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Welcome

Welcome to Micr osoft Excel 2010 Beginner Level 1.

This handbook is designed to be a supplement to the full 599CD video course for Microsoft Excel 2010
Beginner Level 1. We recommend you use this handbook to follow along with the class videos. This
handbook is not meant as a stand-alone study guide.

We do recommend that you watch the course videos one time through, paying attention to the lessons

covered. Follow along with the course videos using this guide. Take notes on the pages where needed.
Then, watch the videos a second time, practicing the examples yourself on your own website.
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Introduction

Welcome to Microsoft Excel 2010 Beginner Level 1, brought to you by ExcelLearningZone.com. | am
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Excel 2010 Beginner

Level 1

Objectivesfor today’sclassare to learn how about:

Excel 2010 Interface
Entering Data
Editing Data
Formatting

Basic Math

Save, Load, Print

We will beusing Microsoft Office Excel 2010 in thisclass. If you are using Microsoft Office Excel 2007
or older, you should visit my website and look for my Excel 101 course that covers Excel 2007, 2003, 2002
and 2000. Before taking this class, it is strongly recommended that you have a good under standing of how
to use Windows. | recommend my Windows Vista 101 course, Windows XP 101 or Windows 7 101
depending on which version you are using. Some of the skills that you learn in these courses will be helpful
in learning Excel 2010. If you are planning on learning how to use Microsoft Word 2010 aswell, |
recommend you take my Microsoft Word 2010 Beginner Level 1 course before the Excel courses.

Thisisthe Beginner Level 1 classfor Microsoft Excel 2010. Thisisfor the beginner user who haslittle or
no experience in using Microsoft Excel.
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Lesson 1: Excel Interface — Part 1

Let’s get started today by opening Microsoft Excel. I’'m using Windows Vista, so go to the Start button,
All Programs, find Microsoft Office and select Micr osoft Excel:

. Microsoft Office
Al| Microsoft Access 2010
[#] Microsoft Excel 2010
|| Microsoft Exprgt'bn Web

G Microsoft InfePath Perfarm caleulations, analyze information, and visualize data in
i] Microsoft InfoPatH spreadsheets by using Microsoft Excel.

Search

Recent ltemns

¥= Microsoft Office Access 2007 Metwork
¢ Microsoft Office Excel 2007

Microscft Office Groove 2007 Connect To
i Microsoft Office InfoPath 2007
i1 Microsoft Office OneNote 2007 Control Panel
I~ Microsoft Office Outlook 2007
i@ Microsoft Office PowerPoint 2007 - (ARt IEUS

Help and Support

When you open the spreadshest,  first glanceit can be intimidating. Today we'll learn just the featureswe
need to be productive in Excel, and it’ s very easy to use.
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Before we start actually doing thingsin Excel, let’slook at afew different parts of the Excel interface so
you know what you’ re looking at on the screen. Keep in mind, some of my menus may be slightly different
then what you see on your screen based on your window size.

Across thetop of the screen you will seethe Title Bar. Mine says“Book 1 — Microsoft Excel”. When we
learn to save our workbooks, that name will change to the name of your saved workbook document.

Icremaft Fopsd

Farmuils Qity Fedies

Alignment | burmdiel|  Shees

1

1

3
"

veM| Shestl

In the upper right corner of the window, you will see the window control buttons—Minimize, M aximize
and Close. In Excel there are two sets of these buttons. The top set controls Excel as awhole. The bottom
set controls the workbook or document inside of Microsoft Excel.

T =T Top Set
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| cover Minimize, Maximize and Close in my Windows class, but as a quick review, Minimize will send
Excel to my taskbar at the bottom of my screen. If | click on it with my mouse, it will restoreit. If I click on
the Maximize button, it will fill my entire screen. The Close button will shut down the Excel program and

return me to Windows.

In the upper left corner isthe new Filetab, which takes the place of the “File’” menu or “ Office Button” in
older versions. Thisiswhere we will go to Save our workbook, L oad anew one, Print our workbook, etc.
We'll talk about this morein afuture lesson.
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Lesson 2: Excel Interface — Part 2

In thislesson we'll continue looking at the Excel Interface. We'll learn more about the Ribbon, Ribbon
Tabs, Groups, Command buttons and Dialog box |aunchers.

At the top of Excel window isthe Ribbon. Thisis Microsoft’ s new menu system that was introduced with
Microsoft Office 2007. The Ribbon makesit much easier to find commonly used commands than previous
versions. Plus, the Ribbon is dynamic and will change based on what task you are performing.

Home | Intert Pagelayout Formulas Datas Aeview View

Calibri
3 B 7
Paste i
- F
Clipboard ot Editing

Al : 5 |

i —

\The Ribbon

W 4% M| Sheetl . Shestz  Sheets ta  [14]_ i

Ready | | [ 20 10056, (=

G

Commands on the Ribbon are grouped into different tabs— Home, Insert, Page L ayout, For mulas, Data,
Review, View, Developer (may or may not be visible).

