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Introduction to Excel  

Excel allows you to create spreadsheets that can perform automatic calculations. Each Excel file 
is a workbook that can hold many worksheets. The worksheet is a grid of columns (letters) 
and rows (numbers).  

  

Adding Worksheets, Rows, and Columns 

 Worksheets - Add a worksheet to a workbook by selecting Insert|Worksheet from the 
menu bar. To rename the worksheet tab, right-click on the tab with the mouse and select 
Rename from the shortcut menu. Type the new name and press the ENTER key. 

 Row - To add a row to a worksheet, select Insert|Rows from the menu bar, or highlight 
the row by clicking on the row label, right-click with the mouse, and choose Insert.  

 Column - Add a column by selecting Insert|Columns from the menu bar, or highlight the 
column by click on the column label, right-click with the mouse, and choose Insert.  

Resizing Rows and Columns 
 
There are two ways to resize rows and columns. 

 To resize a row individually drag the line below the label of the row you would like to 
resize. You can resize a column in a similar manner by dragging the line to the right of 
the label corresponding to the column you want to resize. 

Place cursor and drag to resize  
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 To resize all cells 

Highlight all cells by clicking on the square between A and 1 as shown below. 

 

Drag column A to resize all columns as shown below.  The columns will remain highlighted. 

 

Now drag row 1 to resize all rows as shown below. 

 
  

Selecting Cells 
Before data can be entered into a cell, it must first be selected (highlighted). Here A2 has been 
highlighted. 
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Formatting Toolbar 

The contents of a cell can be formatted (for example increased size of text) using the shortcut 
buttons on the formatting bar as shown below. If this toolbar is not already visible on the screen, 
select View|Toolbars|Formatting from the menu bar. 

 

For a more detailed list of formatting options, right-click on a (or several) highlighted cells and 
choose Format Cells.  Alternatively choose Format|Cells from the menu bar. 
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 Number tab - The data type can be selected from the options on this tab. Select 
General if the cell contains text and number. Other options include or currency if working 
with money or percentages.  

 Alignment tab - These options allow you to change the position and alignment of the 
text/numbers with the cell.  

 Font tab - All of the font attributes are displayed in this tab including font face, size, style, 
and effects. It is recommended that a font size of 20 is used for displaying to a class 
using a digital projector.  Ensure that all children can see the information and change the 
font of size as necessary. 

 

 

 Border and Pattern tabs - These tabs allow you to add borders, shading, and 
background colours to a cell or all cells. Highlight the cells you wish to add borders to as 
shown below 

  right click on a cell to reveal the Format cells option . 

Click on Format Cells to reveal .   

Click on Border to reveal border options as shown .   
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Click on Outline and Inside (Highlighted in green above) to add borders to your highlighted 
cells.  The thickness and colour of these borders can be changed by choosing style and colour 
options from the right hand side options (highlighted in blue above).  

Excel Toolbar 

 

New  

Select File|New from the menu bar, press CTRL+N, or click the New button to 
create a new workbook. 

Open  

Click File|Open from the menu bar, or click the Open folder button to open an 
existing workbook. 

Save  

The first time you save a workbook, select File|Save As and name the file. After 
the file is named click File|Save, CTRL+S, or the Save button on the standard 
toolbar. 

Print  

Click the Print button to print the worksheet. 

Print Preview  

This feature will allow you to preview the worksheet before it prints. 

Spell Check 

Use the spell checker to correct spelling errors on the worksheet. 

Undo and Redo  

Click the backward Undo arrow to cancel the last action you performed, whether 
it be entering data into a cell, formatting a cell, entering a function, etc. Click the 
forward Redo arrow to cancel the undo action. 

Insert Hyperlink  

To insert a hyperlink to a web site on the Internet, type the text into a cell you 
want to be the link that can be clicked with the mouse. Then, click the Insert 
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Hyperlink button and enter the web address/file you want the text to link to and 
click OK. 

 
Zoom  
 
To change the size that the worksheet appears on the screen, choose a different 
percentage from the Zoom menu. 

Cut-Moving Cells  

To cut cell contents that will be moved to another cell select Edit|Cut from the 
menu bar or click the Cut button on the standard toolbar. 

Copying Cells  

To copy the cell contents, select Edit|Copy from the menu bar or click the Copy 
button on the standard toolbar. 

Pasting Cut and Copied Cells  

Highlight the cell you want to paste the cut or copied content into and select 
Edit|Paste from the menu bar or click the Paste button on the standard toolbar. 

