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Chapter 1 Introduction to Microsoft Excel 2010

Chapter Gne
Introduction to Microsoft Excel 2010

1.1 What is Microsoft Excel 20107

Microsoft Office 2010 is a comprehensive system of programs, servers, services, and
solutions, including a dozen desktop productivity programs that you can installon your
computer, and four new online program versions. To meet the varying needs\ofyindividuals
and organizations, Microsoft offers five different Office 2010 software, 'suites, each
consisting of a different subset of programs. The following table identifies the programs
available in each of the software suites.

Microsoft Excel 2010 is a spreadsheet program with which yourean analyze, communicates,
and manages information.

Aside from actually typing the workbooks, there are a number of tasks that you will perform

most during your usage of Excel. These tasks includes
e Creating new workbooks

Opening existing workbooks

Saving workbooks

Working with text within workbooks

Formatting workbooks

Inserting non-text items

Proofing workbooks

Printing workbooks

Closing workbooks

', d

~~

W
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Chapter 1 Introduction to Microsoft Excel 2010

1.2 Starting Microsoft Excel 2010

After logging on to Windows 7, the user will be presented with a screen containing a
number of different icons. Start Microsoft Excel 2010 by clicking the Start button then
selecting:

All Programs ——> Microsoft office 2010  ——Microsoft Excel 2010

Y

Start Menu ) All programs esssp MNicrosoft office 2010

| 2 3|

Start the work <= Choose the application I

S 4

Figure 1 A

When you open Excel 2010 for the first time, the Excel Start Screen will appear. From here,
you'll be able to create a new workbook, choose a template, and access your recently edited
workbooks.

1- From the Excel Start Screen, locate_and select Blank workbook to access the Excel
interface.
2- Click Open Other Workbooks to/work on an existing workbook.

Excel

R"ef‘,::. rIT Search for online templates 0O

Suggested searches:  Business  Persona Inchustry

Small Business  Calculator Finance - Accounting Lists

Plus Time
M = Mine

Create a new workbook »

lecord Category A B C /
vIE = ancagqul = SharcPoint
. ) I
4
6
law Open Other Workbooks Blank workbook
Figure 2
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Chapter 1 Introduction to Microsoft Excel 2010

1.3 The Excel Interface

After starting Excel, you will see two windows - one within the other. The outer window is
the Application Window and the inner window is the Workbook Window. When
maximized, the Excel Workbook Window blends in with the Application Window.

After completing this module, you should be able to:

1- Identify the components of the Application Window.
2- ldentify the components of the Workbook Window.

Quick Access Toolbar _ e —

@ H g & Bookl - Eical po The Ribbon 7 ELN—NE X
FILE HOME ~ INSERT PAGE LAYOUT FORMULAS  DATA  REVIEW  VIEW Anna € Meagu ~

T Calibr 11 - Command Group  erzl - %(—nhrl'ﬂ'innalF-'ur"naﬂ'inr' EJ,:“an.Fr - | f—;‘?v

. (BB I U~ A A=m== Bl $ - 9% |_‘*'.Fu:rr1'|ata:'I'ahlvaT Eﬁ Delete - E' %~

aste | L. .

. W [H- D-A- == 8- i & (7 Cell Styles - BE Format- | & -

Cllpnc-arcl F*] Fant "] ﬁllgnmem "] Mumber "] 51].-'|E5 Cells Emtmg A
a1 4— MNameBox Jl 4— Formula Bar v
— I e — Colum

A | C D E F G H I ] K L[«
1 | r
2
3
|
3
i}
3
9
10
11
12 Vertical and Horizontal Scroll Bars
13 e
14
Workshests
15 ‘"'r -
Sheoatl @ HE b
H BH M -——F+—+ w0
Worksheet View Option Zoom Contral
Figure 3

1- The Application Window

The Application Window provides the space for your worksheets and workbook elements
such as charts. The components of the Application Window are described below.
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Chapter 1 Introduction to Microsoft Excel 2010

The Ribbon

Excel 2010 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains
multiple tabs, each with several groups of commands. You will use these tabs to perform the

most common tasks in Excel.

B H ©- O Bookl - Excel R R o
m IMSERT | pace LavouT §NFoRMuLAS)  DATA  REVEW  VIEW Anna C Neagu -
F njj r|L_b| Crisntation ~ H= Rreaks - ‘,J, Vidth: |Automatic « | | Gridlines  Headings | | T I,
¥ I size & Bickaround | [ Height: |Automatic = || [ view ¥ View E—

argln _ . = ] ] [

I_:, Print Area - EE Fring: Titles !I..g_n Scale: 100% Print Print -
= Seale to Fit a Sheet Cptions = B
T f.&' | Clickatabtosee hd

more commands

B C | — | — F E H | 1 =

Each tab is divided
. | into groups

1
2
3 I +
| |
4 ]
5
6
7
8

Sheetl e T 3

READY  SCROLL LOCK -j

Figure 4

e To minimize and maximize the Ribbon

The Ribbon is designed to respond to your current task, but you can choose to minimize it if
you find that ittakés up too much screen space.

1. Click thesRibbon Display Options arrow in the upper-right corner of the Ribbon.
T E - 4

------- Auto-hide Ribbon

Hide the Ribbon. Click at the top
(] 31 .

EEIIZEI EEI}C. ™ 2 Autc of the application to show it.
EFIHT m=—_ Show Tabs

Insert Delete Format
~ - ~ ¥ Clea Show Ribbon tabs only. Click a
tab to show the commands.

Cells
—_ | Show Tabs and Commands
B S5how Ribbon tabs and
commands all the time.
T U W _— . . =

Figure 5
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Chapter 1 Introduction to Microsoft Excel 2010

2. Select the desired minimizing option from the drop-down menu:
e Auto-hide Ribbon: Auto-hide displays your workbook in full-screen mode and
completely hides the Ribbon. To show the Ribbon, click the Expand Ribbon command
at the top of screen.

B X
Vv
M N O p Q -
Ribbon is hidden and workbook Click the Expand Ribbon
appears in full screen command to show the Ribbon

I
Figure 6

e Show Tabs: This option hides all command groups when not in use, but tabs will
remain visible. To show the Ribbon, simply click a tab.

e Show Tabs and Commands: This option’ maximizes the Ribbon. All of the tabs and
commands will be visible. This gption'is selected by default when you open Excel for
the first time.

