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Microsoft Excel 2010 - Level 1

GETTING TO KNOW MICROSOFT EXCEL

< : INFocus

Microsoft Excel is a spreadsheet application that is
usually part of a suite of Microsoft applications, known as
Microsoft Office.

You can use Excel for all sorts of tasks involving numbers
such as budgeting, sales analysis, forecasting, charting and
graphing and much more. Excel is a tool used to perform
calculations with numbers so virtually any task that
requires calculation and number crunching can be setup
and performed in Excel.

In this booklet you will:

v learn how to start Microsoft Excel 2010

v' gain an understanding of the Microsoft Excel 2010
screen

AN

gain an understanding of how Microsoft Excel
2010 works

learn how to use the Ribbon
learn how to use the keytip badges on the Ribbon
learn how to minimise the Ribbon

gain an understanding of Backstage View in
Microsoft Excel

SURNIE N

learn how to access the Backstage View

learn how to use shortcut menus

gain an understanding of how dialog boxes work
learn how to launch a dialog box

gain an understanding of the Quick Access Toolbar

learn how to add commands to the Quick Access
Toolbar

RN N NN

\

gain an understanding of the status bar

learn how to exit correctly and safely from
Microsoft Excel 2010

(\

© Learning and Development Service Page 2 Getting to know Microsoft Excel



Microsoft Excel 2010 - Level 1

STARTING MICROSOFT EXCEL

To create a new spreadsheet, or edit an determined by Windows. For example, it can
existing one, the first thing that you need be started from the Windows Start menu,
to do is to start Microsoft Excel. As a from a shortcut, or even by opening a
standard software application, how workbook (project) that was created
Microsoft Excel is started is largely previously in Excel.

Try This Yourself: Oetting Stated

i e Windows Media Center Ed Smith
Before you begin, ensure —
that your computer is gy Celculater
switched on and that the B sticky Notes e
Windows desktop is Music

. Snipping Tool
displayed on your screen...

1 Click on the Windows
Start button (it’'s a P, Remote Desktop Connection
round button with a
Windows logo on it) at -
the bottom left-hand &) soliaire A—

corner of the screen to )
d_ I the T Help and Support e
ISp ay All Programs

2 Click on All Programs

Garnes
(2t Paint

Computer

_ Control Panel
Magnifier

Devices and Printers

Search rams and files
prog

3 Click on Microsoft

Office
4 Click on Microsoft

Excel 2010 ! Maintenance

Ji McAfee Security Scan Ed Smith
After a feW moments i Microsoft Developer Network
of huffing and puffing i Documents

A A %p Activation Assistant for Microsoft Of
Excel will start with a (B8] Microsoft Aceess 2010 Tt
blank “workbook” on (X Microsoft Excel 2010 _
the screen — the @l Microsoft InfoPath Designer 2010 R
. @l Microsoft InfoPath Filler 2010 N
workbook appears like () Microsoft Office Praject 2007
an electronic sheet of %:: e Computer
q icrosoft OneNote

paper ruled into 0] Microsoft Outlook 2010 Control Panel
Columns and rows. [B] Microsoft PowerPaint 2010 -onielrans

Microsoft Publisher 2010

El Microsoft SharePoint Workspace 201
Microsoft Word 2010 Default Programs
A Microsoft Office 2010 Tools

! Microsoft Office Tools Help and Support

Devices and Printers

o] e

For Your Reference... Handy to Know...

To start Microsoft Excel: e If you have accessed Microsoft Excel
1. Click on the Windows Start button several times it should appear in the
2. Click on All Programs first part of the Start menu — this
3. Click on Microsoft Office means you won’t need to continue to
4. Click on Microsoft Excel 2010 the All Programs menu.
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THE EXCEL 2010 SCREEN

The Microsoft Excel 2010 screen is made
up of several key elements. Some of these,
such as the Ribbon and the Backstage,
are common to other Office 2010
applications so once you know how they

Microsoft Excel 2010 - Level 1

work you won’t have to relearn them when
you use other applications. The unique
aspect of Excel is the worksheet where you
enter and work with your data.

Ready | (5

@‘[H e | - Microsoft Exc -

W Insert Page Layout Formulas Data Review View Developer Acrobat a 0 = R

ﬁ & [ caion Sl o A A General E E geinsert- X - %r lﬁ
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The Ribbon is the tabbed band that appears across the top of the window. It is
the command control centre of Excel 2010. You use the tabs on the Ribbon to
access commands which have been categorised into groups. Commands can be
buttons or sometimes include galleries of formatting options that you can select
from.

The File tab is used to access the Backstage view which contains file
management functions such as saving, opening, closing, printing, sharing, etc.
Excel Options are also available so that you can set your working preferences and
options for Excel 2010.

