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Course Objectives
¢ ® 1 Design and create a spreadsheet

1 Enter Data, Labels, Formulas and

for computing help and training Functions

1 Formatting Worksheet Data

1 Present Data in charts

1 Use Online Help to locate help
topics
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Getting started with Excel

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

What is Excel?

Excel is a fully integrated software package, which can be used to create simple or
sophisticated management tracking and reporting information. Excel facilitates three
principle features:

Worksheets For entering, analysing and performing calculations on data.
Using numerical data to generate graphs to illustrate and analyse
Charts
trends.
Databases To organise and manage lists of information.

When you start Excel you are presented with a workbook comprising of 3 blank
worksheets. Each fASpreadsheet o has AloscolBn®d XFDcand u mns  (
1,048,576 rows (row 1 to row 1048576 ). The point of intersection between a column

and row is known as a cell.

Each cell has an individual faddressodo designat ec
the row number. The cells are addressed as Al, A2, A3 through to cells XFD1048575 ,
XFD1048576 .

Worksheet and workbook specifications and limits

Feature Maximum limit

Open workbooks Limited by available memory and system resources

Worksheet size 1,048,576 rows by 16,384 columns

Column width 255 characters

Row height 409 points

Sheets in a workbook Limited by available memory (default is 3 sheets)

Colours in a workbook 16 million colours (32 bit with full access to 24 bit colour
spectrum)

Total number of characters in a cell 32,767 characters

Windows in a workbook Limited by available memory

Custom functions Limited by available memory

Zoom range 10 percent to 400 percent

Sort references 64 in a single sort; unlimited when using sequential
sorts

Undo levels 100

Notes
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Screen Overview

XCe ile i iew Inser orma ools ata indow g
1 = E Fi E_d't i | b gk T il Dat Wind Hel
e00 || Workbook1 —
P 4 . \\ - o N
D->[FLEO = e 8 e B (R o nsnee ) >
# Home Layout Tables Charts SmartArt Formulas Data Review ~ Tt
Edit Font Alignment Number Format Cells Themes
3 = Calibri (Body) 1z [+ _ General % ' = @, S
el == EECED
\ Paste B I U| &~ i T Align B r % » Egpﬂqg{gﬁ Styles Af_tmns Themes Aav
4 => Al : fx - -
A [ B C D E F G H 1 1
1 ! -
Z |
3 |
4 |
= |
3 |
a |
9 |
10 "/
11
12
13
14
15
16
17
18
19 6
20 Q 7
— ] Sh&&lli'+,[| * —————— = <>
5
, MNormal View Ready
1 Excel/MAC Menu
Bar
Excel toolbars include the Standard and Formatting Toolbars.
2 Standard Toolbar The Standard Toolbar is shown by default. The Formatting Toolbar can be
enabled by clicking View menu >> Toolbars >> Formatting.
A series of tabs that provide easy access to related tool groups. Several
3 Ribbon Ribbons are contextual, and these Ribbon tabs are only visible when the
spreadsheet element, the Ribbon relates to, is actively selected, for example
the Charts: Chart Layout and Format Ribbon.
The Formula Bar shows the unevaluated and unformatted contents of cells. It
Name Box & is used to compose formulas. The Formula Bar can be switched on and off by
4 F laB clicking View menu >> Formula Bar.
ormula bar The Name Box shows the cell reference of the top-leftmost selected cell and
allows quick selection of user defined named cells and ranges.
The Normal View is ideal for constructing and reviewing spreadsheets on the
5 Views computer. The Print Layout View shows how spreadsheet contents will
appear when printed.
Worksheet tabs and A Worksheet tab exists for each worksheet within the workbook.
6
scroll buttons The Scroll buttons permit navigation through worksheet tabs.
Notes
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Presents information including the current view and operational modes. The
Ready mode indicates the worksheet is ready for input; while the Enter, Edit
and Point modes indicate the input method in progress.