Format Painter  

If you have formatted a cell with a certain font style, date format, border, and 
other formatting options, and you want to format another cell or group of cells the 
same way, place the cursor within the cell containing the formatting you want to 
copy. Click the Format Painter button in the standard toolbar (notice that your 
pointer now has a paintbrush beside it). Highlight the cells you want to add the 
same formatting to. 

Moving Through Cells 

Use the mouse to select a cell you want to begin adding data to and use the keyboard keys 
listed in the table below to move through the cells of a worksheet. 

Movement Key stroke 
One cell up up arrow key 
One cell down down arrow key or ENTER 
One cell left left arrow key 
One cell right right arrow key or TAB 
Top of the worksheet (cell A1) CTRL+HOME 
End of the worksheet (last cell containing data) CTRL+END 
End of the row CTRL+right arrow key 
End of the column CTRL+down arrow key 
Any cell File|Go To menu bar command 

Selecting Cells 
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Before cells can be modified or formatted, they must first be selected (highlighted). The table 
below shows how to select groups of cells. 
 

Cells to select Mouse action 
One cell click once in the cell 
Entire row click the row label 
Entire column click the column label 
Entire worksheet click the whole sheet button between A and 1 

Cluster of cells drag mouse over the cells or hold down the SHIFT key while using the 
arrow keys 

 
 
Freezing Panes (rows-headings) 
 
If you have a large worksheet with column and row headings, the headings may disappear as 
the worksheet is scrolled. By using the Freeze Panes feature, the headings can be visible at all 
times. 

 Click the label of the row below the row that should remain frozen at the top of the 
worksheet.  

 Select Window|Freeze Panes from the menu bar.  
 To remove the frozen panes, select Window|Unfreeze Panes. 

 

 
 

Freeze panes has been added to row 1 in the image above. Notice that the row numbers 
skip from 1 to 6. As the worksheet is scrolled, row 1 will remain stationary while the 
remaining rows will move.   

Formulas 

Formulas can be entered in the worksheet cell and must begin with an equal sign "=".  

The formula then includes the addresses of the cells whose values you wish to include.  

After the formula is typed into the cell, the calculation executes immediately and the formula 
itself is visible in the formula bar.  

Example 1 
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The example below shows how to enter a formula for calculating the total for a number of 
textbooks.  

 

Highlight the cell B5, click on the equals sign  then type in B2+B3+B4. 

If the values in B2, B3 or B4 are changed then the total will automatically change also as shown 
below. 

  

Example 2 

The example below shows how to calculate multiples of chocolate bars priced at 28p and fruit 
bars at 18p 

 

The spreadsheet has been set out as shown above. 

Highlight cell B2.   
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Click on the equals sign and enter the calculation A2*28 as shown below (*=x sign in excel) 

 

Hover over the bottom right hand corner of the cell B2 to reveal a cross as shown below 

 

Click on this cross and drag down to reveal the other multiples as shown below. 

 

This process can be repeated for the multiples of fruit bars. 

Basic Functions 

Functions can be a more efficient way of performing mathematical operations than formulas.  

For example, if you wanted to add the values of cells D1 through D10, you would type the 
formula "=D1+D2+D3+D4+D5+D6+D7+D8+D9+D10". A shorter way would be to use the SUM 
function and simply type "=SUM(D1:D10)".  

Several other functions and examples are given in the table below: 

Function Example Description 
SUM =SUM(A1:100) finds the sum of cells A1 through A100 
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AVERAGE =AVERAGE(B1:B10) finds the average of cells B1 through B10 
MAX =MAX(C1:C100) returns the highest number from cells C1 through C100 
MIN =MIN(D1:D100) returns the lowest number from cells D1 through D100 
SQRT =SQRT(D10) finds the square root of the value in cell D10 

Function Wizard  

All available functions can be viewed by using the Function Wizard. 

• Highlight the cell where the function will be placed and click the Function Wizard 
button on the standard toolbar.  

• From the Paste Function dialog box, browse through the functions by clicking in 
the Function category menu on the left and select the function from the 
Function name choices on the right.  

• As each function name is highlighted a description is provided below the two 
boxes. 

 

 

• In the following example the problem of totals of textbooks has been shown. 
• Highlight B5 and click the  function wizard 
• Choose sum as shown below 
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• Click OK, showing the box below.  Here we want to find the totals of the figures 
from B2 to B4.  Shown below in blue.  The sum is shown as below in red. 

 

Autosum  
Use the Autosum function to add the contents of a cluster of adjacent cells. 