The Worksheet is like an electronic piece of paper ruled into columns and rows.
The worksheet is where you type numbers, letters, and formulas to perform
calculations. Notice that columns are headed using letters of the alphabet (A, B, C,
etc) while rows are designated using numbers down the left side.

The Active Cell is where text, numbers, and formulas will appear when you start
typing.

The Mouse Pointer is used, amongst other things, to select a cell and make it
active. It may appear as a large cross, as in this example, as an I-bar, or any
number of other forms, depending upon its function at that position on the screen.

The Status Bar appears across the bottom of the window and displays useful
information about what is happening in the worksheet. At present it shows Ready
which means that Excel is ready to be used for your project.

The View buttons and the Zoom Slider are used to change the view or to
increase/decrease the zoom ratio for your worksheet.

The Scroll bar indicates your current position in the worksheet and lets you move
to other positions in the worksheet by clicking or dragging. The arrows can also be
used to move through the worksheet.
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How MICROSOFT EXCEL 2010 WORKS

For a novice user the Microsoft Excel 2010
screen can seem intimidating. You’'ll soon
see that it is made up of only three key
areas. The data you type is placed on a
worksheet. The data within the worksheet

can be manipulated and changed using
commands on the Ribbon. The worksheet is
part of a larger entity known as a workbook
which is controlled on the Backstage.

e Backstage

e The Worksheet

A worksheet appears as a number of rows
and columns which form squares known as
cells. Everything you type in Excel is
entered into these cells. In the simple
business plan shown here there are
numbers and words entered into a
worksheet. Formulas are also entered that
automatically perform calculations. The
worksheet is part of a larger entity known
as a workbook — workbooks can be filed
away for future use or for sharing and can
also be printed.

9 The Ribbon

(#H] Bill and Brenda's Business Plan xlsx o EBEOE

A [ 8 [ ¢ [ b E F G (S
1 |Bill & Brenda's Business Plan

2]

| 2 | Yearl Year 2 Year3 Year 4 Year 5

| 4 |Income

|5 | Sales: 4,000 4,230 5,000 5,500 6,100

| 6 | Royalties 1,200 1,200 1,200 1,200 1,200

| 7 | Grants. 5,500 6,000 3,000 4,000 4,500 -

| & |Total Income 10,700 11,430 9,200 10,700 11,300 i

| 9|

| 10 |Expenses

|11 | Office 250 280 300 320 360

| 12 | Travel 6,200 5,800 6,100 7,000 5,200

|13 | Sundries 100 150 200 240 300

l Total Expenses 6,550 6,230 6,600 7,560 5,860 L

|15 |

| 16 | Profit 4,150 5,200 2,600 3,140 5,940

|17 3

4 » M| Sheetl ~Sheet? ~Sheet3 /¥ IEN! il | [l

When you need to do something with the data on a worksheet, such as format it, colour
it, analyse it, move it, copy it, and much more, you'll find all of the relevant commands
on the Ribbon. The Ribbon has commands organised thematically using a series of

tabs across the top.

Insert Page Layout Formulas Data Review View Developer Acrobat (A
= % Calibri -l K| == [% g General - |E| Conditional Formatting = = g*=Insert ~ x - %r ﬂ
_j Ba~- B 7T U~ | A & =[kd- % - % o | [ romatasTable - 8% Delete ~ | [§]~ )
S E- S A- W | Bcersyes- [BlFormat - | 2 Fter~ Serect~
Clipboard Font Pl Alignment Pl Number Pl Styles Cells Editing

When you want to do something

(]| i =

T 1 cosoft Excel T

Data

o )
ol

Insert  Pagelayout  Formulas Review  View  Developer  Acrobat

with the data in your worksheet,
such as save it so that you can
access it again later, print it,
share it with a colleague, send it
to your boss, protect it from
prying eyes, or whatever, you
will need to access the
Microsoft Office Backstage
area of Microsoft Excel. The
Backstage is accessed using
the File tab on the Ribbon.
Rather than offering you
commands on a Ribbon,
Backstage occupies the entire
screen and has a series of
options down the left side. Here
the Print option is active, and
that is why you can see a

I save

B saveas
& open
[ Close
Info

Recent

New

Share

Help
Add-Ins -
|3 options

3 et

|

@ Print

Print

Copies: |1 :
Bill & Brenda’s Business Plan

Fl
H

F AT
HiE
HETI
i

Printer

. 7 HP Color Laser)et 3800 - e

) Toner Low [

u £
LR

Printer Properties

i

i

i

i
£ Eilis
E s
e

Settings

Print Active Sheets
Only print the active sheets

Pages: 2t :

Print One Sided .
Only print on one side of th..
== Collated
=

123 123 123

b
Portrait Orientation -

A4
21 cmx29.7 cm

= Normal Margins .
bt Left 178 cm Right 178 ..

