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1. Excel Basics

1. Introduction to Microsoft Excel

2. Inputting, Correcting and Erasing Data in a Cell

3. AutoFill

4. Managing Cells, Rows and Columns in a Worksheet
5. Formatting Cells’ Data

6. Managing Worksheets

7. Managing Workbooks

8. Printing and Printing Setup
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1.1 Introduction

** Part of Microsoft Office program package

4

*%* Excel is a spreadsheet application, where you can manage
(mostly) numerical data, perform calculation, provide
statistical summary, drawing charts, even use text, images
and symbols to help make you points.

A | B |, C | D E F | 6 | H | I | 1 | K | L
1 Course Name 204100
2 First Examle Data in Exel File Chart Title mA uB uC
3
4 200
5 ] 02 D3 Total 150
6 A 50 25 50 125 100
7 B | 10 20 30 60 I I
g c | 100 70 1501=SUM(B8:D8&) . l_ . l.
[}: Pl 92 p3
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1.1 Introduction — Getting Start

+* click Il >> All apps >> Excel 2016 >> Blank Workbook

Quick Access Too!bar Title Bar Sizing Buttons

Book1 - Excel

Ribbon [ _ ; . . Revl':imf

\ bt Iz Conditional Formatting £ Inse ;
i | B« B I U A A ===H o [ Format as Table 2% Delete W P-
Lo | - A - =R b |54 Cell Styles &l Format~ & -
Name BOX Clipboard R Font Ta Alignment Mumber Styles Cells Editing ~
Al - X v k|| Auirdaua v
m D E F G H I ] .| Column
Formula Bal:"-— ll Fviziayal | | i i i ; i : —
7 | Names
3.
Row N 5
ow Names ||s
6 | *;Scroll Bar
- ]
. // 9_
Working Area — =
L Sheet! | Sheetz | (3 (4] - L[ Zoom
Sheet Tabs—[_,. & e ——=s
‘ ' Controls

Status Bar

View Buttons
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1.1 Introduction — Workbooks and Worksheets

** A file created by Excel (.xIs or .xlIsx) is called a
workbook.

** A workbook is a collection of spreadsheets, called
worksheets or sheets in excel. A worksheet is a working
area that allow users to input data, easily perform
correcting and calculation. The data in a worksheet are

presented in a tabular form.

** Each entry (box) in the worksheet/table is called a cell.
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1.1 Introduction — Cell Name

o The name of a cell, F3 for example, come from the name of the column
(the letter(s)) and the name of the row (the number) the cell is located at.

Hence, F3 means the cell that is located at column F and row 3.

Book] - Excel = = =
Formulas Data Review WView
-nl___hl *, o —— -l S =E=p= General - || FZ Conditional Formatting ~ =4 pel
Ej- B F U- A aA ===~ -9 »  [EiFormatasTabler == C I N . G
= ce s Golumn Name:

ACtive CE": D5 p-ste o e e A s= 3= - <8 3 [57 Cell Styles - = -
Chipboard 1 Font [ Allgnment L] Mumber [ Styles -~
i’ns - £ %

[l A B c 8] E F G 4] H I -
- |
3 A = .
4..
Row Name: 3 2_/ R — .
e Cell Name: G3
. Sheet1 | Sheetz | &) R ER | I
Active worksheet| . - T — g

®  The row name is used to reference the vertical position of the cell. A row name
can be from 1 to 1,048,576

®  The column name is used to reference the horizontal position of the cell. A

column name can be from A to XFD.
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1.2 Inputting, Correcting and Erasing Data

. - 1 A Er E
1) Inputting data in a cell 1_;0-#11;;“
(1) Click the cell and type 2 IHHP 15|
3

A. Text data (align left by default, cannot be used in calculétion)

B. Numerical data (align right by default, can be used in

calculation)

(2) When you finish, press Enter or the arrow key or clicklz at the
formula bar
2) Cancelling inputting or correcting data in a cell

Press ESC or click at the formula bar
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1.2 Inputting, Correcting and Erasing Data

3) Entering multiple lines in a cell

Long text without Alt+Enter
® Type out the first line, the press £

nor text wrapping

A —\ Z c | D

%71a0 U2
100 15

Alt + Enter.

® The text will be separated into

multiple lines, but remain in one

W N
| | -

TadaanusntAurastdas

cell, as shown. R A—
gAuAa
B Alt + Enter will force the text to Z La

g0 to a new line at where you ! k

cursor is in the text when you Long text with Alt+Enter

press the key.
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1.2 Inputting, Correcting and Erasing Data

4) There are two ways to correcting data in a cell
(1) At the cell itself
" Double-click the cell
®  or Click the cell, and press F2
(2) At the formula bar

®  Click the cell and click at the formula bar

BS v x « K 1dﬂ'aniwuﬂkﬁuﬁawuﬂd (2)
d A =—psss ¢ | D | E | F | &
1 s s
2 100 15
3
4 lddasnusnfvdasyad

ladaniu

(1) gfivas
LziAE

5 -
ﬁ 1
5
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1.2 Inputting, Correcting and Erasing Data

5) Erasing data in a cell
(1) Select the cell you want to erase data.
(2) Do one of the followings:
v Press Delete.
4 Right-click and select C/ear Contents.
4 Under Home tab, click Clear command and select how you

want to clear the cell.
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1.3 Auto Fill

1) Auto fill the cells with copies

Example Input 10 at the starting cell and click the lower right corner, hold and
drag to the right Excel will automatically fill the cells in range with 10 ,as

shown below.

