Microsoft Excel: Basics

Handouts available at glensidepld.org/technology
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Row: all the cells going in a horizontal line across your worksheet, identified by a number.

Column: all the cells going in a vertical line down your worksheet, identified by a letter.
Cell: aunique location, identified by the intersection of the row number and column letter.
Formula: an equation placed in a cell to add, subtract, and perform other calculations.
Workbook: a single file of Excel.

Worksheet or Spreadsheet: a single page within a workbook.
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Cursors to Look Out For:
Different cursors allow you to access different features. These are commonly seen cursors.
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Autofill
Easily fill in repeating data or cycles Excel recognizes.
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B e the lower right corner of cell. rows until you see the value

where you want to stop.

Formatting Cells
Cells can display values in a format you choose, e.g. 2000 versus $2000.00.
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Click on the dropdown
menu in the Number
grouping on the Home tab.

General

No specific format v Ta

Number
0.00

Click and drag to select the range
of cells you want to change.

Currency —
50.00 -
1
| Accounting
2 il s
3 Nov
4 |Income Short Date L
5 |salary 2500 2500 2500 2500 2500 2 1/0/1500 o 2500
6 |Interest o 0 o a (1] a Long Date o 0 H H
7 |Miscellaneous 0 0 0 0 0 0 Saturday, January 00,1900 'g 0 CIICk on the formattlng
g |Income Total Time Style you wa nt.
9 12:00:00 AM
10 |Expenses Percentage
u 000%
12 _
13 Fraction
0
14
15 Scientific
16 0.00E+00
17 e Text
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Basic Math

Excel will do the math for you. Whenever you change a value that impacts the total, Excel will even
automatically update the value in the cell.
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NOTICE:

Check the formula in
the Formula Bar.
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Click in the cell where you
want the total to appear.
Press the = key.

Click in the cell with the first value you

Jan cob want to add. Press the + button.

4

5 |Salary
& |Interest

7 Miscellaneous
8

9

Click in the cell with the second value
you want to add. Press the + key.

]Income Total

|=BS+BE+B_

10 [Fxnenses

You can add as many
cells as you like. Press
Enter when you are done.

Excel can add together contiguous cells for you with just one button!
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Click on the
AutoSum button.

.00 $2,500.00 $2,500.00
.00 50.00 $0.00
.00 50.00 $0.00
.00 $2,500.00 $2,500.00

Click in the cell where
you want the total.

Verify that your marquee is
surrounding the numbers you
want to add. Then press Enter.
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Printing

Make sure Excel is going to print your spreadsheet in the most effective layout.

Excel Basics Personal Budget - Excel 7T - 0O %

Kristen Mueller ~ H

Copies: |1 :

Pges [ o[ 7] of the spreadsheet.

5000
5000

5000
5000

5000
5000

50.00
5200.00

50.00
S0.00

5000
5000

52,00000 5200000 52,00000 $2,000.00 52,00000 52,000.00 5200000 52,000.00

50.00
5000

Print
Printer
@_ / CTCHP4350 workroom on... .
~&2, Ready

Printer Praperties

) Personal Budget

Settings
- May Jun Jul Pug Sep Oct Now Dec
Print Active Sheets . .

e Change the Orientation

5000
50.00

$2,00000 5200000 52,00000 $2,20000 52,00000 $2,000.00 S2,00000 52,000.00

Account

ﬁ Print One Sided . ‘

Only print on one side of th..

~=

. —  Collated
Options = -
‘DD 123 123 123
orgage/Rent $80000 $E00.00 SS0000 SEODOD $EOOOD  $B0000 SHOO00 $S0000 $80000 $50000 $800.00  $E00.00
‘ D Landscape Orientation Utilities 512500 5000 5000 5000 5000 5000 5000 5000 S000 5000 5000 5000
- STEA0...SIEMO.. STSO0  S7S00 S7SO0 57500 57500 S7S00 57500 S7S00  S7S00 57RO

5000 5000 5000 5000 50.00 $0.00 S0.00 $0.00 50.00
5875.00 SE75.00 $875.00 SE75.00 587500 S875.00 SEFS.00  S$B7S.00  SEVS.O0

Letter
- .
d e Change the Margins.
Narrow Margins I 5000 5000 5000 5000 5000 S000 5000 5000 5000
Left: 0.25" Right 0.25" P\ S000 5000 S000 5000 50.00 $0.00 S0.00 $0.00 5000

. Eating Qut S0.00 5000 5000 S000 50,00 5000 50.00 50.00 50.00 $0.00 000 5000
s[5 Fit Sheeton OnePage | Living Tatals 5000 S000 000 000 5000 000 5000 000 S000 5000 S000 5000
+ Shrink the printout so thN
“martafign
Page Setup @00 000 5080 5000 5000 5080 5000 5000 5000 500
S00D 50,00 5000 50,00 50.00 S0.00 50.00 S000 50.00
5000 5000 5000 50.00 50,00 50,00

Use Scaling to make G som b som o e m o sam
. . 5000 5000 5000 5000 5000 5000 5000 5000 5000
it fit to one page.

587500 G$875.00 587500 587500 S87500 S875.00 S87500 587500 5875.00
$1,125.00 51,12500 S51,12500 51,1500 $1,325.00 51,12500 $1,12500 $1,125.00 $1,12500

LIBRE OFFICE

If you want to work with spreadsheets, but you can’t BE
afford Excel, download Libre Office from libreoffice.org

Room for Notes:
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