1) No Scaling

Print sheets at their actual s.

Page Setup 41 il »

preview of the worksheet and a
series of print-related options
on the right side of the
Backstage.
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USING THE RI1BBON

The Ribbon is the command centre for display the command groups. Commands
Microsoft Excel. It provides a series of are activated by clicking on a button, tool or
commands organised into groups and gallery option. Everything you could possibly
placed on relevant tabs. Tabs are want to do in Excel will be found somewhere
activated by clicking on their name to on this Ribbon.
Data Review View
Try This Yourself: il & ]
Before trylng thlS ensure that Pi\rut"l'able Table Picture i\:';tz Sha'pes .Smartﬁrt Scree'nshot CU|:II1|I’1 Lige Pie E
Microsoft Excel 2010 has started... Tobles Hustretions ' the
1 Elzar:]n;ntea;c)he groups on the e vome | e | pose oyt romiesowaeiewview
bd B3P @ & gl & @ S ol
These are the most Pwot‘TabIe Table | Picture i“r‘t’ Shavp SmartArt Scree:\shot Colijmn L\:\e Ple B‘ar Ar'ea Scavttercl
commonly used commands, Toes | ey i tops qul chars
. o v (= L]
including copy and paste, font AAI‘ T oo ANTeeAt, =T T
and number f_o_rmattlng, - 1 Nl 2D 4
styles and editing... 5 Rectangles
ki = ) i ] e o o
2 Click on the Insert tab = Basic Shapes
_ 5| EECAROACTOR®
The commands on this tab = ®®®g@|r&.§@og
are used to create tables, 8 \% ) ??v a e
i A 2| Block Arrows
illustrations, charts,_headers 0| ey N TP
and footers, text objects and ey € dvAnDD DL 5N
symbols.... 5| e
3  Click on Shapes in the 58| Ee
i 16 mlSPYs)ninlml=r=Yet=]v)
II_Iustratlons group to o ool m e et
display the Shapes gallery 18| QB0
A huge range of shapes will i B RCDOCEBO
appear which can be inserted =z fbadat 2oL S
into the worksheet... E ?DOQEE@AIMIE d:::z/:::zr:::L
. N A0 AD (o =
4 Click on some of the other 5
tabs across the top of the *
Ribbon (Page Layout, Dialog boxes like this one
Formulas, etc) and examine e Lo 8 o provide settings or
the commands on them Magnification options for you to choose
Some of these open “dialog E from. For example in this
boxes”... one you can zoom the
7 On the View tab, click on screen by varying
Zoom in the Zoom group to percentages. We won t
display the Zoom dialog box actually do anything at
Click c 1 th lick this point. You’'ll get
8 Ic honH[ anceb] e Glie plenty of opportunity for
O 1S RS T2 using dialog boxes at a

later stage...

For Your Reference... Handy to Know...
To use the Ribbon: e Additional tabs known as Contextual
1. Click on a tab to display the tabs appear in specific circumstances.
commands For example, if you insert a picture, the
2. Click on a button to activate a Picture Tools: Format tab will
command, display a gallery, or display appear. This provides quick access to
a dialog box all of the tools you may need to modify

and work with the picture.

© Learning and Development Service Page 6 Getting to know Microsoft Excel



Microsoft Excel 2010 - Level 1

USING RIBBON KEY TIPS

The Ribbon is normally accessed with a key tip badges, appear on the Ribbon.
mouse. However you can also use the Pressing a key on the keyboard will activate
keyboard to access Ribbon commands. the corresponding command on the Ribbon
When you press the key on the just as if you'd clicked the command with
keyboard alphabetical labels, known as the mouse.

o 1-

Try This Yourself: e N S S,

e f——,, e (4]
HJJ ;E [& Ruter [#] Formula Bar Q

Page Page Break | Custom Full [¥] Gridlines [¥] Headings Zoom 100% Zoomto

Before trying this ensure that

Mlcrosoft Excel 2010 has Layout  Preview Views Screen | Se\ection‘
Workbook Views Show Zoom
started...
1  Press[atto display the © I
key tlp badges fOr the tabs File Hcme Insert Page Layout Formulas Data Review Viewﬁ

N = ) —

5 Press [F] to display the e O §RE EN
Page Layout tab and to Themes S Margins Orientation Size Print Breaks Background Print i T
see the key tip badges for -mﬁr M 8 & E e @ T it
these commands

Scale to Fit

3 Press|M]to display the e (I 5= —
Margins 0pt|on3 .ﬂn Home Insert Page Layout | Formulas Data Review View

A B 085 fin

Themes Orientation  Size Print Breaks Background Print

Here you could use the [ 1]

or E] keys to move @Eﬁm"| i 5 ©  Area- - Titles | B 5¢
. _ Themes || . LastCustom Setting &

through the options, or A] - S e sotm 19

to see Custom Margins...

