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Getting Started with Excel

Exercise 1 Create a New Workbook

1. Double click on the Excel icon to start
your spreadsheet session.

Screen Overview

(]| 2 |3 5
| — B i Iy - - ,

L .ﬁ. - Calibri -1 AN S iy 2 S Wrap Text General . 'E-‘;:‘ 4] = ~ } f }i

Paste B I - - - - iE EE  -AdMerge & Ce § - % 9 *% 5 Conditional Format Cell & Find &

. 7 u = A EEE 4 = 3 5 patke Formatting = as Table = Styles ~ ilter = Sel
Fo Alignment e ¢ dit
A - j 2 e

A B C D G 1 | J K (o] P

sheetl ~Sheet? .~ Sheet3 . ¢J L
\&-‘d: 20 - 100% (- +_/

This Tab replaces the 2007 Office Button and the 2003 File Menu

1 File Tab providing access to Backstage View and the program control centre.

2 Quick Access Bar Always visible and provides access to tools on Office Button.

3 Ribbon Repllaces.the Menu Bar and offers la.vi§ual reference to all tqols
available in Word. Can be set to minimise when not actively in use.

4 Status Bar Now offers a customised option to add and remove items.

5 Worksheet Views Repositioned to right hand side and new magnification option via

slider.
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Labels, Values, Formulas

Labels = Text
Values = Numbers
Formulas = Calculations (A formula always begins with an equal sign, ‘=")

Exercise 2 Adding Data to a worksheet
Step 1 - Adding Labels
A B C D E =
1 Board Games Dolls & Prams Computer Games Lego Totals
2 Brisbane I
3 Adelaide
4 Sydney
5 Melbourne
6 Toowoomba
7 Totals
Step 2 — Adding Values
A B C D E F
1 ! Board Games  Dolls & Prams Computer Games Lego Totals
2 |Brisbane 1000 2000 1500 2500
3 |Adelaide 1500 2100 3000 2600
4 | Sydney 2000 2200 4500 2700
5 Melbourne 2500 2300 6000 2800
6 Toowoomba 3000 2400 7500 2900
7 Totals
Exercise 3 Adding Formulas to a worksheet

Step 3 - Formulas
You can use cells in formulas to calculate results in a number of ways:

~ o L0 W R

A

Brisbane
Adelaide
Sydney
Melbourne
Toowoomba
Totals

B
Board Games
1000
1500
2000
2500
3000
=SUM(B2:B6)

C D
Dolls and Prams Computer Games Lego
2000 1500 2500
2100 3000 2600
2200 4500 2700
2300 6000 2800
2400 7500 2900

E

Totals
=B2+C2+D2+E2
=SUM(B3,C3,D3,
=SUM(B4:E4)
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Autofill

You can use the AutoFill tool to fill data into worksheet cells. You can also have Excel
automatically continue a series of numbers, number and text combinations, dates, or time
periods, based on a pattern that you establish.

Exercise 4 Autofill
1. Enter formula to Autosum on cell B7 CHLLUCLCL ULS Uy <3t
2. Move to bottom right hand corner to 6 Toowoomba 3000 2400
display 'Autofill mouse pointer. 4= * 7_|Totals 10000,! J—
Q

3. Drag across cells (C7:E7)

Cell References

Relative References

Excel adjusts the cell references and copies a formula relative to the answer cell

By default cell references will be relative cell references unless you specify otherwise
Absolute References

There will be times when you want to compare a range of values to a specific cell. Absolute
cell references are denoted with $ preceding each col/row reference. i.e. $F$4

Exercise 5 Using Absolute cell references

We want to find out what percentage each stores' sales were from the total sales.
We need to consider absolute references in our formula to specify a value in a fixed location
to be used in our calculations.