If we go back to the Home tab, we will see the most commonly used buttons. As | mentioned, the Ribbon
isdynamic. The tab that you are on may change based on what you are doing. For example, if you are
inserting a picture, the Picture Tools For mat tool will appear. We will discuss thismore in alater lesson.
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Each tab is further organized into Groups. For example, on the Home tab you will find Clipboard, Font,
Alignment, Number, Styles, Cells and Editing groups. The purpose of these groupsisto put similar
commands together. For example, the entire Font commands are together — size, type, bold, italics,
underline, etc.

File Heme Insert Page layout Formulas Data Review View

|"‘j] & Calibri ~HL x| = fl% =  General ~ B} conditional Formatting = 5%=1n
' B3~ B I U Y, = lﬂ | $ 7 % » | [EEromatasTable- Fo
PR me &-A- EmEiye B9 (5 Cell stytes - sl
Clipboard & Fant T A|Ig|‘|n1f@l' |  Number I Styles C

a1 _ A -
A B £ D E E G H |

2

&
a

If you hover over one of the buttons, a pop-up appears telling you what the button will do. Pressing the
Fl1button will provide you with more help if you need it.

Hame Irizert Page layout  Formulas Data Review View

[ j Calibri i General Eﬁ] Conditional
= B3~ B I O~ B+ 8% - % [BHFormatasTa
Paste o | | it i =

g | B e - EFEIE B i 0d = cell Styles -
Clipboard s Fant I3 Allgnment L Mumbear 1% | atyle

Al ¥ | Font Color
A B Change the text calon F G H
1 P
3 Press Fi for more help. -

Z
3 4
4 4
5 4
G
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Mog of the commands are simple push buttons, like the Bold button (“ B”). When the command is on, the

button will appear yellow. To turn off the command, just click on it again and the button will return to
normal.

File Home

l““-"' &  calibri =11 -
_ ro- K«
Paste =
'-lepb-:rard u Fant e Allgriment
A1 - | fx | sample
A | B c D
1 [sample Text |
o
3
4

Some of the command buttons are in groups. For example, the Alignment buttons are grouped together —
L eft, Middle, Right.

Home Insett Page Layout Data
|=3 4 Calibri -1 - = General
ldge BT UCIAN E
e H-A-  EEY WA
Clipbagrd I3 Fant I Alignment Mumbear

Al - # | sample Text
A B & o E

Sample Text

ES N I
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Some of the commands are drop down menus. For example, to change the size of the text, click on the
down arrow which will open up a pull down menu where we can select a different font size. If you don’t
want to change the size, just click on the down arrow again to close the menu.

'jl;’.'_-:- B 7 U-
J

Paste

Clipboard

Homz

Calibri

Insert Page Layout

AL

(= TR R = T YA ~ R TR SR

A

Sample Text

Some of the command buttons are actually command button groups. For example, we can click on the
down arrow next to the Underline (“U”) command to get a double underline. We'll talk more about this

shortly.

Home

Insert

Page Layout

e Calibri
Hm~ B r
Gl [ES

| Clipboard 7 o

Al Bboid

wuuble Underline
# K| Sample Text
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Some of the commands are grouped into galleries For example, if you go to the Page L ayout tab and click
on the“Themes’ button you will see agallery of built-in themes. A Theme isa collection of colors, fonts
and effects. We'll talk more about these in a future class.

Hame Inser.é

Page tayout Formulas:

Themes | Margins Orientation Size Print
|.Effectsv = c Sl

| ab
Aa Aa =
| | L 1] | O T _;
D'If:ce Adjacency Angles Apex
= = =
Aa Aa 1

_....’M ’]

Lo L B TEEEEE

Apothecary Asped Austin Black Tie
=] = |
Aa | |Aa |||Aa
[ b bl nEEEN R FEaEEE
Civic Clarity Composite.  Concourse
I | [T | [T a7 e A [

Again, don't let al these commands confuse you. We're just reviewing some of these to show you the

different types of button controls you'll find on the Ribbon. We'll review these commands in more detail
aswe get to them.

Some of these groups have allittle button in the bottom right corner. If you click on it, it will launch a
Dialog box or a bigger menu with more options related to that group. For example, if we click on the
button on the alignment tab asindicated, we'll open the dialog box as shown.

Home Insert Page Layout Formuilas Data Review View
IL"_)] Qﬂ, Calibri = 26 I General * fg‘] Conditional Formatting = j‘ﬂ
By~ B L U~ AL CERIE SR A g8 Format as Table = oy
Paste 4
- F & | B A == %0 5% () Cell Styles - 5]
Clipboard 1= Fant 5 alignment :'h:r‘ - —
Al - Jx | Sample Te] Farmat Cells: Afignment

A B

Sample Text

Show the Alignment tab of the
Format Cells dialog box,

ni| e | e
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| Justify dstributed

Text contral
Ij‘ Wrap text
[7] shrink ta fit
[T Merge cells
Right-todeft
Text direction:
iContext |'-'

Biind onlin |4 ea na| =

| £ Text alignment
Paste j Horizomtal:
Ciiphaard 1t | |Lefigivdend =) tndent:
yertical: o =
I Al |
& | Bottom Ei

- mo—-|

0 Flpegrees

These dial og boxes have more options for you than what you will find on the Ribbon.
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Lesson 3: Excel Interface — Part 3

In thislesson we'll learn about the Quick Access Toolbar, the Status bar, the Zoom controls and the
Scroll bars.