The File Location Views \

Status Bar

When using Finder, an Open or a Save dialog box to browse folders and files, there are a
number of views
The Dialog box views
View Button Appearance
Icon fegi = [m DEVICES
LIBWES1... E:}A'ﬁ‘ 0
= Mac SOE.. 4
& Win SOE ... 00_cursor_formatPainter.p 00_cursor_formatPainter.tif
PLACES ng
py—— n “
A Applicati... - -
| Documents )
[ | AddingCustomElementsTo colourinExcel
Presents icons associated with items
List DEVICES - _ | Date Modified
LIBWSSL. . | 00_cursor_formatPainter.png Yesterday, 2:00 PM
= Mac SOE | 00_cursor_formatPainter.tif Yesterday, 1:52 PM
-:i Win SOE - | « AddingCusto...eSheetsGCallery 29 September 2010 9:23 AM
] Win = =
| = colourinExcel 5 October 2010 1:45 PM
PLACES = MACExcel2008_Levell vl.docx  Today, 9:23 AM
Deskiop == Testing Save.xlsx 29 September 2010 9:34 AM
£ ugcdevis w= Workbook1.xlsx Today, 8:40 AM
A\ Applicati... = Workbook1.xItx Today, 8:41 AM
| Documents *
e sy, |7 | C——— - L
Lists items and several fields of information
Column (g2 | = |m Ewm SOE .. " = 00_Introdu...Excel.docx
(C.docx ] ExcelDocuments L |
SHEE 1w ExemplarE...forMAC. pdf
B Desktop 3 | & images , ‘_l' LY
3} acdevis ' e
7 Applicati... (] MSEXCEL_...Recovery | DOCX
| Documents e
MEDIA 1 I I Name MACExcel200
J3 music v = — — — — VI
Displays items according to their browsing hierarchy. The
exception is the final column, which, when a file is
selected, presents a thumbnail preview and some basic
file information
The Finder views
View Button Appearance
Icon T =[m[m| Perabove description
List = m|[m=| Per above description
Column 32/ = = | Per above description
Notes

© University of Queensland Library 2011

Page 7 of 48

Ask I.T. Microsoft Excel 2011 for MAC - Introduction




Phone: (07) 3356 8811 or 1300 738 082
Email: help@askit.ug.edu.au
Web: http://www.library.ug.edu.au/askit/

LIBRARY [€E3 4"

Enriching world-class scholarship T ——

% THE UNIVERSITY
O\ 'OF QUEENSLAND

AUSTRALIA

Flow Em i DEVICES

=1/ LiBwas11ErXZE2M
| Mac SOE 1.B

4 Win SOE 1.L |

B L

PLACES )
002_h_ElementsGallery_T2_Charts.tiff

B Deskrop I TIFF image

£ ugcdevis I

../&: Applications

7| Documents
] StafflTTraining | UUTE'_'—‘C"'C"UUGHEI FRCUIVELITIY LT

| 002_G_ElementsGallery_T1_Sheets.tiff
Azt A | == 002_h_ElementsGallery_T2_Charts.tiff
(L) Today | 002_i_ElementsGallery_T3_SmartArtCraphics.tiff
(L) Yesterday 002_j_ElementsGallery_T4_WordArt.tiff
(T) Past Week 002_K_DifferentViews1_Dialog1_lcon i
@All I 002_K_DifferentViews1_Dialogl_lcon_Appearance.tiff +
(5] All Movies Al e
(31 All Document E-@-E-E-E-@-0- - 0@ [5002hEe

1 of 313 selected, 480.77 GB available 4

Flow showcases either an associated icon, or a detailed
preview of the selected item in the preview pane.

Exercise 1. Creating a new workbook

The File menu provides the basic commands necessary to open, save and print your
documents.

Opening a New Workbook

Edit View Insert Form|

When you start an Excel session a new file
cal Weod kib o dslactiviated. At any g:‘:‘nf”’m il
other time, to start a new workbook: Open URL... %0
1 Click the File Menu >> New el >
Workbook S e
Save £
or Save As... A

Use the + N shortcut

Exercise 2. Customising Toolbars

To add the Style name selector tool to the Formatting Toolbar:

1 Right click the Standard Toolbar WADocaT oo bardiniWindow

f Choose Customize Toolbars and Toolbars B
Menus from the Context Menu

Reset Toolbar
Customize Toolbars and Menus...[»

