Basics Tasks in Microsoft Excel 2007
Learn the basics of working with an Excel spreadsheet: navigation, entering data and using formulas.
Open a new Excel workbook by clicking Start>Programs>Microsoft Excel. 
	Workbook Objects
	Description

	Worksheet
	An individual page in an Excel workbook. 

	Column and Row headers
	Column headers are lettered boxes, running horizontally below the Ribbon in the Excel window. Row headers are numbered boxes that run vertically on the left of the Excel window. 
Columns and rows form the grid of an Excel worksheet.

	Cell and cell name/address
	Cell the box formed by the intersection of a column and a row. The cell name or address is formed by the letter of the column and the number of the row. A1 is the first cell in a worksheet.

	Active cell and cell pointer
	Active cell the currently highlighted cell, indicated by a bold border called the cell pointer.

	Name Box and formula bar
	Unique to Excel and located directly below the ribbon. The Name Box displays the cell address and the Formula Bar shows the contents of the active cell.


Navigation for easy data entry:

1. Click on the first cell in your table and type in your data.
2. Press Tab to move to the next cell to the right, continue with the next piece of information. Repeat until you reach the last column in your row.
3. Press Enter to move to the first column in the next row down.

Repeat these steps as needed to fill in your table. This makes data entry very fast and very convenient. Note: if you need to make corrections to a previous entry, you will need to click in the first column in the working row to reset the tab and enter combo.
Navigating in an existing table:

· Arrow keys allow you to move one cell at a time left right up or down (←→↑↓).
· You can move to each corner of and existing table by pressing ctrl and tapping an arrow key. For example, <ctrl>+<→> will move you to the last cell in the current row, and <ctrl>+<↓> will move you to the last cell in the current column.
· <Home> will bring you back to column A from anywhere in a given row and <Ctrl>+<Home> will bring you back to cell A1 from anywhere in a given sheet.
· The Vertical and Horizontal Scroll Bars allow you to scroll quickly up and down, left and right through the rows and columns of a spreadsheet.
· PageUp and PageDown allow you to move very quickly through the rows of information.
Entering data in a cell

	A cell can hold three types of data:

	Text:
	· Any word (or combination of letters and numbers) 

· Automatically left-aligned in the cell

	Numbers:
	· Form the basis of most spreadsheet

· Automatically right-aligned in the cell

	Formulas:
	· Specify the calculations you want Excel to

· Always begin with an equal sign (=).


Entering and deleting data:
· Enter information into a cell by clicking on and typing in the active cell or by clicking in the formula bar window while the cell is highlighted. 
· Edit information in a cell by double clicking the cell, or by clicking to select the cell, and then double clicking in the formula bar. Use the text mouse cursor the select text just as you would in MS Word, or point and click to get the text insert point.
· [image: image1.jpg]2 aarm
%5 Clear Formats
Giear Contents

Clear Comments



Delete information from a cell or cells by clicking and dragging over the cells you wish to clear and pressing the delete key, or going to Home>Editing Group>Clear drop arrow and choosing clear contents. To remove cells, columns, or rows from the worksheet, highlight the cells, columns or rows and click the Delete in the Cells group on the Home tab.
Formula and Function fast facts:

· A formula is any calculation in a spreadsheet

· Every formula begins with an equal sign (=)

· Formulas solve in the same order as basic math: Multiply, Divide, Add then Subtract. Remember: My Dear Aunt Sally

· Use cell references and ranges whenever possible.

· Functions are pre-designed calculations that make creating formulas a little easier

· Functions must begin with an equal sign (=) and require input set off by parentheses ( )

	Create a formula
	Example:
	Result

	Simple math
	=123+456
	579

	Contents of two cells
	=B1+B2
	Adds data in cells

	List of cells
	=B1+B2+B3…+B28
	Adds data in cells

	Function and cell range
	=SUM(B1:B28)
	Adds data in cells


Cell ranges:

· A Columnar range runs from top to bottom – both the beginning (top most) and ending (bottom) cell names begin with the same column letter. For example: A1:A5  
· A Row based range runs from left to right – both the beginning (left most) and ending (right most) cell names end with the same row number, i.e. A1: E1 

· A Grid cell range runs from top left cell to bottom right cell: A1:E5
AutoSum:
The autosum button (Σ in the Editing group on the Home tab) is a quick and easy way to total a column or row.
· Click on the destination cell. 
· Click AutoSum (Σ)
· AutoSum looks up then to the left, and adds the nearest column or row of numbers.

· Can be modified by using click and drag to select specific cell range 
Additional resources: 
· CustomGuide online tutorials at (hclib.org/) for free use inside the library only.
· gcflearnfree.org  Free online tutorials that can accessed from any computer with   Internet access.
· Sams Teach Yourself Microsoft® Office 2007 All in One by Greg Perry
· Teach Yourself VISUALLY Excel 2007 by Nancy C. Muir
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