(1) 10 1) Input data in the starting cell

2) Click the lower right corner of the starting cell and
|:|-|- hold, the mouse icon will change to +

3) Drag the mouse vertically (same column) or

horizontally (same row)

(3) [ 0] ]
10 4) When you stop the dragging and release the mouse
key, Excel will fill copies of data in the starting cell

automatically to the cells in the mouse-dragging

100, 10 10 10!

(4) path
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1.3 Auto Fill

2) Autofill with increasing or decreasing sequence (one starting cell)

Example Input 10 at the starting cell and click the lower right corner,

hold and drag with Ctrl key also pressed Excel Excel will automatically

fill the cells in range with 11 12 13, as shown below.

4| 1) Input data in the starting cell

s| (1) [ 10]

8 2) Click the lower right corner of the starting cell
; 2) |j|l‘_],_- and hold with Ctrl key also pressed, the

) mouse icon will change to ++

.

2 (3) |__10] - _J: 3) Drag the mouse vertically or horizontally

’ 4) When you stop the dragging and release the
4

5| (4) [ 10 11 12 13| mouse key, Excel will fill data automatically to
£ -

the cells in the mouse-dragging path, in

increasing or decreasing order, depending on
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1.3 Auto Fill

3) Autofill with increasing or decreasing sequence (two starting cells)
(1) Input data in two (or even more) starting cells
(2) Select both cells, then click on the lower right corner of the selection
(3) Drag the mouse vertically (same column or horizontally (same row)

(4) When you stop the dragging and release the mouse key, Excel will fill data
automatically the cells in the mouse-dragging path, in increasing or decreasing

order, to match the ordering in the starting cells.

(1) 10 11 ':>4] (2)

Example: 5 TIN5
5 N
* Input data in the starting cells with 10 and K =
(3)
11
- Dragging mouse to the left. Excel will fill (4 ‘; S Tlll |
the cells in with 8 and 9 p -F
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1.3 Auto Fill

4) Using Auto Fill Options

Example: The starting cells are 10 and 11

(1) - (3) Perform auto fill font =~ Tahoma font ~> Tahoma
(4) Auto Fill Options will appear at the Size 16, bold, italics, Size 11, normal,

lower right corner of the sequence, with red color with black color

click it. T A ‘I‘/

10| 11" L (1)

(5) Select how you want to perform Auto o ___ N . ’

Fill

10| 11, (2)

(3) m=mmm=) Drag mou§e to the right
10| 11| 12| 13| 14|
" (4)

Auto Fill Options
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1.3 Auto Fill

4) Using Auto Fill Options (cont.)

Example: The starting cells are 10 and 11

(1) - (3) Perform auto fill

font = Tahoma Size 16, font = Tahoma Size 11,
(4) Auto Fill Options will appear at bold, italics, with red color  normal, with black color
. - = _A_/ _________
the lower right corner of the ( ~ \IA/
o | 10| 11} :
sequence, click it. o ___ n_ _______ ’

Results / O Copy Cells
—21( 70| 11] 10 /ﬂ Fill Series

10, 11 12 13 14 (> Fill Eormatting Only
10| 11 — -

10| 11 12 13 14 O Fill Withgut Formatting
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1.3 Auto Fill

5) Auto Fill with date data

font = Tahoma Size 16, font = Tahoma Size 11,

D e <
|
| Mon i 2 3 4 9
Results ZE
O Copy Cells
Mon | Mon | Mon | Mon | Mon | Mon :? & Finseries
Mon | Tue |Wed| Thu |Fri | Sat < O Fill Eormatting Only
Mon 1 2| 3| 4 5/ O Fill Without Formatting
Mon [tue  |wed |[Thu |Fi Sat O Fill Days
Mon | Tue |Wed| Thu |Fri |Sat |- O Fill Weekdays
Tue |Wed| Thu |Fri |Mon|Tue |— —
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1.4 Managing Cells, Rows and Columns

. A B €C D E F G H
1) Selecting cells i /AL B1L C1 D1
2 A2 B2 C2 D2
In order to work with the data, you need i_ﬂ B3 |3 D3
to select cells containing them 2 A 'Eﬁ '32 =
1.1) Selecting a cell Selecting row 5
1.2) Select cells in a row: by clicking 4A|B|C E|F|[G|H|
1|A1 B1 C1 DT
2 |A2 B2 C2 |D2
at the row header 3|a3 B3 3 D3
. 4
13) Select cells in a column: by 5s|As BS C5 D5 |ES F5 G5
6 |  F6 G6
clicking at the column header 7

Selecting column D

iIERSE B E | F (G | HY

1.4) Selecting group of adjacent cells:

|A1 B1 C1 D1
!!_2_‘_!?-_.1_ c2 D2
A3 B3 C3 D3

lecting cells from A1 to D3

A5 B5 C5 D5 E5 F5 G5
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1.4 Managing Cells, Rows and Columns