The Backstage View (khe File Menu)

Click the File tab,omthe Ribbon. Backstage view will appear.

= O =

FILE HOMAE IMSERT PL

D - Calibri - 11

Ezy ~

Past

a.. E - BE I U - ]
Clipboard = Font

Figure 7
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Chapter 1 Introduction to Microsoft Excel 2010

Bookl - Excel
Return to Excel
Info contains
information about the
current workbook. You '|' .F
can also inspect the ﬁ ﬂ
workbook and set New: you can create a new, blank
protection contrals. workbaok, or choose from a large
selection of templates. art Workbook
Open: you can open | '-P | Control what types of changes
recent workbooks, as Protect people can make to this workbook.
well as workbooks saved q
to your OneDrive or on Use SHEE ank tStwe Asto SB:E
your computer. your workbook to your computer
- or to Office 365.
From the Print pane, | A | Inspect Workbook
you can change the Share: you can invite people to view and le, be aware
print settings and print collaborate on your workbook. You can also share

your workbook. You

your workbook by emailing it as an attachment. printer
can also see a preview

P - € 2N
of your workbook. absolute path
Content that people with
Export: you can choose Close the current workbook. dizabilities find difficult to read

to export your
workbook in another
format, such as
PDF/XPS or Excel

1947-2003.

From the Account pane, you can access your
Microsoft account information, madify your theme
and background, and sign out of your account.

| Manage | of this file.
Options: you can change various Excel options. For

example, you can control the Quick Analysis preferances,
Auto Recover settings, or Language preferences.

Account
15 VErsions

Options

Figure 8

The Formula Bar

In the formulaar, you can enter or edit data, a formula, or a function that will appear in a
specific cell.

In the image below, cell C1 is selected and 1984 is entered into the formula bar. Note how
the data appears in both the formula bar and in cell C1.

c1 - i ﬁ 1984
iy B C D E
1 1984_|
2
3

Figure 9
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Chapter 1 Introduction to Microsoft Excel 2010

The Name Box
The Name box displays the location, or "name" of a selected cell.

In the figure below, cell B4 is selected. Note that cell B4 is where column B and row 4
intersect.

B4 -
A B C
1
2
4 [ 1]
[ |
5
&

Figure 10

The Worksheet Views and Zoom Control

Excel 2010 has a variety of viewing options that change how your workbook is displayed.
You can choose to view any workbook in Normal view, Page Layout view, or Page Break
view. These views can be useful for various tasks, especially if you're planning to print the
spreadsheet.

e To change worksheet views, (ocate and select the desired worksheet view command
in the bottom-right corner of.the Excel window.

e To use the Zoom controly’click and drag the slider. The number to the right of the
slider reflects the zoom percentage.

Page Layout
View

| Page Break
View

Normal View

Figure 11
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Chapter 1 Introduction to Microsoft Excel 2010

2- The Workbook Window

In Excel 2010, when you open up a new workbook it now contains only 1 worksheet There
can be a max of 1,048,576 rows and 16,384 columns in an excel worksheet.

The Worksheet

Excel files are called workbooks. Each workbook holds one or more worksheets (also
known as "spreadsheets™).

Whenever you create a new Excel workbook, it will contain one worksheet ‘named Sheetl.
A worksheet is a grid of columns and rows where columns are designated by letters running
across the top of the worksheet and rows are designated by numbersTénning down the left
side of the worksheet.

W = &AWk

I R = S =
o W R L B T

-
n

Sheetl )

Figure 12

When working with a large amount of data, you can create multiple worksheets to help
organize your workbook and make it easier to find content. You can also group worksheets
to quickly add information to multiple worksheets at the same time.

e To rename a worksheet

Whenever you create a new Excel workbook, it will contain one worksheet named Sheetl.
You can rename a worksheet to better reflect its content. In our example, we will create a
training log organized by month.

Computer Science 8



Chapter 1 Introduction to Microsoft Excel 2010

1- Right-click the worksheet you wish to rename, then select Rename from the
worksheet menu.

In=zert...

i

Delete
Eename
Mowe or Copy...

View Code

B4

Protect Sheet...
Tab Color [ 3

Hide

Select &ll Sheets
Sheestl )

Figure 13

2- Type the desired name for the worksheet.
34
35

pu L o]

Januar] I:}
Figure 14

3- Click anywhere outside of the awverksheet, or press Enter on your keyboard. The

worksheet will be renamed.
=4
35

o L o]

January )
Figure 15
e To insert a new.worksheet
1- Loeate and select the new sheet button.
12
- Click to add a
14 new worksheet
i=2
Sheetl +
Figure 16

2- A new, blank worksheet will appear.

Computer Science 9



Chapter 1

e To delete a worksheet

1- Right-click the worksheet you wish to delete, then select Delete from the worksheet

menu.

25
26
27
28
29
30
31
32
34
35
36
37

L]

Introduction to Microsoft Excel 2010

Inzert...

Delete

b

Eename
Move or Copy...

View Code

|

Erotect Sheet...
Tab Color
Hide

Select All Sheets
January Sheet2 +

Figure 17

2- The worksheet will be deleted from your workbook.

e To copy a worksheet

If you need to duplicate the content of‘one’'worksheet to another, Excel allows you to copy

an existing worksheet.

1- Right-click the worksheet you want to copy, then select Move or Copy from the

worksheet menu.

Computer Science

READY

Insert...

Delete

b3

Eename
Move or Copy...
{'ﬂ View Code
B° Protect Sheet...
Tab Color 3

Hide

Select All Sheets
Sheetl (+)

L

SCROLLLOCK ¥

Figure 18
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Chapter 1 Introduction to Microsoft Excel 2010

2- The Move or Copy dialog box will appear. Choose where the sheet will appear in the
before sheet: field. In our example, we'll choose (move to end) to place the worksheet
to the right of the existing worksheet.