In the upper left corner near the File tab, you'll find the Quick Access Toolbar. In previous versions of
Excel, you were able to create your own toolbar, or customize the built-in toolbars. In Office 2010 we get
the Quick Access Toolbar which we can customize, and you can also customize the Ribbon.

i | Bookl - Wiicrosaft Excel

Page Layout Formulas® Data Review View & W

2
A A

When you start Excel for the first time, by default the Quick Access Toolbar only has afew buttonson it —
Save, Undo, Redo. Y ou can add the commands that you use most frequently so you have easy accessto it,
which wewill learn in afuture lesson.

Toward the bottom of the screen you'll find the Status Bar. It generally says“Ready” when it’sready for
you to input data. When you start typing in data it will say “Enter”. If you select arange of numbers, it will
give you interesting information about those numbers — like their average, count, max and sum.

Excel 2010 Beginner Level 1 Page 13 of 42



Excellx:
&@@ rinihg]
zone

Com
Y ou can a'so customize the Status Bar by right clicking on it. We will learn more about thisin afuture
lesson aswell.

Next to the Status Bar you'll find the Views buttons. They let you switch between Nor mal, Page L ayout
and Page Break Preview views, which we'll talk about in afuture lesson.

The next set of buttonsisthe Zoom Controls. Y ou can use these “+” and “-* buttons to get closer to or
further away from your spreadsheet. Y ou can also grab the slider in the middle and slide it to zoom in and
out that way aswell. If you click on the “100%" button, you can select from a group of pre-set zoom levels.
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Next we have our horizontal and vertical Scroll Bars. They alow usto move left and right or up and down
within our spreadsheets. Y ou can click on the arrow heads to move one row or column at atime, or click

and drag the box to move more.

) Caliel 11 -
s BT A AT
I.f 4 N i

"_'l.

-

¥ Shoutd ik it l[-_4

Excel 2010 Beginner Level 1

Page 15 of 42



Excel ::
[€arning
zone

.com

Lesson 4: Excel Interface — Part 4

In thislesson we will finish looking at the Excel interface and review those features that are unique to
Excel — Formula Bar, Parts of a Spreadsheet, Rows, Columns, Cells, Mouse Pointer and Sheet tabs.
So far we have covered features that are the same for all the Microsoft Office applications.

The Formula Bar isunique to Excel. If you click in the bar, you'll see ablinking cursor and extra buttons
totheleft (“X”,“O and “fx”).

. Beookl -
Hame | Insert Page Layout armulas

Calibri b " LT E‘\.‘ IﬁJ

Alignment| Mumber Styles  Celis

’ﬂ- 1

o [ = |5

Formula Bar

.4 % v| Sheetrl /Sheatz . Sheets %2 |14 i
Ready | |@l@|ﬁ£‘| 1008 (=)

The For mula Bar will show you your formula even if numbers arein your cells. Thisiswhere you'll click
to find hidden formulas or other information in your spreadsheet.
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Hame Insert F‘age Layout Formulas [Data
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Paste

Clipboard
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A Spreadsheet is made of vertical columns and each column has a designated letter at thetop (i.e.,
A,B,C,D, etc). It also is made up of horizontal rowsthat are numbered (i.e., 1,2,3,4, tc.).

Calibri
lav B I U~

Clipboard =

Paste

alignment; Number Styles

E - 47
Ev &~
‘27
Editing

ANRIE

Celis
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A B
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£

(8] E E
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L0

IIEN

Eo@ e o ©
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A
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=ae b shestl UNCES

Ermin

o AT g Ut Funniie

=11

Calihi

B4 -
35

AW

o E
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Each Column has aletter aboveit, to identify it. Each Row has a number to the left of it.

Insert ‘Page Layout Farmulss Dats Reviaw View

& Calibri General ¥
x| B T Or-
Paste .0 .00

= J 5 ~ .00 5.0
Clipboard & W Allgrimernt ¥ Mumber

sy (AL

D

A a7 $ % 1

Styles

|4 4 b ¥ | Sheetl - Sheetd ~Shestd - ¥ el I
feady | |[EEIC EH 100% (=}

Thelocation where arow intersects acolumniscalled aCell. A Cell is defined by a column and arow. For
example Cell E3, B2, A1, etc. When you click in acell, you can see the cell namein the Name Box. This
name box is useful because you can assign your own cell names as well.

Home | Insert Page leyout Formulas Dsta  Beview ﬁ_‘_
=1

% A

A w
Allgnment Number Styles | Cells

- - -

SR T4
|80 18 100%(=):
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A Cell isdefined by a column and arow. For example Cell E3, B2, A1, etc. When you click inacell, you
can seethe cell namein the Name Box. This name box is useful because you can assign your own cell
names as well.

|=

e
Home | Insert Page layout Formuias: Dats Review View @ e = E:.t;

4 et
o % || A
L=F I A

Paste - N Alignment Number Styles.  Cells

-

I'I|r1b-:ir.:l opt x Editing

A

The M ouse Pointer lookslikea“+” when it’s over the spreadsheet. It can change depending on what
you're doing. For example, if you point to acommand on the Ribbon, it turns into awhite arrow. If you
move it between column headings it changes into a black double pointing arrow. We'll learn more about
these as we go along.

