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Microsoft Office 365
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In This Course

Learn tabs and ribbons

Using formulas to create basic calculations
Using Functions

Formatting Cells

Create and format line, column and pie charts

Prerequisites

* Basic computer skills
* MS Word 2010
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Obtaining Office 365

Goto
Sign in to the MS office site

Select Excel and install

On Your Computer ...

Click on the green
Excel icon on the
Task Bar of your
computer. That will
start the program.
Then follow along.

Creating Excel Documents




Managing Spreadsheet tabs

8 "" Insert Cells...

| €= Insert Sheet Rows

Sheetl | Sheet2

Excel Window
Control Ribbon

Tabs Quick Ribbon
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Cell Address Formula Bar

Row Column Letters

Numbers
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Excel Controls

Single Cell Selection  Cell Group Selection

File Ribbon
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Save and Save As

Save As
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Excel Controls

Paste Values

- -,
%l [

123 O3 2

Other Paste Options

Clipboard . %L @&

Paste Special...

Cut & Paste Practice
Select Cell B2.

Type 1234 into the cell.
Click on an empty cell.
Select Cell B2 again.

From the Home Tab ribbon, select Cut.
Select cell C3.

Click Paste

Times New Roman *[12  ~ A

A
- O A-

B I U-
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Appearance

v

Times New Roman v |12

A
B I U-|iE-o-

Borders

Hi

KA

Theme Colors

H EEERNEN

Standard Colors

B NoFill

%9 More Colors...




Font Practice

. Select cell B5.
. Type your first name into this cell.
. Select cell C5.
. Type your last name into this cell.

Font Practice Cont’d

. Select cell B5.

. In the Home tab, click on the drop down
arrow next to the font size.

. Choose size 16.

4. Your first name gets larger.

Cell Fill & Letter Color Practice

. Select cell C5, your last name.

. From the Home tab, select the button for the
border.

. Select the All Borders link.
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Font Practice Cont’d

. Select cell B5.
. Click on the text color button.

. Choose bright red for the text color.
. Your first name is in bright red letters.
. Reselect cell B5 if necessary.

. Click on the bucket icon. Choose the color
yellow. That will fill the cell with yellow color.

Alignment

2 Wrap Text

€ = Merge & Center -

Alignment

Alignment Cont’d

b Wrap Text

Merge & Center -
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Text Orientation

Angle Counterclockwise
Angle Clockwise
Vertical Text

Rotate Text Up

Rotate Text Down

Format Cell Alignment

- 2 Wrap Text

é 3 Merge & Center ~

Alignment 5

Merge and Center
1

ab
&2 Wrap Text Merge & Center

Merge Across
B3 Merge Cells
EH Unmerge Cells

Merge & Center ~

Alignment ~
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Merge and Center Practice

1. Select cells B5 and C5 that contain your first and last name.

2. Click on the Merge and Center button.
3. Click on the Merge and Center link in the dropdown menu.

Note: Notice your last name disappears. Whenever you merge
cells, only the data in the upper left cell will remain. The rest is
lost. The rest of the commands we will cover as we need to do
so.

Number Formatting

General

$- %

Number

Cells: Insert, Delete, Format
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Insert: Cells, Rows & Column

Insert Cells...
Insert Sheet Rows
Insert Sheet Columns

Q Insert Sheet

Delete Cells,

X Delete Sheet Rows

;(J Delete Sheet Columns

’:‘x Delete Sheet

Insert

Insert
() shift cells right
(®) ishift cells down!
O Entire row

(O Entire column

Cancel

Rows, Columns

| Delete

) Shift cells left
Shift cells up
() Entire row

(O Entire column

Formatting Button

(=] Format = - i St
Cell Size liting
I[ Row Height.

AutoFit Row Height
L3 Column Width.

AutoFit Column Width

Default Width...

i
Hide & Unhide Hide Rows

Hide Columns
Rename Sheet Hide Sheet
— Unhide Raws

Tab Color Unhide Columns

Format Cells.

Tab Color » | Theme Colors
Protection

[ protect Sheet..