3- Check the box next to Create a copy, and then click OK.
Mowve or Copy @

Move selected sheets
To book:

Bookl -

new baok -
Bookl

Create a copy

| ok || canl |

Figure 19

4- The worksheet will be copied. It will have theysame title as the original worksheet, as
well as a version number.

e To move a worksheet
Sometimes you may want to movesa'worksheet to rearrange your workbook.

1- Select the worksheet yotnwish to move. The cursor will become a small worksheet
icon.

2- Hold and drag the,mouse until a small black arrow appears above the desired
location.

132
13
14
15
16
17

1

January | February | March )

READY  SCROLLLOCK 23

Figure 20

3- Release the mouse. The worksheet will be moved.
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Chapter 1 Introduction to Microsoft Excel 2010

1.4 Create a new Blank Workbook

Excel files are called workbooks. Whenever you start a new project in Excel, you'll need to
create a new workbook. There are several ways to start working with a workbook in Excel
2010. You can choose to create a new workbook—either with a blank workbook or a
predesigned template—or open an existing workbook.

e Create a new blank workbook

1- Select the File tab. backstage view will appear.

H :
HOME INSERT PAGE LAYOUT
L i . L
s °° Calibri 111 A A
; LJ ED - :
A e
a:ste . B I U~ -~ P I .& -
Clipboard = Font T
Figure 21

2- Select New, then click Blank workboek.
3- A new blank workbook will appear:

e Open an existing workbegk

In addition to creating new. Workbooks, you'll often need to open a workbook that was
previously saved.

1- Navigate 1o Backstage view, and then click Open.

Figure 22
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Introduction to Microsoft Excel 2010

2- Select Computer, and then click Browse.

Open

3- The Open dialog box will appear.*L.ocate and select your workbook, then click Open.

Recent Workbooks

Sites - Town of Sackville

Other Web Locations

Computer

Add a Place

EI;I Computer

Recent Folders

Desktop
testing Acrobat

M: » Adobe Acrobat = testing Acrobat

mine
b = mine

Other training
b = Other training

h:

My Documents

Browse

Figure 22

Open (5]
e, -
@le . = aneagus (.. » Account Management » - | +y | | Search Account M t Fe |
Organize - Mew folder | @
=
Bl Desktop i Mame Date ma
& Downloads
. . Forms 10,2372
;= Recent Places L
. SPW Screen Shots 11725/2
. . . B ~Sfccess and Authentication 4,/10/20
o= Libraries T i i -
E5 Access and Authentication 1072772
@ Documents 3
J} Musi B AcctProvSpreadsheet 4/2/201
e =| A% BR-6 Mew Students 12/17/2
[E=]| Pictures Z . -
. B Email Accounts 7/30/20
B videos - -
|® MNew Applicants - Script 12,2520

L Computer

&L, Local Disk (C2)

L aneagus (OHOME]) (M:)

5 nert (Mhome) (M:)

5® Corporate Share (\Wsackville.sk

o Sackwville (Wi) - [ 4]

{111 |

File name: MNew Applicants - Script - [AII Excel Files

-

Tools - [ Cpen Iv] [

)

Computer Science
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Chapter 1 Introduction to Microsoft Excel 2010

1.5 Saving and Sharing Workbooks

Whenever you create a new workbook in Excel, you'll need to know how to save it in order
to access and edit it later. As with previous versions of Excel, you can save files locally to
your computer. But unlike older versions, Excel 2010 also lets you save a workbook to the
cloud using OneDrive. You can also export and share workbooks with others directly from
Excel.

Excel offers two ways to save a file: Save and Save As. These options work in similar ways,
with a few important differences:

1- Save: When you create or edit a workbook, you'll use the Save commané, to save your
changes. You'll use this command most of the time. When you save a file, you'll only
need to choose a file name and location the first time. After that, you can just click the
Save command to save it with the same name and location.

2- Save As: You'll use this command to create a copy of a warkbook while keeping the
original. When you use Save As, you'll need to choosed@-different name and/or location
for the copied version.

e To save a workbook

It's important to save your workbook whenéver you start a new project or make changes to
an existing one. Saving early and oftep-can'prevent your work from being lost. You'll also
need to pay close attention to where(you save the workbook so it will be easy to find later.

1- Locate and select the Save command on the Quick Access Toolbar.

HOME IMNSERT

26 Euphermnia =10
- B I U~ A
» 2 B T A -
Clipboard ra Font
Figure 24

2- If you're saving the file for the first time, the Save As pane will appear in Backstage
view.

3- You'll then need to choose where to save the file and give it a file name. To save the
workbook to your computer, select Computer, and then click Browse. Alternatively,
you can click OneDrive to save the file to your OneDrive.

Computer Science 14



Chapter 1 Introduction to Microsoft Excel 2010

4- The Save As dialog box will appear. Select the location where you wish to save the

workbook.
5- Enter a file name for the workbook, then click Save.
Saveﬁ\s @
J— = I
AT |j b Libraries » Documents » - |+¢|| Search Documents je
Organize * Mew folder = - IZ:.EIZI
Librari Documents ||braw Arrange by: Folder *
e ibranes Includes: 2 locations :
3 Documents 5
Jv- Music Mame Date modified Type it
k| Pictures . Custom Office Templates 3/10/2014 11:10 AM  File folde
B8 Videos =  Edraw Max 3/31/2014 10:25 AM  File folde
, Edraw Mind Map 47272014 4:08 PM File folde|=
1M Computer My Data Sources 3/14/2014 3:24 PM File folde
& Local Disk (C:) (£} My Shapes 5/14/2014 1:24 PM  File folde
L aneagu’ (WHON . OneMote Motebooks 12/16/2014 11:43 ... Filefolde
= nert (Vihome] (M | Outlook Files 9/16/2014 226 PM  Filefolde _
¥ Corporate Share _ r R
File name: -
Save as type: [Excel Workbook hd
Authors: Anna C Meagu Tags: Add atag
[] Save Thumbnail
&) Hide Folders Tools - [ Save ] [ Cancel ]

Figure 25

6- The workbook will be saved. You can click the Save command again to save your
changes as you madify the workbook.

e Using Save-Asto make a copy

If you want to save a different version of a workbook while keeping the original, you can
create a copy. For example, if you have a file named "Sales Data" you could save it as
"Sales Data 2" so you'll be able to edit the new file and still refer back to the original
version.