1.5) Selecting groups of non-adjacent cells:
(1) Select the first adjacent group of cells

(2) Press Ctrl and hold, then select the second adjacent group of

cells

(3) Repeat (2) until you have selected all cells you need

Example:

(1) Click-and-drag to select cells A1 to

C3 AlB|lc|p | E|FlG|H,
1 A1 B1 C1 D1
(2) Press Ctrl and hold % :; g; ::; g;
(3) Click-and-drag to select cells A1 to ‘;f A5 (B5 |C5 (D5 (65 5 BE
F5 to G6 o F6 G6
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1.4 Managing Cells, Rows and Columns

1.6) Selecting multiple columns and/or rows

From select multiple groups in 1.5,

4 A|BICID|E|F|G|H|
you can also select a row or a 1/a1 B1 €1 D1 [ |

2 |A2 B2 €2 D2 |
column as a group. ‘?;." A3 B3 C3 D3 .

= 5|As BS €5 D5 E5 F5 G5
6] |EEEEE. F6 G6
7 | | | |

o

\
4dA/A| BI|CIDIEIF|GI|H

/

_, ey
N

1.7) Selecting entire sheet

3
~

[

F6 G6

1]A1 B1 C1 D1
v/ Click the upper left corner of 2 |A2 B2 C2 D2
the sheet S| B8 D3
4
\/OrpressCtrI+A :> > e e
6
7
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1.4 Managing Cells, Rows and Columns

2) Inserting cells into a worksheet

(1) Select a cell where you want to insert a new cell.

(2) Right-click and select Insert it ? X
(3) Choose how you want to insert the cell(s) | .c.x
(O shift cells right
@):Shift cells down

() Entire row
O Entire column

0K Cancel

Example of inserting a cell with Shift cells down

[ A | B | C | D | - | A | B C | D |
1 A1 B1 c1 i A1 B1_ C1
2|la2 [B2___ e ‘ 2 |la2 | lc2
3 |A3 B3 c3 3 (A3 B2 |-}
4 = B3
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1.4 Managing Cells, Rows and Columns

2) Inserting cells (cont.) — ? X
Example of inserting a cell at B2 with different options Insert
O shift cells right (1)
A A — B - c | b | (®)ishift cells down! (2)
5 a2 B2 lc2 () Entire row (3)
3 A3 B3 c3 O Entire column  (4)
4 :
@(1) - oK Cancel
4d A B C D | %j
{ AL Bl C1 3) (4%]
2 |2 B2 C2 A BEE D
| ol | |
3'A3 = 1AL BL 1 | A B C|D|
L (2) 7 1 A1 Bl C1
4 3/A2 B2 Y 2m2 [ ;2
4 A B C D |4/a3 B3 C3 3 A3 C3
1 A1 Bl _C1 - 4
2|a2 [ le2 -
3 (A3 B2 ¥
4 B3
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1.4 Managing Cells, Rows and Columns

3) Deleting cells
(1) Select a cell (or cells) you want to delete

(2) Right-click and select Delete Delete ? X
(3) Select how you want to delete Delete
(O Shift cells left

O Entire row
O Entire column

oK J Cancel

Example of deletion with Shift cells up

4 A BB c | D |
R R R 1jaL BLct
2 |la2 [B3 |c2
2 |A2 |BI _ICI # 3 A3 c3
3 A3 B3 c3 a4
4
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1.4 Managing Cells, Rows and Columns

3) Deleting cells (cont.) Delete ? X
Delete
Example of deleting B2 cell with different options O shift cells left (1)
‘Shift cells up; (2)
| A | B | C | L | @ L-----»-tu.-.""".....mE. (3)
1 A1 Bl Cc1 () Entire row
2 |A2 B2 lCl O Entire column (4)
3 |A3 B3 C3
4

oK J Cancel
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1.4 Managing Cells, Rows and Columns

A AlBIC|IDIE]F [
4) Inserting a row (or a column) 1 Al Bl Cl_
2 (A2 |B2NICONIN
: 3 A3 B3 (3
(1) Selecting target row (or column) T
(2) Right-click and select Insert (A B|ICID]E]E [
1/A1 Bl C1 | |
Example: inserting a row above row 2 § B2 2 '
4 A3 B3 C3
5_ .'.
: 4 Al BICIDI|EIF [
5) Deleting a row (or a column) RTEE
2 |A2_[B2Tc2T T
(1) Selecting target row (or column) 3 A3 B3 3
3 4

(2) Right-click and select Delete

Al Bl C1
A3 B3 €3

Example: deleting row 2
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1.4 Managing Cells, Rows and Columns

6) Changing row’s height or column’s width

(1) Move the mouse to border of two columns or two row, the mouse
icon should change to two arrows (as the red one below)

<4mmmmm 4 )

A | B.,C E  F |-
Al Bl 'c1

D
_ ] _—
A2 B2 C2 é /
A3 B3 C3 ]
A4 B4 cCa
A5 B5 C5

-

BLA L D =

(2) Click-and drag the border to Al B1 C1
A2 B2 Cc2

1
2
increase/decrease the height/width 3 |A3 B3 Cc3 |
4
5

A4 B4 C4
A5 B5 C5
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1.4 Managing Cells, Rows and Columns

7) Hide or unhide rows or columns

(1) To hide, select the rows or the column (2) Right-click and select Hide

Al B C D E _F [~ A B C D E | F [~
1 Al Bl _cC1 1 Al Bl C1
2 |A2 B2 C2 | | jl> 3 A3 B3 C3
3 A3 B3 C3 4 A B4 C4
4 A4 B4 C4 5 A5 B5 C5
5 A5 B5 C5 =

Example: hiding row 2

(1) To unhide, drag the mouse to cover rows or columns you want to unhide.