Format Cells...
Standard Colors

| ] ] EnEE
[ o Color

% More Colors.
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Hide and Unhide

Changing the width of a column

Not enough space in the column to
display the number

fe

c
1 | $1,234,567,8 1.00 $1,234,567,891.00

You can also click the left

83 &
button after positioning the Z g <
cursor between the 1 $1234567,89000 § 100 $1,234,567,891.00

columns

AutofFill
utomatically fill cells with a sequential series

S| Sunday

B|c|D E Elc/m|1|riK|L
Feb Mar Apr  May Jun Jul Aug Sep Oct Nov Dec
6 8 910 1 12

Paragraph 1
‘Paragraph 2
Paragraph 3
‘Paragraph 4
Paragraph 5
‘Paragraph 6
Paragraph 7
‘Paragraph §
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Autofill Option Dialog

* Allows you to change the operation of autofill.

E FlG[H|I|[I|KR|[L
r  May  Jun Jul Aug Sep Oct Nov Dec
567 8 910 11 12

Paragraph |
Paragraph 2
(Paragraph 3
[Paragraph 4
(Paragraph 5
[Paragraph 6
Paragraph 7
|Paragraph 8

Adjacent Fills

Automatically fills 2 columns or rows with
different series.

H
1
2
3
a
s
6
7
8
El

2

o
1
2

B

=a2+b2+c2+d2+e2+f2+g2+h2+12+J2

3 Say,
a2 g,
= J2)

=(a2+b2+c2+d2+e2+f2+g2+h2+12+J2)/10

FASCINATING FORMULAS

4/7/2024
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In the Beginning

A Numerical Formula

To enter in a formula you must first enter in the
= symbol

Algebraic Notation Formula

15
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Numeric Formula

/ = forward slash
=144/12

Algebraic Notation Formula

Algebraic Notation Formula

Je =1202

| A|B|C|D|E E |G H|
12| 12| 144
144
12

(a4 ]

16
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Numerical Formula

| =(144-2)%2

=(1+4-2)*2 5

Algebraic Notation

=(1+4-2)*2

Algebraic Notation

=a3+b3+c3+d3

A B (€
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Excel 1 Basic Student Folder r9
@ Excel 1-Basic WorkBook r9

PRACTICE WRITING FORMULAS

e T
I5U1 5 NSk

EQ\ELI'I =11/=]

= /4
G

Question

How many ways can you think of to
add this set of numbers?
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Formulas 1 & 2

Ways to write a formula to total the numbers in each of
the columns/ rows

=7+12+17+22+27

(0]
Column =A1+A2+A3+A4+A5

Row =A6+B6+C6+D6+E6
Answer: 85

Formula 3

Write a formula to subtract the first number from
the second number

=B16-A16

Answers: 5

Formulas 4

Add the first two numbers together,
then subtract the result from the third number.

= A3-(A1+A2)

Answer: -2

4/7/2024
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Formula 5
Write a formula to multiply the first number by

the second number

=A1*A2

Answer: 84

Formula 6

Add the first two numbers together and multiply
the result by the third number.

=(A16+B16)*C16
Answer: 323

4/7/2024
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FATHOMING FUNCTIONS

A S

Function Resources

Inset  Draw  Page layout

K> RIS B E R O =

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More

Function v Used ~ 7 x Time - Reference - Trig = Functions ~

Function Library

Function

(A3:G3) Range

4/7/2024
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Range Selection
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Function Arguments

Function Arguments

sum

Number1  A3G3 ] = (14710131619

Number2 number

Adds llthe numbers ina range of cels.

Numbert: numbert.aumber 1
cell, included if typed as arguments.

Formula result = 70

Help on this function Cancel

Function Arguments

H

Total
Si(A3:G3)

Function Arguments

A3:G3

Function Arguments

F

Function Arguments

suM

Numberl |A3:G3
rumber2

7
Adcis i the numbers in  range of celis.

Numberl: rumber Laumber2,. . ace 1t 255 numbers 1o sum. Logical vokses and text
are ignared in colls, indhuded if typed o5 arguments.

eS)—=o
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Results

=SUM(A3:G3)

AutoSum

Using a single button on the ribbon, sum
these numbers.