To do this, you'll click the Save As command in backstage view. Just like when saving a file
for the first time, you'll need to choose where to save the file and give it a new file name.

Computer Science 15



Chapter 2 Cell Basics and Formatting

Chapter two
Cell Basics and Formatting

Whenever you work with Excel, you'll enter information, or content, into cells. Cells are the
basic building blocks of a worksheet. You'll need to learn the basics of cells and cell content
to calculate, analyse, and organize data in Excel.

2.1 Understanding Cells

Every worksheet is made up of thousands of rectangles, which are called cells. A cell is the
intersection of a row and a column. Columns are identified by letters (A, B, C), while rows
are identified by numbers (1, 2, 3).

3 January | February | March

READY SCROLLLOCK 8

Figure 26

Each cell has its own nameyor cell address, based on its column and row. In this example,
the selected cell intersects-column C and row 5, so the cell address is C5. The cell address
will also appear insthe Name box. Note that a cell's column and row headings are
highlighted when\the cell is selected.

Cell Address

ch (wm B L

Figure 27
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Chapter 2 Cell Basics and Formatting

You can also select multiple cells at the same time. A group of cells is known as a cell
range. Rather than a single cell address, you will refer to a cell range using the cell
addresses of the first and last cells in the cell range, separated by a colon. For example, a
cell range that included cells Al, A2, A3, A4, and A5 would be written as A1:A5.

In the images below, two different cell ranges are selected:

Cell range A1:B8 Cell range A1:A8
Al v Al v
A B C A B C

1 1

2 2

3 3

4 -

5 5

6 6

7 7

8 1 8 |

9 9

Figure 28

e To select a cell range
Sometimes you may want to.select-a larger group of cells, or a cell range.

1- Click, hold, and dragithe mouse until all of the adjoining cells you wish to select are
highlighted.

2- Release the mouse to select the desired cell range. The cells will remain selected until
you click.another cell in the worksheet.

Computer Science 17



Chapter 2 Cell Basics and Formatting

2.2 Cell Content

Any information you enter into a spreadsheet will be stored in a cell. Each cell can contain
several different kinds of content, including text, formatting, formulas, and functions.

e Text

Cells can contain text, such as letters, numbers, and dates.

A B C

1 Date Sales Percentage of Total
2 |5/6/2013 65 0.71

3 |5/7/2013 78 0.78

4 |5/8/2013 112 0.86

5 5/9/2013 54 0.28

6 |5/10/2013 99 0.43

7 |5/11/2013 189 0.65

& |5/12/2013 120 0.57

9

Figure 29

e Formatting Attributes
Cells can contain formatting attributes that change the way letters, numbers, and dates are

displayed. For example, percentages can appear as 0.15 or 15%. You can even change a
cell's background color.

e Formulas and Functions

Cells can containzfermulas and functions that calculate cell values. In our example, SUM
(B4:B7) adds'the‘value of each cell in cell range B4:B7 and displays the total in cell B8.

B3 v e || =sum(ea:e7)

A B C D E
3 |Date Students Percentage
4 | 1/2/2015 36 36% 100
5 | 1/3/2015 50 505%
6 | 1/4/2015 14 14%
7 | 1/5/2015 55 55%
g | [ 1s9]

Figure 30

Computer Science
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Chapter 2 Cell Basics and Formatting

e To insert content

1- Click a cell to select it.

A E C
r[ ]
2
Figure 31

2- Type content into the selected cell, and then press Enter on your keyboard. The
content will appear in the cell and the formula bar. You can also input and edit cell

content in the formula bar.

Al - J | First

A B C D T E
1 | First ;.,L Content appears in cell
2 and formula bar
3
4
=)

Figure 32

e To delete cell content

1- Select the cell with content you wish(to-delete.
2- Press the Delete or Backspace key-on your keyboard. The cell's contents will be

deleted.

e To delete cells

There is an important difference between deleting the content of a cell and deleting the cell
itself. If you delete the entire cell, the cells below it will shift up and replace the deleted

cells.

1- Selectithe cell(s) you wish to delete.
2- Select the Delete command from the Home tab on the Ribbon.

3- The cells below will shift up.
e — ES}.;\ EI > AutesSum %?

== E= Fill —
Insert Delete™ Format Sort S
- - - < Clear - Filter =
Zells Editiraog
Delete Cells
Delete cells, rows, colurmns, or
o sheets from your workbook.
F¥1I: To delete multiple rows or
colurmns at a time, select Mmultiple
rows or columns in the sheet, and
click Delete.
Figure 33
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Chapter 2 Cell Basics and Formatting

e To copy and paste cell content

Excel allows you to copy content that is already entered into your spreadsheet and paste that
content to other cells, which can save you time and effort.

1- Select the cell(s) you wish to copy.
2- Click the Copy command on the Home tab, or press Ctrl+C on your keyboard.

FILE HOME IMNSERT PAGE LAYOQUT
L] 3{ Cut

Calibn 11
o ER Copy -~
aste - i B
- "*‘F-:urn%t Painter B I U =
Clipboard [P Font

Dz Copy (Ctrl+C) N

Put a copy of the selection on the
Clipbroard so you can paste it
e somewhere else,
ir

Figure 34

3- Select the cell(s) where you wish to paste the.content. The copied cells will now have
a dashed box around them.

4- Click the Paste command on the Hometab, or press Ctrl+V on your keyboard.

5- The content will be pasted into the.selected cells.

e To access more paste options

You can also access additional paste options, which are especially convenient when
working with cells that ¢ontain formulas or formatting. To access more paste options, click
the drop-down arrow onjthe Paste command.
H ©- & =
FILE HOME IMSERT PAGE LAYOL
=B X Cut
L] 'iéé Copy ~

Paste - | B
- * Farmat Painter B I U -

Calibn -

Paste [} Font

- il

0 Ok [

ilb

A i

A

s PR =

£H

;
e

i i Keep Source Formatting (KJ ?
Paste Values

r = e il
sl | ot

123 123 123

Other Paste Options

= TR = TRENNT - TR -

E“ o L[ %‘
Paste Special...
Figure 35

Computer Science 20



Chapter 2 Cell Basics and Formatting

e To use the fill handle

There may be times when you need to copy the content of one cell to several other cells in
your worksheet. You could copy and paste the content into each cell, but this method would
be very time consuming. Instead, you can use the fill handle to quickly copy and paste
content to adjacent cells in the same row or column.

