 
Entering Cell References by Clicking
When entering a formula, cell references may be specified either by typing or just by clicking in the cell
· Entering cell references by clicking helps eliminate mistakes!
( 
Introduction to Functions
· An Excel function is a special “built-in” formula for performing a common operation, such as finding the sum or average of a range of cells

· Excel provides over 300 different functions from the fields of statistics, finance, business, engineering, science, etc

· All Excel functions have this general form (or, “syntax”)


=name( argument(s) )




where name is the function name and argument(s) is/are the value (or values) upon which the function operates

· Excel function arguments consist of one or more cell ranges, cell references, or constants, separated by commas 
Recall that a cell range is a rectangular block of cells.  We specify a cell range by using the references (“addresses”) of the upper-left-hand cell and the lower-right-hand cell, separated by a colon (:)

Examples:
=SUM(B7:G13)

(computes sum of values in cells B7 through G13)

=AVERAGE(C10:C22)


(computes average of values in cells C10 through C22)

=MAX(D8:D20)

(finds largest value in cells D8 through D20)
=MIN(B7:G13)

(finds smallest value in cells B7 through G13)
=COUNT(C10:D16,G10:H16)


(counts the number of cells in the ranges C10:D16 and G10:H16 that contain numeric values)

· This last one shows that functions may have multiple arguments - here there are two - separated by commas

· Calculating a Sum Using the AutoSum button

The AutoSum button is on the Formulas tab, in the Function Library
· To sum a column of numbers, select the cell just below it and click the AutoSum button [(]
· To sum a row, select the cell just to the right and click AutoSum
· To compute the sums of any number of columns and/or rows all at once, select the columns/rows plus one extra row below (for the column totals) and one extra column to the right (for the row totals).  Then click AutoSum.
· Click the drop-down list arrow to the right of the AutoSum button to insert the Average, Min, Max, and Count functions instead of the Sum, using the above methods
(
Working with Worksheets
· To insert a new worksheet into a workbook, right-click a sheet tab and choose Insert... from the popup menu, and then Worksheet. The new sheet will be inserted just before the one you clicked
· To delete a worksheet from the workbook, right-click the sheet tab and choose Delete from the popup menu

· To move a sheet (i.e. change the order of the sheets in the workbook), just drag the sheet tab

· To rename a sheet, right-click the sheet tab, choose Rename from the popup menu, and enter the new name

· To add color to a sheet tab, right-click it, choose Tab Color... from the popup menu, and select a color
· Editing Your Worksheet

See handout, “Excel Editing”
(
The Undo and Redo Buttons
· The Undo button cancels out the last action taken, which can be a life-saver if you make a mistake such as accidentally deleting a large amount of text or removing the wrong rows or columns from a sheet
· Clicking the drop-down arrow to the right of the Undo button presents you with a menu of recent actions that can be cancelled. (However, if you undo, say, the fifth action listed, actions one through four will also be undone)

· The Redo button is the opposite – it allows you to recreate the last action or actions you “undid!”
· The Undo and Redo buttons are on the Quick Access Toolbar
(
  Finding and Replacing Text
To access the Find and Replace commands, click the Find & Select button in the Editing group on the Home tab

I.e.:  Home | Editing | Find & Select
· The Find command is used to locate one or more occurrences of a particular word or phrase in a spreadsheet

To find text, click the Find & Select button and choose Find... from the list.  Now enter the word or phrase to search for, and click the Find Next button.  Excel will locate and select the next occurrence of the text
· The Replace command not only finds the text, but gives you the option of replacing it with different text
1. click the Find & Select button and choose Replace... from the list

2. enter the word or phrase to search for, and the word or phrase you want to replace it with
3. click the Find Next button. The next occurrence of the text will be located and selected

4. click the Replace button to replace it or the Find Next button to keep it and go on to the next occurrence
· There is also a Replace All button, but you need to be careful when you use it
· To search all the sheets in the workbook in Find or Replace, click the Options button and from the Within drop-down list, choose Workbook
· The Spell Checker ( Review | Proofing | Spelling )
The spell checker checks all text entries against Excel’s dictionary, and flags any words which are not found.  This does not necessarily mean that a word is misspelled, as it may be a proper noun or technical term that is not in the dictionary.
1. Begin by making cell A1 the active cell, and then click the Spelling button (in the Proofing group on the Review tab)
2. For each possibly-misspelled word found, you can choose to ignore it once, ignore all occurrences of it, add it to the dictionary, or replace it with a word you choose from a list of suggested spellings
· Changing Worksheet Views
The worksheet view buttons are located on the Status Bar (below the worksheet window)

	Normal view
	shows only the contents of the sheet



	Page Layout view
	shows how the sheet will appear when printed, including margins, headers, and footers



	Page Break Preview
	shows where the page breaks are and lets you manipulate them




· In any view, you can increase/decrease magnification via the Zoom Control on the Status Bar.  Zooming does not affect the printed sheet, only what you see onscreen
· Portrait vs. Landscape Orientation 


On the Page Layout tab, in the Page Setup group, choose either Portrait or Landscape from the Orientation drop-down list 

· In general we would use Portrait orientation when a sheet is taller than it is wide, and Landscape orientation otherwise.

· Landscape orientation may be used to print the whole sheet on one page if it is too wide to fit using Portrait orientation
· Using Print Preview
It’s a good idea to always preview all worksheets before you print them.  Otherwise, you may be wasting time, paper, and toner.
· To preview the active sheet, click the Office button and choose Print Preview from the Print list
· In Print Preview, the Print Preview tab has commands to view the Next or Previous page if the sheet requires more than one printed page
· The Print Preview tab also has commands to enter Page Setup, Print the worksheet, and Close Print Preview
· Printing the Worksheet
To print the active worksheet, click the Office button and then Print
· In the Print dialog box, specify whether to print only the selected cell range, the entire active sheet, or all sheets in the workbook

· Click the Preview button to enter Print Preview from the Print dialog box 
· Displaying and Printing Formulas

Recall that if a cell contains a formula (or function) then the result of the formula is normally displayed in the cell and printed

· To display the formulas onscreen and enable a “formula printout” press [Ctrl]+`
· To turn off the formula display, press [Ctrl]+` again
· The “`” key is just above [Tab] and below [Esc]
· You can also use the Show Formulas button (on the Formulas tab, in the Formula Auditing group) to “toggle” between showing formulas and results
· Using the “Scale to Fit” Option
The Scale to Fit option may be used to make a slightly oversized sheet fit on one printed page
· On the Page Layout tab, in the Scale to Fit group, set the Width to 1 page and the Height to 1 page
· To restore a scaled-down sheet to normal size, set the Width and the Height to Automatic and the Scale to 100%

· Do not use this option unless the sheet is only slightly oversized, and never use it with formula printouts!
· Before using this option on any assignment, make sure you have read and completely understand the online document “Class Standards for Formula Printouts”