View

% | 1] A

Alignment | Number| Styles  Cells

“liphoard

N4 = &
D

B @)\Mouse Pointer

5
M 4% M| Sheetl Sheetz “Sheet3 #J  []4| I
Ready | |
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Down toward the bottom of the spreadsheet, you have the Sheet Tabs. The Excel workbook, or file that
you' re working with, can be made up of multiple spreadsheets. Y ou can have as many sheetsin a
workbook as you would like. To add another sheet, click on theicon on the last sheet to “ Insert

Wor ksheet”.

w | | Al |

dlignment Number Styles | Cells

_f; — —
D E F

Q}SheetTabs

* P Sheet1 ‘Shestz , shee3  ¥al []4[

5100 0] 100% (=)

Generally, you use different sheetsin aworkbook to store related information. Y ou can do alot with these
tabs including changing their name, their color, etc.
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Lesson 5: Entering Data

In thislesson we will begin making our first spreadsheet and you will learn how to properly enter datainto
your spreadsheet.

Let’s begin by entering some sample text. We'll set up a sales summary sheet for afictional company.
We'll start by typingin alist of our salesreps.

Make sureyou arein Cell Al. If you are not in that cell, you can click your mouse in that cell or using your

arrow keysto move into the correct cell. Once you arein the correct cell, type “Sales Rep”. You'll notice
that it appearsin the cell and in the For mula Bar. When you're done, press “Enter”.

A e e .
Home Insert Pagelayout Formulas Elgta

°_* Calibri -1t - AN == = o
=
B £ H -~ | [ n- -\ =EE=2=E
| Clipboard 's | Font Allgnment |
| AL - % ¥ fe| salesRep D E—
| A g8 C D E =
-_— L!Sa!es Rep|
2
3
4

If you're entering data in the columns and you want to move down to the next row, you can hit the “Enter”
key to keep moving down that column after you type in some data. Or you can ssmply use the down arrow
key. If you want to move across the row into the next column, you can use the “ Tab” key to move to the
next column, or you can use the arrow keys.
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Now let’s enter in the name of our Sales Reps. Make sure you're sitting in Cell A2 and typein the
following names, hitting “Enter” after each name to move down the column:

Home Insert Fage Layout A
_LI ‘ﬁ‘ Calibri it A A
_.L_a *
Paste B 75 U~ i S5 A
- j AL =t R
CHpbaard Font
AG - £
A | B c D
1 SalesRep
2 Chris
3 _AIE::
4 dan
3 Pat
o[ ]
| ]
? 4
B

Now move into Cell B1 either using your mouse or your arrow keys so we can enter the next column of
data. We are tracking monthly sales for these reps, so in the Header Row or Row 1, let’stypein the
months, using the “ Tab” key after each entry to move to the next cell across the row. For this example,
we'll only go up to April:

Fermulas

Insert

Hame Page Layout

J Calibri -lit. - A & | ==
Paste B I U = | ii- - A- | =E=3
i f - —

Clipboard & Fant ' Al

F1 - £ |

A B C D E t
1 |SalesRep lan Feb Mar Apr
2 Chris
3 Alex
4 |lan

5 Pat
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Now let’s go ahead and type in some sales figures. Use your arrow keysto move down to Cell B2 and to

begin entering data as follows:

Home Irn=ert Pﬁqe Laysut Formulas Diaf
= oo i A | ==
By~ =
Pafte 7 B r u-|ii- &-A- E=E=
Clipboard Font Allgnm
EG hd B
A B € p | B |
1 'Sales Rep Jan Feb Mar Apr
Z Chris 83 45 89 87
3 Alex 50 65 78 76
4 :Jan 30 56 a7 ala]
5 Pat 12 77 56 45
6 | [ _|
=

Notice how the number values align to the right of the cell and the text values align to the left. 1’1l show

you how to correct thisin the next lesson.
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In thislesson we will learn how to edit the data we just entered into our spreadsheet.

We just entered our list of sales reps, the months and the sales figures for those months and reps. Let’s say
we made an error and should have entered 62 in February for Alex’s salesfiguresinstead of 65. Now we'll

have to correct that.

Aswith everything in Excel, there are multiple ways to fix thisand | will show you afew. Y ou can pick the
method you like best and stick with it.

Thefirst way isto simply replaceit or type over it with new data. Simply click your mousein Cell C3
and type over the existing data with the new information. Y ou don’t have to delete the old data first.

The second way isto use the Formula Bar. Click on Cell C3 and then click in the Formula Bar. Y ou will
have a blinking cursor and can edit the text any way you want.

You can aso edit dataright in place by double clicking on the cell. By double clicking on Cell C3 it puts
mein edit mode. You'll notice ablinking cursor in the cell and you can now press delete, change the data
and hit “Enter”. There are avariety of keyboard tricks aswell. Pressing F2 will put you into edit mode as

well.

Y ou can delete information inside of cells by using the “Delete” key. For example, if | click on “Pat” and
hit the“Delete” key, it will remove the data. If you want to get “Pat” back, we could simply typeitin
again. However, if we click on the* Undo” button on the Quick Access Toolbar it will bring up *Pat”
again. The button next to it isthe “Redo” button which will erase the*Undo” action.

