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	1. UNIT 5
Microsoft Excel
  


	2. INTRODUCTION
WHAT IS
MICROSOFT
EXCEL
“
Microsoft Excel  is a spreadsheet developed by
Microsoft for Windows, Mac OS, Android and iOS.
It features calculation, graphing tools, pivot tables, and a
macro programming language called Visual Basic for
Applications.
“
 


	3. Spreadsheet?
an electronic document  in which data is arranged in the rows and
columns of a grid and can be manipulated and used in calculations.
 


	4. MICROSOFT EXCEL
VERSION
Microsoft word.  Logopedia. (n.d.). Retrieved September 19, 2021, from
https://logos.fandom.com/wiki/Microsoft_Excel
 


	5. EXCEL 2.0
1988–1990
EXCEL 3.0  - 4.0
1990–1995
EXCEL 95/97
1995–1999
EXCEL 2000 - 2002
1999-2003 EXCEL 2003
2003-2007
EXCEL 2007
2007–2010
EXCEL 2010
2010–2013
EXCEL 2013
2013–2019
EXCEL 2019
2019
EXCEL 5.0
1994–1995
 


	6. MICROSOFT EXCEL
PARTS
  


	7. Title Bar
This displays  the workbook name followed by a
program name.
 


	8. The Ribbon
The Ribbon  contains all of the commands
you will need to perform common tasks in Word.
It has multiple tabs (menu bar) each with
several groups of commands.
 


	9. The Cell
A cell  is an intersection of a column and row.
Each cell has a unique cell address. In the
picture above, the cell address of the selected
cell is A1. The heavy border around the selected
cell is called the cell pointer.
 


	10. The Column headings
In  the modern versions of Excel this is column
XFD, which is 16,384 columns. Each column is
named by a letter or combination of letters.
 


	11. The Row headings
In  the modern versions of Excel there are
1,048,576 rows. Each row is named by a
number.
 


	12. The Name box
This  shows the address of the current selection
or active cell.
 


	13. The Formula bar
The  formula bar displays information entered—
or being entered as you type—in the current or
active cell. The contents of a cell can also be
edited in the formula bar.
 


	14. The Navigation buttons  and sheet tabs
Navigation buttons allow you to move to another
worksheet in an Excel workbook. They are used
to display the first, previous, next, and last
worksheets in the workbook.
Navigation buttons
Worksheets (Sheet1,Sheet2,Sheet3……)
 


	15. Normal View
Worksheet Views
There  are three ways to view a worksheet.
Simply click to select the desired view:
 


	16. Page Layout View
Worksheet  Views
There are three ways to view a worksheet.
Simply click to select the desired view:
 


	17. Page Break Preview
Worksheet  Views
There are three ways to view a worksheet.
Simply click to select the desired view:
 


	18. ENTER, EDIT, &  DELETE DATA
IN MICROSOFT EXCEL
 


	19. You can enter  three types of data in a cell: text, numbers,
and formulas. Text is any entry that is not a number or formula.
Numbers are values that are used when making calculations.
Formulas are mathematical calculations.
To enter data into a cell:
 Click the cell where you want to type information.
 Type the data. An insertion point appears in the cell as the data is typed.
 


	20.  The data  can be typed in either the cell
or in the Formula bar.
 Data being typed appears in both
the active cell and Formula bar..
 Notice the Cancel and Enter buttons in the
formula bar.
 Click the Enter button
NOTE :
to end the entry and turn off the Formula bar buttons.
 


	21. Information in a  spreadsheet is likely to change over time. Information
can be changed in the following ways..
Quick and easy method:
Click the cell that contains the information to be changed.
Type the new entry. The old entry is replaced by the new entry.
If the original entry is long and requires only a minor adjustment (in spelling,
for example), then you can directly edit the information in the cell.
 


	22. Method 1: Direct  cell editing
 Double-click the cell that contains the information to be changed.
 The cell is opened for direct editing.
 Make the necessary corrections.
 Press Enter, or click the Enter button on the Formula bar
 


	23.  Click the  cell that contains the information to be changed.
 Edit the entry in the Formula bar.
Edit information in the Formula bar.
Method 3 : Press F2
 Click the cell that contains the information to be changed.
 Press F2 on your keyboard.
Method 2 : Formula bar editing
 


	24. To delete data  that already appears in a cell:
 Click the cell that contains
the information to be
deleted.
 Press the Delete key, OR
 Right-click and
choose Clear
Contents from the
shortcut menu.
 