Notes
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T[ C“Ck the Commands tab Customize Toolbars and Menus
1 Select Format from the Categories _
|ISt Drag a command into a toolbar or menu bar.
Categories: Commands: (Drag to toolbars and menus)
:i\l\:ﬂmm.:mds ﬁ cells.. D
Edit Font |
Wiew
Insert Font Size: =
Tools Style...
Data
Window and Help a Style: | :
| Charting v)
Keyboard... oK )
T[ CI|Ck Style |n the I|St Of Formattlng Commands: (Drag to toolbars and menus)
Commands [ celis.. 0
Font P~
Font Size: P
Style...
‘St\,r\e: & - :
1 Click, drag and drop the Style (1 Workbookd
command to the beginning of the o TN
Formatting Toolbar
f The Style name selector is positioned I Workbookl
on the Formatting Toolbar A UL ©
Note: The Style name selector can be + Dock Toolbar in Window
removed by either resetting the toolbar via the S =

right click context menu,

or
By opening the Customize Toolbars and
Menus then dragging the Style name selector
off the toolbar

Reset Toolbar [
Customize Toolbars and Menus...

Exercise 3.

Opening and Saving Workbooks

To open an existing workbook:

If you have to retrieve a file from a storage
source:

9 Click on File Menu >> Open to
activate the Open dialog

1 Browse to the location of your file

9 Select the existing spreadsheet

9 Click the Open button

7 Documents

If you have recently used afile:
1 Click File

1 Hover over Open Recent
91 Select your file from the list

Notes

OO Open

'« »|/88|=|m |[Jimages B (@ search
DEVICES Name &| Date Modified
ITrEEn i 9 13/07/2010 2:20 PM
= Mac SOE.. 06/07/2010 9:38 AM
= Win SOE 0 sparency.png 07/07/2010 8:25 AM
-
PLACES C 2jpg  08/07/2010 10:36 AM
[ Deskeop 15/07/2010 1:29 PM
Y ugedevis Today, 9:07 AM
# Applicati... Today, 9:52 AM

Enable: | All Readable Documents 3
Open: | Original )
p Cancel . (\ Opgi_)
A
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Choosing the Save As Dialog Mode \

The Save As Dialog can be viewed in either Collapsed or Expanded mode
Collapsed Mode

Save As: Workbookl .
]E] Collapsed mode allows quick access to the
Where: | Excel_2011_Levell ™ a . .. .
o Bece 200 location to be browsed to if this is a location
Format:  Excel Workbook (.xIsx) =) that has recenﬂy been accessed.
Description

The XML-based format that Excel workbooks are saved in by default. Cannot store
VBA or Excel 4.0 macro sheets.

Learn more about file formats

(" Options... ) [ Compatibility Report... ) | Compatibility check recommend
Cancel . Save >
Where: [ [] StaffiTTraining Fon i To check if the save location is in the
= Recent places list, click the double
Wher¢ v [ StaffiTTraining a .
I T— | headed arrow button to the right of the
B 3 sor s | Where field.
Sedm' A Win SOE 1.L 'I
- | [ Desktop
A | G\fuchevis

v/‘lgAppIications
7 Documents
Compi [ StaffTTraining

tensio

[ Budgets
1 [dimages m
[ Ledger Sheets
Save As: | Workbook . xIsx Evl| 1 To switch from Collapsed to Expanded

mode click the downward facing arrow to
the right of the Save As field.

Expanded mode

Save As: Workbook1.xlsx E]
Expanded mode presents a folder-browsing | ——
N . [«]»] [z:[=]m] (3 StaffiTTraining B (Qsearch
panel. This panel allows access to locations | —— e i
8 8 min 2 March 2010 12:57 PM
that are not listed in the Recent Places. Sumsn (|| D2 o R 20 o P [[]
j :a(:g: [ ClassBookings 27 August 2009 5:08 PM
=" £ FloppyDisksFromFionasDesk 10 September 2009 9:30 PM
_| £ Handover 5 August 2010 12:11 PM
EdDesktop 4| [0 HimiClass 27 August 2009 5:08 PM
8 uacdevis  T| £rm 27 Ananst 2009 5-09 PM
Format: | Excel Workbook (.xlsx) )%{
Description

The default, XML-based workbook format for Excel 2008 for Mac and Excel 2007 for Windows. Cannot
store VBA or Excel 4.0 macro sheets.

