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Using Excel 2010

Starting the Excel program

e Click on the Start button (bottom-left of the screen). Click on All Programs. Click on
Microsoft Office. Click on Microsoft Excel 2010. The Excel window will be
displayed, as illustrated.
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What is the Active Cell?

e Excel identifies the active cell with a bold outline around the cell and highlighting the
column heading letter and row heading number of the cell. In the following example,
B2 is the active cell:

|1_—.|' = 2~ i
m Home Insert Page Layout Formulas Dat
_-] % Calibri 5 AN WA e -
ﬂ o T — — e —
Pafte ‘; B I U - | By~ é R —E——
Eliphamds i ghont - = Alignn
B2 hd F | =2000+2
A B & 3] E
L
2 | 2002
| ]
3

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com



Excel 2010 Basics Page 9

¢ Inthe above illustration, notice that B2 is displayed in the Name Box and the
contents of the cell is displayed in the Formula Bar. In this case, 2002 is a
calculated value, 2000+2.

e In order for you to enter data into a cell, it needs to be the active cell. The active cell
will accept keyboard entries. You can make a cell active by clicking on it or
navigating to it.

The Excel cell referencing system

e An Excel worksheetis made up of individual cells, each of which has a unique
reference. Look at the illustration below. We have clicked on cell B3, which means
that the cell is in column B, row 3.
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e In the illustration below, we have clicked on cell D2.
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o |If you look carefully you will see that the current cell reference is displayed just
abowe the actual worksheet.
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Entering numbers and text

Click on cell B2, as illustrated.
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Type in the word 'Region’'. Press the Enter key. When you press the Enter key you
will automatically drop down to the next cell within the worksheet. Your screen will

now look like this.
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The active cell is now B3. Type in the word 'North'. Press the Enter key.
The active cell is now B4. Type in the word 'South'. Press the Enter key.
The active cell is now B5. Type in the word 'East’. Press the Enter key.

The active cell is now B6. Type in the word 'West'. Press the Enter key.

Your screen will now look like this:
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Click on cell C2. Type in the word 'Sales'. Press the Enter key.
Type in the number 10488 and press the Enter key.
Type in the number 11973 and press the Enter key.
Type in the number 13841 and press the Enter key.
e Type in the number 16284 and press the Enter key.

Your screen will now look like this:
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Default te xt and number alignment

e If you look carefully at what you have typed in you will see that by default text is
aligned within a cell to the left, while numbers are aligned within the cell to the right.
This makes sense, as nomally text starts from the left of a page and itis the same
within a cell. Numbers on the other hand nomally align to the right. Think how you
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would write down a column of numbers on a page that you wantto add up.
Numbers align to the right.

Summing a column of numbers

e Click on cell B7 and type in the word 'Total'.
e Click on cell C7. Click on the Formulas tab, and then click on the AutoSum button.
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Your screen will look like this:
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e Press the Enter key and Excel will automatically add up the column of numbers, as
illustrated.
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We have hardly started to use Excel but already you have seen how powerful and
easyto use itis. We will see more of the Excel functions for performing calculations
later.

The best thing about Excel is that if you make changes to the numbers then totals
and other calculations are automatically updated. Click on cell C4 and type in a
different number. When you press the Enter key you will see that the total value
displayed in cell C7 changes to recalculate the total value of the sales.

Entering a date

Click on cell A1. Enter the following information and then press the Enter key.

2/2/2010
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Excel recognizes this as a date and automatically marks the cell as containing date
information.

Right click over the date you have just entered. From the popup menu displayed,
select the Format Cells command, as illustrated.
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e This will display the Format Cells dialog box.
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Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are spedfied for the
operating system, Formats without an asterisk are not affected by operating system settings.

ook [ canel |

e If you have time you can select a different type of date format, using the Type
section of the dialog box. Click on the OK button to apply any changes you make.
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Worksheets and Workbooks

Look at the bottom-left of your screen and you will see the worksheet tabs displayed.
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By default each workbook contains three worksheets. This is similar to a notebook
that contains separate pages. Click on the Sheet 2 worksheet tab and the second
worksheetis displayed. Click on the Sheet 3 worksheettab and the third worksheet
is displayed. Click on the Sheet 1 worksheet tab and the first worksheet, containing
your data is displayed again. As we will see later you can add or remove
worksheets as well as reordering and renaming them.

Saving a workbook
To sawe the workbook click on the Save icon (top-left part of your screen).
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This will display the Save As dialog box.
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Navigate to the folder containing your sample files. To do this, double click on the
Excel 2010 Basics folder.
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e You will see the sample files listed within the Excel 2010 Basics folder.
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e Click within the File name section of the dialog boxto name the file. In this case
use the file name My First Workbook.
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e Click on the Save button to save the file to disk.