A Ao Header: 0.8 cm Footer: 0.8 cm :II'I
- HNormal
Press | twice to return ‘

E Top: 191 cm Bottom: 1.91 cm
to the Tab level of key tips

Wide
Top: 2.54 cm Bottom: 2.54 cm

Left: 1,78 cm Right: 1.78 cm
Header: 0.76 cm  Footer: 0.76 cm
5 Press [M] to access the
Formulas tab

G  Press 1] five times and
notice that Logical is
selected

7  Press to see a list of
Logical functions, then
press | . ] several times to
move down the menu

Left: 2.54 cm Right: 2.54 cm
Header: 1.27 cm  Footer: 1.27 cm

Narrow

Top: 191 cm Bottom: 1.91 cm
Left: 0.64 cm Right: 0.64 cm
Header: 0.76 cm  Footer: 0.76 cm

Custom Margins...
g e

b | (SRl
||| | |5 = |o ]| o] s

" G

File Home Insert Page Layout | Formulas | Data Review View

P sc| t bort th
3 DB tockatiic AR X1 T RN R

Insert AutoSum Recently Financial luglcal Text Date& Lookup & Math More
Function = Used = = Time = Reference ~ & Trig = Functions =

Function Library

o
B

For Your Reference... Handy to Know...
To use KeyTip Badges to access e You can still use the shortcut keys for
commands: menu commands that were available in
1. Press to display the KeyTip previous versions of Office. For
Badges example, + 8 ] applies bold to
2. Press the letter key of the command or selected text.

tab that you want to select
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MINIMISING THE RIBBON

The Ribbon at the top of the screen,
valuable as it is, does tend to occupy a
reasonable amount of space. You can
minimise the Ribbon so that only the tabs
appear visible. You can minimise the

Microsoft Excel 2010 - Level 1

Ribbon as a once-off operation, or have it
remain constantly minimised and display full
commands only briefly while a tab has been

clicked.

Try This Yourself:

Before trying this ensure that
Microsoft Excel 2010 has

.HH Home Insert
= &

PivotTable Table

Tables

Data

il ix & 3

Clip Shapes SmartArt Screenshot | Column  Line Pie

Art - - - - - -

b Chart:

Page Layout Formulas Review View

Picture

e Home Insert Page Layout Formulas Data Review View

Al

2]

A

B | ¢ | o | e ] ¢ ] & | =n

started...
1 Click on the Insert tab to
display the Insert
commands
2 Double-click on the Insert 4
tab to minimise the ribbon 1
2

While the tabs stay visible,
the rest of the commands
are hidden...

Click on the Page Layout
tab to temporarily
redisplay the ribbon, this
time with the Page

Themes

e Home Insert [ Page Layout l Formulas Drata Review
n Colors =
. Fonts ~
[@] Effects -

Themes

;u"

EID@H%

aflt
Margins Crientation Size Print Breaks Background Print
"2 = = Area~ = Titles
Page Setup (]

Layout commands

0

Click anywhere in the
4 worksheet Lr?ollé_cgct;sely here alr;d y_oq’ll see thz;t
. o . the Ribbon is actually sitting over the
Thif (;L]tibobnexg]zlsd\e/ig%?em worksheet —you can’t see rows 1 and
N Y - 2 because they are being obscured by
when you need it... e Dilklee
5 Double-click on the Insert
tab to rEdiSpIay the e Home Inse[} Page Layout Formulas Data Review
Ribbon permanently again ﬁ % EE ﬁ; )= @4 ﬂ o &
6 CIICk anyWhere in the PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column  Line P
Art - = = = 1

worksheet

Tables

Illustrations

This time the ribbon has

G13

£ |

been redisplayed

A

-C
[ ¢ [ o [ e [ F |

[ B G

permanently and doesn’t
disappear when you aren’t
using it...

NN

For Your Reference...

To hide/display the Ribbon:
1. Double-click on the active tab to hide
the Ribbon
2. Click on a tab to see the Ribbon
temporarily
3. Double-click on a tab to redisplay the
Ribbon permanently

Handy to Know...

e There are special buttons at the right
of the Ribbon that also control
minimising J and maximising @ of
the Ribbon. When a Ribbon is in its
minimised state a pin button

appears which will make the Ribbon
large and permanent again.
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UNDERSTANDING THE BACKSTAGE VIEW

The Ribbon allows you work on the

content in a worksheet — you can add more
content, colour it, chart it, analyse it, copy
it, and much more. The Backstage, which

to do something with the content you create.
You can save it for reuse later, print it on
paper, send it via email, and more using the
options found in Backstage view.