EE: O
2 sum

Average

Count Numbers

Max
Min

More Functions...
Answers: 78, 79

Excel 1 Basic Student Folder r9

@J Excel 1-Basic WorkBook r9

XX 571 | Formatting #EXGETY ©J
PRACTICE WITH FUNCTIONS
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Question

Using a function, find the average of the numbers in the row below that have data.

19 28 37 46 55 64

Averaging

Obtain the average of a row/column of
figures.

=AVERAGE(A11:H1)

Answer: 41.5

Date/Time

Using a date and time function, insert today’s

date and time into cell BS.
=NOW()

VOLATILE FUNCTION

25



4/7/2024

Question

Using a function, count the number of cells in the row below that have data. Do not count blank cells.

19 28 37 46 55 64

Counting Data

Using a function, count the number of
cells in the row below that have data. Do
not count blank cells.

=COUNT(B29:J29)
=COUNTA(B29:J29)

Answer: 6

Counting Selected Data

=COUNTIF(B35:K100,">65")

Answer: 31

26
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Formatting Numbers cont’d

Text Alignment

22 Wrap Text

Merge & Center -

28
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Format Cells

- Borders

e presess

sofe ]

Note  Quine lwide

Adding Borders con’td

[ thick Outsice Borders

tom Double Border

H bore Borders

Color Fill

Format Cells

Calibri

rumber | asorment | _ront | sorser |
Bacground Golor

B I U-~| o Color
EEEEEEE
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Format Painting

\0

Clipboard

Format Protection

[ taamer | Mignment [ Font | Border [ Fa [ Protecton
7l Lockes

Hdden

Loding cells or hidng formulas has no effect untl you protect the worksheet (Review tab, Changes
Qroup, Protect Shest buttan).

Practicing Formatting

O] FuEtions"|_Formatting 4EXET

13
7 19
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1. Formatting Numbers

1. Format the following numbers as indicated.
A. General 12512846.2
B Percentage 45.28%
C. Currency $125.46
D Accounting  $152,478,352.26

Number Formatting Error

Number Stored as Text

Convert to Number

Help on this error

Ignore Error
Editin Formula Bar

Error Checking Options...

D.  Accountin ® i152473352.25|

2. Align the following textas indicated.

Wrap this text to fit
in column.
Shrink this text tofit.
Align Right
Horizontal Center

2. Aligning Text g -

31



3. Formatting Fonts

3. Format Font Characteristics as indicated
A. Use a different font
B. Make the font size one size smaller
C. Use a bold italic style

4. Make a Border

4. Make a border
Around cells K10 and L10
Outlining the group of cells
K11,111,K12,L12

Around each cell in the block
K14, K15, L14, L15

5. Coloring Cells

5. Fill the cell with indicated color.
Cell K18 to red

B. Cell K19 to yellow

Cell K20 to blue

4/7/2024
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6. Format Painter

6. Using the Format Painter, copy the formatting in cell F23 to H23, H24, H25.

‘Widget Production 2010-2013

Widgets 1,000

e,

CHART BUILDING BLOCKS

¥ :Chat 450

Types of Charts

el M Fmw B S
" Meps pyowchart | 3D Line Column Win/  Slicer Timeline
- Map ~ Loss

5 Tours Sparklines Filters
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Quarters

Creating a Column Chart

‘Widget Production (Thousands)
Years
2010 2011 2012 2013
12 15 45 135
15 6 20 40
35 42 44 50
10 13 18 23

Quarters

Selecting non-contiguous

columns/rows of data for chart

Widget Production (Thousands)

Years

Widget Production (Thousands)

Axis

Major
Gridlines

Horizontal

Axis

0

# of Widgets

w10
1 I |I w20r2
@ o o

at

Quarters

vetial  Column Chart Parts

Widget Production (Thousands)

Legend

# of Widgetd

-ll- I-Il IIII III

Data Data Data
Series Series Series
2010 2011 2012

0
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Creating a Column Chart

Drow  Pagelayout  Formuls  Data  Review

= P Get Add-ins

PivotTable Recommended  Table llustrations
PivotTables -

8 wase - @

Tbles Addins

"‘mH\ g 9.

