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Microsoft Excel is a spreadsheet program that allows users to organize and store data, perform calculations automatically, and easily print, save, or share data. It can hold large amounts of information and is available on both PCs and Macs. To open Excel, users locate the Excel icon on their desktop or through the Start Menu and double-click it.Read less
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MS Excel 2010 tutorial 1

	1. Overview about the  program
Microsoft Excel is an example of a program called a “spreadsheet.” Spreadsheets are used to
organize real world data, such as a check register or a rolodex. Data can be numerical or
alphanumeric (involving letters or numbers). The key benefit to using a spreadsheet program
is that you can make changes easily, including correcting spelling or values, adding, deleting,
formatting, and relocating data. You can also program the spreadsheet to perform certain
functions automatically (such as addition and subtraction), and a spreadsheet can hold almost
limitless amounts of data—a whole filing cabinet’s worth of information can be included in a
single spreadsheet. Once you create a spreadsheet, you can effortlessly print it (as many
copies as you want!), save it for later modifications, or send it to a colleague via e-mail.
Microsoft Excel is a very powerful calculator—This handout was created using just a small
number of its features!
Microsoft Excel is available on both PCs and Macs, so what you learn in class today should be
applicable to any computer you use. The program may look slightly different depending on the
version and computer that you’re using, but Microsoft Excel will function in the same basic
ways. There are other spreadsheet programs out there, including Google Spreadsheets (part of
Google Docs), Open Office Calc, Apple iWorks Numbers, Lotus 1-2-3, and WordPerfect
Quattro. They have many features in common with Microsoft Excel, and you should feel free
to choose any program you prefer.
Opening Microsoft Excel
To get started with Microsoft Excel (often called “Excel”), you will need to
locate and open the program on your computer. To open the program, point to
Excel’s icon on the desktop with your mouse and double-click on it with the left
mouse button.
If you don’t see the Excel icon on your
desktop, you’ll have to access the program
from the Start Menu. Click on the button in
the bottom left corner to pull up the Start
Menu. You may see the Excel icon here, so
click on it once with your left button. If you
still don’t see it, click on “All Programs” and
scroll through the list of programs until you
find it. It may also be located in a folder
called “Microsoft Office” or something
similar—it will depend on your specific
machine. Click once with your left button to
open the program.
 


	2. Or you can  use the following method in order to open the program.
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