is accessed using the File tab, allows you

The Backstage Screen

The File tab on the Ribbon is not a e ﬁmﬁ@
normal tab —as yOU can te” by the faCt ::' Information about Bill and Brenda's Business P... |
that it is coloured. Clicking on the File | Goe o deihaios. | B |
tab launches a mini-program within 5ED | Pamissions

Microsoft Excel known as Backstage R & oo i i

View. Backstage, as it's known for - “M' :

short, occupies the entire screen o @) | TS et o

although the tabs from the Ribbon still shace Chacktor | " PP ks P ur i

remain visible at the top. - Smm—n——

At the left of the Backstage is a r) I T O — -
navigation pane which is made up of Ehe o | 9 Toeraper

Quick commands, smallish buttons —

which will perform an operation

immediately, and largish tabs which

display more options and information to

the right of the screen.

The whole underlying purpose of the
Backstage is to allow you to protect
your data, to share it with others, and
to provide you with valuable
information both about your data and
the status of Microsoft Excel.

Quick Commands

The Quick commands provide immediate
access to an operation.

Backstage Tabs

The Backstage tabs provide more
options for working with a workbook

Saves the current Provides status information
workbook about the current

Allows you to save the workbook, and allows you
current workbook under to manage versions and
a different name or permissions
location Provides a list of recently

Opens a previously saved workbooks
saved workbook Allows you to create a new

Closes the current workbook and provides
workbook access to a huge gallery of
Provides access to templates _
supplementary Allows you to print the
programs current workbook and also
Provides access to previews it
options that allow you Allows you to share your
to control how Excel workbook with other
looks and works people

Exit Allows you to close and Provides access to

Microsoft’s help network
and also provides licensing
information about your
software

exit from Microsoft
Excel
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ACCESSING THE BACKSTAGE VIEW

tab to the left of the Ribbon but can also
appear when specific commands and options
in the Ribbon have been selected.

The Backstage View provides options for
working on workbooks and key information
about the status of Microsoft Excel 2010. It
is usually accessed by clicking on the File

Try This Yourself:
Print
Before trying this exercise i“:n f‘? Copes 13
ensure that Microsoft Excel o cone .
2010 has started... :d i
1  Click on the File tab - —
on the Ribbon to “ Settings
display the Backstage e et
view and click on the s ppes /(= Moot ce o findsehing 1 i
Info tab e I et
D optens | L .
2 Spend a few moments T 23 18 220
studying the PEsEsEET e
properties, dates, and U 2 emsnzan -
related people [ i tvem g 0.~
information at the DQtesctog
rlght Page Setup

3 Click on the Print tab
(at the left) to see the
printing options

If the worksheet has & smehs ce Dna  Hochs
- - - ‘3 Open Micrasoft Office Help Dn.oﬁl Ce
data in it a preview of oo @ oo g oot ot
how the printing will o . GengSuned Product Activated
. . [y serwhats newand find sesources to help | Microsalt Office Professionsl Plus 2010
IOOk W||| appear. If thIS — you besen the Basics quickly. This product contain Microsoft Access, Microsoft Excel, Microsoft SharcPoint
f ContactUs Mot e, Wreseh et Witosoh a1 ermapeint
18 ) a7 WS i e B oo irmeireparene | DT
preVIeW Wi " appear' . DK Tools for Working With Office About Microzoft Excel
4 C|ICk On the Help tab share j l_Jn!mm :::mun.mf.\nnr[u )
T Customize lsnguage, desplay, and other ional Versign and Coperight
(on the left) to see the “ R ety
. [ mdams - 3 Check for Updates e i ——
help options and also Qo | B
product licensing and e P A

information

5 Click on the Home tab
of the Ribbon to close
Backstage view and
return to the

worksheet

Insert Page Layout Formulas

Insert Page Layout Formulas Dats

Developer

For Your Reference...

To access the Backstage view:
1. Click on the File tab on the Ribbon
2. Click on the desired tab or quick

command at the left

Handy to Know...
e You can also close the Backstage view

keyboard.

by pressing the @ key on the

© Learning and Development Service
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USING SHORT CUT MENUS

In addition to the Ribbon, Excel also click. Shortcut menus provide an
features shortcut menus that appear alternative, usually a quick one, to trolling
when you right-click in an area on the through the Ribbon to find a specific
screen or on an object. The content of the operation or command.

menu varies depending upon where you

. . A B | ¢ | o | e | F | @
Try This Yourself: 0 T e i
Before trying this exercise ensure B I =
that Microsoft Excel 2010 has :Ql
started... .\ ot
53 Copy

[, Paste Options:

Paste Special...

1 Click in cell B4 (column B,
row 4) in the worksheet and
then click with the right
mouse button to display a
shortcut or contextual
menu

Because you have clicked in a
worksheet cell the menu

Insert...

Delete...