1- Select the cell(s) containing the content you wish to use. The fill handle will appear
as a small square in the bottom-right corner of the selected cell(s).
2- Click, hold, and drag the fill handle until all of the cells you wish to fillare.selected.

3- Release the mouse to fill the selected cells. A B C
1 [x X
2
: B
A B C 4

5

1 |x 6

2 Ix ), 7

3 .ﬂ g

4 g

5 10
11 "
12
13

Figure 36

e To continue a series with the fill*handle

The fill handle can also be used to continue a series. Whenever the content of a row or
column follows a sequential order, like numbers (1, 2, 3) or days (Monday, Tuesday,
Wednesday), the fill handle can guess what should come next in the series. In many cases,
you may need to seleet multiple cells before using the fill handle to help Excel determine
the series order:Inour example below, the fill handle is used to extend a series of dates in a

column.

A B C A B
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday 1

Monday
Tuesday |

Sunday

= | Ch LN s W) kD e
0O wd | U e W R e

Figure 37
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Chapter 2 Cell Basics and Formatting

2.3 Formatting Cells

All cell content uses the same formatting by default, which can make it difficult to read a
workbook with a lot of information. Basic formatting can customize the look and feel of
your workbook, allowing you to draw attention to specific sections and making your
content easier to view and understand. You can also apply number formatting to tell Excel
exactly what type of data you’re using in the workbook, such as percentages (%), currency
($), and so on.

Font Formatting
e To change the font

By default, the font of each new workbook is set to Calibri. However, Excel provides a
variety of other fonts you can use to customize your cell text:iIn the example below, we'll
format our title cell to help distinguish it from the rest of the worksheet.

1- Select the cell(s) you wish to modify.

2- Click the drop-down arrow next to the Font\ecommand on the Home tab. The Font
drop-down menu will appear.

3- Select the desired font. A live preview.of the new font will appear as you hover the
mouse over different options.

82 - .- £ 1 .
Galibi |~111 ~| A" A" $ v 9% » &

AL Br=b-A-m-Raw F

Figure 38

4- Thetext will change to the selected font.
s TIP: When creating a workbook in the workplace, you'll want to select a font that

Is easy to read. Along with Calibri, standard reading fonts include Cambria, Times
New Roman, and Avrial.
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e To change the font size

1- Select the cell(s) you wish to modify.

2- Click the drop-down arrow next to the Font Size command on the Home tab. The Font
Size drop-down menu will appear.

3- Select the desired font size. A live preview of the new font size will appear as you hover
the mouse over different options.

4- The text will change to the selected font size.

e TIP: You can also use the Increase Font Size and Decrease Font Size.commands
or enter a custom font size using your keyboard.

FILE HOME INSERT PAX

i b 4 Calibri

- it » - E _
Entering a custom Font [

font size
Increase and

Decrease Font
Size commands

Figure 39
e To change the font color

1- Select the cell(s) you wish tormodify.

2- Click the drop-down arrow next to the Font Color command on the Home tab. The
Color menu will appear.

3- Select the desired«font color. A live preview of the new font color will appear as you
hover the mouse(over different options.

40OME IMNSERT PAGE LAYOUT FORM

Calibri -1 -
B I U - A A

o D - A £E=

Font | [l Automatic

I}

Il
I
I

|
% Il

)

Theme Colors

E— .Illllllll

Standard Colors
I EEEEEN

war DMore Colors...

-

Figure 40
4- The text will change to the selected font color.
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e To use the Bold, Italic, and Underline commands

1- Select the cell(s) you wish to modify.
2- Click the Bold (B), Italic (1), or Underline (U) command on the Home tab. In our
example, we'll make the selected cells bold.

x - - jp—
do Cut Georgia |18 ~A A ==
Exy Copy = = pe—————————
¥ Format Painter BL\:’ TR 5 - RS A ===
Clipboard ] Font e
Bold (Ctrl+B)
Make your text bold,
A B C
Figure 41

3- The selected style will be applied to the text.

e TIP: You can also press Ctrl+B on your keyboard to make selected text bold,
Ctrl+1 to apply italics, and Ctrl+U to apply<an‘underline.

Text Alignment

By default, any text entered into your,waerksheet will be aligned to the bottom-left of a cell.
Any numbers will be aligned to the(bottom-right of a cell. Changing the alignment of your
cell content allows you to choose<how the content is displayed in any cell, which can make
your cell content easier to read:

e To change horizontal, text alignment

1- Select the eell(s) you wish to modify.
2- Select one)of the three horizontal alignment commands on the Home tab. In our
example; we'll choose Center Align.

- %' Wrap Text

— 3= Merge & Center -

Alignment a

1 Log Center
: Center your content.

o

Figure 42

3- The text will realign.
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e To change vertical text alignment

1- Select the cell(s) you wish to modify.
2- Select one of the three vertical alignment commands on the Home tab. In our example,
we'll choose Middle Align.

- =¢ Wra p Text

s

€= = MergE&Center -

Alignment M

Middle Align

Align text so that it is centered
E between the top and bottom of the
cell,

rLog

Figure 43

3- The text will realign.

2.4 Cell Borders and Fill Colors

Cell borders and fill colors allow you to create clear and defined boundaries for different
sections of your worksheet.

e To add a border
1- Select the cell(s) youswish to modify.

2- Click the drop-dewn jarrow next to the Borders command on the Home tab. The Borders
drop-down menuwill appear.

HOME INSERT PAGE LAYOUT F

Calibri -l || FE == E
- B I U - A AN ===
¢ el Iy - A - &= 3= B~

Bottorn Border
Top Border
Left Barder
Right Border
Mo Border

All Borders
Clutside Borders

Thick Box Border

Figure 44
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3- Select the border style you want to use.
4- The selected border style will appear.

e TIP: You can draw borders and change the line style and color of borders with the
Draw Borders tools at the bottom of the Borders drop-down menu.