A B C D E F |« A B C D E F |-
1|A1 Bl C1 |:> 1 a1 B1 €1
3|A3 B3 C3 > |A2 B2 C2
5|A B5 C5 37/A3 B3 C3
BI 4|AMd B4 C4
5(A5 B5 C5

(2) Right-click and select Unhide

Example: hiding row 2 and 4
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1.5 Formatting Cells’ Data

At Home tab, there are a few tools you can use to format
data on a cell:

1.5.1) Changing Font: such as font type, color, size
1.5.2) Changing Alignment
1.5.3) Changing Number format

1.5.4) Quick formatting with Styles

Review View

> X = Z E
Tahoma 11 A A TE= '?}" =F Wrap Text General A EF‘ e
D ER - o g ..E'J
Paste ¢ B I U~|H~ My . -E. L =E=E e NE!?E&CEH’EH o e LT Cﬂr‘ld-ltl-?ﬂﬂ Formatas Cell
Y ' Formatting~ Table~ Styles~
Clipboard Font M Alignment & Mumber I Giyles
1) 2) 3) 4)
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1.5.1 Formatting Fonts in a Cell

Home — Font Font type and size ]

File Home Insert Page Layout Formulas
——————————————— Font color
alls % Eut Ve T Y L
D " \\'Lahnma 111 - A A_~
@ Copy ~ e SO
Paste ol ‘B N . | My M y .
. ¥ Format Paintef _ = = - Cell’s border options and
Clipboard Font " _rf) fill color
/ Format Cells ? et
Font effects such
as bOId, italics, Mumber  Alignment ........... F Clﬂt Border Fill Protection
Font: Font style: Size:
etc_ Tahoma Bold 11
K ) - IF::ﬁénar g -
%Agenw FB [Bold |
Algerian EBold Italic _
T Anggsana M ews 12
/ T AngsanalPC W 14 "
H Underline: Color:
Open Font tab n |Nor1e |_ ] mormal font
. Effects Preview
Format Cells dialog ] strigetrrough
‘ [ superscript - AaBbCcYyZz |
\ / DSugscript

This works the same way as in Word or PowerPoint
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1.5.2 Text Alignment

Home — Alignment

Orientation

Text alignment

Align the text both horizontally and Changing text direction angle, from -90 degree

to 90 degree

vertically

\

Page Layout Formu'as DEE ' iew Y Tell me what
Wrap text
Automatically

Insert

-ﬁ .:H-_, Cut
Em Co - \
S py - [lEE e A

%' Format Painter

arrange text into

multiple line if it is

too long. /

Open Alignment tab in Format Cells

Clipboard P

Merge & Center
Merge selected cells into one

cell, with center alignment
dialog
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1.5.2 Text Alignment

Alignment tab in Format Cells dialog.

\

/Text alignment (1)

Select Horizontal and Vertical Format Cells rX
alignment. Numhe(\ Allgnment’, Fant Border Fill Protection
Text aIignmenT -~ Crientation
\ /\ Horizontal: T e .
General “| Indent: +
Vertical: 0 = T .
@t control (2) \ Bottom v |l tet—s
o t .
Text formatting options Justify distributed .
Text contral .

[ i - _—
Wrap text automatically arrange too-long [ wrap text 0 P Degrees

text into multiple line. g:‘””‘-‘ t"”ﬂt /R
Merge cells
® Shrink to fit automatically reduce font Right-to-left / Orientation (3)
Text direction: -

Context ~ Select text direction angle,

size of too-long text, so that it fit the cell.

¥ Merge cells merges selected cells into ranging from -90 degree to 90
one.

\ /  deares y

—_—
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1.5.2 Text Alignment

Example of cell formatting

d A B £ D
—————— ’ \
- ~ \
\/
¥ sen u I \
~ e - - 1
2 | 1000~ 1 :
3 2050 2, )
/
al 30 3N
5 sienswviouna _ 6000
6

L L S I o N

A B C
571A7 qUU
1000
2050
300
SIANSIUVIHUR 6000

5

(1) In cell A1 and B1 Arrange the text to be in the middle of the cell by choosing

(1.1) Middle Align, and (1.2) Center

Tahoma

(2) Merge & Center cells C1 to
C4, and cells A5 and B5 B I

(3) Set borders for cell A1 to C5

/‘\

/(1.1)
==l o
=
£=2 &=
\(1.2)/
\( )/
N\ 2

IR

Alignment

= Wrap Text

— oy,

N\
erge & Center v,

N

(2)
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1.5.3 Number Formatting

1) Formatting number at Home — Number

General (1) ~ Open Number tab in Format Cells
=™ - o5 » “Go >0 dialog
(2) 3) (4 (5) (6)

umber P~ o

(1) Number Format : select different type of number format

(2) Accounting Number Format : also select currency to be displayed

(3) Percentage Style : Display the number in percentage. For
example, 0.1 = 10%

(4) Comma Style : include commas into the number

(5) Increase Decimal

(6) Decrease Decimal
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1.5.3 Number Formatting

1) Formatting number at Home — Number (cont.)