Clear Contents

Filter 4

Sort .3

SRR R A EIRCIRIC E S B RE

includes a number of options | Insert Commert
specific to what can be done & Fomat Cells. _
in and with the cell... Fick From Drop-doun Lt
. Define Name...
2 Click anywhere else on the & Hyperiink..

worksheet with the left

mouse button to close the
shortcut menu

3 Move the mouse pointer over

(= R R R ]
any of the tabs on the ribbon e 'i'm|| S mm— view]
R . e Customize Quick Access Toalbar...

4  Right-click on a tab to £ cabn T b
display a shortcut menu R '*;' B | | Comtarmie the Risban “
Notice how it differs from the Cliphoard 7 | Miigimizz fHie Ribbon 5
previous menu and displays B4 M - £
toolbar and ribbon options A [ e ¢ | F 6 |
instead of text. Excel has %

made an educated guess
about what you want to do
based on what you have
clicked on...

5 Click anywhere in the
worksheet with the left

mouse button to close the
shortcut menu

For Your Reference... Handy to Know...
To display a shortcut menu: e Once a shortcut menu appears, the
1. Point to the object or area of the options in it are selected by clicking on
screen on which you want to perform them with the left mouse button, or
an operation pressing the letter underlined in the
2. Right-click to display the shortcut menu option.
menu
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UNDERSTANDING DIALOG BOXES

Dialog boxes contain a series of controls right corner of a Ribbon group, or when you
that are used to adjust settings for a click on a command that displays a dialog
particular aspect of a worksheet or cell. box. Dialog boxes are often used for

They appear either when you click on a adjusting some of the more advanced
dialog box launcher = at the bottom aspects of a worksheet or cell.

Typical Dialog Box Controls

Dialog boxes have various tools to help you perform tasks. These tools are known as
controls and some typical ones are shown below.

e . ol
Text boxes are used to enter text such ——

»

as a name, title, cell address, or [ Page | Margins |, Header Footer | Sheet | |
reference. The buttons to the right here Prit area—
indicate that these boxes require a cell Print titles :
add ress. Rows to repeat at top: |
Columns to repeat at left: |
Print
Check boxes turn settings either on or L [ idines Comprents:  [(Non) ]
off. When on they display a tick and [ Black and white - _
therefore these controls are also known as [ Draft quaity cel grorsas: |deplyed [=]
tick boxes. [ Row and column headings
Page order
Option buttons provide a series of i ii::’::n"dfj; e
mutually exclusive options. Option buttons [N [T
appear as round circles. The option that is
currently active appears with a black dot.
| erint.. | [PrintPreview | [ options... |

oc J[ conel |

Tabs are used to provide more settings
on the one dialog box.

Drop arrows provide a list of options for IHeader:
the text box when the arrow is clicked. [irone;
The list “drops down” from the arrow.

Preview boxes provide a preview of
what the selected settings will look like.

Different odd and even pages
Different first page

Scale with document

Align with page margins

int... | [ PrintPreview | | options... |

Command buttons provide a means of
saving the changed settings [OK], or
closing the dialog box without accepting
any changes made [Cancel].

[ oc J[ concd |
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LAUNCHING DIALOG BOXES

Dialog boxes can be launched either as the
result of clicking on a dialog box
launcher &= or a command button, or by
selecting a command from a menu. In a

ellipse) ... after a menu option indicates that
the menu option, when selected, will display
a dialog box. Dialog boxes are generally
used for advanced features or detailed

menu, the presence of three dots (an settings.
G 9 - o oo™ Wicrosoft Excel
Try This Yourself. . Home ‘ Insert Page Layout Formulas Data Review View Developer
E 1& Calibri i A f %%] General a4 ECUHd\tmna\Furmat‘ti
Before trying this exercise ensure s “; P @' i g:l’l"";;f“'“
that MICFOSOft EXCE| 2010 haS Clipboard "-l Font 'T\i Alignment % | Mumber G| Styles
started... Al M - f ‘ Format Cells: Font (Ctrl-+Shift=F)
Al e [ ==5  Show the Font tab of the Format |
I i = Cells dialog box. T

1 Point to the dialog box
launcher = in the Font
group on the Home tab to
display a tooltip which explains
what will happen

2 Click on the dialog box
launcher = to display the
Format Cells dialog box
This dialog box has a selection

of controls to make formatting
cells easier...

‘m‘ulm‘u‘a‘wiw -

CoEm )

|Nu1'bef| l

Font: Font style:

W] .

Click on the Border tab

This displays additional
controls that you can use to
adjust the borders around the
active cell or range of cells...

Click on [Cancel] to close the
dialog box without doing
anything

Some commands on the
Ribbon automatically launch a
dialog box...

