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Getting Started with Excel

Exercise 1. Create a New Workbook

1. Double click on the Excel icon to start
your spreadsheet session.

¥ | normal [Caleuation ] -

<8 p  Conditional Format as [ ] cxplanatory .. [input Note Insert Delete Format
Formatting - Table ~ df

o B [ TAuesm - Ay (O

gl Ui =t ¢
Sort & Find &

£ Clear~ Filter ~ Select ~

Sheet! ® 4

1 File Tab Provides access to the Backstage View and the program control

centre.
2 Quick Access Bar  Always visible and provides access to frequently used tools.
3 Ribbon Offers a visual reference to all tools available in Excel. Can be
minimised when not actively in use.
4 Status Bar Excel offers a customisable status bar which shows functions in
highlight
. Allows the user to change views via buttons and magnification options
5 Worksheet Views via slider.

Notes
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Labels, Values and Formulas
Formulas = Calculations (Always begins with

Labels = Text Values = Numbers i
an equal sign, ‘=’
Exercise 2. Adding data to a worksheet
Step 1 - Adding labels
A B C D E F G

1 Board Games Dolls and Prams Computer Games Lego Totals % of Totals

P |Brisbane

3 Adelaide

4 |Sydney

5 Melbourne

6 | Toowoomba

7 |Totals

8

9 |Average

10 | Max

11 [Min
Step 2 - Adding values

A B & D E E G

1 Board Games Dolls & Prams Computer Games Lego Totals % of Totals

2 |Brisbane 1000 2000 1500 2500

3 |adelaide 1500 2100 3000 2600

4 |Sydney 2000 2200 4500 2700

5 |Melbourne 2500 2300 6000 2800

& |Toowoomba 3000 2400 Ja00 2900

7 |Totals
Exercise 3. Adding Formulas to a worksheet

Step 3 — Adding formulas

You can use cell references in formulas to calculate results in a number of ways:

A B C D E F
1 Board Games Dolls and Prams Computer Games Lego Totals % 0
2 |Brishbane 1000 2000 1500 2500 =5UM(B2:E2)
3 |Adelaide 1500 2100 3000 2600 =B3+C3+D3+E3
4 |Sydney 2000 2200 4500 2700 =5UM(B4,C4,D4,E4)
5 |Melbourne 2500 2300 6000 2800 | |
6 |Toowoomba 3000 2400 7500 2900
7 |Totals =5UM(B2:B&)
Notes
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Autofill

You can use the AutoFill tool to fill data into worksheet cells. You can also have Excel
automatically continue a series of numbers, number and text combinations, dates, or time periods,
based on a pattern that you establish.

THE UNIVERSITY
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Exercise 4.

Autofill

Enter formula using Autosum in cell B7

Move to bottom right hand corner to
display ‘Autofill’ mouse pointer. ‘4’

Drag across cells (C7:E7)

A B € D E F
1 Board Games Dolls and Prams Computer Games Lego Totals %«
2 |Brisbane 1000 2000 1500 2500 7000
3 |Adelaide 1500 2100 3000 2600
4 |Sydney 2000 2200 4500 2700
5 |Melbourne 2500 2300 6000 2800
6 | Toowoomba 3000 2400 7500 2900
7 |Totals | 10000| N
8 L]

Exercise 5.

Create a custom Autofill list

7.
8.

o a s~ wbh =

Select cells A2:A6

Click on File Tab

Select Options

Select Advanced from left panel

Go to General section

Click on Edit Custom Lists... button

Check range defined is $A$2:$A$6
Click on Import

List entries will be displayed.

9.

Click on OK

10. Go to any cell

11. Enter any data item from list

12. Drag Autdfill pointer to fill custom list

Notes

xcel Options

Advanced

Customize Ribbon

Quick Access Toolbar

General

Provide feedback with sound

Ignore other applications that use Dynamic Data Exchange (DDE)
V| Ask to update autematic links

Show add-in user interface errors
7] Scale content for Ad or 8.5 11" paper sizes

At startup, open all files in:

Web Options...

V| Enable multi-threaded processing

January, February, March, Apri
Brisbane Adelaid dney, M

Add-Ins Create lists for use in sorts and fill sequences: | Edit Custom Lists...
Cptions [l x ]

Custom Lists

Custom Jists: List gntries:

MEW LIST - Brisbane - Add

Maon, Tue, Wed, Thu, Fri, Sat, 5 Adelaide

Monday, Tuesday, Wednesday, Sydney Delete

Jan, Feb, Mar, Apr, May, Jun, u Melbourne

Toowoomba

Press Enter to separate list entries.
Import list from cells:

SAS2:5A58

Sydney
Melbourne
Toowoomba
Brisbane
Adelaide
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Cell References
Relative References
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Excel adjusts the cell references and copies a formula relative to the answer cell.
By default cell references are relative cell references unless you specify otherwise.