We start with General format

Example:
(1) Enter data into cell A2 to A4 and select them

(2) Select |===| (Accounting Number Format)

A | y A
1 sqan = | 1 sen
j"_ 1000 2| B 1,000.00 5. o5 <o o9
3 2050 3 | . 2,050.00 - ’
4_ 4| B 300.00 | Number M=

The format is now Accounting
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1.5.3 Number Formatting

2) Cancelling number formatting

General
‘fg‘ca Mo specific format (3)

. 2 N ber
1 s (1) Accounting -—( ) =
2| B 1,000.00 = _ " ‘_dg _!?3 Currency
3| B 2,050.00 ) ’
Accounting
41 B 300.00 I} Number =
Date

(1) From example, select cells A2 to A4

(2) Under Home — Number, click |~ | next to

Number Format, number formats will appear for

selection (3)

A |
(3) Select General, 1 |shen
. 2 1000
The numbers will change back ) 2050
4 300 . More Number Formats...
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1.5.3 Number Formatting

General - .
Formatting Commands
&= - 9 > %8 8
Number L F
A | y A ‘ A A
From example, = o5
1 sien 1 s1an 1 shen
select cells A2 to A4 2 1000 ' 2 | B 1,000.00 » 2|  100000%
3 2050 3| B 2,050.00 31 205000%
4 300] 4| B 300.00 4 30000%|
1 —! ]
’ l
A | A | A
o i - <8 A
1 5987 1 5180 1 s1an 1 [sqan
2 1,000.0 ' 2 1,000.00 2 1,000.000 2 1,000.00
3 2,050.0 3 2,050.00 3 2,050.000 3 2,050.00
4 300.0 | 4 300.00 | 4 300.000 | 4 300.00
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1.5.3 Number Formatting

3) Formatting with Format Cells dialog

(1) Select A2 o
to A4

S0
__1000

_z_ogq'\
300

nid w N =

(2) Right-click — Format
Cells

General
:o " <« .0
~ % * 00
Number

or click here

ka

Format Cells
=
AN
Mumber /' Alignment  Font  Border Fill
S
Category:
General Sample
1000.00
Currency
Accounting ; .
Date Decimal places: |2
Time [] Use 1000 Separator )
Percentage e mm—=
Fraction _ ~| "Hegative numbeTs:~
Scientific /
Text | 1234.10 !
Special \\ -1734.10 Vs
Custom ~ L [z1234.10 _ - s

Protectign

Select number of

decimal digits

Use ‘,” as
separator every 3

digits (thousands)

MNumber is use

How to show negative humbe

formatting for Moreeo oo

Cancel
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1.5.3 Number Formatting

Category Description and Extra Options
General No specific number format. Number will appear as you type it.
Number Used for general display of number. You can choose decimal places

(how many digits after ‘), whether to use 1000 separator (‘) to

separate every 3 digits), and how to display negative numbers.

Currency General display for monetary values. You can pick currency symbol

and how negative number will be displayed.

Accounting Similar format with Currency but the currency symbol will be at the left

side of the cell, while the number will be right-aligned.

Date Display number as date, and date formatting option

Time Display number as time, and time formatting option

=0\ MANINYINISADUWILODS
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1.5.3 Number Formatting

Category Description and Extra Options

Percentage Multiply the value by 100 and close the number with percent symbol

(%) at the end. For example, number .75 will be displayed as 75%

Fraction Show number as fraction, where we can select the denominator

(base). For example, .75 can be displayed as 3/4, 12/16, or 75/100.

Scientific Display number in scientific format. For example, .75 as 7.50E- 01
Text Number are treated as text and will be displayed as entered.
Special Special number such as postal code or phone number

Custom Use number format code to display number.
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1.5.4 Quick Formatting with Cell Styles

1) Using Cell Styles

(1) Select the cells

. | The Result
A A | B = C D
1 5781 AU
2 1000 1 4 A ] B C
3 2050 2 i S1A0 FIUIU
4 300 3 2 1000 1
5 NANIUNINUA 6000! 3 2050 2
6 4 300 =
7 5 | sresruvivviua 6000]

(2) Under Home — Styles , select the cell styles you want\
E : J ‘ Normal Bad Good Neutral Eal:ulatinn
0 | Explnatory... [Input Linked Cel Note

4]

Formatting* Table+ U

Styles

a0\ NMAYIINYINISADUWILODS
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1.5.4 Quick Formatting with Cell Styles

2) Using Format As Table (2) Click Home — Format as Table
: iy ERinset -+ 2 - Ay p

X Delete ~ [T B
0 ell & Sort & Find &
Table~ ftyles+ [ElFormat~ & - Fijors Select+

(1) Select cells

A A | B C | D
1| e U
2 1000| 1
3 2050 2
4 300] 3
5 1AITIMINNA 6000!
6
7

(3) Select the table styles
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1.6 Managing Worksheet

(1) Right-click sheet tab, and (2) select the option
8
1

Ready

Sheetl (4

' |nsert...