E F G
Lego Totals % of Totals
2500 7000|=F2/F7

1. Enter heading “%of Total Sales” in

column G
2. Enter the formula =F2/F7 in cell G2 2600 3200 $ - % | 9
3. Click the % button in 2700 11400 %
Number group 2800 13600 mamae
2900 15800
13500]__57000]
E F G
Lego Totals % of Totals
2500 7000 12%
Note: These are relative cell references and may give ZGOOE 9200:| =F3/F8
unexpected results when we use Autofill. To ensure we 2700 11400 i #DIV/0!

always refer to the ‘total sales’ figure in our calculations

F
I
this cell has to be an absolute reference 2800 13600 #DIV/D'

2900 15800 #DIV/0!
13500 57000 gp

[ 1]
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Go to cell G2 E F G
Click in F7 reference in formula Lego Totals % of Tota
Press the function key F4 to change '

the reference to Absolute: $F$7 2500 7000¢
4. Autofill down 2600 92000 #DIV/0!

2700 11400 #DIV/0!
2800 13600; #DIV/0!
2900 15800; #DIV/0!

wN e

e Bl =atsl [ [ ¥a Tl +
Note: Using absolute cell references means this formula F G G
can be duplicated accurately. Totals % of Totals | % of Totals
i — )
The formulas could be entered manually in 7000 =F2/SFS7 12%
each cell but Autofill will save time and provide 9200 =F3/SFS7 16%
consistent results. 11400 =F4/5F57 20%
13600 =F5/$FS$7 24%
15800 =F6/SF57 28%
Exercise 6 To Freeze panes
1. Onthe View tab, Excel_2003_ Exercises_Level_2.xls [Compatibility Mode] - Microsoft Excel
2. Click the arrow beside Freeze Panes View | Addins  Aaobat
: © [ : ‘ E=1=ET
3. Click Freeze Panes Sk E;\\ — % = =:J;t
Zoom 100% Zoomto New  Arrange | Freeze
Selection = Window All Panes ~
Zoom Freeze Panes
Emlasm ot soums
E e . j :r:::f:eoggor:w visible

Exercise 7 To Unfreeze panes
1. On the Vl eW ta.b, iew View Add-Ins
2. Click the arrow beside Freeze Panes Q I | & HlEpE
3. Click Unfreeze Panes ) - S LT — i
£Loom o oomto ew rrange Freeze
Selection | Window  All  |Panes~
Zoom Unfreeze Panes
Ij Unlock all rows ar
through the entin
F G H Freeze Top Row
216 ;l Keepthe::up row
35 through the rest ¢
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Functions

A function is a predefined formula that performs a particular type of computation. All you
have to do to use a function is supply the values that the function uses when performing its
calculations - these are the arguments of the function.

Exercise 8

Using functions in formulas

Using the Average function from command button

1.

NoappwdN

Add cell labels
Average,
Maximum,
Minimum
Goto cell B9
Click on Home tab on the ribbon
Click the arrow alongside the Autosum button
Select ‘Average’
Check the range and change if necessary
Press enter

= ﬁ.utoSumq ,27' i

2 5um
Average[%'
Cannt Mumhare

9 Average |:AVERAGE(BE:BE]

10 Maximum

11 | Minimum

Using the Maximum function on the formula bar

1.

o0k wn

Go to cell B10

Click the Fx button on the formula bar

In the dialogue box, click on the ‘MAX’ function
Click OK

Indicate the range for the Maximum value
Click on OK

%]

[Insert Function |

5 Average 2000
10 Maximum |=MAX(B2:B6)
11 Minimum

Using the Minimum function from Ribbon

1.

NOoOMWDN

Goto cell B11

Click on Formula tab on the ribbon
Click more Functions command button
Hover mouse over Statistical

Click on MIN function

Type in the range B2:B6

Click on OK

ﬂmf] .‘:% 23 Define Name =

- fx
More MName

- [Functions ||| Manager E& Create from Sel

2 statistical  »
fisr Engineering »

MIN

9 |Average 2000
10 Maximum 3000
11 Minimum  |=MIN(B2:B6)

To complete these formulas for all columns

. 9 Average 2000
The Autofill tool, = ,can be used to drag o Maxi g E—
across C9:E11 aximum
11 Minimum 1£I-IZI-D§
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Formatting Cells

The presentation of information can be adjusted by using the ribbon to format individually
selected elements or by applying a theme to a whole worksheet.