	25. RESIZE COLUMN WIDTH
  


	26. Method 1: Set  a column to a specific width
1. Select the column or columns
that you want to change.
2. On the Home tab(menu), in
the Cells group, click Format.
3. Under Cell Size, click Column
Width.
4. In the Column width box,
type the value that you want.
5. Click OK.
 


	27. Method 2: To  automatically fit the contents (AutoFit)
1. Select the column or
columns that you want to
change.
2. On the Home tab(menu),
in the Cells group,
click Format.
3. Under Cell Size,
click AutoFit Column Width
 


	28. Method 2: using  the mouse
 To change the width of one column,
drag the boundary on the right side of
the column heading until the column is
the width that you want.
 To change the width of multiple
columns, select the columns that you
want to change, and then drag a
boundary to the right of a selected
column heading.
 


	29. RESIZE ROW HEIGHT
  


	30. Method 1: Set  a row to a specific Height
1. Select the row or rows that you
want to change.
2. On the Home tab(menu), in
the Cells group, click Format.
3. Under Cell Size, click Row
Height
4. In the Row Height box, type
the value that you want.
5. Click OK.
 


	31. Method 2: To  automatically fit the contents (AutoFit)
1. Select the row or rows
that you want to change.
2. On the Home tab(menu),
in the Cells group,
click Format.
3. Under Cell Size,
click AutoFit Row Height
 


	32. Method 2: using  the mouse
 To change the row height of one
row, drag the boundary below the
row heading until the row is the
height that you want.
 To change the row height of multiple
rows, select the rows that you want
to change, and then drag the
boundary below one of the selected
row headings.
 


	33. INSERT
ROW, COLUMN &  CELL
 


	34. You can insert  a row in a spreadsheet anywhere you need it. Excel moves the existing rows down to
make room for the new one.
Method 1 : INSERT A ROW
 Click anywhere in the row below where you want to insert the new row.
 Click Insert located on your toolbar
 Click “Insert Sheet Rows”
 A new row is inserted above the cell(s) you
originally selected.
New row
INSERTING A ROW
 


	35.  Click anywhere  in the row below where you want to insert the new row.
 Right-click and choose Insert, Then Insert dialog box opens.
 Choose the Entire Row button.
 Click the OK button.
 A new row is inserted above the cell(s) you originally selected.
Method 2 : INSERT A ROW
 


	36. You can insert  a column in a spreadsheet anywhere you need it. Excel moves the existing column
to make room for the new one.
Method 1
 Click anywhere in the column where you want to
insert a new column.
 Click Insert, located on your toolbar
 Click “Insert Sheet columns”
 A new column is inserted to the left of the
existing column.
New
column
INSERTING COLUMN
 


	37.  Click anywhere  in the column below where you want to insert the new column.
 Right-click and choose Insert, Then Insert dialog box opens.
 Choose the Entire Column button.
 Click the OK button.
 A new row is inserted above the cell(s) you originally selected.
New column
Method 2
 


	38.  Select the  location where the new cell(s) will be inserted. It can be a single cell or a range of cells.
 Right-click and choose Insert.
 The Insert dialog box opens, Select either :
1. Shift cells right to shift cells in the same row to the right
2. Shift cells down to shift selected cells and all cells in the column below it downward.
 Choose an option, the click OK.
Insert Dialog box
 Your result
displays in the
spreadsheet.
Method 1
INSERTING CELL
 


	39.  Select the  location where the new cell(s) will be inserted. It can be a single cell or a range of
cells.
 Click Insert, located on your toolbar
 Select the “Insert Cells”, dialog box opens, Select either :
1. Shift cells right to shift cells in the same row to the right
2. Shift cells down to shift selected cells and all cells in the column below it downward.
 Choose an option, the click OK.
Insert Dialog box
Method 2
 


	40. DELETE
CELL(S), COLUMN &  ROW
 


	41.  Right-click and  choose Delete.
 The Delete dialog box opens. Select either:
1. Shift cells left to shift cells in the same row to the
left.
2. Shift cells up to shift selected cells and all cells in
the column above it upward.
 Choose an option, then click OK.
Method 1
DELETE CELL
 