Draw Borders

™ Draw Border

D‘* Draw EI-:ru:I&r%'icl

Erase Border

L Line Color 3
Line Style L

FH MeoreBorders...

Figure 45

e To add a fill color

1- Select the cell(s) you wish to modify.

2- Click the drop-down arrow next to the FUll Color command on the Home tab. The Fill
Color menu will appear.

3- Select the fill color you want to use.NA live preview of the new fill color will appear
as you hover the mouse over different options. In our example, we'll choose Light

Green.
HOME INSERT PAGE LAYOUT
Calibri -1 ~|| = =88 E
-|B I U~ AaA|l===E
. e AL - &= 3= -
la Theme Colors
H BN | B

E II
__ _GHNNEEESEE

list S5tandard Colors
[ N | EEEERERN
Mo Fill
Light Green

a' More Comors

Figure 46

4- The selected fill color will appear in the selected cells.
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2.5 Formatting Text and Numbers

Cell Basics and Formatting

One of the most powerful tools in Excel is the ability to apply specific formatting for text
and numbers. Instead of displaying all cell content in exactly the same way, you can use
formatting to change the appearance of dates, times, decimals, percentages (%), currency

($), and much more.

e To apply number formatting

N -
1 1

Select the cells(s) you wish to modify.
Click the drop-down arrow next to the Number Format command on‘the' Home tab. The

Number Formatting drop-down menu will appear.

w
1

Select the desired formatting option.

N
1

General is the default format for any cell.
When you enter 3 number into the cell, ABLC
—+123

12

Cumrency formats numbers as cumrency __,
with a currency symbol. ==

Excel will guess the number format that is
maost appropriate.

Short Date formats numbears =,
as MDY Y Yy, jm

Long Date formats numbers as
Weekday, Month DD, YYYY. *| |

[+ &)
5 '
S

%
I
10

ABC

Percentage formats numbers with
decimal places and the percent sign.

Scientific formats numbers
in scientific notation.

ou can easily customize any format in

Mora Mumber Formats. -

Computer Science

The selected cells will change to the new formatting style.

;=
[

Mo specific fermat

eneral

Number formats numbers
with decimal places.

Mumber
ist
Currency
ist
Accounting farmats numbers as monetary
Accounting o valueslike the Cumrency format, but it also
list aligns currency symbols and decimal
places within columns.

Short Date
ist |
Long Date
15t
Time Time formats numbers as HHIMM/S5
o ‘ and notes AM or PM.
) |
Percentage
ist
Fraction formats numbers as fractions
Fraction . separated by the forward slash.
st |
Scientific
st
Text formats numbers as text, meaning
Text *— that what you enter into the call will

ist appear exacthy as it was emterad.

More Number Formats..

Figure 47
27



Chapter 3 Modifying Columns, Rows and Cells

Chapter three
Modifying Columns, Rows and Cells

By default, every row and column of a new workbook is always set to the same height and
width. Excel allows you to modify column width and row height in different ways,
including wrapping text and merging cells.

e To modify column width

1- Position the mouse over the column line in the column heading+so'the white cross
becomes a double arrow.

H1&8 - Joe

o B
First Ma Last Name
Amand: Ryan
Tricia Matthews
Josefini Wwoodard

™

o B Wk

Figure 48

2- Click, hold, and drag the mouse te increase or decrease the column width.
3- Release the mouse. The column width will be changed.

«» TIP: If you see pound signs (#######) in a cell, it means that the column is not
wide enough to_ display the cell content. Simply increase the column width to
show the cell-content.

e To AutoFit.column width

The AutoFit.feature will allow you to set a column's width to fit its content automatically.
1- Position the mouse over the column line in the column heading so the white cross
becomes a double arrow.
2- Double-click the mouse. The column width will be changed automatically to fit the
content.

¢ TIP: You can also AutoFit the width for several columns at the same time. Simply
select the columns you would like to AutoFit, then select the AutoFit Column
Width command from the Format drop-down menu on the Home tab. This method
can also be used for Row height.
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3.1 Inserting, Deleting, Moving, and Hiding Rows and Columns

After you've been working with a workbook for a while, you may find that you want to
insert new columns or rows, delete certain rows or columns, move them to a different
location in the worksheet, or even hide them.

e To insert rows

1- Select the row heading below where you want the new row to appear.
2- Click the Insert command on the Home tab.

20 B o 2oy

- _
Cell Inse Delete Format Sort 8 Find &
Styles - - - - — 7 Filter = Select~
Cells Editing

Insert Cells

Add new cells, rows or columns to
your workbook.

F¥l: To insert multiple rows or
columns at a time, select multiple

rows or columns in the sheet, and
click Insert.

9 Tell me more
Figure 49

3- The new row will appear above'the selected row.

e To insert columns

1- Select the colump’heading to the right of where you want the new column to appear.
2- Click the Insert command on the Home tab.

ol A

Cell Inse Delete Format Sort & Find &
Styles ~ - - - — 7 Filter~ Select -
Cells Editing

Insert Cells

Add new cells, rows or columns to
your workbook,

F¥l: Te insert multiple rows or
columns at a time, select multiple

rows or columns in the sheet, and
click Inzert.

0 Tell me more

Figure 50
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3- The new column will appear to the left of the selected column.

e TIP: When inserting rows and columns, make sure you select the entire row or
column by clicking the heading. If you select only a cell in the row or column, the
Insert command will only insert a new cell.

e To delete rows

It's easy to delete any row that you no longer need in your workbook.
1- Select the row(s) you want to delete.
2- Click the Delete command on the Home tab.

I:‘:-"J %ﬂj E)‘i iil 2 - %‘Y H

Cell Insert Delete Format Sort & Find &8

Styles - - - - — 7 Filter -~ Select~
Cells Editing
Delete Cells
Delete cells, rows, columns, or

H sheets from your workboolk.
F¥l: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete,
Figure 51

3- The selected row(s) will be deleted, and theaows below will shift up.

e To delete columns

1- Select the columns(s) you want'to delete.
2- Click the Delete command on the Home tab.

= 2 S E 2y ik

Cell Insert Delete Format m Sort & Find &
Styles ~ - - - — 7 Filter ~ Select~
Cells Editing

Delete Cells

Delete cells, rows, columns, or
H sheets from your workboolk.

