Excel 2003

	Getting Started

The Excel Window
	Workbooks & Worksheets

Inserting Worksheets

Workbooks, by default, contain three worksheets.

To insert a single blank worksheet, 

· Right-click one of the worksheet tabs, click Insert. Worksheet should be selected by default. Click OK.

To insert several worksheets at a time, 

· Select several worksheet tabs. Right-click one of the worksheet tabs, click Insert. Worksheet should be selected by default. Click OK. Excel will insert the same number of pages that you selected.
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	Renaming a Worksheet – Mouse Option
1. To select the sheet name, double-click the tab.
2. Type the new sheet name

3. Press Enter.


	(  Menu Bar – contains all tools for use with Excel 2003.

(  Standard Toolbar – contains shortcuts for standard Excel actions and tools.

· Formatting Toolbar – contains shortcuts for applying formatting features to your presentation.

(  Formula Bar – contains the tools for creating and editing formulas (The context of the active cell is displayed in the Formula Bar.)
(  Worksheet Area – displays the current worksheet.
(  Task Pane – displays tasks according to the selected category

Note: To hide or display a toolbar; View menu ( Toolbar ( and select the desired  toolbar.
	Moving, Copying or Deleting Worksheets
· To move a worksheet, click and drag the sheet bag to the desired location along the row of sheet tabs
· To copy a worksheet, hold the Ctrl key while you click and drag the sheet tab to the desired location along the row of sheets tabs. A copy will appear in the new location.

· To delete a worksheet, right-click the sheet tab and select the Delete from the pop-up menu. 
Creating Headers and Footers

Using Preset Headers and Footers

Preset Headers and Footers comprise samples from Microsoft and headers or footers you used before. 

To access them:

1. File menu ( Page Setup
2. Select Header/Footer tab

3. From the Header and/or Footer pull-down list, select a preset header or footer.

4. Click OK
Creating Custom Headers and Footers

To create your own Headers and Footers.

1. Click Custom Header or Custom Footer. Both look the same and have the same capabilities.

2. Using the toolbar, complete the 3 sections of the template. 

	Using the Task Pane

The task pane replaces commonly-used dialog boxes. For example, when you select click the New button to create a presentation, the New Presentation pane will appear in the task pane. 

· To change the task category, click the down arrow on the task pane and select a category from the resulting menu.
· To open or close the task pane; View menu ( Task Pane. To quickly close the task pane, click the Close button in the upper-right corner of the task pane.

	

	Rows and Columns

Selecting Rows or Columns

Worksheets are divided into horizontal rows and vertical columns.

· To select an entire row or column, click the row heading or column heading.

To select multiple rows or columns, click and drag the pointer over the row or columns headings. 
To select all rows and columns in a worksheet, click the Select All button in the upper-left corner of the worksheet.

	Freezing a Row or Column

You can “freeze” horizontal or vertical panes to keep row and column labels or other data visible as you scroll through the worksheet.

1. To freeze a pane, do one of the following:

· To create a top horizontal pane, select the row below where you want the split to appear.

· To create a left vertical pane, select the column to the right of where you want the split to appear. 
2. .Window menu ( Freeze Panes
To create both top and left panes, click the cell below and to right of where you want the split to appear.


	Inserting a Row or Column

· To insert a row, right-click the row heading below where you want the new row and select Insert from the pop-up menu.

· To insert a column, right-click the column heading and select Insert from the pop-up menu.

· To insert multiple rows and columns, select the where you want to insert the row and select Insert number of rows or columns you want to enter. Right-click the highlighted area and click Insert from the pop-up menu.

· To delete a row/column, right-click the row/column

· heading you want to delete, and select Delete from the pop-up menu.
	Cells
Inserting Cells

1. To insert new blank cells, right-click the cell or range of cells where you want to insert the new blank cells.

2. Select Insert
3. Select the direction to shift the cells.
4. Click OK.


	
	Using the Format Painter

Use the Format Painter to copy text formatting.
1. Select the text that has the formatting that you want to copy. 

