What is Microsoft Excel?

Excel software allows you to create professional spreadsheets and charts.  You can also access a number of additional tools including functions and formulae.  

How to access Microsoft Excel

Double clink on the icon  
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You will now have a new page in excel to work on called Book 1 with 3 sheets numbered sheet 1, sheet 2, sheet 3


An excel spreadsheet is made up of rows and columns of individual boxes, called cells.  Each row is named with a number and each column is named with a letter, therefore each cell has a name according to its row and column position.

	
	A
	B
	C

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


When entering data into the cell, it can sometimes be bigger than the cell and the data is then only partially visible.  To correct this, place the mouse on the line in between the column with the data in and the one to the right of the change.  When you do this, the type of arrow will change. Double click the right mouse button and the column will automatically enlarge to fit the space.

The formatting options in excel are very similar to those in word and are also located along the toolbar at the top of the document.  

In a spreadsheet you can enter text or numbers.

Text entries are used for titles, headings and notes; they are entries you want to store.  Numeric data consists of numbers that you want to add, subtract, multiply and perhaps use other formulae on.

Excel is very useful for calculations as once the data is entered it can be manipulated in a number of different ways as demonstrated by the table below:

	
	A
	B
	C

	1
	Items
	Quantity Bought
	Price Paid

	2
	DVD
	2
	9.99

	3
	Book
	1
	4.50

	4
	Magazine
	3
	1.75

	5
	Chocolate Bar
	5
	0.35


Using  formulas

Formulas are mathematical equations which allow you to perform sums on any selection of numbers you enter on the page (Excel calls the pages spreadsheets).  

In its simplest form we can add, divide, multiply and subtract.

If you enter the information from the table on to a spreadsheet then click on cell B6 and then click ‘auto sum’ button. Σ  which is located below the toolbar.  You will then have the total of items purchased.    

If you click the small arrow to the right of auto sum you can review a number of other function keys.

A further option is to insert the correct numerical sign.

	
	A
	B
	C
	D
	E

	1
	Items
	Price Paid
	Initial Stock
	Items Sold
	Remaining Stock

	2
	DVD
	9.99
	25
	4
	

	3
	Book
	4.50
	156
	123
	

	4
	Magazine
	1.75
	45
	41
	

	5
	Chocolate Bar
	0.35
	9
	3
	


Click on cell 2E then type =C2-D2 then return (Instead of typing the cell number you can click on them and excel will automatically show the cell title for you).

For multiplication use * for division use /

Selecting Cells

	Cell
	Click on the cell

	A number of cells next to each other
	Click on the first cell in range and drag to the last cell in the range

	Range of cells which are not next to each other
	Click on the first cell.  Hold down the Ctrl key click on the other cells.

	A large range of cells which are larger than you can see on the page (worksheet)
	Click on the first cell in the range.  Hold down Shift and then click on the last cell in the range.

	A whole row
	Click on the row heading number

	A whole column
	Click on the column heading

	Adjacent rows/columns
	Select the first row or column then hold down the shift key and select the last row or column

	A whole page


	Ctrl + A or    Select All button 

A

1




Using the WHAT IF Function

You may want to identify items from a long list of information and we can use an IF function to do this.

	
	A
	B
	C
	D
	E

	1
	Items
	Price Paid
	Initial Stock
	Items Sold
	Remaining Stock

	2
	DVD
	9.99
	25
	4
	21

	3
	Book
	4.50
	156
	123
	33

	4
	Magazine
	1.75
	45
	41
	4

	5
	Chocolate Bar
	0.35
	9
	3
	6


Let’s assume that we want to know when our stock is less than 10 items.  Obviously, from our small table above this would not be difficult but imagine if we had a much longer list.

Click on cell F2 and type =IF(A1>=10,"OK", "RE-ORDER") press return and you should have text stating RE-ORDER.  Then copy the cell Ctrl + C and drag down to F5 press return and you have copied the formula into all cells.

You can see that for each item of remaining stock a calculation has been undertaken and resulted in a typed response.

Showing formula on your spreadsheet

There may be occasions where you want to show the formula behind the numbers.  To do this go to Tools menu, select Options then the view tab and click on the Formulas checkbox.  When you return to your spreadsheet the calculations will be shown.

Another option is to use a keyboard shortcut Ctrl ` (the ` key is to the left of number 1).

Previewing and Printing Spreadsheets

You should preview your work before printing (saves paper and effort).  

Click on the print preview button


You can then Zoom in and out to review the content.

Click on Setup.  You can then review the page, margins, etc.  This is also the section to determine portrait or landscape and the scaling (ie, the option to size information onto one page).
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Saving your Excel Workbook

From the File menu, select Save As. Select the location where you want to save your file and add a name to the File name box.  Then Click on Save.

This is Cell C4
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