 Select the cell that the sum will appear in that is outside the cluster of cells whose values 
will be added. Cell C2 was used in this example.  

 Click the Autosum button (Greek letter sigma) on the standard toolbar.  
 Highlight the group of cells that will be summed (cells A2 through B2 in this example).  
 Press the ENTER key on the keyboard or click the green check mark button on the 

formula bar . 
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Basic Sorts  

To sort in descending or ascending in one column, highlight the cells that will be sorted and click 
the Sort Ascending (A-Z) button or Sort Descending (Z-A) button on the standard toolbar. 

Complex Sorts 

To sort by multiple columns, follow these steps: 

 Highlight the cells, rows, or columns that will be sorted.  
 Select Data|Sort from the menu bar.  
 From the Sort dialog box, select the first column for sorting from the Sort By drop-down 

menu and choose either ascending or descending.  
 Select the second column and, if necessary, the third sort column from the Then By 

drop-down menus. 

 

 

 If the cells you highlighted included the text headings in the first row, mark My list 
has...Header row and the first row will remain at the top of the worksheet.  

 Click the Options button for special non-alphabetic or numeric sorts such as months of 
the year and days of the week. 
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 Click OK to sort.  

Formulas 

Formulas can be entered in the worksheet cell and must begin with an equal sign "=".  

The formula then includes the addresses of the cells whose values you wish to include.  

After the formula is typed into the cell, the calculation executes immediately and the formula 
itself is visible in the formula bar.  

 

 

 

 

Example 1 

The example below shows how to enter a formula for calculating the total for a number of 
textbooks.  

 

Highlight the cell B5, click on the equals sign  then type in B2+B3+B4. 

If the values in B2, B3 or B4 are changed then the total will automatically change also as shown 
below. 

BACK TO TOP 16



 

  

Example 2 

The example below shows how to calculate multiples of chocolate bars priced at 28p and fruit 
bars at 18p 

 

The spreadsheet has been set out as shown above. 

Highlight cell B2.   

Click on the equals sign and enter the calculation A2*28 as shown below (*=x sign in excel) 

 

Hover over the bottom right hand corner of the cell B2 to reveal a cross as shown below 

 

Click on this cross and drag down to reveal the other multiples as shown below. 
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This process can be repeated for the multiples of fruit bars. 

Basic Functions 

Functions can be a more efficient way of performing mathematical operations than formulas.  

For example, if you wanted to add the values of cells D1 through D10, you would type the 
formula "=D1+D2+D3+D4+D5+D6+D7+D8+D9+D10". A shorter way would be to use the SUM 
function and simply type "=SUM(D1:D10)".  

 

 

Several other functions and examples are given in the table below: 

Function Example Description 
SUM =SUM(A1:100) finds the sum of cells A1 through A100 
AVERAGE =AVERAGE(B1:B10) finds the average of cells B1 through B10 
MAX =MAX(C1:C100) returns the highest number from cells C1 through C100 
MIN =MIN(D1:D100) returns the lowest number from cells D1 through D100 
SQRT =SQRT(D10) finds the square root of the value in cell D10 

Function Wizard  

All available functions can be viewed by using the Function Wizard. 

• Highlight the cell where the function will be placed and click the Function Wizard 
button on the standard toolbar.  

• From the Paste Function dialog box, browse through the functions by clicking in 
the Function category menu on the left and select the function from the 
Function name choices on the right.  

• As each function name is highlighted a description is provided below the two 
boxes. 
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• In the following example the problem of totals of textbooks has been shown. 
• Highlight B5 and click the  function wizard 
• Choose sum as shown below 

   

• Click OK, showing the box below.  Here we want to find the totals of the figures 
from B2 to B4.  Shown below in blue.  The sum is shown as below in red. 
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Autosum  
Use the Autosum function to add the contents of a cluster of adjacent cells. 

 Select the cell that the sum will appear in that is outside the cluster of cells whose values 
will be added. Cell C2 was used in this example.  

 Click the Autosum button (Greek letter sigma) on the standard toolbar.  
 Highlight the group of cells that will be summed (cells A2 through B2 in this example).  
 Press the ENTER key on the keyboard or click the green check mark button on the 

formula bar . 

 

 

Basic Sorts  

To sort in descending or ascending in one column, highlight the cells that will be sorted and click 
the Sort Ascending (A-Z) button or Sort Descending (Z-A) button on the standard toolbar. 

