BASIC EXCEL INFORMATION










WHAT IS A SPREADSHEET?

There are simple uses for Excel, as well as more complicated uses.  There is more than one way to do most things in Excel, so find what works for you.  Remember to save your work often.  

Spreadsheets vs. Workbooks
· A spreadsheet is the computer program, e.g., Excel.

· A worksheet is the individual page.

· A workbook is a spreadsheet file or a group of worksheets in one file.

Cell Facts 

· Each small rectangle in a spreadsheet is a cell. 

· Data and formulas are entered into cells in an Excel spreadsheet. 

Column and Row Facts 

· Columns run vertically in a spreadsheet and are labeled with a letter.

· Rows run horizontally and are labeled with a number. 

Data and Formulas
· Data

· Value - Numbers (i.e., number, currency, percent) 

· Date/time - Date or time
· Label - Used for headings, names, and identifying columns of data (letters and numbers)
· Formula – A mathematical calculation, such as addition and multiplication.  The cell shows the value of the calculation; to see the calculation click on the cell.
Toolbar
You can use the Toolbar at the top of the screen for shortcuts to formatting your worksheet.  

· To select a toolbar, go to View/Toolbar.  Two common toolbars are Standard and Formatting.  

· You can see what each icon represents by moving the cursor over that icon and a pop-up box with the name appears.

SAVING YOUR WORK

Make sure to save your work often and after you make changes.  Either go to File/Save OR on the toolbar select the icon that looks like a disk.  To save the file as a new file and not overwrite the original file, go to File/Save As and then change the name.

ENTER DATA IN EXCEL

1. Click in the cell and start typing.
2. Press the ENTER, TAB, or ARROW key on the keyboard or click on another cell with the mouse. 

EDITING CELLS IN EXCEL

Change Complete Cell Contents 

· Click on the cell, type new data/formula, and press the ENTER key on the keyboard.

Change Part of the Cell Contents 

· Double-click on the cell. 

· Edit the cell. 

· Press the ENTER key.

Cut and Paste

· Select the cell(s) you want to move and click on the scissors in the toolbar or select Control-X.

· Select the cell(s) where you want the cut cells to be pasted and click the paintbrush or select Control V.  
· Data is no longer in the original location.
Copy and Paste 
· Select the cell(s) you want to copy and click on the icon with the two pieces of paper in the toolbar or select Control-C.  

· Select the cell(s) where you want the copied cells to be pasted and click the paintbrush or select Control V.  
· Data is still in the original location.
Esc Key
· Undoes the current data entry.

Undo Command

· The Undo command allows you to undo one or more recent actions in a worksheet.  Click on the Undo button on the Standard Toolbar. 

Redo Command  
· Once you have undone something, you can change your mind and redo that step with the Redo button. 

FORMULAS

Excel formulas start with the equal sign ( = ) instead of ending with it:  =3 + 2 instead of: 3 + 2 =

To maximize spreadsheet functionality, write formulas with cell addresses instead of numbers.  This way the cell will reflect any future changes to data in the listed cells.  For example: =A1+A2 

Calculations

· Subtraction - Minus sign ( - ) 
= A1 - B1
· Addition - Plus sign ( + ) 

= A1 + B1
· Division - Forward slash ( / ) 
= C1 / D1
· Multiplication - Asterisk (* ) 
= F7 * G1
SUM – Adds values in a range of cells.  Enter the following calculation with the start and end points of the data range separated by a colon ( : ) =SUM(B7:B10).

NUMBER FORMATTING

To format the cell as a percent or currency 

1. Go to Format/Cell.  

2. Select percent, currency, or comma or change the number of decimal places in the cell.

COLUMNS AND ROWS TO THE WORKSHEET

Add Columns to an Excel Worksheet 

1. Select the column where you want to insert the column and right click to open the context menu. 

2. Choose Insert from the context menu. 

3. The new column will be inserted to the left of the selected column.

Add Rows to Worksheet 
Follow the same steps as above, but click on the row.

Delete Rows or Columns 
Follow the same steps as above, but select delete and the row or column.

Change Column Widths or Row Heights Using the Mouse 

1. Move the cursor to the right of the column header of the column you want to adjust. 

2. The cursor will change to a double-headed arrow.

3. Click with the left mouse button and drag the double-headed arrow to the right to widen the column or to the left to make it narrower.

Repeat these steps to change the width of other columns or the height of rows.

Internet Resources:

FROM ABOUT.COM - http://spreadsheets.about.com/
Help 

· http://office.microsoft.com/en-us/excel/default.aspx 

Tutorials 

· http://www.baycongroup.com/el0.htm
· http://exceltutorial.info/
Sources: 
www.about.com 
www.ehow.com 

www.Wikipedia.com 

http://www.internet4classrooms.com/excel_equations.htm 

http://www.dedham.k12.ma.us/webquest/fall2003/rs/worksheets/Glossary.doc 

