Using Excel - Getting Started





Entering Numbers from a Text File (or some other program): 


You may Copy and then Paste into Excel.


When you paste, the data will often be pasted into one cell.  


Under the menu bar, use Data/ Text to Columns..





Save (or Save As) and Name a File


On the menu bar, click File/Save As. The Save As dialog box opens with the current workbook name in the File name test box.


Click at the end of the current workbook name; press the back space bar to clear the space.


Type the name of the file.


Verify the location of the; use the Save In list arrow to display the list of available drives and folders


Check to ensure the information is correct


Push the Save button.





Once the data is named and saved, frequently push the Save button on the Standard Toolbar.


You may also Auto Save. On the menu bar, click Tools/AutoSave.





Activate Toolbars


Use View/Toolbars.





Undoing Mistakes


On the menu bar, click Edit/Undo Typing or use or use the Undo button on the Standard Toolbar. 


Do immediately upon making the mistake and do not use any other command until you have undone your mistake.





Copy and Move


Select the cells to be copied.. 


On the menu bar, click Edit/Copy or you may use the Copy button on the Standard Toolbar. 


Put the cursor on the first destination cell


On the menu bar, click Edit/Paste or you may use the Paste button on the Standard Toolbar. 





Cut and Move


Select the cells to be cut. 


On the menu bar, click Edit/Cut or you may use the Cut button on the Standard Toolbar. 


Put the cursor on the first destination cell


On the menu bar, click Edit/Paste or you may use the Paste button on the Standard Toolbar. 





Insert/Delete a Row or Column


Select the row/column to be deleted or a column to the left of where the new one will be inserted.


To insert, from the menu bar, choose Insert/Row or Insert/Column.


To delete, from the menu bar, choose Edit/Delete.





Format Numbers


Select the cells for formatting


From the menu bar, click Format/Cells to get the Format Cells dialog box.


Click the Numbers Tab


From the Category box, select the format


Click OK.


You may also use this box for alignment, fonts, borders, etc.





The Format Tool Bar will also allow you to complete these tasks.





Change Fonts and Font Size


Select the cells for formatting.


Use the buttons on the Formatting Toolbar.


or


From the menu bar, click Format/Cells to get the Format Cells dialog box.


Select the font type from the Font list box.


Select a font size from the Size list box.





Wrap Text in a Cell


Select the cell or cells.


From the menu bar, click Format/Cells to get the Format Cells dialog box.


Click the Alignment tab.


Check the Wrap Text





Transpose Data from Rows to Columns or Columns to Rows


Select the data.


Use Copy from the Toolbar or from the menu bar, use Edit/Copy.


From the menu bar, use Edit/Paste Special. 


Click on Transpose.





Sort a List


Select the data to be sorted; include all columns that should be carried along with the sort. You may sort alphabetically or numerically.


From the menu bar, use Data/Sort.


Click the Sort By list arrow to display a list of column headings and select the column you want to use as the primary sort field. Specify the sort order.


You may also specify a second and third column by which to sort.
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Amend the Appearance of a Printed Page from Page Setup


From the menu bar, use File/Print Setup.


Choose the appropriate tab to specify the page layout, margins, headers/footers.





Under the Page Tab:


Change the orientation of the page from vertical (portrait) to horizontal (landscape).


Scale the work to fit on more or fewer pages


Specify paper size





The Margin Tab allows you to specify the margin size.





Header/Footer Tab allow you to specify the header or footer.





The Sheet Tab allows you to:


Define the Print Area


Give instructions regarding the form of the print out such as the presence of gridlines, the use of color


Define column or row headers and


Specify the order in which pages will be printed.
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Preview/Adjust the Page


 From the Standard Tool Bar, select Print Preview or use File/Print Preview.


You can enlarge the image by clicking the Zoom button or using the magnifying glass icon.


You can see:  Page Break Break Preview


Adjustments you can make in the Print Preview mode include:


Setup for Page, Margins, Header/Footer. Sheet


Margins: Visually adjust the margins by clicking on the lines and moving to the desired margin


5.	You may Print from this mode.





Print a File


Use the print button to print everything.


On the menu bar, click File/Print to print certain pages.


If you wish to print a certain area of the spreadsheet, 


select the area


on the menu bar click File/Print Area/Set Print Area


Use the print button





Help


I like to use from the menu bar, Help/Contents and Index/Index.


Type the first letters of the word for which you are looking. 


Excel will go down the list to the word. Double click the entry or click Display.
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