Closing a workbook and exiting the Excel program

e To close the workbook, click on the File Tab (top-left of your screen), from the drop
down options displayed, click on the Close command.
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The screen will now look like the illustration below. The Excel program is open but
no workbook is displayed within the program.

| | Ready | iz [

To close the Excel program, click on the Close icon. This icon is the small cross
displayed at the top right of the Excel screen.

t & Find &
er~ Select~

Creating a new workbook

Start the Excel program. Each time you start the Excel program, by default, it
displays a new blank workbook containing three blank worksheets. Type in your
First Name in to cell A1 and press the Enter key.

To create a new workbook, press Ctrl+N. This is the keyboard shortcut for creating
a new file. Anew workbook will be created containing three worksheets. Type in
your Second Name in to cell A1.

Close both workbooks without saving your changes.

Opening a workbook

Press Ctrl+O which is the keyboard shortcut to open an existing file.

Or click on the File Tab (top-left) and then click on the Open command.
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Home I
Q Save
[ save As

4 Close
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e This will display the Open dialog box. Navigate to the folder called Excel 2010
Basics, (under the Documents folder), containing your sample files.

e Selectafile called Sales 2005, and then click on the Open button to open the
workbook.

e Open the workbook called Sales 2006 and also a workbook called Sales 2007. You
now have three open workbooks.

Switching between workbooks

e To switch to a particular Excel workbook, click on the Excel workbook icon displayed
within the Windows Taskbar (across the bottom of the screen). From the popup list
displayed select the required wordbook.

TIP: You can use the Alt+Tab ke yboard shortcut to switch between open programs.

Sales 2005
) @) @) S .

o Close all open workbooks.
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Saving a workbook using another name

Open the workbook called Sales 2005. Click on the File Tab and the select the

Save As command.
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The Save As dialog boxwill be displayed.

Excel 2010 Basic
# .7 Favorites
Bl Desktop =
& Downloads

Name
I2’i],’4hgnment

&l Recent Places
E) AutoFill
# 5 Libraries

= Documents i
@] Cell referencing

o' Music P

%] :
] Pictures ::! Changing charts
B videos =k

[ File name: My Backup

E AutoFill a data range

) Between workbooks 1
E Between workbooks 2

[i] Save As ==
l;...) \;/n [« My Documents » Excel 2010 Basics |4 | Sear 2 =1
Organize « MNew folder - \0

¥] Microsoft Excel - Documents hbrary

Amrange by Folder «

Save as type: | Excel Workbook

Authors: David Murray

Save Thumbnail

= Hide Folders

Tools = | Save | Cancel

In the File name section enter a new file name, in this case called My Backup.

Click on the Save button. You now have two copies of the same file, both containing
the same infoomation. This can be useful for making backups of your data or for
retaining copies of a workbook with different versions of the data in each file.
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Saving a workbook using a different file type

Click on the File Tab and the select the Save As command.
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The Save As dialog is displayed. Click on the down arrow within the Save as type
section of the dialog box.
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You can select the required file type from the drop down displayed.
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TIP: If you want to email a copy of an Excel 2010 workbook to someone that has an

earlier version of Excel, such as Excel 2003, then you may need to save the file in
the Excel 97-2003 Workbook file format.

Alternatively, people with earlier versions of Excel can download additional free
software from Microsoft allowing them to open and view (but not necessary edit),
files created using Excel 2010.

Other commonly used file type options indude:

Text file:

Saving your worksheet as a plain text file will remove all the formatting you have
added to your worksheet (such as bold, italics & underlining). It will also remove any
pictures or other features such as tables. Only plain text will be saved. Be very
careful about using this option.

_ Excel Workbook
Excel Macro-Enabled Workbook

E G
Excel Binary Workbook
= Excel 97-2002 Workbook =
(%] Save As XML Data

Single File Web Page

F
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XML Spreadsheet 2003
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Formatted Text (Space delimited)
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C5V (Macintosh)
TSV (MS-DOS)
DIF (Data Interchange Format)
£, Local Disk (C3) g{f‘Lﬁ Ef;f;nfolic Link]
cel -In
s RECOVERY (D g, o) 972003 Add-In
PDF
§ KPS Document
File name: OpenDocument Spreadsheet

Save as type: [Elgc,el Workboolk -

Q@ Homegroup

‘M Computer

Authors: David Murray Tags: Add atag

[ Save Thurmbnail

4 Hide Folders Tools. = [ Save ] I Cancel

B =

Template:
You normally save a workbook as a workbook file. You can however save a

workbook as a template. This means that you can create new workbooks in the
future; based on the templates you create.
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CSV file:

This saves table data in a form that can be used by other programs. Itis short for

Comma Separated Value.
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Close any open dialog boxes and close all open worksheets.
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Getting he lp within Excel 2010

e Click on the Microsoft Excel Help icon (towards the top-right of the screen).