Exercise 9 Manually Formatting cells
NUMBER formatS i/ ;—1\ Insert Page Layout Formulas Data Review View Add-Ins
1. Select the cell or range of cells you = 1. “= A ‘AB( —
aste u-[z=-[d- A 3 o
want to change:B2:F11 B . 123 tospectictomat
. Number
2. Go to the number group on the ribbon | B2 - £ 1000 12 oo
3. Click the down arrow alongside the 8 P ——— = B
general number format ; Brisbane Gme:fccc ramzsum Gniuc imczsr:u ? Aimu";':g
4. Hover your mouse over the formats  : e T
diSpIayed 5 '\zelo;mee 2500 2300 6000 2800 :I sz
5. To apply a format, click once on your 5 ™| i siee s e | s s
chosen option. ’ o
o/ . .
CHARACTER Form ats 7\/ Home Insert Page Layout Formulas Data Review View
1. Select the cell or range of cells you @ ii“;y Calibri Ju AN [ F =] Sw
want to change:A2:F11 Peste f Fomat painter | [ B4 1 o5 -|| Ovej A -] || =)= |2 2] B e
2. Go to the font group in the ribbon Cipboard & o et
3. Click the colour command | ’;1 - ’"’;‘ -
4. Hover your mouse over the formats e Illl i
displayed 1 Games Prams .Sh“damcoms I ITotaIs
5. To apply a format, click once on your  horee 00 oo MEE smmmmm| oo
chosen option 4_'sydney 2000 2200 ||| toFn 11400
5 Melbourne 2500 2300 | ;3 More Colors... 13600
6 Toowoomba 3000 2400 7500 2500 15800
7 Totals 10000 11000 22500 13500 57000
DATE Formats Custom ’
Format a date to the day it represents. T 8% o | @SB
1. Enter your birth date into a cell Number A
Note This will show the default format
dd/mm/yyyy Format Cells
2. Select this cell
3. Onthe Home tab, | Alignment | Font | Borc
4, l():hckI on :]he number group dialogue Category:
ox launcher ) General » | Sample
5. Select the custom option K sreskae _
6. Enter the format ‘dddd’ Text = 2222
o , Spedal d/fmm fyyyy
Note: This will present your birth date as a day d.mmm.iiii
Mmm-yy
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Exercise 10 Remove Formatting

SUTL EX

.2 Clear = Filter =

To return data to the original formats .
1. Onthe Home tab < | Clear Al
2. Go to the editing group % Clear Formats
3. Click on Clear

Clear Contents
4. Select ‘Clear Formats’

Clear Comments

Cell Comments

You may want to provide additional information about cell content. You can do this by
adding a comment which is hidden from view until selected.

Exercise 11 Adding a cell Comment

To add a comment

1. Select the ‘Adelaide’ cell
2. Click on the Review tab
3. Click New Comment

4. Type a comment such as Comments

“This store opened last month” Total ]
Note: The comment will be displayed as a otals -]
small red triangle in the cell J000

i3 Show All Comments

Note: To keep a comment visible with the cell, you can select the cell that contains the comment and
then click Show/Hide Comment in the Comments group on the Review tab. To display all comments
with their cells on the worksheet, click Show All Comments.

Edit a comment . o e S
P I i | = I_J_l'll_-\.- Hide Comment

3 Show All Comments

1. Click the Review tab

Delete Previous MNext

2. Click Edit Comment. Comment
Comments
Delete a comment 'J = | = I - Show/Hide Comment
. . ~ - % Show All Comments
1. Click the Review tab Edit brevious  Mext :
2. Click Delete. Comment

Comments
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Moving and Copying Data

e When you move a formula, the cell references within the formula do not change no
matter what type of cell reference that you use.

 When you copy a formula, the cell references may change based on the type of cell
reference that you use.

Exercise 12 Rename, move or copy a worksheet
== e [FRER | Z Autosum - A

1. Go to the Home tab, . ﬂJ — %? [

. Insert Delete Format . Sort & F
2. Inthe Cells group, click Format - - - L Clear™  Fier~ 5

Cells | Cell Size
3. Under Organize Sheets, click ' Row Height...
Move or Copy Sheet T AutoFit Row Height

Organize Sheets
BRename Sheet

Move or Copy Sheet...