Absolute References

There will be times when you want to compare a range of values to a specific cell. Absolute cell
references are denoted with $ preceding each col/row reference. i.e. $F$4

Exercise 6.

Using Absolute cell references

We want to find out what percentage each stores' sales were from the total sales.
We need to consider absolute references in our formula to specify a value in a fixed location

to be used in calculations completed by Autofill.

1. Enter heading “% of Total Sales” in
column G

Enter the formula =F2/F7 in cell G2

Click the % button in the
Number group

4. Autofill down to cell G7

These are relative cell references and may give
unexpected results when we use Autofill. To ensure
we always refer to the ‘total sales’ figure in our
calculations this cell has to be an absolute reference

Go to cell G2
Click the F7 reference in formula

Press the function key F4 to change
the reference to Absolute; $F$7

4. Autofill down

Using absolute cell references means this formula can

E F

G H

Lego .Totals '% of Totals
| 2500|_ 70001= F2/F7 ‘l

| 2600 95200
| 2700 11400
' 2800 13600
] 2900.&58_02

General -

$ -% * ‘w2

L]
| 13500! 57000!

! Mumber 7

E F G
lego Totals % of Totals
2500 7000  0.122807
2600 9200|=F3/rg[ |
2700 11400  #DIV/0!
2800 13600  #DIV/0!
2900 158007 #DIV/0!

be duplicated accurately.

The formulas could be entered manually in
each cell but Autofill will save time and
provide consistent results.

].3500. 5700[}.
—
F G
Totals % of Totals
o|_7000]=F2/5757 |
J 9200
J 11400
J 13600
) 15800,
] s7000)
G
% of Totals
=F2/5F57
=F3/SF57
=F4/SFS7
—F5/SFST Percentage -
=F6/SFS7 $-9% * [0 r
=F7/SFS7

Mumber [F}

Notes
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Functions
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=

A function is a predefined formula that performs a particular type of computation. All you have

to do to use a function is supply the values that the function uses when performing its

calculations - these are the arguments of the function.

Exercise 7.

Using functions in formulas

Using the Average function from Autosum button

1.
2.

Go to cell B9

Click the Arrow alongside the
Autosum button on Home tab

Select ‘Average’
Confirm the range is correct

Press Enter

|
> AutoSum - &"V (

Average
Max
Min

Using the Maximum function on the formula bar

1.
2.

Go to cell B10

Click the Fx button on the formula
bar

In the Insert Function dialogue
box, click on the ‘MAX’ function

Click OK

Indicate the range for the maximum
value

Click on OK

Using the Minimum function from Ribbon

1.

Go to cell B11
Click on Formula tab on the ribbon

Click the More Functions
command button

Hover mouse over Statistical
Click on MIN function

Type in the range B2:B6
Click on OK

:ames

Spn az0n.

Z Sum

Average

i
€

Count Numbers

Max

Min

More Functions...

[=AVERAGE(B2:86)

AVERAGE(number1, [number?], ...}

S

£non_nenn 12enn’ snnimnl

Function Arguments

MAX
Numberi | BB

Number2

Formula result = 3000

Help on this function

ol

Returns the largest value in a set of values. Ignores logical values and text

Numberd: numberl,numberZ,... are 1to 255 numbers, empty cells, logical values, or
text numbers for which you want the maximum.

F%E| = {1000;1500;2000;2500:3000

= 3000

Average
Maximum
Minimum

Review View

Math & More MName

Trig~ Functions= Manager £ Create from Selection 3 Remove Arrows

|, Statistical 3
Il Engineering »
B Cube »
- i@ Information

B Compatibility »
1500 [T SomPREEI
IR Web »

3000 "% —
4500 2700 11400" #C

MAX(numberl, [number?], ...)

=] Define Name ~
f} Use in Formula -

MIN

MINA
MODE.MULT
MODESNGL

MNEGEINOM.DIST

MORM.DIST
NORM.INV

ExcelPractice -|

Q Tell me what you want to de...

[ Show Formulas

=% Trace Dependents ¥4 Errar Checking ~

#:= Trace Precedents

- (&) Evaluate Formula

S Formula Auditing
MIN{number1,number2,)
Returns the smallest number in a set |

of values. Ignores logical values and
text.