EL*_';E; Delete

Eename

Move or Copy...
::Ti| View Code
E_' Protect Sheet...
Tab Color b
Hide

Select All Sheets
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1.6.1 Adding a Worksheet

** Add a sheet in front of Sheet1

:

Ready

Sheet1 | @ /(2) Select Insert

In=zert...

ELT';..; Delete

(1) Right-click — ret  (3) Select Worksheet X

General / Spreadsheet Solutions

Move or Copy...
Sheet1 tab : = =Hm
.;:T'J View Code IE
Works ; : Preview
O Brotect Sheet. e e
Tab Color k % | o] m
d 117 o[y Eﬁ'
Hide MS Excel 5.0  Calendar  Cashflow  Email Insights
Dialog insights analysis P ok o
Select All Sheets _{H] Lo
Stock Welcome to
The new sheet (Sheet2) will e 2
. 4) Click OK
appear in front of Sheet 1 (4)
‘ 8 Semplotes o pkcoam | =t Eeaeis
q

Sheet2 | Sheetl | )
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1.6.1 Adding a Worksheet

X Adding a worksheet with New Sheet (+) command

s
81 P PR
Q \ S

I
| | Sheetz \Sheet! I | @ "
-\
~ -

Sheet1 is currently Click New Sheet
the active sheet.

D 0~
e )
\

|

/

l Sheet2 | Sheeﬂ( Sheet3 |} &

New sheet will
appear behind the

active sheet.
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1.6.2 Moving/Copying a Worksheet — 1% Method

2) Move or Copy a sheet — with click-and-drag

o

(1) Select the sheet you want to TS| sheett [Tsnect
move or copy
(2) Click the sheet tab and drag to 24 ,|. B —
Sheet? Sheetl Sheet3
the new location. A[ | symbol Ready i
will appear.
3
(In case of copying, press and ) Sheet] | Sheet2 | Sheets | (&
Ready ﬁ

hold Cirl as well)

(3) Stop the dragging at the intended
destination, the sheet will be

move/copy there.
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1.6 Moving/Copying a Worksheet — 2" Method

2) Move or Copy a sheet — with Move or Copy dialog

8
(1) Select the sheet you want to move or ‘ *H

copy

(2) Right-click and select Move or Copy. The

dialog box will appear.

(3) Select the where you want to move or | iz

copy the sheet

(3.1) The destination workbook

(3.2) The sheet you want the

‘ |5heet2 Sheetl | Sheet3

Move or Copy ?

Move selected sheets
To book:

Bookl ~ (3.1 )

Sheetl
Sheet3

{maove to end) (3.2)

|:| Create a copy (3_3)

moved/copied chest to appear

before. | 34
(3.3) Click OK

Sheetl

Ready

AOUSINENAIAAS UKIBneauLduatkl

Example: moving Sheet1
Sheet2 | Sheets | (@

to before Sheet2




1.6 Managing Worksheets

3) Deleting a Sheet (1) Select the sheet

(2) Right-click — Delete
4) Renaming a Sheet (1) Select the sheet

(2) Right-click — Rename

(3) Type in the new name

5) Hiding a Sheet (1) Select the sheet

(2) Right-click — Hide

e\ NAJYIINENINISADUWILODS
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1.6 Managing Worksheets

6) Unhiding a sheet

Unhide » %
(1) Right-click the sheet tab.
(2) Select Unhide. Sheetd

The Unhide dialog box will appear.
(3) Select the sheet you want to _ -

unhide.

(4) Click OK
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1.6 Managing Worksheets

6) Working with worksheets on different windows

—
/" S

] gNemedow\ =] Split i b [
Go to View tab (or press Alt+W) Lt =] . B
E Arrange AII . Hide )| Switch
Wi
- - . B¥] Freeze Panes~ [~]Unhide [ Windost'
6.1) Putting worksheets on different windows Window

(Usually, worksheets in the same workbook will share one window)

H o :
(1.1) Select the sheet _ »
File Home Insert Page Layout Formulas Data Review ' Tell me what you want to do..
. . = > 5
(1 .2) CI'Ck NeW WlndOW . . [ Page Layout Ruler | Formula Bar Q [E) ﬂ 'TE:INEWWmdow Spht EE:I ED'-J
Arrange All i iHide | :
rmal Page Breal 7l Eear oom oom to wite
A new window will appear L0 Do Dl Customiews | (1 Gidines 7 esdings | 200 100% S| Bhrerepones+ [Jurtide B8 Windowe-
\"‘.orkbopk‘uﬂews Show Zoom Windaow
with the following title format: Book1:2 - Excel
i Page Layou Formulas Data Review View

