Excel Basics

Excel is a Microsoft Office spreadsheet program used to organize data, perform mathematical
calculations, or create a chart of data.

The spreadsheet is comprised of cells that contain numbers, text, or formulas. Excel can be
used to create a contact list, budget, or organize all sorts of information.

l Ribbon

FILE HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
Y - _ 7
M g |Ca|ibri -|11 -|Ju. A =E=a8 B |Gznzra| =1 Cor
EE] - _ E;?Fnrl
Paste ¢ B I U- - O-A- s==&EE BH- $-%° W8 Hey
C“pbﬂﬂrd ] Fant s Alignl‘nent s Mumber ]

122 | i fr

Cell < B Formula = 2 =
Price of car 520,000.00
Address Down Payment 55,000.00 Bar
Amount to finance 515,000.00 Total Paid
Years of loan 2 Total Interest 52,455.19
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Interest Rate

Montly Payment 5727.30
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Create a new workbook Insert a new worksheet

1. Click File > New

2. Under New, click Blank worksheet. Click the New Sheet button at bottom left.
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Insert a row AutofFill

Right click on row = Insert

Fill in repeating data into cells using the fill
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Change Font Style & Size
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AutoSum Row or Columns
1. Select cells you want to autosum

2. Select AutoSum ‘%‘Y %
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Add Cell Borders
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Format a Cell Number

1. Select the cell you want to format.

2. Right click = Format Cell
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Basic Functions Printing

Add two cells
Add cell range
Subtraction
Multiplication

Division

= A2+A10
=SUM(A2:A10)
=A2-A3
=A2*A3
=A3/A2

Save a workbook

File > Save As = Choose File

Save As
@ Microsoft
E} SharePoint

OneDrive

Add a Place

a
Ij Computer
+

Adjust orientation, change margins,
& fit sheet on one page.

©
Print

Mew

Copies: |1 -
= )
Open
Print
Save
Save As Printer
/  Adult RRR Secure Print on w...
Save as Adobe o Ready -
PDF -
Printer Properties
Print .
Settings
Share lj__l Print Active Sheets
-
Only print the active sheets
(e Pages: | :| to | Z
Close K‘ Print on Both Sides .
h Flip pages on long edge
,—EI—EI Collated .
Account 1,23 1,23 123
pitzs D Landscape Orientation -

81/

-

E MNarmal Margins .

i -
L e Fit Sheet an One Page

-

Page Setup




