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CHAPTER 1| TERMINOLOGY (JARGON)

Refer to this section as a guide to words and phrases you do not fully understand throughout this
manual. There are also Glossary sections throughout the manual explaining words in their context.

Range of cells: 2 or more cells next to each other

Active Cell:

Formatting:

Operators:

+
1

A AN V V

It is only possible to enter data into one cell at a time
and this is the active cell. It has a dark border when only
one cell is selected, when a range of cells are selected it
is the white one (otherwise known as the anchor cell).

Changing

Signs used in formulas:

(multiply)

(divide)

(add)

(subtract)

(greater than)
(greater than or equal to)
(less than)

(less than or equal to)
(equal to)

(not equal to)
(relative reference)

(=
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CHAPTER 2| GETTING TO KNOW EXCEL
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Working with the Ribbon (used to be toolbars)
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H - s Baok! - Excel 7 @ - x
[ HoME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  Acrobat Train Scotland ~ [T
o X, Cut - = ] Fim Ex G > AutoSum - A
o Calibri B B [EWrap Ted General - r 2 v g =X v ik
Paste B IS = = ¢ d' | Formtas ol \EEIrt DEE:Et Format | B FII” Szrt& Find &
aste BT U- . &ep- = =3 EIMegemCenter - - 95 5 % §)  Conditional Formatas Cell  Insert Delete Forma ort & Fin
- ¥ Format Painter A ¢ 7% Fommatting- Tabler Styjles~ - -« & Clear~ Fiter = Select -
Clipboard 3 Font & Alignment 5 Number 5 Styles Cells Editing a

The Ribbon is designed to help you quickly find the commands that you need to complete a task.
Commands are organised in logical groups, which are collected together under tabs. Each tab relates to
a type of activity, such as writing or laying out a page.

Contextual Tabs

To reduce clutter, some tabs are shown only when needed. For example, the Picture Tools tab is shown
only when a picture is selected:

H - s Book] - Excel PICTURE TOOLS ? = - x
FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  Acrdat FORMAT \TramSmt\amd‘B

.-s = Zri - & Align~ .
Eg Eé “l Compress Pictures — L# Picture Border [Z Align § | Height 1688 m =
* = B Change Picture | || || el ~| Q@ Picture Effects Group
Remove  Corrections Color Atistic = — - - - . Crop Swicen: [354em -
Background - +  Effects - ‘=) Reset Picture ~ ~| BL Picture Layout~  Ff; Selection Pane k Rotate - Lo g hd
Adjust Picture Styles 5 Ammange size w -

Hiding the Ribbon

Double click one of the tabs (e.g. HOME) to hide the ribbon. The ribbon will now only show when you
click on a tab and hide itself once clicked away. To unhide the ribbon, double click on a tab again.
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The Quick Access Toolbar

The Quick Access Toolbar is a customisable toolbar that contains a set of commands that are
independent of the tab that is currently displayed. You can add buttons that represent commands to
the Quick Access Toolbar, and you can move the Quick Access Toolbar from one of the two possible

locations.

E]E“.)*(.'}:

Moving the Quick Access Toolbar

The Quick Access Toolbar can be located in one of two places:

1) Upper-left corner next to the Microsoft File Menu :

2) Or below the Ribbon

Swap by choosing Show Below / Above the Ribbon from the drop down

Quick Access Toolbar:

LB T

ANVILE9S8 (N0 ONINIVYIS VELDINED

Customise the Quick Access Toolbar

Add a command to the Quick Access Toolbar by using the

41

button:

You can also add buttons from the ribbon by right clicking any button on the

ribbon and choosing Add to Quick Access Toolbar:

libri

]

PAGE LAYOUT

FORMULAS DATA REY

- AN = #
[P

Add to Quick Access Toolbar
Customize Quick Access Teolbar.
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon

Collapse the Ribbon

Book] - Excel
PAGE LAYOUT FORMULAS DATA REVIEW VIEW Acrob
Eg j;t(nmpresspwcture; —
i . = 5 Change Picture el | sl |
Remave Corrections Color  Artistic o~ )
Background - Effects- = ResetPicture -
Adjust Pictu
Book! - Excel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Acr
Eﬂ ‘< = :IZECnmpre;;Pictures s
i : L Change Picture | | anl | ||
Remaove Corrections Color  Artistic ~
Background - - Effects - = Reset Picture ~
Adjust Pit
H S
5F
Customize Quick Access Toolbar U
New
menu on the - A
Open
sl v Save ¥
Email
ﬁ Quick Print ;
= Print Preview and Print b
Spelling & Grammar
v Undo
v Redo

Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Customize Quick Access Toolbar T
Mew
Open

v Save k4
Email
Quick Print ;
Print Preview and Print h
Spelling & Grammar

v Undo

v Redo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon
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Improved Ribbon

First introduced in Excel 2007, the ribbon makes it easy for you to find commands and features that were
previously buried in complex menus and toolbars. Although you could customize the Quick Access
Toolbar in Excel 2007, it wasn't possible to add your own tabs or groups to the ribbon. In Excel 2013,
however, you can create custom tabs and groups and rename or change the order of the built-in tabs
and groups.