]
Widget Production (Thousands) [
Years —

2010 2011 2012

12 15 f=1

15 6 -

35 42

10 13

72 76

i More Colurn Charts.

Quarters

Chart Styles

Home lnsert Draw  Pagelsjout  formuss  Data  Reiew  View D

[ NG = = o 7 Eg il
cachat_ quie  change ii b " ke ok S ot Soect | crange | Move

ChatLayas Charsyes o e Loatin

Chart Title

2010 2011 2012
=Q1 =02 =Q3 mQ4

IR =
Add Chart Quick
Element - Layout -
Axes
Auxis Titles
Chart Title

Data Labels E ements to

Data Table
Error Bars C h t
Gridlines a r

Legend

BRMEE

BEE

Trendline
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Chart Title

Widget Production (Thousands)

-ll- I_Il IIII III

2010 2011
=Q1 102 #Q3 WQ4

Format Major Gridli... ~ % Format Data Series

Polishing a Chart E=s

50 [CReq |
e Widget Production Shadow

Glow

toive (Thousands) softEdges

Sold e 3D Format

Godintine Top bevel

© Agomatc

Color
Tansparency &
vt

Compound type. Depth

Dashtype
Contour
Captype

Jointype

Matorial
BeginArow type

Begin Artowse -~
=Q1 wQ2 w03 WQ4 Lighting

End Ao ype
£nd Arrow size -~

Heset

Format Axis

Axis Options ~ Tt Options

CReR N |

4 s Optons Widget Production (Thousands)

Bounds

=
S

Minimum

Masimum

S

Units

S B
S

Maior

Minor.

@

Horizontal axis crosses

©) Automatic

# of Widgets

s value.
Maximum axis value

Display.

Logarithmic scale  Base

Values in reverse order

© Tick Marks
© Labels
I Number

mQ1 mQ2 mQ3 WQ4
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Finished Chart

Chart Title

Widget Production (Thousands)

# of Widgets

=Q1 =02 =Q3 =04

mQ1 W02 403 wQ4

Creating A Line Chart

Widget Production (Thousands)
Years Widget Production (Thousands)
2010 2011 2012 2013
Q1 12 15 135
Q2 15 6 40
Q| 35 42 50
Q4 10 13 23

14

Total 72 76 248

@
£
&
=
=
=

<o

# of Widgets

Making Pie (Chart)
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Making a Pie Chart

Widget Production (Thousands)
Years
2010 2011 2012 2013

4/7/2024

12 15 45 135
15 6 20 40
35 42 44 50
10 13 18

Quarters

1l v

72 76 127 248

golsot  Fomulas
B Get Addis

8w - @

Pivotfable Recommended Table  Ilustrations:

Making a
Pie Chart

‘Widget Production (Thousands)

2011
15
6
42
13

76

Chart Parts

Border
2010 Widget Production

Data ) I
Series

Chart
Area
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Chart Formatting

. Add a border to the chart.

. Fill the chart area.

. Add data labels to the data series. Use quarters
and percent.

. Add a 3-D bevel to the data series.

. Put a black border around the chart area.

. Add a background color to the chart.

. Remove the legend.

Enhancing Charts

Create the chart

Point at an element of the chart
Right click to get a pop-up dialog box
Make the needed changes

Click OK.

4/7/2024
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Column Chart

Widget Production (Thousands)
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I
FTM™

2011 2012

uQ1 w02 w03 wQ4

Line Chart

Widget Production (Thousands)

100

2
©
=)
2
=
=
o
*

2010 Widget Production
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Excel 1 Basic
Learn tabs and ribbons
The parts of an Excel spreadsheet
How to define ranges

Using formulas to create basic calculations

Using Functions
Formatting Cells
Create and format line, column and pie charts
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