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Excel 1 - Basic
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Paul McKelvey /Betty Riggle/Shonda Moore
February 2018

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 https://www.office.com/
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
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Managing Spreadsheet tabs

Excel Window
Control Ribbon

Tabs

Cell Address Formula Bar

Quick Ribbon

Excel Window

Row 
Numbers
Row 
Numbers

Column LettersColumn Letters
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Cell Addresses

CellCell

Excel Controls

Single Cell Selection Cell Group Selection

File Ribbon
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New

Save and Save As

Print
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Excel Controls

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

Font
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Appearance

Borders

Highlight & Text Color
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Font Practice

1. Select cell B5.
2. Type your first name into this cell.
3. Select cell C5.
4. Type your last name into this cell.

Font Practice Cont’d

1. Select cell B5.
2. In the Home tab, click on the drop down 

arrow next to the font size.
3. Choose size 16.
4. Your first name gets larger.

Cell Fill & Letter Color Practice
1. Select cell C5, your last name.
2. From the Home tab, select the button for the 

border.
3. Select the All Borders link.
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Font Practice Cont’d
1. Select cell B5.
2. Click on the text color button.
3. Choose bright red for the text color.
4. Your first name is in bright red letters.
5. Reselect cell B5 if necessary.
6. Click on the bucket icon.  Choose the color 

yellow. That will fill the cell with yellow color.

Alignment

Alignment Cont’d
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Text Orientation

Alignment Cont’d

Merge and Center
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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

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

Delete Cells, Rows, Columns

Formatting Button
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Hide and Unhide

Changing the width of a column
Not enough space in the column to 
display the number

You can also click the left 
button after positioning the 
cursor between the 
columns

AutoFill
• Automatically fill cells with a sequential series
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Autofill Option Dialog
• Allows you to change the operation of autofill.

Adjacent Fills
Automatically fills 2 columns or rows with 
different series.

FASCINATING FORMULAS

=a2+b2+c2+d2+e2+f2+g2+h2+I2+J2

=(a2+b2+c2+d2+e2+f2+g2+h2+I2+J2)/10
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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

=D2*E2



4/7/2024

16

Numeric Formula

/ = forward slash
=144/12

Algebraic Notation Formula

=f2/d2

Algebraic Notation Formula

=12^2
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Numerical Formula

=(1+4-2)*2

Algebraic Notation

=(1+4-2)*2

Algebraic Notation

=a3+b3+c3+d3
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PRACTICE WRITING FORMULAS

Prob 1

7

12

17

22

27

How many ways can you think of to 
add this set of numbers?

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

=7+12+17+22+27
OR

Column =A1+A2+A3+A4+A5
Row =A6+B6+C6+D6+E6

Answer:  85

Formulas 1 & 2

Formula 3
Write a formula to subtract the first number from 

the second number

=B16-A16
Answers:  5

Formulas 4

= A3-(A1+A2) 

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

Answer: -2
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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
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FATHOMING FUNCTIONS

SUM

Function Resources

Function
Range

SUM

(A3:G3)
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Range

: colon
(A3:D3)
(B2:B8 )
(A2:D8)

Range Selection
Automatic selection using the Shift Key plus Arrow Key(s)

Function Dialog Box



4/7/2024

23

Function Arguments

Function Arguments

Function Arguments
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Results

AutoSum
Using a single button on the ribbon, sum 

these numbers.

Answers:   78, 79

PRACTICE WITH FUNCTIONS
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Question

Averaging

=AVERAGE(A11:H1)

Obtain the average of a row/column of 
figures.

Answer:   41.5

Date/Time

=NOW()

VOLATILE FUNCTION

Using a date and time function, insert today’s
date and time into cell B8.
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Question

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
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FORMATTING CELLS

Formatting for Numbers
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Formatting Numbers cont’d

Text Alignment

Wrapping Text

OR
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Borders

Adding Borders  con’td

Color Fill
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Format Painting

Format Protection

Practicing Formatting
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1. Formatting Numbers

Number Formatting Error

2. Aligning Text
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3. Formatting Fonts

4. Make a Border

5. Coloring Cells
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6. Format Painter

CHART BUILDING BLOCKS

Types of Charts
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Creating a Column Chart

Selecting non-contiguous 
columns/rows of data for chart
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Creating a Column Chart
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Chart Title
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Creating A Line Chart
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Making a Pie Chart

Making a 
Pie Chart
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Chart Formatting
1. Add a border to the chart.
2. Fill the chart area.
3. Add data labels to the data series. Use quarters 

and percent.
4. Add a 3-D bevel to the data series.
5. Put a black border around the chart area.
6. Add  a background color to the chart.
7. 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

40

Column Chart
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• 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 

Excel 1 Basic