= P ER
4@ F R
Z AutoSum ~
_ 77 &
& Fin- ot
X Sort & Find &
& Clear ~ Filter = Select =
Editing

TIP: Or press the F1 help key.

e The Excel Help window is displayed.

€ Excel Help fess) = 3
ER BAS g
- B Search ~
caOffice |
products support images templates

Getting started with Excel 2010

| ‘ = Getting started with Excel 2010
=
| ‘ "' * Use sparklines to show data trends
“’" = |Jse slicers to filter PivotTable data

" Keyboard shortcuts

m

Browse Excel 2010 support

* Charts Getting help
= Customizing Getting started
® Formulas Macros
= Function reference Warksheets
see all
All Excel | | @ Connected to Office.com

e As you can see a wide range of help topics are displayed.

e Click on the Getting Started with Excel 2010 link. This will display the following
information.
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€) Excel Help = B

~ B Search ~

Co MDA BAY e B

Microzoft Excel Home > Excel 2010 H

Getting started with Excel 2010

=i and How-to > Getting started with Exoel -

| | If you know Excel 2007, used an earlier version of
Excel, or have never used Excel before, explore

| . these resources to begin learning how to use the
latestversion.

WHAT'S YOUR SITUATION? WHERE TO GO

m

Familiar with Excel 20077 What's new in
Find out what is new for Excel 2010 from the Excel 20107

last version,

Used an earlier version of Excel? Make the switch
Take an online course to learn how to use this to Excel 2010

version of Excel and what it can do for you,

Missing the menus? Interactive menu
Use an animated ouide that lets vou paint fo to ribbon guides "
All Excel | | @ Connected to Office.com

Click on the What's new in Excel 20107 link. You will see the following.

) Excel Help = = E

©-E00 BAYE

- B Search -

Microzoft Exced Home > Excel 2010 Help and How-10 > Getting started with Brxcel

What's New in Excel 2010

This article describes the new and improved features in Microsoft
Excel 2010

In this article

4 Access the right tools, at the right time

< Improved ribbon

4 Microsoft Office Backstage view
+ Workbook management tools
4 Make fast, effective comparisons from lists of data
4 Sparklines
4 Improved PivoiTables
¥ Slicers
4 Improved conditional fermatiing
4 Obtain powerful analysis from your desktop
¥ PowerPivot for Excel add-in
4 Improved Solver add-in

4 Improved function accuracy

All Excel | | @ Connected to Office.com
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Click on the Improved Ribbon link. You will see the following.

&) Excel Help = O

(] ) (3 A |

= D Search ~

IMPROVED RIEBON

Firstintroduced in Excel 2007, the ribbon makeas it easy for you to find cormmands and features that were
previously buried in complex menus and toolbars, Although it was possible to add commands to a Quick
Access Toolbar in Excel 2007, you couldnt add your own tabs or groups on the ribbon. In Excel 2010,

however, you can create your own tabs and groups and rename or change the order of the built-in tabs
and groups.

Customize the Ribbon:
| Main Tabs E

Main Tabs
(=] [¥] Quick Farmat (Custom)
= Top 5 [Custom)
§ Wrap Text
ﬁ; Format Cells
1 Columniidth
Bottom Double Border
%5 Clear Formats
[+ [¥] Home
‘ [ [F]Insert
i [¥ [¥] Page Layout S
E_EM:E_DETE”_E'_S _____ E- Quick Format Home |
= R
=" =
Wrap Format Column Bottom
Tet  Cells  Width Double Bords

All Excel | | Q Connected to Office.com

i

-

TIP: Click on the Maximize button within the top-right part of the dialog box. This
will make the dialog box fill the screen and the information within it will be easier to

read.

Spend a little time browsing what's new within this version of Excel.
When you have finished experimenting, close the Excel Help window.

Searching for Help

You can search for help on a topic of particular interest. Press F1 to display the
Excel Help window. Within the text box near the top of the Excel Help window, type
in a word or words relating to the help you need. For instance, to display help about

printing, type in the word 'printing'.
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&) Excel Help fess B &2
| (= [;'.- |_:'i!'| ﬁ @ Al w & d
Printing ~ P Search ~
1] b =
ga.Ofﬁce
products support images templates downloads

Getting started with Excel 2010

| i = Getting started with Excel 2010

Click on the Search button next to the textinput box.