]

s | "& T
m Page Layout Formulas b3
|Ur1dr- Clear [Ctrl= _||
J & G -1 AT = ==
Past o b A
aste B I U~ | & oy - - EEE
- F = = —
Clipbioard Font Align
A5 - K
| A | =B c D E
1 SalesRep Jan Feb Mar Apr
2 (Chris 39 45 39 97
3 Alex a0 62 78 Fii
4 Jan 30 56 67 65
5 13 77 56 45
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Lesson 7: Formatting — Part 1

In thislesson we'll learn more about how to format our spreadsheets to make them look more professional.
WEe'll learn more about Alignment, Cell Ranges, and Bold/Italics’'Underline.

Now that we know how to enter datainto our spreadsheet and we know how to edit that datain case we
need to make a change, now let’s see how we can format the spreadsheet to make it more professional.

Thefirst thing I’d like to change is the way the column headers don’t line up over the datain our
spreadsheet. Normally in Excel, text values will align to the left and number values will align to the right.

Y ou can change the alignment of the data by clicking on the Alignment buttons in that group on the Home
tab.

We can change the alignment in each individual cell. However, to save time, we can change more than one
the same time by highlighting arange of cells and then clicking on the preferred alignment button. Y ou can
highlight arange of cells by clicking in the starting cell and dragging your mouse to the ending cell:

Tl S e e [
Homea Insert Page Layoult Formulas Dats
J’ J’ Calibri -1 - A AT ==
Faste ! B I U- _ iy é- =
Clipboard (& Font a Allgnment
B1 - £ | Jan
(A A B | &£ [ ©B | E F
1 |salesRep Jan Feb Mar Apr| G —
2 Chris 89 45 83 a7
3 Alex a0 b2 78 76
4 an 30 56 67 65
5 Pat 13 77 56 45
&
7

Excel 2010 Beginner Level 1 Page 26 of 42



Excel/x:
learning

Zone

.com

Cell Rangescan be horizontal or vertical, or they can be rectangular blocks of data as shown below. This
will be beneficial later when we learn more about formulas and functions. The Cell Range is defined by its
upper left cell followed by a colon, then followed by itslower right cell. In this example, the Cell Rangeis

“C3:D5".
C3:.D5
u
A | 8 [ ¢ | | E
1 SalesRep Jan Feb Mar Apr
2 Chris 89 45 89 97
(Al 7

3 ex 50 62 78 6
4 Jan 30 56 67 65
5 |Pat 12 77 56' 45

A

The next thing | would like to do is Bold my header row. Click your mouse in the starting cell, click and
drag to the ending cell to highlight the header row. Then click on the“B” in the Font Group on the Ribbon
to bold the text. If you don’t want them to be bold, simply highlight the cell range again and turn off the

“B” button. Thiswill work for “Italics’ and “Underline” aswell.

im Home Insert Page Layaut Farmulas Ciata A
|
J & Calibri vl el
Eacta L]é.L'_I S o- v iby- A -
[ = "]BE' = —
_i_f_llp_l£§ru fa Formt i
Al A % | sales Rep
A | B | ¢ | D | E 3
——————el | 52|25 REp Jan Feb Mar Aprl
2 Cchris g3 45 829 97
3 Alex 50 62 78 Fi
4 Jan 30 56 67 65
5 Pat 12 7 56 45
G
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Lesson 8: Formatting — Part 2

In thislesson we'll continue with formatting, learning how to change the Font, Font Size, Re-Size Rows
and Columns, and change the For eground and Background color in our cells.

In the last lesson, we learned how to select a range of cells and make them Bold, Italicized or
Underlined. Let’s see some more of the Font optionsin thislesson.

Let'sselect A1:E1 again on our spreadsheet. On the Home tab in the Font group you can change the Font
face, or the way the font looks. Click on the drop down arrow next to the box to see your font options:

T i o

Home Insert Psge Layout Farmulas Crata
I T B —_— —
= e T e e T T VW e T e —
Paste i Al s
- J || Book Aintiqua e
| Clipboard - || " Booloman Old Style Enl
ALl | B Bookshelf Symbol 7
B A | Eradley Hawd (TE IF
—— ¢
Sales | i :
- % Britannic Bold
2 | Chris I B d
3 Alex | roaahy
4 lan | T Browealiz Hew T 1]
5 |pgt | T BrowslizURc T[]
6 | T Brwas Seader WT
- | B Calibiri

As you move your mouse over the options, notice in the background on the spreadsheet itself you will seea
live preview of the font. This was a new feature in Excel 2007. When you find the font you want, just click

onit to select it.

Y ou can a so change the size of the font by selecting the drop down box next to the font face box.

ST (T Page Lapni ® COw 4]

& Erial Roungeg MT v ([ |+ e —
] e - =L =oia
e » @7 @y G YA EEE
Wil ay Fenl |40 |
a1 == (% | sslocneg
A 5 Elar | b £
Sales Jan Fe' Mar Apr
2 Chris g9 Lﬁ = 97
2 Ay = E? 74 o
il 30 H a7 5
5 P 12 = % a5
B m
B
= 3k
i |4l
[ | '
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Again, as you move over the options, you' Il see the size of the text change in the background. When you
seethe size value that you like, click on it to select the size. If you don’t find the value that you like, you
can click right in the box and type in the font size that you want.