Learn more about file farmats

M Append file extension

("Options... ) (_Compatibility Report... ) . Compatibility check recommended
(ewoider) (Canee)
A
T To switch from Expanded to Collapsed [sueas woroooctxise =

mode click the upward facing arrow to the
right of the Save As field.

Notes
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To save a new spreadsheet:
91 Click on File menu >> Save As

9 If the dialog is in Collapsed mode,
click the downward facing arrow to the
right of the Save As field (for more
information read Choosing the Save
As Dialog Mode on page 10)

Select the format of the workbook
Select the location for the workbook
Enter a filename for the workbook

9 Click on Save button

= =4 =4

To close aworkbook:
9 Click on File menu >> Close

Save As: Workbook1.xlsx !Al |
Save As: MyWorkbook.xlsx E]
(«]»] (22 =]|m) (& Deskiop B @search
DEVICES 00_Workbook1.xlsx
=] Lpwas1... excel08PivotTables. pdf
=) Mac SOE... || | ki images
=) Win 50E ... % ] MACZ008_Excell alias

[l Office2007

PLACES

Format: | Excel Workbook (.xIsx)

EAppend file extension

’f Options... \ "r Compatibility Report... )

_ New Folder

_Cancel ) | Sage )

2

Moving Around
The active cell on a worksheet will always have a thick solid border.

To move around using the mouse
9 Point and click

To move around using the keyboard
1 Use the arrow keys

To go directly to a specific cell:

9 Click in the Name Box
Note: The Name Box is leftmost of the
Formula Bar

1 Type the cell reference
9 Press Enter

A [

1

2

3
N -
Al z BE

: B G

2 c2 = S

B C
1
=1 | E—

To move the beginning of a row:
1 Press Ctrl + Home

To move to the end of a row:
M Press Ctrl + End

To move down by one screen:
1 Press Page Down

To move up by one screen:
1 Press Page Up

To move through ranges of data on a row:

1 Press Ctrl + Right Arrow/Left Arrow

Note: After the last data range the movement will
reach the end or the beginning of the row.

To move through data ranges on a column:
1 Press Ctrl + Down Arrow/Up Arrow

Note: After the last data range the movement will
reach the end or the beginning of the column.

Notes
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Entering Data

not be contained in the cell until it is
confirmed.

Confirming with the keyboard:
To confirm data and move up:
9 Shift + Enter
To confirm data and move right
1 Tab
To confirm data and move down:
1 Enter
To confirm data and move left:
M1 Shift + Tab

Confirming with the Formula Bar:

9 Click the Tick button to the left of the S f: =SUMGE 56}
Formula Bar e

If the information being entered is not
appropriate you can cancel the entry.

To Cancel with the keyboard:

9 Hit the Escape key
To Cancel with the Formula Bar:

1 Click the Cross button to the left of 5 S| -sumis2:86)
the Formula Bar Gam Cancel|

Notes
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Labels, Values, Formulas \

1 A label is any text entered into a
spreadsheet. Labels are left aligned

AUSTRALIA

ﬁ THE UNIVERSITY
N OF QUEENSLAND

by default. |
1 . 2
2 A value is any number entered in a
spreadsheet. These are right aligned
by default.
Note: Where the display width of values / '3

exceed the width of the column, the values will
be displayed as hashe:
misinterpretation of partially displayed values.

3 A formula is any calculation entered in a spreadsheet. Formulas always begin with
an equals sign (=) and are right aligned by default.

The formula results are displayed in the cell, while the parameters are shown within
the Formula Bar (with the equals sign).

When operating within the spreadsheet it is useful to inspect formulas without
adjusting their original parameters.

To turn inspection mode on and off:
1 Press Ctrl +°

Note: The " character is called the grave. [~
It is on the first key of the numerical row. || °
To inspect a single formula:

9 Select the cell to inspect

9 PressCtrl +U

Note: The cell will revert to general display when
you select the next cell

Editing Cell contents \

To change the content of a cell you can either:

Use the Formula Bar: Enter Edit Mode: Overwrite cell contents:
i Select the cell 9 Double click in the cell i Select cell
[EBrsbare ] or [ orisbane ]
1 Click in the formula 1 Press F2 1 Type new entry
bar =
[ p<[ Brisbane] |

1 Confirm the entry
9 Alter text as required

| x| Brisbane city |

Notes
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