Second Level / Microsoft Excel 2010 Lab 1: Starting Out

Starting Out

Microsoft Office Excel is a powerful and easy-to-use spreadsheet application. Nearly everyone
who works with numbers has likely used Excel or some other spreadsheet application (such as
Lotus 1-2-3) in one form or another. In this lesson, we will look at what’s new in the 2010
version, how to open and close the program, and outline some of the things you will see in the
program.

If you are new to Excel and spreadsheets in general, the vast array of features and controls can
seem quite daunting. However, once we cover the workings of a spreadsheet and how to deal
with the basics, you will be well on your way to becoming an expert in Excel!

What is Microsoft Office Excel 2010?

Microsoft Office Excel 2010 is the fourteenth version of Microsoft’s spreadsheet program.
A spreadsheet is essentially a large flexible grid that is used to hold information, usually
numerical.

The spreadsheet is made up of rows and columns. The intersection of a row and column is
called a cell:

A B C D <= Columns

1 Q1 Q2 Q3

2 Productl 5000 2000 3000
3 |Product2 600 550 600
4 Product3 000 ZOOOI 1000

/!

Cells

—i

Rows

Using Excel, you can analyze large amounts of data, move sets of data around to get a different
picture of your figures, and generate a number of different charts and diagrams to help
summarize the data.
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What’s New in Excel 2010?

Excel 2010’s interface does not make use of menus like you may be familiar with. Instead,
Excel uses a tab system that groups like commands at the top. This interface, called the ribbon,
was first used in some programs with the Office 2007 suite:
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There is a lot to see and do in Excel. Before we get down to the basics, let’s take a few moments
to go over some new features:

Slicer

Spark Lines

Easier collaboration
via SharePoint

Backstage View

Slicers are visual controls that allow for faster filtering of data. They

“float” above PivotTable and CUBE objects, allowing you to
quickly filter the data shown in that object.

Spark Lines are mini-charts that fit into a single cell. They offer quick

information about the data specified in a row or column and are very
useful when spotting trends in large groups of data. For example, it is
easy to see without even looking at the numbers that sales of
Product3 are declining:

A B C D E F
Q1 Q2 Q3
Productl 5000 2000 3000 o
Product2 600 550 600

B
4000 2000 1000 ‘=—jp

n & w N =

Excel 2010 is capable of interacting with a SharePoint server. This
allows for easy sharing and storage of documents, team
communication, and simultaneous editing of documents.

The File menu offers an all-in-one location to view and manage the
file as a whole. You can preview a file for printing, change document
properties, and collaborate with SharePoint users in Backstage view:

Home Insert Page Layout Formulas Data Review View @

= =
Information about Bookl
B save As
L7 Open Ze Permissions
S L2 Anyone can open, copy, and change
[ Close \__'331; y pen, copy, g
any part of this workbook. .
Protect Properties v
Workbook ~ Size
Title
Recent Tags
- Prepare for Sharing Categories
New ( ﬂ Before sharing this file, be aware that
- it contains: Related Dates
Print C]:‘:S:;f’ Document properties and Last Modified
AUthOE.2 name Created Today, 2:08 .
Save & Send Last Printed
Versions
Help 'y » . ) Related People
| _a %) There are no previous versions ‘
] Options R of this file. Author Velsoft
Manage
> Versions ~
Exit Last Modified By
s Show All Properties
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Integrated Screen Excel (and many other Office 2010 programs) has an integrated

Capture screen clipping tool. This tool lets you insert a picture from anything
you can see on your screen including Web information, data from
another program, or a technical diagram:

Screenshot

N

Screenshot

Insert a picture of any program
that is not minimized to the
taskbar.

Click Screen Clipping to insert a
picture of any part of the screen.

Equation Editor Excel offers a robust equation editor, allowing you to create

equations of any size. Excel is also compatible with the Windows
7 Math Input Panel.

SkyDrive and Using the Backstage view, you can save a document to the Windows
Expanded File Types Live SkyDrive service, save the document in PDF/XPS format, send
the file in an e-mail, or change the file type without closing the file.

PowerPivot PowerPivot is a data analysis tool for Excel which is capable of pulling
information from anywhere in the world with minimum effort. It is

specifically designed to connect with large database sources and give
you access to large amounts of data in an easy-to-use interface.

Pivot Table and Pivot PivotTables and Pivot Charts are a way to examine a group of data in
Chart Improvements a number of different ways. As the names imply, you can “pivot”
names and values of data around the X and Y axes of a chart and look
at the data in different ways. This makes it easier to explore trends of
one item against others.

Block Certain File Administrators have the ability to prevent Excel users from
Types opening/viewing certain file types. This helps the overall health and
safety of a network.