Complex Sorts 

To sort by multiple columns, follow these steps: 

 Highlight the cells, rows, or columns that will be sorted.  
 Select Data|Sort from the menu bar.  
 From the Sort dialog box, select the first column for sorting from the Sort By drop-down 

menu and choose either ascending or descending.  
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 Select the second column and, if necessary, the third sort column from the Then By 
drop-down menus. 

 

 

 If the cells you highlighted included the text headings in the first row, mark My list 
has...Header row and the first row will remain at the top of the worksheet.  

 Click the Options button for special non-alphabetic or numeric sorts such as months of 
the year and days of the week. 

 

 

 Click OK to sort.  

Filter 
 
Data can be sorted using the Filter facility. Highlight the data you wish to sort.  Go to Data and 
choose filter as shown below. 
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Click on Auto Filter.  This will filter all columns as shown below. 
 

 
 

The data can now be filtered, for example by male or female     
 

or pupils who scored 4 in test 1 . 
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AutoShapes 
 
The AutoShapes toolbar will allow you to draw a number of geometrical shapes, arrows, flow 
chart elements, stars, and more on your worksheet.  
 
Activate the AutoShapes toolbar by selecting Insert|Picture|AutoShapes or 
View|Toolbars|AutoShapes from the menu bar.  
 
Click the button on the toolbar to view the options for drawing the shape. 

 

 Lines - After clicking the Lines button on the AutoShapes toolbar, draw a straight line, 
arrow, or double-ended arrow from the first row of options by clicking the respective 
button. Click in the worksheet where you would like the line to begin and click again 
where it should end.  

 Basic Shapes - Click the Basic Shapes button on the AutoShapes toolbar to select from 
many two- and three-dimensional shapes, 

 When the shape has been made, it can be resized using the open box handles and other 
adjustments specific to each shape can be modified using the yellow diamond handles. 

 

 Block Arrows - Select Block Arrows to choose from many types of two- and three-
dimensional arrows. Each AutoShape can also be rotated by first clicking the Free 
Rotate button on the drawing toolbar . Click and drag the green handles around the 
image to rotate it.  

 Flow Chart - Choose from the flow chart menu to add flow chart elements to the 

worksheet. Many shapes are in this option  
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 Stars and Banners - Click the button to select stars, bursts, banners, and scrolls.  

 Call Outs - Select from the speech and thought bubbles, and line call outs. Enter the 
call out text in the text box that is made. 

 More AutoShapes - Click this button to choose from a list of clip art categories.  

Adding Clip Art 

To add a clip art image to the worksheet, follow these steps: 

 Select Insert|Picture|Clip Art from the menu bar. 

 

 

 To find an image, click in the white box following Search for clips. Delete the words 
"Type one or more words. . ." and enter keywords describing the image you want to use. 
- OR - 
Click one of the category icons.  

 Click once on the image you want to add to the worksheet and the following popup menu 
will appear: 

 

 

 Insert Clip to add the image to the worksheet. 
 Preview Clip to view the image full-size before adding it to the worksheet. Drag 

the bottom, right corner of the preview window to resize the image and click the 
"x" close button to end the preview. 
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 Preview 

 Continue selecting images to add to the worksheet and click the Close button in 
the top, right corner of the Insert ClipArt window to stop adding clip art to the 
worksheet. 

Chart Wizard  

The Chart Wizard enables you to create a chart. 

 Enter the data into the worksheet and highlight all the cells that will be included in the 
chart including headers. 

 
 Click the Chart Wizard button on the standard toolbar to show 

 

 Chart Type - Choose the Chart type. Click Next. 
 

 Select the data range (if different from the area highlighted in step 1) and click Next. 
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 Chart Options - Enter the name of the chart and titles for the X- and Y-axes. (Other 
options for the axes, grid lines, legend, data labels, and data table can be changed by 
clicking on the tabs). Press Next to move to the next set of options. 

 

 

 Chart Location - Click As new sheet if the chart should be placed on a new, blank 
worksheet or select As object in if the chart should be embedded in the existing sheet.  

 

 

 Click Finish to create the chart. 

To create a scatter diagram, click the Chart Wizard button on the standard toolbar to show 
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Choose XY (Scatter) and follow the steps outlined above to produce the diagram. 

 

 

 

 

Resizing the Chart 
To resize the chart, click on its border and drag to change the size of the chart.  
 
Copying the Chart to Microsoft Word 
A finished chart can be copied into a Microsoft Word document. Select the chart and click Copy. 
Open the destination document in Word and click Paste. 
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