	42.  Click Delete,  located on your toolbar
 Click “Delete cells”
 The Delete dialog box opens. Select either:
1. Shift cells left to shift cells in the same row to the
left.
2. Shift cells up to shift selected cells and all cells in
the column above it upward.
 Choose an option, then click OK.
Method 2
 


	43. DELETE CELL(S)
Method 1
To  delete a column from the spreadsheet:
 Right-click and choose Delete.  The Delete dialog box
opens.
 Select “Entire Column”
 Choose an option,
then click OK.
Method 2
 Click Delete, located on your toolbar
 Click “Delete Sheet Columns”
DELETE COLUMN
 


	44. Method 1
 Right-click
and  choose
Delete.
 The Delete dialog
box opens.
 Select “Entire
Row”
 Choose an option,
then click OK.
Method 2
To delete a row from the spreadsheet:
 Click Delete, located on your toolbar
 Click “Delete Sheet Rows”
DELETE ROW
 


	45. FORMULAS
  


	46. A formula can  be a combination of values (numbers or cell references) and math operators into
an algebraic expression.
Excel requires every formula to begin with an equals sign (=).
School Excel
Addition + +
Subtraction - -
Multiplication X *
Division / /
 


	47. A simple formula  in Excel contains one mathematical operation only: one
number plus a second number equals a third number. Writing a simple formula
is no more difficult than that: 1+1.
The only difference in Excel is that all formulas must begin with the equals
sign (=). It is not enough to type 1+1 in Excel because what will appear in the
cell is "1+1." You must begin the equation with an equals sign, or =1+1.
This holds true for any formula—simple or complicated—that adds, subtracts,
multiplies, or divides.
 


	48. Let's add two  numbers to create a third: 12+20=32. In Excel, this would be expressed by the
formula =12+20, as shown below.
To create a simple formula that adds two numbers:
 Click the cell where the formula will be defined.
 Type the equals sign (=) to let Excel know that a formula is being defined.
 Type the first number to be added (12, for example).
 Type the addition sign (+) to let Excel know that an add operation is to be
performed.
 Type the second number to be added (20, for example).
 Press Enter, or click the Enter button on the Formula bar to complete the
formula.
 


	49. What if a  column contains many numbers, each of which regularly changes? You don't want to write a new
formula each time a number is changed. Luckily, Excel lets you include cell references in formulas.
A formula can add the value of two cells—A1 and B1, for example. Type any two values in these two cells, and
the formula will adjust the answer accordingly.
Using this method to calculate two numbers—12 and 20, for example—requires that you type 12 in cell A1, for
example, and 20 in cell B1.
The Excel formula, =A1+B1, would then be defined in cell C1.
 


	50. To create a  simple formula that adds the contents of two cells:
 Type the numbers you want to calculate in separate cells (for example, type 12
in cell A1 and 20 in cell B1).
 Click the cell where the answer will appear (C1, for example).
 Type the equals sign (=) to let Excel know that a formula is being defined.
 Type the cell number that contains the first number to be added (A1, for
example).
 Type the addition sign (+) to let Excel know that an add operation is to be
performed.
 Type the cell number that contains the second number to be added (B1, for
example).
 Press Enter, or click the Enter button on the Formula bar to complete the
formula.
 


	51. Simple formulas have  one mathematical operation. Complex formulas involve
more than one mathematical operation.
The order of mathematical operations is important. If you enter a formula that
contains several operations—like adding, subtracting, and dividing.
1. Operations enclosed in parenthesis
2. Exponential calculations (to the power of)
3. Multiplication and division, whichever comes first
4. Addition and subtraction, whichever comes first
Excel knows to work these operations in a specific order. The
order of operations is:
COMPLEX FORMULAS DEFINED
 


	52. Excel automatically follows  a standard order of operations in a complex formula. If
you want a certain portion of the formula to be calculated first, put it in
parentheses.
If we wanted to add the contents of cell B2 and cell B3, for example, and then take
that answer and multiply it by the data in cell A4, we would need to define the
following formula: =(B2+B3)*A4.
 