You can aso click on the “Increase Font Size” and “ Decr ease Font Size” buttons to change the font size
inincremental steps.

™ e =l
File Home Inzert Page Layout Formulas Diata
krial Rounded MT = 17 = A —
o s K
B | [
Pa:.t B T W~ S| s A
! i L1
Clipboard x| Font -] Mignment
Al s 5 | Increase Font Size
i A | B | & | J Increase the font size.
: |Sales Jan Feb Mar Aprl
2 Chris 89 45 g3 97
3 Alex 50 62 78 76
4 lan 30 56 67 65
5 Paot 12 i 56 a5
6

Now you may notice that in Cell A1 you can only seethe word “Sales’ instead of “Sales Rep”, but we can
seein the Formula Bar it still says*” Sales Rep”. We can either change the font size or we can widen the
column since it istoo narrow now to display all the text.

In order to Re-Size the width of the column, take your mouse and move it between the column headers. It
will change to a black double arrow. Then click and drag the column to the width that you want.

F;a;al we FBlr o~
- ¥ ! = =
__t__l_l_!:ll_:: nI'.I i b | Fant
AL .
A "I"’ < =
1 |Sales| Jan Fet
2 Chris &9
3 Alex 50
4 Jjan 30

Now, if you don’t want to have to guess how wide your column should be, you can double click the mouse
instead of dragging it to change the column width. Excel will automatically re-size the column to the width
that it needs to be in order to fit the data.
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Y ou can Re-Size rows almost the same way you re-size columns. If you move your mouse between the
boundaries of two rows, you can click and drag the mouse to change the row height. Again, you can just
double-click the mouse to automatically set the width to fit the height of the data.

BT - x|
| A | B c D £
S Sales Rep Jan Feb Mar Apr
" | % Chris 83 45 89 37
3 Alex 50 62 78 76
4 Jan 30 56 57 55
5 pat 17 77 56 45

Now let’s select Cell A1:E1 again to change the Background or Fill color of the cells. The paint can icon
in the Font group changes the color of the selected cells when you click on it. The bar underneath the paint

can displays the current color in the paint can. If you don’t want that color, click on the down arrow to open
the color palette to select the color that you want.

Paste

CHpboard s

Home Insert

(B r ©-

Al

Arial Hounded MT -

Page Layout

14

| The C::rEurs

Formulas Diata R

= A_ A

HE EEEFRERBE—

1 Sales Rep Jan Fel::i
2
! | Standard Colors
AR S0 Smme Illll
4 Jan 3 A Mo Fill
5 Pat 12 7
5 18 More Colars..,

Again, when you hover over the colors, you can see alive preview in the background on your spreadsheet

before you select the color you want.

You can aso select “No Fill” which would remove the color from the background. We'll learn more about

“MoreColors” in afuture lesson.
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If you want to change your Foreground or Font color, select the Cell A2:A5 and click on the “A” button
inthe Font group next to the paint can. Again, the bar underneath displays the current color. If you want to
change that color, click on the down arrow to open the color palette and select the color that you want:

Insert Page Layout Formulas [rata Reviey
f _!| ® | catibri 1 <K === w 5
ke | 5 -
aste B|L|O~ = =
- J — SR L, =
Clipboard & Fomt . Automatic
l A2 # & | | | Thei® Calors
- u lll mEE
A B
¥t = g ke = N [
2 52 |I ||IIIiII'
| 50 62
Standard Colors
4 30 56
|I | PEEEEN
<] 12 Fi l
& | %8 More Colors.. |
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Lesson 9: Basic Math — Part 1

In thislesson we'll learn how to perform basic Math Calculations in Excel, how For mulaswork, and
Basic Math Operators.

Excel isgreat for storing data, but what if you want to perform some calculations on that data? Let’s see
how basic math operations work in Excel first.

Click on “Sheet 2” in our workbook to give us some room to play around with math functions. Let’ s enter
datainto two different cells as shown. Now let’s add up the values of those numbers. A calculation in Excel
islike amath problem, only backwards - Z=X+Y. In Excel, X and Y would be replaced with the Cell
Namesthat contain the data we want to calculate. We can remove the Z, but we always need to include the
“="s€ign.

(& d - TS
File Home | Inssit  Page Layeu
& 11 = z
" E- | B £ O -] A A
Clipboard 3| Eont
VLOOKUP i *® v £
A | B
N 10]
7 5
>3 =A1+A2
a

When you are done, press “Enter” and the sum will display:

T o e
Home Ingert

= X Calibri -1
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One of the nice things about using Excedl isthat it will automatically recalculate your formulasif the data

changesin your cells.

If weclick on Cell A3 and look at the For mula Bar, we can see the actual formulawe used to get the
result. The cell will always display the result of the formula.

[z A1

s = |$_ =
Hame [nsert Page Layout Farmu
=0 ¥ calibr = =_|3
G| B r = &
F'a:te ¥ i o
Clipboard  Ts Fant Z
A3 - ={ =A1+42
A
1 12
2 5
= 17]
L]

If you want to make a change, you can either make the change right in the cell or in the Formula Bar to

the formula.