FYl: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Drelete.

Figure 52
3- The selected columns(s) will be deleted, and the columns to the right will shift left.

¢ TIP: It's important to understand the difference between deleting a row or column
and simply clearing its contents. If you want to remove the content of a row or
column without causing others to shift, right-click a heading, then select Clear
Contents from the drop-down menu.

Computer Science 30



Computer Science

Chapter 3 Modifying Columns, Rows and Cells

e To move a row or column
Sometimes you may want to move a column or row to rearrange the content of your
worksheet.
1- Select the desired column heading for the column you wish to move, then click the
Cut command on the Home tab or press Ctrl+X on your keyboard.
2- Select the column heading to the right of where you want to move the column. For
example, if you want to move a column between columns B and C, select column C.

3- Click the Insert command on the Home tab, and then select Insert Cut Cellssfrom the
drop-down menu.

D gm E}Q g 2 AutoSum -

Fill -
Cell Insert Delete Format
Styles - - - - & Clear~

E'I' Insert Cut Cells Editir

U Insert Sheet Columns

K 0
Q Inzert Sheet
Figure 53
4- The column will be moved to the selected location, and the columns to the right will

shift right.

s TIP: You can also access jthe_Cut and Insert commands by right-clicking the
mouse and then selecting the)desired commands from the drop-down menu.

e To hide and unhide a row or’column
At times, you may want to compare certain rows or columns without changing the
organization of your worksheet. Excel allows you to hide rows and columns as needed.

1- Select the column(s) you wish to hide, right-click the mouse, and then select Hide
from the forpiatting menu.

iw

o Cut
Em Copy
T‘_b, Paste Options:

i ol
=l =

Frida Paste Special...
x Insert
x Delete
» Clear Contents

Format Cells...

Column Width...

Hide

Unhide

Figure 54
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2- The columns will be hidden. The green column line indicates the location of the
hidden columns.

Green
column line

st Mame | Friday, March 08, 2013
Heidi

Figure 55
3- To unhide the columns, select the columns to the left and right of the hidden columns
(in other words, the columns on both sides of the hidden columns).

4- Right-click the mouse, then select Unhide from the formatting ntenu. The hidden
columns will reappear.

3.2 Wrapping text and merging cells

Whenever you have too much cell content to be displayed in a single cell, you may decide
to wrap the text or merge the cell rather than resizing a column. Wrapping the text will
automatically modify a cell's row height, allowing cell contents to be displayed on multiple
lines. Merging allows you to combine a celkwith adjacent, empty cells to create one large
cell.

1- Select the cells you wish tojwrap.
2- Select the Wrap Text command on the Home tab.

%‘ Wrap Text Text - --E
Merge 8 Center - $ - 25 o €50 oo Conditic
Formatti

1ent -] MNumber -]
Merge & Center

Combine and center the contents of
Excel the selected cells in a new larger

1 > cell.
This is a great way to create a label

= s I =
Excel that spans multiple columns.

I

L 9 Tell me more

Figure 56

3- The text in the selected cells will be wrapped.

¢ TIP: Click the Wrap Text command again to unwrap the text.
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e To merge cells using the Merge & Center command

1- Select the cell range you want to merge together.
2- Select the Merge & Center command on the Home tab.

%‘ Wrap Text Text - .-E
= Merge & Center ~ $ - % *» 8 3% C':lnclltl_t

Formatti
1ent ra MNumber =

Merge & Center

Combine and center the contents of

Excel I the selected cells in a new larger

1 2 cell.

This is a great way to create a label
that spans multiple celumns.

Excel
1| 2

! 9 Tell me more

Figure 57

3- The selected cells will be merged, and the text'will be centered.

e To access more merge options

Click the drop-down arrow next to/the"Merge & Center command on the Home tab. The
Merge drop-down menu will appear) From here, you can choose to:

e Merge & Centen; Merges the selected cells into one cell and centers the text

o Merge Acrossi Merges the selected cells into larger cells while keeping each row
separate

o Mergé Cells: Merges the selected cells into one cell, but does not center the text
e Unmerge Cells: Unmerges selected cells

Merge & Center -

1]

Merge & Center

Merge Across

Merge Cells I},

E HH db

Unmerge Cells

Figure 58
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Chapter gfour
Formulas and Functions

4.1 Simple Formulas:

Just like a calculator, Excel can add, subtract, multiply, and divide. In this lesson, we'll
show you how to use cell references to create simple formulas. \ié

Mathematical operators

sign for subtraction (-), an asterisk for multiplication (*), a forward, slash for division (/),

and a caret (") for exponents.
B

Excel uses standard operators for formulas, such as a plus sign fg addition (+), a minus

Addition
Subtraction

Multiplication
Division

Exponents

(D'Q\’ Figure 59

All formulas in'@ must begin with an equals sign (=). This is because the cell contains,
or is equal to, ormula and the value it calculates.

Yy

Understanding cell references

While you can create simple formulas in Excel manually (for example, =2+2 or =5*5), most
of the time you will use cell addresses to create a formula. This is known as making a cell
reference. Using cell references will ensure that your formulas are always accurate because
you can change the value of referenced cells without having to rewrite the formula.

Computer Science

34



Chapter 4 Formulas and Functions

' SUM vi
J A B
1 10 The formulain cell A3
: 2 5 refers to the value incell A1

plus the value in cell A2

3 |=A1+A2
a3 v ;
' The formula calculates
T e and displays the answer ,Q
2 10 to the equation A1 plus Az

Figure 60 & !

By combining a mathematical operator with cell references can create a variety of
simple formulas in Excel. Formulas can also include a c% ination of cell references and
numbers, as in the examples below: &0

=A1+A2 Adds cells Al and A2

=C4-3 Subtracts 3 from cell C4

=E7 /)4 Divides cell E7 by 14

=MN10*1.05 Multiplies cell N10 by 1.05

Finds the sguare of cell R5

&(&y Figure 61

e To create aformula
1- Se[ect@ cell that will contain the formula.

2- Ty e equals sign (=). Notice how it appears in both the cell and the formula bar.
v [ || =omsnd
c D E
45 Z X
Formula will appear in
25 both the cell and the
EDEEd formula bar.