Better Print In the Backstage view, the Print Preview dialog and Print dialog have
Interface been combined into a single location. This makes viewing and
printing a file much easier.
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Opening Excel

You can open Excel in a number of different ways. If the Excel icon is visible on the
desktop, double-click the icon to open the program:

gg

Microsoft
Excel 2010

> > >
You can also click Start ~ All Programs ~ Microsoft Office =~ Microsoft Excel 2010:

e Internet Explorer
{:’" Windows DVD Maker
& Windows Fax and Scan Velsoft
€ Windows Media Center
|3] Windows Media Player Documents
&1 Windows Update
<4 XPS Viewer Pictures

.. Accessories

Music

., Games

. Maintenance

. Microsoft Office
@ Microsoft Access 2010
[¥] Microsoft Excel 2010,

@] Microsoft InfoPath D_haner 2010
Microsoft InfoPath F Perform calculations, analyze information, and visualize data in

@ . | spreadsheets by using Microsoft Excel.
Microseft OneNote Zore e P r—

0] Microsoft Qutlook 2010
[E Microsoft PowerPoint 2010 Default Programs
@ Microsoft Publisher 2010 3
@ Microsoft SharePoint Workspace 201 Help and Support
(W] Microsoft Word 2010

| Microsoft Office 2010 Tools

Games

m

Computer

1

Back

l Search programs and files
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If you are used to using the keyboard more than the mouse, press the Windows key and type

“excel.” As you type, Windows will search for files/programs/locations with “excel” as part of

the name. The actual Excel program will be first in the list (and already highlighted in blue), so
press Enter to open the program:

Programs (1)
'[¥] Microsoft Excel 2010

Documents (356)

] excel 2010 \

. Excel 2010
@ Excel2007f_InstructorGuide
4 Excel2007f_PowerPointSlides

Microsoft Outlook (254)

(=1 Collaborate on Tony Bingham's New Book and the October 2 is
i~ Emailing: BundlesToAdd.zip

1, BundlesToAdd.zip (Emailing: BundlesToAdd zip)
Files (27)

. Excel2007_Foundation

] Excel2007f_ExerciseWorkbook
& SALSUM_M

- See mopfresults

l excell

x| | Shutdown | » |
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Interacting with Excel

When you open Excel, you will see something like the following image. This is the user
interface. Let’s go over the basics of what you will see and how to interact with the interface.
As we progress through the manual, we will cover these items in more detail:
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1 Quick Access ToolbarAs the name implies, the Quick Access Toolbar gives you quick
access to frequently-used commands. This toolbar is
completely customizable and can be positioned above or
below the Ribbon commands.

2 Tabs Groups of like commands are organized under tab names.
Click a tab to view the commands in the Ribbon. If you are
familiar with older versions of Excel, these tabs roughly
correspond to the menus used in the older interface.
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3 Ribbon Commands Displays tab commands. If you click the different tabs, you will

see the commands change. Notice that some of the
commands might be grayed out. This is because those
commands are only usable under certain situations.

Excel 2010 also features contextual tabs. These are special
tabs that only appear when you are working with a specific
object or group of information. For example, if you were to
select a bar graph based on your data, three contextual tabs
would appear that allow you to change the aspects of the
graph:

Design ‘ Layout Format

eview View
Chart Styles

Once you switch back to working with something else, these
tabs would disappear.

You can also hover your mouse pointer above a command to
see the command name. Many commands also include a
short description:

= I 7 i 1 ==a |

= .y [ _+Hm

ﬁ_:;lj m ':‘CT e
Conditional Format Cell Insert

Formatting ¥ as Table ~ Styles ~ x

I}tyles

Conditional Formatting

Highlight interesting cells,
emphasize unusual values, and
visualize data using Data Bars,
Color Scales, and Icon Sets based
on criteria.

@ Press F1 for more help.

4 Name Box Every cell has a name in the format <ColumnRow>. The name

of the currently selected cell, called the active cell, is shown in
the Name Box. In the image on page 9, the active cell is Al.
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5 Formula Bar The Formula Bar allows you to enter data in a cell. Data can
be alphanumeric, pictures, symbols, or (as the name suggests)
formulae.

6 Working Area The data contained in the file will be shown here.

7 Workbook Tabs Every Excel file is properly referred to as a workbook. A

workbook can contain one or more worksheets, just like an
accounting ledger can contain one or more pages. Click these
tabs to switch between the different worksheets.

8 Status Bar This bar is used to display information about the workbook.
Any running calculations will be shown here. There are also
some zoom and view commands here which we will explore
later.

As you grow more accustomed to working with Excel, you

9 Scroll Bars will
no doubt begin to work on larger files. Not all of the

information in a worksheet will fit on the screen, so use these
scroll bars to scroll horizontally/vertically through the data.

To move the active cell, use the arrow keys on your keyboard or click your mouse somewhere
in the working area of the screen. The active cell will be referenced in the Name Box, and the
row/column headers will highlight showing the active cell’s location.

For example, if you click cell D4, the Name Box and column/row headers will change to
show the position of the active cell:

D4 = g
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IU |
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Closing Excel

If you look in the upper right-hand corner of the Excel window, you will see two close buttons:

The top button is used to close the program. The bottom button is used to close the currently

open file, but leave Excel open. (We will explore more about file and window management later
in this manual.)

To close Excel, click the top close button:

You can right-click the Excel icon and click Close window in the Jump List:

¥ | Microsoft Excel 2010

4= Pin this program to taskbar

B Close window h
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You can also close Excel by clicking File

Exit:

=l Save
Bl save As

7 Open

4 Close

Print
Save & Send

Help

:] Options

‘ B Bt

Wy

No matter which method you use, if you haven’t already done so, you will be asked to save any
changes you have made to the file. We will cover saving files in the next
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