@ Tell me more
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Autofill Formulas 8
1. Select cells A9:A12 190

2. Click and drag Autofill tool to 11
Column E 12

13

Formatting Cells

THE UNIVERSITY
OF QUEENSLAND
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Average
Max
Min

2000
3000
1000

The presentation of information can be adjusted by using the ribbon to format individually selected
elements or by applying a theme to a whole worksheet.

Exercise 8.

Manually formatting cells

NUMBER formats

1. Select the cell or range of cells you
want to change:B2:F11

2. Go to the Number group on the
Ribbon

3. Click the Arrow alongside General in
the number group

4. Click on a number format to apply.

CHARACTER Formats

1. Select the cell or range of cells you
want to change:A2:F11

Go to the Font group in the Ribbon
Click the Text Colour button

To apply a format, click once on your
chosen option

DATE Formats
Format a date to display the day it represents.

1. Enter your birth date into a cell
This will show the default format dd/mm/yyyy

2. Select this cell

3. Click on the Number group dialogue
box launcher on the Home tab

4. Select the custom option
5. Enter the format ‘dddd’

This will present your date as a day, however, the date
is still stored in the dd/mm/yyyy format.

Notes

General

-

—'Em

~~~~~~~

ABC General
123 Mo specific format
$ - 07 8 0 .00
70 G0 .0 12 Number
1000.00
MNumber T
@ Currency
== $1,000.00
° 4 Accounting
% 12=El 4 annnn
Calibri 111 A A
B I U- - d-A-
?.. Font Ta
0 Date -
8/01/196] $ - % 0 W
1 Mumber Y

Format Cells

al
I

Ci
Fo
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Exercise 9.

Remove formatting_

To return data to the original formats
1. Go to the Home tab

— Sort & Find &
_ Clear~ Filter * Select -

Clear All

%
2. Go to the Editing group = Clear Formats
3. Click on Clear Llear Contents C
Clear C 5 i
4. Select ‘Clear Formats’ sertemment
Clear Hyperlinks
Exercise 10. Freeze panes
] Split oy
Go to the View tab, —_ =
2. Click the arrow beside Freeze [ pFEr:Zev \aﬁl";ﬁiﬂ‘
Panes Freeze Panes

3. Click Freeze Panes

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
Froara Tan R

Exercise 11. Unfreeze panes
Split
Go to the View tab, gl  Hide
e Freeze
2. Click the arrow beside Freeze Panes | Panes~ W
button

3. Click Unfreeze Panes

Unfreeze Panes

gl Unlock all rows and columns to scroll
through the entire worksheet,

=== freeze Top Row

Exercise 12.

Repeat headings for printing

Go to the Page Layout tab
2. Click Print Titles button
OR

e Click the Page Setup dialogue box
launcher button

3. Enter rows to repeat at top $1:$1
Click on OK

These rows will be printed at the top of each page. You can
also do the same for columns using the Columns to repeat
at left: option and select a column.

Notes

== [ Heigh
Background ' Print = .
Titles =/ Scale
la Sca
Page Setup ? x
Page Margins  Header/Footer
Print area: 5
Rows to repeat at top: 59:41 Rz
Columns to repeat at left: | SA:54 5
Print
A mridlimar
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Cell Comments

You may want to provide additional information about cell content. You can do this by adding a
comment which is hidden from view until selected.

Exercise 13. Adding a cell Comment
e Layout armulas ata Review m
Add a comment & Show/Hide Comme
' 5 Show All Comment:
1. Select cell Q2 te BMew | Delete Previous Mesxt G
2. Click on the Review tab Comment . Show Ink
3. Click New Comment ge Comments
4. Type a comment such as
5. “Formatted with dddd custom Q R S T
format” O
" |UQ Library:
The comment will be displayed as a small red Saturday  |Formatted with dddd
triangle in the cell. Hover the mouse over the ol custom fl:urmatl N
cell and the comment will pop up.
O

To keep a comment visible, you can select the cell that contains the comment and then click Show/Hide
Comment in the Comments group on the Review tab. To display all comments with their cells on the worksheet,
click Show All Comments.

)

Formulas Data Review View

)LE:] LV:] LV:]..f_’QShnwaldECDmmen

|__p| Show All Comments
Delete Previous Mext .
£ Show Ink

. L t
Edit a comment ayou

1. Click the Review tab
2. Click Edit Comment

Comments

Data Review View vy

7 Show/Hide Comment

|__p| Show All Comments
zﬁsmw Ink

Layqut Farmulas

Delete a comment