Tab Color >
A Move or Copy I. ? &11
To book; allows you to choose where the
sheet should move to.
Before sheet; allows you to indicate where -
the selected sheet should sit.
Create a copy; allows you to copy the
worksheet rather than move [ ok ][ concel
Exercise 13 Move Data
To move a cell or range of cells
1. Select the cells to move: A2: A6 A A
2. On the Home tab, click Cut 1 B |18 |
3. Go to destination cell; A20 7 |Brisbane 20 |
4. Click Paste 2 3 |adelaide 21 |
_ Or... 4 |Sydney a0 22 :
5. Point mouse on the border of the "o, 0 o A 23 I
selection b 24 I
6. Drag the cell or range of cells to f M- ——————— I
another location. 25
26

M 41 » M| Sheetl

Note: you can only drag the selection on the same worksheet
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Exercise 14 Copy Data
To copy a cell or range of cells
1. Select the cells to copy: A20:A26 A A
2. On the Home tab, click Copy =2 1 B (19 |
3. Go to destination cell; A2 | 2 [Brisbane 20 :
4. On the Home tab, click Paste Fe 3 |adelaide 21 l
. Or... 4 [Sydney + 22 :
5. Point mouse on the border of the - (B %) |93 I
selection siboum 24 I
6. Hold CTRL key 6 |Toowoombal | |~ ______ '
7. Drag the cell or range of cells to 7 Tetals 25

another location. 26
M 4 » M| Shestl
Note: you can only drag the selection on the same worksheet

Exercise 15 Copy formulas

To copy a cell or range of cells containing formulas

1 Totals
1. Select the cells to copy: F2: A6 2 || J=BascasmasE2
. . 3 || J=sum(B3,c3,D3,E3)
2. On the Home tab, click Copy =4 2| |sumpazs
5 | J=SUM(B5:E5)
6 | J=SUM(B&:ES)
7 | (=8UM(BT:E7)
F
3. Go to destination cell: F20 20 :II=E:2|:|+|::2|:|+|:|2|:|+Ezu:| |
) B 21 =5UM(B21,C21,D21,
4. On the Home tab, click Paste 22| =SUM(B22:E22)
Note: With relative cell references the destination of the 23 | =SUM(B23:E23)
pasted formulas is important... 24 | =5UM([B24:E24)
25 =SUM(B25:E25)
Exercise 16 Create a Dynamic Link
1. Goto Sheet 3 or Summary sheet | 82 - ][ =sheet1F3
2. ClickincellB2 .
3. Enter= - A B C L
4, Go to Sales sheet
5. Click on the cell you want the data from g Brisbane 20001
F2
6. Press Enter
Note: Check the formula bar for the cell content. The link refers to = Sheetl! F3
Formula Tab Name Cell
. . . 2 Brisbane 9000{ ' Brish =Sheet1!F3
With the relative cell references used, Autofill 5 Ayciaide 070] [Tadotadc =ShZZ:1,F4
down for other branches 4 Sydney 11250| | sydney ~Sheet1!F5
5 Melbourne 15790} ' Melbourne  =Sheetl!F6
6 | Toowoomba 201701 | Toowoomba =Sheetl!F7
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Sparklines

Sparklines is a new tool in Excel 2010 which helps you discover patterns or trends that can
lead to more informed decisions and improve your ability to analyse large data sets. You can
create a visual summary of your data using tiny charts that fit within a cell alongside your text
data with new Sparklines.

Exercise 17 Insert Sparklines

Create Sparklines

Choose the data that you want

To Insert Sparklines — | | DataRange: B2Es
LI |
1. Select the cells to display the A
sparklines, H2:H6 Line Column Win/Lo: Choose where you want the sparklines t
2. Click on the Insert Tab [k Sparklines Location Range: | $HS2:8HS5

3. Click Line in Sparklines group

o

A B H
1 Board G | Sparklines
2 Brisbane —
4. Select the range to be 3 |Adelaide -
analysed 2.6 o |
5. C“Ck on OK 6 Toowoomba :/““\:
7 Totals S
8
M 4 » M| Sheetl ~Shee
Charting
Exercise 18 Create a Chart

To Create a chart T — T
1. Select the cells you wish to chart i W @ ﬂ ‘_ @J

(|n exercise f”e _ A1E6) Col::mn LiTe F‘ie Eivar Arvea Scafter Ci}tal:tesr'