Click on the Page Layout tab,
then click on Print Titles in
the Page Setup group to
display the Page Setup dialog
box

Click on [Cancel]

[Calibri

Regular

Cambria (Headings

B Adobe Caslon Pro

& Adobe Caslon Pro Bold
B Adobe Fangsong 5td R
B Adobe Garamond Pro

- -
m Ttalic
Bold

Underline:

Color:

‘ None

[=] [—] 7] Normal font

Effects
Strikethrough
Superscript
Subscript

Preview

AaBbCcYyZz

This iz a TrueType font. The same font will be uszed on both your printer and your screen.

——l—

For Your Reference...
To launch a dialog box:

1. Click on a dialog box launcher, relevant
command button or menu option

Handy to Know...
e In some situations the dialog box

For example, if you click on the dialog
box launcher in the Clipboard group
on the Home tab, the Office

Clipboard task pane appears.

launcher actually displays a task pane.
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UNDERSTANDING THE QUICK ACCESS TOOLBAR

The Quick Access Toolbar, also known as
the QAT, is a small toolbar that appears at
the top left-hand corner of the Excel
window. It is designed to provide access to
the command tools you use frequently,

such as Save, and includes by default the
Undo and Redo buttons. You can add more
tools to the Quick Access Toolbar to make
finding favourite commands easier.

The Quick Access Toolbar

The Quick Access Toolbar is positioned at the top left corner of the Microsoft Excel
2010 screen. In its default state, it includes the Save tool, the Undo tool and the Redo

tool.

Formulas

nsert Page Layout

Data Review

| om
cut
E ‘E : Calibri
53 Copy -

Pavste @'Format Painter B 7 Lz =h=h= E
Clipboard [} A
Al > (= fe |
A B | ¢ | b | E | F | @

Customising the Quick Access Toolbar

Appearing immediately to the right of the Quick Access Toolbar, the Customise
Quick Access Toolbar tool displays a list of commonly used commands that you can
add to the toolbar. You can select the items that you want to add. The ticks that appear
to the left of the menu options show you that an option is already displayed.

BTG 5 o
% Customize Quick Access Toolbar as Data Review Vie|
& cut Zﬂ"' A o = E% P
53 Copy - pen o
Paste o Format P save A- E== | EE
Clipboard E-mail G | Alignn
Al Quick Print
A Print Preview | F | G
1 Spelling
2 Undo
T Redo
z Sort Ascending
i Sort Descending
i Open Recent File
% More Commands...
T Show Below the Ribbon
10
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ADDING COMMANDS TO THE QAT

The Quick Access Toolbar is a handy
location to place commands from the
Ribbon that you use most frequently.
Adding commands from the Ribbon

involves locating the command, right-clicking
it and choosing the Add to Quick Access
Toolbar option from the short cut menu that
appears.

Try This Yourself:

Before trying this exercise ensure
that Microsoft Excel 2010 has
started...

1 Point to the first button on
the Quick Access Toolbar
to see the name of the tool
and its shortcut

In this case, it is Save...

2 Right-click on Format
Painter | 7 which appears in
the Clipboard group on the

Home tab to display a
shortcut menu

3 Select Add to Quick Access
Toolbar to add the Format

Painter tool | # to the QAT

4 Click on the Customise
Quick Access Toolbar tool
|| to display the menu

5 Click on Open to add the
Open command to the Quick
Access Toolbar

It is just as easy to remove

tools you don’t want from the
QAT...

6 Right click on the Format
Painter tool | #| and click on

Remoyve from Quick Access
Toolbar

7 Repeat step 6 and remove
the Open tool from the QAT

Insert Page Layout Formulas Da
s 7] o
l = Calibri 11 - A A=
- B3 Copy ~ 5. A Z
aste - FENE - - | =
- d Format Painter | L B - | =
Clipboard P Font [P

i Home | Insert Page Layout Formulas Data Review Vie
i,
Cut
% cu calibri -l %] P
B3 copy -
Paste - | B - - | = = = | £E =
- '{?Formafpainrsr- BRI U0 = & é | E=E=EFF
Clipboard Add to Quick Access Toolbar Alignm
Al Customize Quick Access Toolbar..,
A Show Quick Access Toolbar Below the Ribbon G

Customize the Ribbon...

ERE

Minimize the Ribbon

Insert Page Layout Formulas
o
Cut .
.' % Cu Calibri 11 v A A
oo B3 Copy - N
aste - HIENEE 3 - -
e - <3 Format Painter | L2 = -—
Clipboard [P Font [P
a (X[ 9~
Home Insert Page Layout Formulas Dy
oy
Cut .
l' & cu Calibri 11 v A A
oo Ea Copy ~ "
aste - PN - -
- < Format Painter | Ll = Sk
Clipboard [P Fant [P

e (X9

Home Insert Page Layout Formulas

cut R
* cu Calibri -1 - A A

53 Copy -

Paste

For Your Reference...