1. Click the Review tab Edit

2. Click Delete Comm
b Comments

Notes
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Moving and Copying Data
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e When you move a formula, the cell references within the formula do not change no matter
what type of cell reference that you use. The formula will still refer to the original cell(s).

e When you copy a formula, the cell references may change based on the type of cell reference
that you use. They will try to recalculate based on the relative references in the formula.

Exercise 14. Rename, move or copy a worksheet

Go to the Home tab
In the Cells group, click Format

Under Organize Sheets, click Move
or Copy Sheet

OR
« Right click on sheet tab

Select (new book)
Check Create a copy box
Click on OK

To book; allows you to choose the workbook the sheet
should move to. Open the destination workbook to see
it in the drop-down list.

Before sheet; allows you to indicate where the
selected sheet should be placed in the new location.

Insert...

|=_|P< Delete

Rename

Mave or Copy...

{ﬂ View Code

I:' Protect Sheet..,

Move or Copy

Move selected sheets
To book:

ExcelPractice xlsx

EBefore sheet:

Sales Data (2)
Sales Data (3)
Sheetla

[move to end)

[ create a copy

Create a copy; allows you to copy the worksheet EEmEE
rather than move.
Exercise 15. Move data
Move a cell or range of cells
1. Select the cells to move: A2:A7 L BOj L2
— i 13
2. On the Home tab, click W - Br’lEbEl-ﬂE
db Cut 3 |Adelaide 14
Cut 2 lsva = A13:418
L ydney :
Go to destination cell; A20 I} I o
_ . Lﬁ 5 IMelbour lf I"x’
Click Paste N 6 |Toowoomba 17
OR T |Totals 18
- — 19

o Drag the border of the selection to
another location with the mouse.
You can only drag the selection on the same worksheet

Notes
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Exercise 16. Re-order rows or columns
Select Column D
Hold Shift k ° £ =
° Ift key Board Games |Dolls Computer Games It
Drag the border of the selection to 100 00 150
the left edge of Column C 150 210 300
A green line will appear to indicate new column
position.
4. Release mouse and then release B c D
Shift key Board Games  Computer Games Dolls L
Columns will be re-ordered. This technique can also 100 150 200
be applied to rows and selected cell ranges. 150 300 210
Exercise 17. Transpose data
B ¥ ocut I
1. Select cells A2:A7 Paste E%E::n"'a;pam
2. Copy cells Paste ®
3. Gotocell A15 Ak Ay
4. Click Arrow below the Paste button Pw |
5. Select Paste Special... b (L (&
) |Brisbane Adelaide Sydney Melbourne Toowo Totals |
3
Exercise 18. Copy data
Copy a cell or range of cells
1. Select the cells to copy: A20:A26
2. Op the Home tab, = Eg copy - i .
click Copy -
o —— | 2 |Brisbane 13
Go to destination cell; A2 B 3 | adelaide 14 e
On the Home tab, click Paste 4 |sydney + 15 :
Paste 5 |Melbourne % 16 I}ﬁ
OR 6 |Toowoomba 17
e Hold CTRL key 7 [Totals e
e Drag the border of the selection to
another location with the mouse.
You can only drag the selection on the same worksheet
Notes
12 of 17 Microsoft Excel 2016: Introduction
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Exercise 19.

Copy formulas

Copy a cell or range of cells containing formulas

Select the cells to copy: G2:G7

2. On the Home tab, click | g Copy ~
Copy J

3. Go to destination cell; F20
4. On the Home tab, click Paste

With relative cell references the destination of
the pasted formulas is important.

% of Totals
=F21/SF57
=F22/$F57
=F23/SF57
=F24/SF57
=F25/SF57

=SUM(G21:G25)

% of Totals
=F21/5F57
=F22/SFS7
=F23/5F57
=F24/5F57
=F25/SF57
=5UM(G21:G25)

Exercise 20.

Create a dynamic link

Go to Sheet 3

Click in cell B2

Type =

Go to Sheet 1

Click on the cell you want to link to: F2

o bk~ wonh =

6. Press Enter

='Sales Data"IB2

Check the formula bar for the cell content. The link to another sheet is referred to by =TabName!CellReference
The syntax for a link to an external workbook would be =[Filename]SheetTabName!CellReference

Sparklines

Sparklines are mini cell charts that help visualise table data.

Exercise 21.

Insert Sparklines

1. Select the cell H2
2. Click on the Insert Tab
3. Click Line in Sparklines group

Notes

Line Column Win/
Loss

Sparklines
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1 Create Sparklines ? >