2. Click Format Painter. The pointer changes to a paintbrush icon. 

To apply formatting to more than one block of text, double-click Format Painter on want to format.

	Adjusting Row Height or Column Width

1. Point the mouse at the boundary to the right of the column or at the bottom of the row you want to adjust.  The mouse will turn into a 2 headed arrow to adjust the row or to adjust the column.

2. Drag the arrow down to increase row height or drag the arrow right to increase the column.

Or

1. Right-click the column or row heading, select Column width or Row height

2. Type in a number.

To auto-fit the column or row to the contents of widest cell or tallest row

Point the mouse at the boundary and double-click the double-headed arrow. 
· 
	

	
	Merging Cells and Wrapping Text

If you have several cells that you would like to combine so they become a single cell

Merge Cells

1. Select the cells you want to merge

2. Right-click in the highlighted area

3. Select Format Cells

4. Click on the Alignment Tab

5. Under Text control click in the Merge cells box
Wrapping Text

This can be used to wrap text in a single cell or inside merged cells.
1. Select the cells

2. Right-click in the highlighted area

3. Select Format Cells

4. Click on the Alignment Tab



	DATA
Using AutoFill 
Use Fill to repeat information to contiguous cells. If Excel recognizes a pattern in the information you entered, the additional cells will contain the next item in the pattern. For example, if the first cell contains the day Sunday, Excel will fill the following cells with Monday, Tuesday, etc. The same thing happens for months of the year and for dates.

Fill in a series of days, dates, or months

1. Select the first cell in the range you want to fill.
2. Enter the starting value for the series
3. Drag the fill handle over the range you want to fill.


	Absolute references 

In a formula, the exact address of a cell, regardless of the position of the cell that contains the formula. If the position of the cell that contains the formula changes, the absolute reference remains the same. 

	
	Setting Up and Printing a Worksheet

Print Preview

Before you print a worksheet, click Print Preview. Print preview shows you how the file will look when it is printed including headers, footers and printed titles.

	
	Page Break View 

Page Break Preview is found on the View toolbar. It shows you what data will go on each page so you can adjust the print area and page breaks by clicking and dragging with the mouse

	Clearing cell formatting
1. Select the cells, rows or columns that you want to clear of the formatting.

2. Edit Menu ( Clear ( Formats.
	

	
	The Page Setup dialog window

The Page Setup provides many options for customizing your print settings. Changes are made for each sheet individually. 

To open the Page Setup dialog box; Open the File menu, select Page Setup

There are four tabs in the Page Setup dialog box:

	Formulas
Remember the contents of the cell is shown in the Formula Bar. To edit formulas, click in the formula bar or double-click in the cell to open the formula in the cell.

To create a formula:

1. Select the cell where you want the formula to appear

2. To begin a formula always type = (equal sign) 
3. Type the numbers, cell references and the operator

· The four main types of operators are Add (+), Subtract (-), Multiply (*), and Divide (?).
· Reference cells by their cell numbers.
4. Click the Enter button (green check mark on formula bar) or press Enter.

Using the AutoSum Button
1. Click a cell below the column of numbers or to the right of the row of numbers. 

2. Click AutoSum on the Standard toolbar and then press ENTER. 
Moving and copying formulas
Most of the time, when you enter a formula you will use relative referencing. If you insert or delete rows, columns or cells, your formulas remain accurate because the cells that they reference change as your worksheet changes.
Relative references

In a formula, the address of a cell is based on the relative position of the cell that contains the formula and the cell the reference refers to. If you copy the formula across rows or down columns, the reference automatically adjusts. By default, new formulas use relative references.

	

	
	1. The page tab
Allows you to change/adjust:

· Orientation

· Scaling

· Paper Size

· Paper Quality

First Page Number

	
	2. The margins tab

· Allows you to adjust the page and header and footer margins. Also allows you to center the table between the margins.

	
	3. The Header/Footer tab
Enables you to insert standard or custom headers and footers.

	
	4. The Sheet tab

Allows you to:

· Set a print range

· Indicate which rows should print on the top of each page
· Indicate that you want to print the gridlines

	5. 
	

	6. 
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