To customise the Quick Access Toolbar:
1. Right-click on the command you want
to add and select Add to Quick
Access Toolbar
Or
1. Click on the Customise Quick Access
Toolbar tool || and click on a

command

Handy to Know...

e You can move the QAT under the
ribbon by clicking on the Customise
Quick Access Toolbar tool |7 and
selecting Show Below the Ribbon.
This puts the tools that you use most
frequently closer to your document
making it quicker to access them.
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UNDERSTANDING THE STATUS BAR

The Status Bar is the bar across the allows you to zoom in and out of the
bottom of the Excel window. It is a very worksheet. It also includes tools that can
useful aid that tells you the current status change the worksheet view. You can

of Excel, performs quick calculations on the customise the status bar to change the
selected range in the worksheet, and information shown.

I 4 v ¥ | Sheetl /Sheet? . Sheet3 .~ ¥d 4] i
Ready | =5 Average: 495 Count:2  Sum:99 |[EE|[E @ 100% (-)——0—(3)

1 Status The Status Indicator indicates the current status of Excel and the
Indicator worksheet. The most common indicator you’ll see here is Ready
indicating that Excel is ready and waiting for you to do something.

2 Average This tells you the average value in the cells currently selected in the
worksheet — providing the cells contain numeric data. Selected cells
are the ones that have the active cell indicator around them and are
commonly referred to as a range of cells. Obviously for a calculation
to be performed there will need to be numbers in the active range of

cells.

3 Count This tells you how many non-empty cells are in the cells currently
selected in the worksheet.

4 Sum This tells you the sum total of the cells currently selected in the
worksheet — providing the cells contain numeric data.

5 View Tools The Worksheet View tools allow you to change the view of the
worksheet. You can select from Normal, Page Layout, and Page
Break Preview.

6 Zoom Level This button displays the current zoom percentage. If you click on

the button, the Zoom dialog box will appear so that you can select a
specific zoom percentage.

7 Zoom Slider The Zoom Slider indicates the current zoom level, where the centre
mark indicates 100%. You can either drag the marker i to the left
or right, or click on a specific point of the slider to set a zoom
percentage. You can also click on the buttons at either end of the
slider to zoom in (& or zoom out (=).

8 Resize Icon The Resize icon is visible in the Excel window if the screen is not
maximised. It allows you to change the size of the window by
dragging in or out.

What appears on the status bar can vary greatly. Don’t be alarmed if
the one on your screen doesn’t exactly match the status bar example
shown above. For your status bar to match the one above you will need
to enter numbers into a range of cells and switch certain status bar
indicators on and others off. The one above is shown as a
representative example of what can appear on a status bar.
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EXITING SAFELY FROM EXCEL

When you are finished working with Excel
you’ll find there are several ways to exit
from it. If you have made changes to the
worksheet Excel will ask if you wish to
save these changes before exiting. You'll

learn all about saving a little later on. If you
don’t wish to retain any changes you've
made you can decline Excel’s offer to save
your work.

Try This Yourself:

Fred

. . q 1

Before trying this exercise 5
ensure that Microsoft Excel 2010 3
has started... e
1  Click in cell A1 (the top |5

left cell), type your name

and press [enter]

Doing this has made a

change to your workbook

which should be picked up

when you attempt to exit...
2 Click on the File tab and

click on the Exit quick
command at the right of
the screen

You will now be prompted
to save your workbook if
you wish to retain your
data. The message you
receive will be one of the
ones shown — don’t worry
about the difference
between them for now
(you’ll learn more about
them later).

We have no reason for
keeping a workbook with
our name in it so we won’t
bother saving...

Click on [Don’t Save] to
exit from Excel

A

e You’ll receive a message either like this...

Do you want to save the changes you made to 'Book1'?

If you choose "Don't Save”, a draft of this file will be temporarily available.
Learn more

| | Dontsave | [ Cancel

Do you want to save the changes you made to ‘Book1'?

I Sawe

) (ootsme] (]

For Your Reference...

To safely exit from Microsoft Excel 2010:

1. Click on the File tab and click on the
Exit quick command
If you want to keep your changes click
on [Save] then specify a workbook
name and location, otherwise click on
[Don’t Save]

2.

Handy to Know...

Whenever you are in doubt about
whether to save or not you should err
on the side of caution and save the
workbook. You can delete unwanted
workbooks at a later date, but you can
seldom retrieve data that has not been
saved!
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CONCLUDING REMARKS

Congratulations!

You have now completed the Getting to know Microsoft Excel booklet. This booklet was
designed to get you to the point where you can competently perform a variety of
operations as listed in the objectives on page 2.

We have tried to build up your skills and knowledge by having you work through specific
tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through

finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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