Choose the data that you want
4. Select the range to be analysed, Data Range: | B2EJ B
B2:E2
[l Choose where you want the sparklines to be placed
5- CIICk on OK Location Range: | SHS2 Rz
Cancel
G H |
f Totals
12.28%| _m=ll
16.14%
6. Autofill the Sparklines down to fill in —ulu
20.00%__B.
other cells
23.86%__B_
27.72%| _ _H_
100%|__B-
=
Exercise 22. Delete Sparklines
Sparkline Tools
Select a Sparklines cell @ Tell mey
2. Go to Design tab on Sparkline
Tools ribbon T T T
: s IE]Ungmup
3. Click on Clear button fis
- _ Clear -
Select Clear Selected Sparklines ¢ Clear Selected Sparklines
_ Clear Selected Sparkline Groups
m D [ =] <
Charting
Exercise 23. Create a chart
1. Select the cells you wish to chart: T
. = THmT T ]
AED 1% i i N2
Click on the Insert Tab Recommended .j'. B )L{ PivotChart
Select a chart type 2imis Tk y
Charts I

Notes
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e} 0
Chart Title *
3500 ‘7"
3000 Y
To quickly create a default chart, select the =
2000
data that you want to use for the chart, then o
press ALT+F1 — this displays the chart as 1;22
an embedded chart. o I
0
Brisbane Adelaide Sydney Melbourne Toowoomba
mBoard Games m Dolls and Prams
e '} e}
Formatting a Chart
Exercise 24. Modify a chart

1. Click on the inserted chart
You will see a contextual tab above the ribbon

2. Click on the Design tab or Format tab
to access the appropriate tools

3. On the Design tab Click on Add Chart
Element button to add or remove
elements such as Titles, Labels, Error
Bars and Legends.

Note that the elements available will

change depending on the type of chart
in use

Notes

Chart Tools

Column Chart
L]

IH‘ ] %e* : I
Add Chart Quick = Change | ° 'l !l
Element = Layout~  Colors~

Axes »
Axis Titles

Chart Title
B

rard Games
1000
1500
2000
2500
3000
|2 Trendline 3 10000

Data Labels

Data Taple
Error Bars

Gridlines

BEEEEEBES

Legend

0 [ Avnvnma anon

Pie Chart

| - " "
1L i e

Add Chart Quick = Change
Element = Layout~ Colors®

i  Chart Title 3
i Data Labels 3

Iﬂ:l Legend [ —
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Printing
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Exercise 25.

Preview and print a worksheet

1. Click File tab in ribbon
2. Select the Print option

You will be presented with a Print preview of the
worksheet and options to choose the print settings.

3. Click the Print button

To return to your worksheet,
simply click on the Back button

Print a chart only
1. Select a chart
1. Click File tab
2. Select Print

Only the selected chart will print out.

Print

L

Copies |1
-
=

Print

Printer

Library Print Queue (AD) an...
Paused: 1 document waiting

Printer Properties

Settings

lj__l Print Active Sheets
-
Only print the active sheets

mn e 1 e

Settings

Print Selected Chart
7__| Only print the selected chart ’
Pages: : to :

Print on Both Sides

E= -

Exercise 26.

Defining a print area

Set a print area
1. Select the cells to define the print
area. (A1:F11)

2. Go to the Page Setup group on
the Page Layout tab

3. Click Print Area
4. Click Set Print Area

Print areas are saved when you save the workbook.

Notes

Review

D['E‘”u a L

Size | Print  Breaks Background Pr
~  Arear - Tit

Pag |__:l;=,, Set Print Area

Formulas Data

Clear Print Area
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uQ Library
Staff and Student |.T. Training

Clear a print area

5. Click anywhere on the worksheet
6. Go to the Page Setup group on the
Page Layout tab
7. Click Clear Print Area.
Excel Help Facility

If you need help with any application tools you
can get assistance by clicking in the Tell me
what you want to do... area on the ribbon.
This is located at the top right hand side of the

screen.

As you enter text the help options will give you
contextual answers. Choose one or keep
typing and press enter to find your desired help

option.

Notes

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

g o O Feve
Bl -ix E

Size | Print | Breaks Background Pr
~  Arear - Ti

Pag E:E'ﬂ Set Print Area

Clear Print Area

"-;3 Tell me what you want to do...

7 Wid Try

|:|Heir add a comment |_-|
] - Bring
| Scal insert a table Forward ~
5 freeze the top row

create a filter

change the tab color
F G H 1 J K
Totals % of Totals !
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