Getting Started with Excel 2013

WA

Click the Fitz tab to open the Backstage view, then select Sanz, Nate thar “Save ‘As™
remaing h;ghhghted :

75

saves, Then click Brow

In the left column, selecr 1

7. Browse to the ExcelOllessons folder on your computer

8. In the File name: text area, type 1. Click the Gave as rype: drop-down. to view the
many save formats avaliabic in Fixcel 2013. : ‘

2. Select Fxcol Worrkbook from the Save as type: drop-down and click Sawe.

10. Close t the Workbook :

Btaiﬁzmg the Rghhm‘a

In this exercise you’ll wori{ wuth "the Rlbban tabs

1. Open Fxcel and creare 2 new blank document. (No need to save.)
Click the File tab (Backstage) and survey the file-management options available.

3. Press Hscape to teturn 1o the main edmng screen, Add a tltle to Slide 1, then select
the new t1tle text

. é._. .';In the: Home: tab expand the font ga.liery PLESS T to Jump down the font llst Choose
T R i tethe font change in the title box '
5. ':_Se'léct riddo from” the Qulck Access Toolbar (or press Ciid 7 )

5. Expemment with commands in the Insert, Demgn, and other tabs,

7.

- Click Fife - Eiis, When. prompted,_elec_t not to save the document.

Project 1-3: Enterling' Data

You will create an Excel worksheet containing a list of items sold at a recent garage sale. Excel’s tools for
qunck data enity speed up the process

i, Create a new Workbook Click the File tab, choose Save, navigare to ExcelOllessons
folder, and name the Workbook Sals Trems 1.

2. In cell Al, type Ttes. Press fab.

3. Incell Bi type Cost, Préss Thals,

4 Incell Ci type Qs witicy, Press Tab.

5 In ceﬂ Dl type fo&ﬁ CD’S‘L Press Remen to move the cursor to A2.

Type each of the followmg 1tem names and press Rerusn after each: sneakers, shice
NS E ,hmt (S) bonﬁ;s ‘The, last entry Wlﬂ appear in AS

7. 'Citck m B2 type $ 5, and press. _Remm

8. Type $ then click on the small handle 4t the Iower rxght of the selected cell called
: the AutoFﬂl handle, and drag it down to BS " All three ceils Wlﬂ d1splay $2

9. Click in cell C2, then click in the Formula bar and type 2,
10. Hit teensn. Type the following values, hitting Revurn after each one: 1, 3, 10,
11. Save the file and close the workbook.




lesson 1

i Edltmg and Emmndmg @ ka%ﬁ@

Hy 'fciu exer{:a‘,e, ynu WI“ ac!d fotmuias 0 the pre\uou.‘iy crea‘i‘ed Work;aonk

1. Chck the Tii= tab. A list of recent locations and documents will appeat, Under Recent
\Workbooks select Sale_leeins_1.

2. Select cell 132, In the Formula bar, type = product( but do not press Retuen.

3 Chck and drag from B2 to C2 to select Lhose cells. The Formula bar how teads
uproduct(BZ C2.

4. Press Rewprn, Cell D3 s selected, and D2 dlspiays the number 10.

5. Click cell D2 and drag its AuroFill handle down o 5. The columa fills with num-
bers reprcsentmg totai sales cost 2, G, aﬂd 20,

G. Chck ccll B4 and type % then pless TYeN The values in B4 and D4 will update.

2 A8 s and name the ﬁle 5 gir 2.

ltbma 2 Close I:he ﬁle

Excei open f01 xhe next exercsse

et 1-5; '.u_'si_n_g'.’ﬁ%_é%ii#? M.ﬂdes

i, Hit Civde M to create a new file.

2. In ceil Al; type 5 mggi aniry | : : :

3. Drag its AutoFili handle down to populate the first 60 cclls of column A .

4., Open the View tab and click Page Layori. Note that Excel fills up the entire ﬁrst
page with dozens of rows before breaking for page 2.