Workbook : Sheet number 4 | i :

1] &D X v R P R = = - = General - C.onditional Formatting - Emlnsert
Ex. Book1:1 and Book1:2 2 iz B - ol B R €7y 9% » [/ Formatas Table~ 2% Delete

3__‘ - ¥ = il AT E=E=82E S0 o ECE” Styles - @Furmai

Working with either :—— Clipboard T Font G Alignment fwl Number Ta Styles Cells
. . 6__: Al W £ || 30.5123

windows will affect the sheets 7

8 A A B C D 2 F G H
in the workbook Book17.x/sx 9 A4 30-51%2 L. .

10 |3
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1.6 Managing Worksheets

6) Working with multiple windows
Go to View tab (or press Alt+W) - E
Switch(1) Mac
6.2) Switch Windows . MEISENSSR -
1 Book3
(1) Click ¥ at Switch Windows v EEccEs(2)
3 Book1:2

(2) Select the window you want

6.3) Arrange all windows
(1) = Arrange All

(1) Click Arrange All

(2) Select how to arrange the windows

(3) Click OK ‘ Arrange Windows 7 X
If you want to arrange only windows o ezt 2)

from the active workbook, check here — O;::Z:;famwmm

oK { Cancel

=0\ N1AJYIDNYINISADUWILODS
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1.6 Managing Worksheets

6) Working with multiple windows (cont.)

Go to View tab (or press Alt+W)

6.4) Arrange the windows to appear side by side) (3 View Slczﬁ)by Side
(1) Click View Side by Side

(2) Select the windows you want to appear side by side
(3) Click OK

Compare Side by Side ? >
Compare Side by Side with:

(2) Bogkl:2 ] s
Bookl:3 [ This two windows are from
Book2
Book3

the same workbook

By e %o
P - (AL
O S e
=
E

(3)

] Cancel

s\ NAJYIINYINISADUWILODS
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1.7 Managing Workbooks (Files)

** Go to File tab or press Alt+F, workbook (file) menu

will appear.

1) Creating a new workbook

® Click New or press Alt+N Open

Save

® Select Blank Workbook or other templates

Save As

2) Opening existing workbook
Print

® Click Open or press Alt+0

share

3) Saving the workbook

cexport
® Click Save or press Alt+S, but if you want to save the U .
workbook in other format, or in other location, click C/

Save As
[T T T T Tt T T T T ST T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T e T T T e T : &)

Mostly similar to other MS Office products

Account

___________________
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1.7 Managing Workbooks

** Go to File tab or press Alt+F, workbook (file) menu

will appear.

4) Print the workbook

®  Click Print or press Alt+P
5) Share the workbook

® Click Share or press Alt+H

O pen

Save

Save As

Print

6) Saving the workbook in other format -
" Click Export or press Alt+E Export

7) Close the workbook  CaETeT
® Click Close or press Alt+C < Close

| D
i ! Account

g2\ N1AJYIDNYINISADUWILODS
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1.7 Managing Workbooks

‘ 2z

Sharing a Workbook | —'—_)— "y
** GotoFile —> Share or press Alt+H e

4

** User can create a shared workbook by putting on the network for other users to

L)

work on the workbook at the same time.

4

** You need to upload or create the workbook on OneDrive (or by SharePoint

L)

Online library) via the web browser first

4

L)

L)

* Some features are not supported on shared workbook

4

*%* To learn more, go to:

L)

https://support.office.com/en-US/Excel or Collaborate — Share files

Share

Book?2 Share with People
Desktop
Step 1: Save your document to a OneDrive location
Share Step 2: Share your document. We'll do this after you've finished saving.

&& Share with People E

N1AJYIINYINISADUNILNDS 53:; B
COMPUTER SCIENCE DEFARTMENT, CMU m‘ . .
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1.7 Managing Workbooks

Exporting the Workbook

Go to File — Export or press Alt+E
Target file types will appear Export

(1) Create PDF/XPS Document m

=

Change File Type

Workbook File Types

(2) Change File Type to B crang e e Workbook

Uses the Excel Spreadsheet format

= Excel 97-2003 Workbook " .xls T

Uses the Excel 97-2003 Spreadsheet format

Create PDF/XPS Document

" Text (Tab delimited) " .txt

Uses the OpenDocument Spreadsheet
format

®  CSV (Comma delimited = csv g e

Starting point for new spreadsheets

a-= Macro-Enabled Workbook
EE[ Macro enabled spreadsheet

@ Binary Workbook
Optimized for fast loading and saving

Other File Types

Text (Tab delimited)
Texnt format separated by tabs

CSV (Comma delimited)
A Text format separated by commas

Formatted Text (Space delimited)
X

< - - — - Text format separated by spaces
S MAYIDNYINISADUWILNDS
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1.8 Printing and Printing Setup