Figure 62
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3- Type the cell address of the cell you wish to reference first in the formula: cell D1 in

our example. A blue border will appear around the referenced cell.

4- Type the mathematical operator you wish to use. In our example, we'll type the

addition sign (+).

5- Type the cell address of the cell you wish to reference second in the formula: cell D2

in our example. A red border will appear around the referenced cell.

6- Press Enter on your keyboard. The formula will be calculated, and the value will be

displayed in the cell.

«» TIP: If the result of a formula is too large to be displayed in a_cell it may appear
as pound signs (####H#H##H) instead of a value. This means that“the column is not
wide enough to display the cell content. Simply increase the column width to

show the cell content.

Modifying values with cell references

The true advantage of cell references is that theysallow you to update data in your

worksheet without having to rewrite formulas.

« TIP: Excel will not always tell youif your formula contains an error, so it's up to

you to check all of your formulas.

e To create a formula using thespeint-and-click

method

Rather than typing cell addresses'manually, you can point and click on the cells you wish to
include in your formula~ This method can save a lot of time and effort when creating
formulas. In our example below, we'll create a formula to calculate the cost of ordering

several boxes of plastic silverware.

1- Select the-gell that will contain the formula. In our example, we'll select cell D3.

D3 - I

A B

w

Paper Supply Inventory Orders

2 Item Quantity | Price Per Unit| Total Cost
3 | Plastic Silverware (box of 100) 9 $8.75 op
4 |Napkins (box of 250) 12 $2.59
5 Plates (box of 50) 6 $14.25
& Cups (box of 75) 10 $11.99
7 Total
g
Figure 63
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2- Type the equals sign (=).

3- Select the cell you wish to reference first in the formula: cell B3 in our example. The
cell address will appear in the formula, and a dashed blue line will appear around the

referenced cell.

4- Type the mathematical operator you wish to use. In our example, we'll type the

multiplication sign (*).

5- Select the cell you wish to reference second in the formula: cell C3 in our example.
The cell address will appear in the formula, and a dashed red line will appear around

the referenced cell.

C3 - M ' I

=B3*C3

B

C

Paper Supply Inventory Orders

Formulas and Functions

ltem

58]

| Quantity |

Price Per Unit | Total Cost |

3 |F’Iastic Silverware (box of 100) 9!___::;::__§§;Z§_== *
4 Napkins (box of 250) 12 $2.59 '
5 Plates (box of 50) [ 514.25
& Cups (box of 75) 10 $11.99
7 Total
8
Figure 64

6- Press Enter on your keyboard, The“formula will be calculated, and the value will be

displayed in the cell.

oo

D3 M F || =B3*C3
A B C D
Paper Supply Inventory Orders
2 ltem Quantity | Price Per Unit | Total Cost
3 | Plastic Silverware (box of 100) 9 $8.75 $78.75 |
4 |Napkins (box of 250) 12 $2.59
5 Plates (box of 50) 6 $14.25
& Cups (box of 75) 10 $11.99
7 Total
Figure 65

Formulas can also be copied to adjacent cells with the fill handle, which can save a lot of
time and effort if you need to perform the same calculation multiple times in a worksheet.
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e To edita formula

Sometimes you may want to modify an existing formula. In the example below, we've
entered an incorrect cell address in our formula, so we'll need to correct it.

1- Select the cell containing the formula you wish to edit.

2- Click the formula bar to edit the formula. You can also double-click the cell to view
and edit the formula directly within the cell.

3- A border will appear around any referenced cells.

4- When finished, press Enter on your keyboard or select the Enter command in the
formula bar.

5- The formula will be updated, and the new value will be displayed in'the cell.

« TIP: If you change your mind, you can press the Esc key-on your keyboard or

click the Cancel command in the formula bar to~avoid accidentally making
changes to your formula.

4.2 Complex Formulas

A simple formula is a mathematical expression with one operator, such as 7+9. A complex
formula has more than one mathematigal operator, such as 5+2*8. When there is more than
one operation in a formula, the order of operations tells Excel which operation to calculate
first. In order to use Excel to cafculate complex formulas, you will need to understand the
order of operations.

Order of operations

Excel calculates formulas based on the following order of operations:
1. Operations enclosed in parentheses

2. Exponential calculations (372, for example)

3. Multiplication and division, whichever comes first

4. Addition and subtraction, whichever comes first
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e Creating complex formulas

In the example below, we will demonstrate how Excel solves a complex formula using the
order of operations. Here, we want to calculate the cost of sales tax for an invoice. To do
this, we'll write our formula as = (D2+D3)*0.075 in cell D4. This formula will add the
prices of our items together and then multiply that value by the 7.5% tax rate (which is

written as 0.075) to calculate the cost of sales tax.

SUM i X W

=(D2+D3)*0.075

Formulas and Functions

i B C D
- Menu Item Price Quantity Total
2 [ltem 1 $2.29 201 $45.80 l
3 | Item 2 $2.29 30! $68.70
4 =(D2+D3)*0.075
5 Total
Figure 66

s TIP: It is especially important to enter complex formulas with the correct order of
operations. Otherwise, Excel will,net calculate the results accurately. In our
example, if the parentheses are not*included, the multiplication is calculated first
and the result is incorrect-“\Parentheses are the best way to define which

calculations will be performed first in Excel.
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4.3 Exercises

e Exercise 1: Calculate the total grade of the following students for the
Computer Science Subject.

Ahmed
Sara

25 S7

Ao~ O01Oon
AlAOTO1A

Mustafa 15 40
Noor 20 45
Hassan 25 95
e Exercise 2: Calculate the average of the following students for the

following Subjects.

Fatima

Ali 88 93 77 88
Kristien 90 87 . . 86 92
Mohammed| 93 89, 81 78
Dania 86 N 91 88
N\
O

Fatima g 78 95 91
Ali, ’Q(é 88 93 77 88
Kr‘is‘ﬁe? 90 87 86 92
Moehammed| 93 89 81 78
Ppania 86 90 91 88
T Ahmed 77 88 69 70
Noor 95 72 90 78
Hassan 71 80 96 79
Sara 84 75 89 80
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