5. Select Page Brealt Preview. Drag the blue dotted line, which mdlcates a page break,
up to roughly row 10.

6. Reselect Page Layoet, Excel has moved the page break to its new location.

7. Press Tl to close the document, When prompted to save, select Dow't Save,

Leave Bxcel open for the next exercise.

st 1467 Customizing the Quick Access Toolbar

1. Click the arrow on the Quick Access Toolbar to open the Customize Quick Access
Tootbar drop-down menu, :

2 Select Sost Ascending from the ment.

3 Reopen the dropdown menu and seicct Mm ® ‘CUH;WLS}%db :
4, From the left—hand list, select Lr&afe ler& and chck Ads:!w : R
‘5,

_ Chck 'Cmmmﬂatiom Reser ar_ld select Rs,wi Dﬂly erir fu,u,us Toolb ar. Ch ¢
. at the prornpt, thcn chck Dh D SRR . L S




Lesson 2

9.

i0.

Cliclk Hore

Save and close your document.

Siaiagn + Sy, then select the range i

aég%\é‘iﬁ 2 ’3 kamg wnﬁh Rews :

b 'thls execise you will wor!( w:th several rows of data s once.

1.
2.

g

\:é’e

woE S

11.
12,
13.

Open the pLOJCCt file 2-3-sonrce and save it as project_ 2-% iows,

Select sow 1 by chckmg on the row label “1.” Apply boldface formarting to the row
(LMET w)

Freeze row 1 (View » Fregze Lpjies >,
Select row 23. nght chck the iabel and select La e
Insert three more empty rows in the same spot.

Sclecr row 31 and Copy its contcnts

'Select tow.23 and Paste the chpboard contents.
: Change the contcnts of ceﬂ C23 to ﬁ“_ i ::f ) faria

Select cell 1325, “Click in the Pormula bar. Drag the handles of the blue boundmg box
to change the selected cell range fo B2, Press Returi.

. Select the column C heading and click Hoe » o Uells > Forinar = Antofis Columa

Widih to resize the column.
Select rows 2 through 22, Right click in the selecied range and choose Eide.
Repeat step 11 for rows 27 through 30 (the Apsil data).

Save and close your document.

Sraject £-4: Rows and Columns

In this exercise you will reformat rows and columns n a Worksheet.

Open the project file Z-4-source and save it as project_2-4_columns,

Click and drag to select the labels for rows 26 and 31 (and the hidden fows between). ._
Right click one of the labels and select 1anhide

Click and drag to select the headings for columns CandD.
Press Ciel+3 to cut.
Click the heading for column E and press Cixl+¥ to paste.

Select cells A27:A30. From the Home > Number group, select Shoit Date from the
drop-down menu. Note that agplymg the Date data format to the Whole column

Wouid, msslabel the header celi asa Datf:




. -‘ “U”Jf?"d:i u"-‘} : . .
CircieT rt the statement is true or F i the statement is false

T F 1. A number with a thousands separator but no currency symbot has the Comma Style.

T B 2. Accounting Formar aligns both currency symbols and decimal points.

T B 3. Excel offers Social Security and Phone Number format support.

T F 4. 'The background color of a ceil is called che Cell Shade.

T F 5. Merge & Center adds up the contents of several celis and displays the sum in a single
large cell.

T B 6. Toaddathick borderlmc around the edges of a muld-cell selection, use the All Bor-

ders optmn
7. You can modify the borders of a cell range using the Border Eraser tool.
. To copy the fill color and data format between cells, use the Format Painter.

. Selectmg a new Page Theme will cleat the datm formatting in a documest.

oo e
Mo
wooe
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10. Conditional Formatting uses rules to determine the content or style of a cell

Filt in the Blanks
Complete the following sentences by wreiting the cotvect word or words in the blanks provided,

Themes and Color Schemes can be selected from galleries in the tab.

A Font Set consists of default fonts for and cells.

W

The command for adjusting text wrapping is found in the group of the
tab.

"To automatically expand a column to display its entire contents, use the tool.

5. In addition to changing font, size, and color, you can alter your datd’s text attributes.
Options include , , , and

6. Data formatted with the Text format will not be used in .
7. To display $5 as $5.00, apply the . command twice. ’

_(e.g., 2/13/1979) or q(e.g., Tuesday,

8. Calendar entries can be formatted as
February 13,1979).
9. Tn Excel, numbets are also known as

10. To formas a calendar date like 21 /:/ December /i/ 2005, use a number format.

. Create a new blank Workbook
2. Fillthe range Al:A7 with the following text labels, one per cell: General, Dave,

Currency, Pevcentage, Scientific, Acconating, Time,

3. Type the number 4509.334 in celi B1.

4. Drag the AutoFill handie down to fill celis B2:B7 with the same number.

%, Selecrcell B2,

6. From the drop-down menu in the Home > Number group, select Short Linze,