	53.  Enter the  numbers you want to calculate.
 Click the cell where you want the formula result to
appear.
 Type the equals sign (=) to let Excel know that a
formula is being defined.
 Type an open parenthesis, or (.
 Click the first cell to be included in the formula (cell B2,
for example).
 Type the addition sign (+) to let Excel know that an
add operation is to be performed.
 Click the second cell in the formula. The reference B3
displays where you want your result.
 End the B2+B3 operation by adding the close
parenthesis, or ).
 Type the next mathematical operator, or
the multiplication symbol (*), to let Excel know that a
multiply operation is to be performed.
 Click the third cell to be included in the formula, cell
A4.
 Press Enter, or click the Enter button
 


	54. In earlier lessons,  we saw how cell references in formulas automatically adjust to new locations when the formula
is pasted into different cells.
Sometimes when you copy and paste a formula, you don’t want one or more cell references to change.
An absolute reference solves this problem. Absolute cell references in a formula always refer to the same cell
or cell range in a formula. If a formula is copied to a different location, the absolute reference remains the same.
An absolute reference is designated in the formula by the addition of a dollar sign ($). It can precede the column
reference or the row reference, or both. Examples of absolute referencing include:
$A$2 The column and the row do not change when copied.
A$2 The row does not change when copied.
$A2 The column does not change when copied.
ABSOLUTE REFERENCE
 


	55. To create an  absolute reference in the formula
you just created, insert a $ value before the B
(column reference) and 2 (row reference) in
the reference to B2 so the new formula reads:
(=$B$2+B3).
 Enter the numbers you want to calculate
(e,g., 34567 in cell B2 and 1234 in cell B3).
 Create a simple formula (=B2+B3).
TO CREATE AN ABSOLUTE REFERENCE
 


	56.  Copy and  paste the formula into another adjacent cell. The formula now
includes an absolute reference to B2: (=$B$2+D3).
 


	57. FUNCTIONS
  


	58. There are many  different functions in Excel. Some of the more common functions
include:
 SUM: Summation adds a range of cells together.
 AVERAGE: Average calculates the average of a range of cells.
 COUNT: This counts the number of chosen data in a range of cells.
 MAX: This identifies the largest number in a range of cells.
 MIN: This identifies the smallest number in a range of cells.
 CONCATENATE another way of saying "to combine" or "to join together". The
CONCATENATE function allows you to combine text from different cells into one
cell. In our example, we can use it to combine the text in column A and
column B to create a combined name in a new column.
 IF : The IF function is one of the most popular functions in Excel, and it allows you
to make logical comparisons between a value and what you expect.
 


	59. To calculate the  AutoSum of a range of data:
 Type the numbers to be included in the formula in separate cells of column B (type 128 in cell
B2, 345 in cell B3, 243 in cell B4, 97 in cell B5, and 187 cell B6).
 Click the first cell (B2) to be included in the formula.
The AutoSum function allows you to create a formula that includes a cell range—many cells in a
column, for example, or many cells in a row.
AUTOSUM OR SUM
 


	60.  Using the  point-click-drag method, drag the mouse to define a cell range from cell B2 through
cell B6.
 On the toolbar, click on the drop-down part of the AutoSum button.
 Click the SUM, the sum of the numbers is added to cell B7, or the cell immediately beneath the
defined range of numbers.
 Notice the formula, =SUM(B2:B6), has been defined to cell B7.
 Write =SUM(B2:B6) on B7 then Enter
Option # 2
 


	61. The Average function  calculates the average of a range of numbers.
 Type the numbers to be included in the formula in separate cells of column B (type 128 in cell
B2, 345 in cell B3, 243 in cell B4, 97 in cell B5, and 187 cell B6).
 Click the first cell (B2) to be included in the formula.
 Using the point-click-drag method, drag the mouse to define a cell range from cell B2 through
cell B6.
 On the Toolbar, click on the drop-down part of the AutoSum button.
 Select the Average function from the drop-down Function list.
AVERAGE
 


	62.  The average  of the numbers is added to cell B7, or the cell immediately beneath the defined
range of numbers.
 Notice the formula, =AVERAGE(B2:B6), has been defined to cell B7.
 


	63. MAX Function
The Excel  MAX function returns the largest numeric value in a range of values.
Notice the formula, =MAX(D4:D11),
display the maximum value of
selected range of numbers(Cells).
 