Here are the basic math operators available in Excel and the symbols you would use in your formulas for

each:

Addition
Subtraction
Division
Multiplication

Exponentiation

+

Basic Math Operators
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Y ou can a'so use constantsin your formulas, which means you don’'t need to always use cell values. For
example, you can use “=A3+3" where“3” isthe constant. Y ou can do thiswith any of the basic math
operators.

Before we move on to the next lesson, let’s clear our data from the cells on Sheet 2. Y ou can either

highlight all the cellsand click “Delete” or you can click on the top of the column header to get a black
downward arrow which will highlight the column. Click “Delete” and your datawill clear the cells.

e "
A

U'I-h‘UJI\JI—‘-
@
o
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Lesson 10: Basic Math — Part 2

In thislesson we'll continue looking at basic math operations in Excel by learning how to get the Aver age
of agroup of cellsand we'll learn about the Order of Operations.

In our last lesson, we learned how to perform some basic math operations on our data, like addition and
subtraction. We only added our numbers two at atime though. Let’s say we have more numbers we want to
add up, like test grades. Enter the data as shown on Sheet 2 of your workbook:

A

30
83
70

30

«J|l:I'|I_I'1b|l.um|..-
o

Now let’s say we want to add those numbers together. First, if you highlight that range of cells and ook at
your Status Bar, you can see the sum of the data. Y ou can also see the average, count and max:

A | B C D £ F
1 a0
2 &3
3 70
“ 65
5 a0

| ]

&
7 : = -
W 4 v W Sheetl | Sheet2 Sheets &3 [+
Ready | Average; 80 Countr 3 Sum:g_ﬂ =
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In order to get the sum into your sheet, click in Cell A6 and type your formula. But if you don’t want to
typein each cell name individualy, all you haveto do is click on the Cell to add it into the formula. Make
sureto include the equal sign and enter the “+” sign after each cell name:

Ga-| B 7 O-|A a

Clipboard

= |34 -
.

Allanment

Number

VLOOKUP hd

LS

=al+al+a3+ad+as

A B

.790.
—————&
85
2
70
f —
65
=

90
|=alta2+a3tadeas o

e NN = T Y R

& D

Now if we want to find the Aver age of these numbers, we would add them together and then divide by the
number of the items. Notice though that you can’t just put the division at the end of the formula because we
need to remember the Order of Operations to get the result we want — what do we want to do first before

going to the next operation.

What we need to do in this formulais add parentheses around the addition portion of the formula and then

dividethat result by 5 in order to get the correct Aver age:

v
tEa~- B £ O AT A
Clipboard & | Font

VLOOKUP -

Style

A B
90
85
70
 —]
65
90|

(=(A1+A2+4A3+A4+A5)/5
o

:u‘m‘mnwm»—-
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Lesson 11: Save, Load & Print

In thisfinal lesson, we'll learn how to Save our workbook, L oad it again and Print it.

Make sure your workbook is open to Sheet 1 again. Let’s Save thisworkbook to our hard drive so we have
it for later. There are acouple of different waysto do this.

If you click on the floppy disk icon on the Quick Access Toolbar, it will open the “Save As’ dialog box.

Page Layout
e2n o ===
Ug-Bru-|as ===|
R E-a-A E=EY
Clipboard 1 Font Alignment
A6 - { 3

A B C D E
il Sales Rep Jan Feb Mar Ap
2 Chris 89 45 a9 9
3 Alex s0 6 738 ]

It will put mein my “Documents’ folder. Towards the bottom you can see it says “Book1.xIsx” which
meansit is an Excel document. Y ou may only see “Book1” which is okay. This hasto do with your settings
which will be covered in alater lesson.

‘ Organize ~ EEE Views  ~ . New Folder

Exvorite Links Name Date modified Type Size

[l Documents This folder is empty.
4 Recently Changed
Eﬂ’ Music

[E Pictures

J Public E}

More »

Folders A

File narc Bookd xlsx )

Save as type: | Excel Workbook (*adsx)
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Make sure the “Save astype” says“Excel Workbook”, which it should by default. Y ou can set-up a
“Spreadsheets’ folder if you like to save your documents like | do, but you don’t have to. We covered
setting up foldersin our Windows Basics courses.

Now | will type in a meaningful namein the “File Name” box — like “ Sales Data 2010” — then click on the
“Save” button on the bottom right of the dialog box.

K Publ
Nioe »
Folde: "~
Filz name | ST TRa0 ")
Save s type IF,-m:w,-| ‘Workbook (° abe) b
Althore Richard Tags Addatag
3 Eave Thumbnadl

= Higde Folders Tooh = | Save [ Cancel |

Now you’ll notice on the top of your Excel Workbook you'll see the“Sales Data 2010” file name on your
TitleBar:

e Incert Page Layo rrTE ata Review View
— = = :
v - = =|=|E¢ General -~ A = Insert =
= v
F U~ Ay EEE=H 8% = Delete

Shules

If we want to enter datafor 2011 and save it, we don’t want to replace the 2010 file. So in order to save the
new file, go to the Filetab, click “Save As’ and name and save your new file:

Wi LAk Mame Fate madified Type =
=) o
B Documents %] Sabes Cigta 2010 200
& Recently Changed
B Music
l: Pactisien
& Public
klore
Foiden ] I-f
File name © Sales Data 01l
Save 3z tpne | Escel Workbook ala)
Aythers Fichasl Tags Add 2teg
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Let’s close thisworkbook file. Remember, in order to do this click on the bottom “X” to close just the
spreadsheet, not Excel.

view o @ o @ :

General - | A Selnset~ X - 4V~

$ -% » o " Delete ~ E]* A~
s | =

o 50 - | ElFormat v | 2+~

Number i Cells Editing

F i G H I

To L oad aworkbook, click on the File tab. On the right-hand side you'll see alist of recent documents that
you may have been working on. To open one of these documents, just click onit:

treert Fager Liraiit Fratwmlat ‘Data Lreen

Recent Workbooks

@' CALENDAR alia e
| -'! '.|E.-'a—:1'-'.i[$ Shreadthess

@_ Gnles Clats J011 wiew
= Lacum et apresdsheety Lacuments

lii_‘l Eales Clata 010wl
Traaal

Docuirmesir, Spresdeheett Do et e
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If the document that you want is not on the recent documentslist, just click on the “Open” folder on the

left side to look for and open your document:

ol ey

Haf.m!
]} Sales Data 2000515
4]} 52 ﬁbmll.:dn

IE Documents

5 Recemtly Changed
B Music

E. Pictures

b Pubslic

™

Searches

Recent Places

Bt

Deskiop

i CITpPULET

Ciate madifeed

Type

To open the file once you have found it, you can either double-click on it or click on it once and select

“Open” at the bottom right.

If you have files that you work with on aregular basis and you want to make sure it stays on the recent
document list, click on the push pin icon to the right of the document name on the list. Thiswill pin it
down to your recent documents list. If you un-pin it, it will eventually go away as you work with more

documents.

I'I“'f‘l Fivwus o3

Home ﬂ-ld.!l‘ =T

Recent Workbools

=l
il

CALEMDAR. =

verviridata’ Spopsdilseety

Sales [aca 2001 s

Ducurmentis ol st st DOk insnty

Sales Data 2000 2k

Dovurmenty Spreedsheets Dot ety

Aealei

Ubbs 7]
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If you want to create a new workbook and you' re already working in Excel, click on the File tab and the
“New” folder. Thiswill open up the“New Workbook” window which will have several options for you,
including templates you can download from Microsoft Office online. We will cover thisin future lessons.

For now, just double-click on “Blank Workbook”, or select it and click on “Create” at the bottom right to
open a blank new workbook.

m Ii=rt Bage La-].—..l-ut . Farmylaz Data Beulsw Wlew ﬂ

bl Save v
Available Templates Blank workbook
B fave s
3 Open 2} Home
[ ——— |
[l ciose | P N -
ifo | 1l =
Hecent Hlank Recent Sample =

workbook templater templates

ENK.
Print 4-’3 ___-_!

Share My templates:  hlew from

Finally, once your spreadsheet is built, you may want to Print it. Click on the File tab and go to the
“Print” option. On the far right you will see asmall preview of how the printed document will appesr.

Y ou can choose the number of copies and change the printer. When you are ready to print, press the Print
button. The document is then sent to the chosen printer.

_{f” T

Safes Thats 201 abee~

Hame Ingert Pase Lot Farmules Dals Rt S 0 =3 -1
i swe . =
Prirt
ﬂ Swve A
. Copieti l- = e -]
|25 Tpan 5
i Closs
. -
Info Primtar o
Lesenark C540 XL
Recent ﬂr. ek
Prnier Proparties
Settings
[_ I Print Active Shests v
"~ al ARNY ErTOE TE e ShEE
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Review

Let’stake amoment now to review what we covered in class.

We learned about the Excel 2010 Interface—i.e., the ribbon, all the different parts of the window,
the title bar, maximize/minimize, quick access toolbar, the zoom control, etc.

We learned how to enter datain acell

We learned how to move around with the mouse, the arrow keys

We learned how to edit the data using the formulabar or directly in the cells

We learned about “undo” and “redo”

We learned how to format our cells— changing font information, alignment of datain the cells,
bold/italics/underline, foreground and background colors

We learned how to re-size rows and columns

We learned basic math — different math operators, order of operations, how to add arange of cells
together and how to average

We learned how to save, load and print our sheets

RICK’SNOTE: I redly do enjoy getting surveys from you! Make
sure you visit the web page above and fill out the survey for this class.
Let meknow if I've moved too fast, and whether or not | covered
material that was helpful to you!

What’s next? Microsoft Office Excel 2010 Beginner Level 2

Contact Us. If you have any questions, visit www.ExcelL earningZone.com/contact or post your
guestion(s) on the Student Forum discussion board.

This course, handbook, videos, and other materials are copyright 2010 by Amicron Computing. All rights
reserved. No portion of this course, handbook, videos, or other course materials may be reproduced, copied,
edited, or otherwise distributed without the express written permission of Amicron Computing. Amicron
Computing shall not be held liable for any errors or omissionsin this document.

This document may not be used as part of atraining course without express, written permission from
Amicron Computing and the purchase of an Instructional License. For details, contact:

Amicron Computing
137 Huntleigh Circle
Amherst NY 14226 USA
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