& Excel Help £ [=] pxA
| (3 ':%.' |_:'§,_| ﬁ @ AL w & d
Printing - P Search -
) 4 ==
ga.Ofﬁce
products support images templates downloads
Getting started with Excel 2010

You will see a range of topics related to printing. Clicking on any of these topics will
display more information about printing.

&) Excel Help = = =
[ 2 @@ MR [ |
Printing = B Search ~ :

Search results for Printing

Next P

Preview workshest pages before printing
Click the worksheet or select the worksheets that you want to preview. How to salect w...

Set page margins before printing a worksheet

Page margins are the blank spaces between the worksheet data and the edges of the p
Print 3 worksheet or workbook

ou can print entire or partial worksheets and workbooks, one at & time, of several at 0.,
Preview and print a file

In Microsoft Office 2010 programs, you now preview and print your Office files in one L.
Save as PDF or XPS

Sometimes you want to save Tiles 1o that they cannot be moditied, but you still want th.
Prnt row and column headings on every printed page

By defauit, Excel does not print the column headings (& B, C, etc) or row headings i, 2.
ek start: Print & workshest

Belore you print 8 workibeel, it's 3 good ides 1o preview it to make sure that It laaks L.

Video: Print a worksheet
o | PrintAWaorksheetwmv Before you print a worksheet, it's 3 good dea to preview it to mak..,

Print a worksheet in landscape or portrait orientation

By detault, Microsoft Excel prints worksheets in portrait otentation {taller than wide). Y., -

|-AB Excet | @ connected to Offise.cam

Close the Excel Help window when you have finished experimenting.
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The Help 'Table of Contents'

e Press F1 to display the Excel Help window. Click on the Table of Contents icon (the
book icon displayed within the Excel Help window toolbar).

&) Excel Help = '[=,
B A BN e B

+~ B Search -

aaOffice

products support images templates downloads

Getting started with Excel 2010

¢ You will now see a Table of Contents displayed down the left side of the Excel Help
window.

€ Excel Help = = B
P X BAU e =
« O Search -
Table of Contents x -
& Getting started vith Excel - @ 1Oﬁ:l ?:é

4 Accessibility
A Activating Excel products support images temnplates downloads
& Getiing help
& Fie conversion and compatibility SRl “el | e
A setting started with Excel 2010
dep Customizing ™
4 Fie management
'/r'.'.'or'nsheers

) “’\ = i ,.'
o Chiarts 'J

& Collsborsting on worksheet data + aashnars o ilter Eancialie:Gsta

& Conditiona! formatting EFERG SHOTats =
d Fitering and sorting

& Forms and controls Browse Excel 2010 support

& Formulas

-.J/FJHCUDH reference » 5
%Aﬂa}yzmg cata . stomzing
& Importing and exporting data
..,/fF—ln‘.iru_:

e Searity and privacy

g Validating cata

,.‘fr-\acv o5

4 Working In & different language

g Working with graphics ' Gat the behind-the-scenes stary about

e Working with XML 2

Al Exeel. | | @ Connected to Office.com

e Take a little time leaming to navigate through this table of contents.

Printing a Help topic

e Displayan item of interest within the Excel Help window. Click on the Print icon
displayed within the Excel Help toolbar.
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€ Excel Help = [E R
G @) () e AT L) @
~ B Search -

Table of Contents x| T |
@ Getting started with Excel - G {‘—yofﬁce

@ Accessibility |

I_;;;Adj\,-ahng Excel products support images templates downloads

e a
T
i

@ Getting help |

Close all open dialog boxes before continuing.

Alt key help

Press CTRL+N to open a new blank workbook
Click on the Home tab.

Press the Alt key and you will see numbers and letters displayed over icons, tabs or
commands, towards the top of your screen.

H .e Insert Pag out Formulas Revigw View Add-Ins
oI [ [ [ s (U 1
= & Cu Calibri 1 A === ¥ | SiwapTet
Past eopy S A . '
aste - o - - = = = i= = | ! 5y
r # Format Painter w4 A i ity = E = | £F tF | 5 Merge & Center
Clipboard =3 Font eI _Alignment
B11 v |

If you type in a number or letter you will activate a command. Forinstance in the
example shown, the number 1 is displayed over the Save icon. Type in 1 and you
will see the Save As dialog box displayed. Close this dialog box.

Press the Alt key again and you will see an N displayed over the Insert tab. Press
N and you will see the contents of the Insert tab displayed.

This is a very easy way of learning keyboard shortcuts. You now know that Alt+1
will display the Save As dialog boxand that Alt+N will display the Insert Tab.

Click on the Home tab before continuing.
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