	64. The Excel MIN  function returns the smallest numeric value in a range of values.
Notice the formula, =MIN(D4:D11),
display the minimum(small) value of
selected range of numbers(Cells).
MIN Function
 


	65. The COUNT function  counts the number of cells that contain numbers, and counts numbers within the
list of arguments. Use the COUNT function to get the number of entries in a number field that is in a
range or array of numbers.
COUNT Function
For example, you can enter the following formula to count the numbers in the range
A1:A20: =COUNT(B3:B10).
In this example COUNT returns 9, since there are 9 numeric values in the range B3:d10. Text values
and blank cells are ignored.
 


	66. COUNTIF function is  used for counting cells within a specified range that meet a certain criterion,
or condition.
For example, you can write a COUNTIF formula to find out how many cells in your worksheet
contain a number 24
COUNTIF Function
 


	67. For example, you  can write a COUNTIF formula to find out how many cells in your worksheet
contain a number “love” value
 


	68. CONCATENATE Function
The word  concatenate is just another way of saying "to combine" or "to join
together". The CONCATENATE function allows you to combine text from different
cells into one cell. In our example, we can use it to combine the text in column A and
column B to create a combined name in a new column.
 


	69. CONCATENATE SPACE CHARACTERS
When  you are concatenating values together, you might want to add space characters to separate
your concatenated values. Otherwise, you might get a long string with the concatenated values
running together. This makes it very difficult to read the results.
Based on the Excel spreadsheet above, we can concatenate a space character within the
CONCATENATE function as follows
=CONCATENATE(A2," ",B2)
Result: "DigMinecraft.com website"
 


	70. IF FUNCTION
The IF  function is one of the most popular functions in Excel, and it allows you to make logical
comparisons between a value and what you expect.
=IF(C2=”Yes”,1,2)
 In the given example, cell D2 says: IF(C2 = Yes, then
return a 1, otherwise return a 2)
•=IF(C2=1,”Yes”,”No”)
In this example, the formula in cell D2 says: IF(C2 = 1, then return
Yes, otherwise return No)As you see, the IF function can be used to
evaluate both text and values.
For example#1, =IF(C2=”Yes”,1,2) says IF(C2 = Yes, then return a 1, otherwise return a 2)
For example#2, =IF(C2=1, “Yes”, ”No”) says IF(C2 = 1 then return a “Yes”, otherwise return a “No”)
 


	71. You are not  limited to only checking if one thing is equal to another and returning a single result, you can also
use mathematical operators and perform additional calculations depending on your criteria. You can also nest
multiple IF functions together in order to perform multiple comparisons.
For example#1, =IF(C2=”Yes”,1,2) says IF(C2 = Yes, then
return a 1, otherwise return a 2)
 C2=1,A2+B2,IF(C2=2,A2-
B2,IF(C2=3,A2*B2,IF(C2=4,A2/B2,"no
operator"))))
 


	72. NAMING WORKSHEETS
  


	73. At the beginning  of this course, we learned that the tabs displayed at the bottom of the screen
are named Sheet1. These are not very informative names. Excel allows you to define a
meaningful name for each worksheet in a workbook—Checkbook, Reports, Accounts—so you
can quickly locate information.
To name a worksheet
 Double-click the sheet tab to select it. The text is
highlighted by a black box.
 Type a new name for the worksheet.
 Press the Enter key.
 The worksheet now assumes the descriptive name defined.
Method 1:
Method 2
To name a worksheet
 Right Click then select “Rename”
 Type a new name for the worksheet.
 Then Press Enter key to apply the new name
 



	75. GURU 99 Excel  VLOOKUP Tutorial for beginners Learn with Examples
https://www.guru99.com/excel-vlookup-tutorial.html view last June 2021
W3RESOURCE - View Worksheet - Excel
https://www.w3resource.com/excel/excel-worksheet-view.php view last June 2021
GCFGlobal - Enter, Edit, and Delete Data
https://edu.gcfglobal.org/en/excel2003/enter-edit-and-delete-data/1/ view last June 2021
GCFGlobal - Creating Simple Formulas
https://edu.gcfglobal.org/en/excel2003/creating-simple-formulas/1/ view last June 2021
Microsoft - Insert or delete rows, and columns
https://support.microsoft.com/en-us/office/insert-or-delete-rows-and-columns-6f40e6e4-85af-45e0-b39d-65dd504a3246/ view
last June 2021
Microsoft – Countif function
https://support.microsoft.com/en-us/Search/results?query=countif&src=as view last June 2021
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