Customize the Ribbon:

iMain Tabs EI

Main Tabs
=l [¥] Quick Format (Custom)

= Top 5 (Custom)

; Wrap Text

“F Format Cells

Column Width

Bottom Double Border
Clear Formats

<>

S

NI D4

[V]Home
[V]Insert

Page Layout
[V] Formulas

LT e a =

Insert|
{ 0f |
| %
t |
{ Wrap Format Column Bottom Clear |
| Text Cells Width Double Border Formats |
! :

Customising the Status Bar

The Status Bar is the bar running along the bottom of the screen:

AVERAGE: 60 COUNT:9  SUM: 540 2] M -——F—+ 100%

By default this will show the AVERAGE, COUNT and SUM of selected cells. You can change these settings
by Right Clicking the Status Bar:

A2 - & 20 v Signatures off
v Information Management Policy off
A L < o £ £ s H J K » Dermissions off R
1 10
5 20 Caps Lock off
3 20 Num Lock On
4 10 v Seroll Lock off
5 50 v Fixed Decimal Off
6 60/
= - Overtype Mode
. e v EndMode
9 30, Macro Recording Not Recording
10 100| v Selection Mode
1 110
v Page Number
12 120
3 130 v Average &0
14 140 v Count 9
15 150 Numerical Count
16 Minimum
17
15 Maximum
19 ¥ Sum 540
20 v Upload Status
2 v View Shortcuts
22
v Zoom Slider
Sheet1 ®
— v Zoom 100%,
i

LB T
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Formula Bar

- x v fe =A2*23% M

[} I n c c P u i ' v ' v n n n o o c T TS

The contents of the currently active cell are displayed in the Formula Bar. This displays the true contents
of the cell without any formatting (e.g. £ sign) and shows the full formula (e.g. SUM(A1:A5)) rather than
the results of the formula. Whenever you enter or edit data, three buttons appear just to the left of the
formula line - a tick button, a cross button and an fx button. Click on the tick button to write the contents

of the data line into the % 5 4
currently active cell. Click S0 QI}]@ﬁ@M@

on the cross button to

cancel the changes to leave | K& Actig

everything just as it was. Enter write the contents of the data line into the currently
The fx button launches the S0 c coll o e d8wn

functions wizard (discussed

later). Tab write the contents of the data line into the currently

active cell and move right

Esc cancel the changes to leave everything just as it was

Spreadsheet Grid

An Excel spreadsheet is a grid of cells - 1,048,576 rows by 16,384 columns. The cells may contain text,
numbers, or formulae, and each cell has a grid reference. To find the reference for a particular cell,
simply note the column and row in which the cell appears. The top-left cell of a spreadsheet has
reference A1.

Sheets Sheet1

Excel files are workbooks each of which consists of individual worksheets. The workbook begins by

default with 1 sheet. Add more sheets with the + symbol next to Sheet1. To make Excel start with more

than 1 sheet, choose from the File Menu> Options and change the number of sheets to include on the
Z=CEEE "B General Tab:

o3, General options for working vith Excel.

General

Formulas

Proofing User Interface options

TIP: Right Click the arrows to the

Save Show Mini Toolbar on selection

Language Show Quick Analysis options on selection left of the sheet names to choose

Advanced FrebleLive review a sheet, very useful when you have
ScreenTip style: | Show feature descriptions in ScreenTips v

Customize Ribbon many sheets:

Ouick Access Toolbar When creating new workbooks

Add-Ins Use this as the default font: | Body Font v .

Trust Center Font size: 1w 3 aanate
Defaul i o

Personalize your copy of Microsoft Office

User name iTrain Scotland
[] Always use these values regardless of sign in to Office.
Office Background: [No Background | v

Office Themes White | v

Choose the extensions you want Excel to open by default: | Default Programs...
Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
Show the Start screen when this application starts

Cancel

TVANYIA 3LVIGIANILNT €102 [90X3 H
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MULTIPLE WORKSHEETS

0

Moving and copying sheets to another workbook

1. Right click on the sheet tab and choose Move or Copy...

ANVILE9S8 (N0 ONINIVYIS VELDINED

2. Click on the To book: drop-down arrow and select the appropriate workbook.

To move or copy the selected sheets to a new workbook, select New book.
3. In the Before sheet: box, select the position for the moved or copied sheets.

4. If you want to copy sheets instead of moving them, select the Create a copy
check box.

5. Click on the OK button.

TIP: A quick way to copy a sheet within the same workbook- Hold down the CTRL key when moving the
sheet tab.

Moving from sheet to sheet

You can move from sheet to sheet by clicking on the relevant sheet tab. The name of the active sheet
is bold. If you can't see a sheet tab, click the tab scrolling buttons to display the tab.

Ctrl+Left click

23 Scroll to the last sheet.

Right click

wnieet Sheet4 Sheets Sheet6 Sheet7? Sheets Sheetd Sheet10 Sheet11 ...

@

This is a sample of the complete manual
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EXERCISE 1

1. Create a blank workbook and save it as Cars.xlsx

2. Begin by creating 4 blank sheets

3. Rename the sheets to the following:

Totals Jan

Feb Mar

4. Enter the following data on each sheet (use grouping when necessary):

A B D E F G
Total Sales
2
e Total Unit Total
Model Robert Paul Claire X : .
E] Units Price Price
4 |Bugatti Veyron £ 89,950
5 |Aston Martin £ 106,990
& |[Lamborghini Aventador £ 131,000
7 |Mclaren F1 £ 96,850
3 |Ferrari 458 £ 160,000
]
A 8 c A B C D
1 January Sales February Sales
2 2
3 Jlaire
3
4 |Bugatti Veyron 15 10 12 + |Bugatti Veyron 12 9 14
s |Aston Martin 4 0 3 s |Aston Martin 9 7 6
& |Lamborghini Aventador 2 10 0 ¢ | Lamborghini Aventador 3 2 5
7 [Mclaren F1 17 7 17 7 McLaren F1 5 15 12
s |Ferrari 458 0 2 5 s |Ferrari 458 1 0 2
A B C D
March Sales

ra

Bugatti Veyron 14 21 15
Aston Martin 10 3 2
Lamborghini Aventador 5 0 1
Mclaren F1 13 10 16
Ferrari 458 4 2 4
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