Print Printing the Workbook
: | Copies 1 3 . .
‘ (= i "‘('1—) " Go to File — Print or press Alt+P
Print
You can specify the print setting, as follows:
Printer
(2) ‘.@ e - (1) Copies: Click A (or V) or type the number of
Printer Properties
copies you want to print ;
o piesy P Settings
(3) L smisseseee ™ (2) Printer: select the printer to print _
(4) Pages: | 2] to | & | (3.1) j Print Active Sheets
Print One Sided - . Binhr pint the acive shests
Only print on one side of th... | (3) Select What to prlnt IIFP .
EE Coliated . (32) I;I Fr.lnt Entlrewﬂrkbook
. 123 123 123 . (3-1) only active Sheets Print the entire workbook
Portrait Orientation vl (3.3) = Fril‘ltSIT-."|EEtiGI1 .
— - (3.2) All sheets on the workbook Only print the current selection
D 21 cm x29.7 cm ” Ignore Print Area
— T ~ (3.3) Only currently selected cells e
@ Marmal Margins -
Left 1.78cm Right 1.78cm |
%E EJ;WE;Eﬁbiit_?fffi'_fii! (4) Pages: data range to be printed

Page Setup
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1.8 Printing and Printing Setup

Print Printing the Workbook
: Copiess [1 3] . .
‘ = i '2‘1) " Go to File — Print or press Alt+P
N You can specify the print setting, as follows:
Printer
- Canon iX6800 series WS 5 Print On One Side, Or both
(21$ Offline " ( )
- Printer Properties
Settings (6) Print one copy at a time (Collated), or print all copies of
(3}: ;;‘:ttt:“j“m 2 one page at a time (Uncollated)
(4)_“@ 3] o | =
[ Print One Sided |
(5{ onypintononesieorn. (7)) Portrait or Landscape Orientation
(Giﬁglﬁiiﬁ_u&%iﬂ
(71 Partrait Orientation - |
(81 0~ . (8) Paper Size: Letter, Legal, A4 for example
| 21 emu29.7cm |
(91@ Marmal Margins. v' , .
Left 1.78cm Right 1.78cm | (9) Select page’s margins

[ Mo Scaling

-
Dwa Print sheets at their actual size |

Page Setup
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1.8 Printing and Printing Setup

Print Printing the Workbook

: Copiess [1 3] . .
‘ e | o Go to File = Print or press Alt+P
Print . . . [ No Scaling
You can specify the print setting, as follows: “‘W%@ Print sheets at their actual size
Printer o Fit Sheet on One Page
- _ _ (10.2)14 . e
Canon iX6800 series WS . . 3 |¢  Shrink the printout so that it fits
(21:-?5 Ofline *  (10) Scaling option T ononepsge
Printer Properties (1 0_3)-)m(_ Fit All Columns on One Page
i LI~ Shrink the printout so that it i
Settmgs (10-1) NO Scallng b, onepageevsideo ° :
\ T Acka g w Fit All Rows on One Page
(31: A L # (10.2) Make sure the sheet fit in 1 (10.4) [:1[ Shink the printout s ha
I = | [ | onepage Ig
(4)1?: EPrintDm:Jid:i! 4 | page Custom Scaling Options...
(5{ Only print on one side of th... v_ el . -
s (10.3) Make sure the all columns fit in
(Gif_aﬁ__lf_%_u_a_ai'! . .
(71 Partrait Orientation vl 1 page (flt the WIdth)
(81 N ] (10.4) Make sure the all rows fit in 1
| 21 emx29.7 cm
; ;]IG_I'I‘"I; al Mar: _ms | i i
(9*@ Left: 1.?505 Right 1.78 cm v. page (flt the helght)
(10)R1 e e~ (11) Go to Page Setup dialog, for more option

(1_1) Page Setup
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1.8 Printing and Printing Setup

Page Setup dialog (cont.) 1) Page : select page type,

Page Setup ? by . .
1) 2 3 4) paper size, and how to print on

Page | Margins Header/Footer  Sheet

. o - it

Orientation

©rotit  TAY O landicape 2) Margins : setting page’s

Scaling margins

® Adjustto:  [100 -5|% normal size

() Fit to: 1 *| page(s) wide by |1 2 tall 3) Header/Footer : |nsert|ng

| information in the
Paper size: Al e
Print quality: | Medium v header/footer, such as file name

First page number: |Auto

or page number
4) Sheet : setting how to print a

Options... sheet, such as showing/hiding

OK Cancel column and header names
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1.8 Printing and Printing Setup

Page Setup dialog (cont.) Example:

Page Setup ,"/(1) \\\\ ? et
7 \

Adding Date , File name @ , and page

1
Page Margikf Shefet
| number ]  at the header.

Header: Header 7T
[none} =TT ~~. e Header

( (2) Custom Header.., ) Custom Footer.., To format text: select the text, then choose the Format Text button,

\\ ,'I To insert a page number, date, time, file path, filename, or tab name: position the
Footer: DT - insertion point in the edit box, then choose the appropriate button,
[nane) > Toinsert picture: press the Insert Picture button. To format your picture, place the

cursor in the edit box and press the_F_c-_r[n_al‘:Pi_cl:ure button.

‘ | A RE @el Eliz B {3)

|:| Different odd and even pages
|:| Different first page

Scale with document
Alignwith page margins \‘~\ .-

Options... | | | |  TT==—a___

Cancel (4) ok || Cancel

e
X

Page Setup

Fage Fargins Header/Footer Sheet
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