2. Click on the Insert Tab Charts &
3. Select a chart type '

4 N\

i Board Games

® Dolls and Prams

i Computer Games

M Lego

\ J
Note: To quickly create a default chart, select the data that you want to use for the chart, then press
ALT+F1 — this displays the chart as an embedded chart or
ALT+F11 — this displays the chart on a separate chart sheet.
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Formatting a Chart

Exercise 19 Modify a chart

1. Click on the inserted chart

Note: You will see a contextual tab above the ribbon
2. Click on the tab to access the appropriate tools

Note: You can change the Chart Design, Chart Layout and Chart Format
3. Apply changes to chart as required

Chart Design

Home Insert Page Layout Formulas Data Review View Add-Ins Design Layout Format

al W, = = o (]
Change Save As Switch Select th Jﬂ—ﬂl DH Liﬂ £ ‘ II II ‘ h ‘ ‘ L ‘ ‘ L ‘ I I : Hove
i art

Chart Type Template = Row/Column Data

Type Data Chart Layouts Chart Styles Location

Chart Layout

i Home Insert Page Layout Formulas Data Review View Add-Ins Design y 3
Chart Area - =0} = . (& Chart Wa A [ Lines )
aal H]/ i (U | ] [ O ddw | | [l o =
By Format Selection - |®| Chart Floo Up/Down Ba »
= Picture Shapes Text Chart Axis Llegend Data Data Axes Gridlines Plot o Trendline Properties
&4 Reset to Match Style - Box Title = Titles ~ - Labels ~ Table ~ - - Area~ 3-D Rotation - &) Error Bars -
Current Selection Insert Labels Axes Background Analysis

Chart Format

Home Insert Page Layout Formulas Data Review View Add-Ins Design Layout Format
Chart Area L2 Shape Fill - A - Chring Forward - |2 Align - i) 762em 3
%Format Selection . . - E/ Shape Outline ~ A A - a = a Send Ba ard _L\Ef‘ Group :
&4 Reset to Match Style ! Shape Effects = = - L;’Q Selection Pane 5h Rotate S 127em 3

Current Selection Shape Styles = WordArt Styles [ Arrange Size
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ing

Exercise 20

Preview and Print a Worksheet

To preview a worksheet

1. Click File tab in ribbon ‘i. Home Insert Page Layout Formulas Data  Review  View
2. Select Print option
H Save
. . . Print
Notg You will be presented wnh a Print B save As 1
preview of the worksheet and options to choose “ZTI‘J Copies: 1 -
the print settings. [ Open )
Print
Note: To return to your worksheet, simply click [ Close _ .
on the Home tab Printer Properties |&
Info Settings
Recent Print Selected Chart
Only print the selected ch...
MNew

m : J Print on Both Sides .
—==! Flip pages on long edge

Save & Send —. Collated

L

Pages: Soto

Exercise 21

Defining a print area

Set a print area

1.

2.

3.
4.

Select the cells to define the print
area. (A1:F11)

Go to the Page Setup group on the
Page Layout tab

Click Print Area,

Click Set Print Area.

Note The print area that you set is saved when
you save the workbook.

Clear
1.
2.

3.

a print area
Click anywhere on the worksheet
Go to the Page Setup group on the
Page Layout tab
Click Clear Print Area.

Excel Help Facility

If you need help with any application tools you can get assistance by clicking the help
button on the ribbon. This is located at the right hand side of the screen.

.@] |

Page Layout Formulas Data Reviev

B Cls =

Orientation  Size Print |Breaks Backgroun
- - Areav -

Pag __} Set Print Area
Jx | Colun Clear Print Area

B DS

Orientation  Size Print |Breaks Backgroun
- - Areav -

Pag _._“j Set Print Area r

I | Clear Print Area

Home Insert Page Layout Formulas @- B E3
=’ » E AutoSum v

Ratgtat Arial -0 - A, HEesHm %? ﬁ
23 Copy ~ @] Fill ~ &

Paste - P | Sy A - Sort & Find &

=  Format Painter B I U = AT & | D Clear~ Filter = Select~
Clipboard ! Font Editing
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