Beginning Excel 2010
The Environment

It is important to become familiar with the components of the Excel Window. When you first launch Excel 2010, it will appear as it does below.  At the top of the Excel window is the title bar.  The Title Bar will tell you the name of the file you are using and the name of the name of the program that is open.  Moving over on the title bar to the right, you will find the Quick Access toolbar.  This is the only toolbar left in Office 2010.  It will likely have only three buttons, but it is customizable.  Below the Title Bar, you will find the Ribbon.  The Ribbon has tabbed sets of commands.  These commands are on buttons to make the action quicker than using menus.  The buttons are grouped into sets that are labeled directly below the set.  The new series of tabs is designed to be more intuitive than previous versions of the program.  In the image below, the Title Bar is referring to Book1.  Excel is designed to work like the old ledger books of the past.  If you think about having a book, in a book you have pages or sheets, and on each sheet you have columns and rows.  Cells are the smallest part of a spreadsheet.  Cells are the intersection of rows and columns and are named accordingly.  At the intersection of row 5 and column D is cell D5.  Excel gives you three sheets to begin your work; you may add more if you need them.  The largest component of Excel is called a workbook.
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Moving around in an Excel workbook is a done through a combination of the keyboard and the mouse.  You may use your keyboard to move to the left and to the right, up and down as well as skip to the beginning and the end of the workbook.  Pressing down the Control key and hitting the Home button will bring your cell selector to A1; cell A1 is called home.  

Moving around excel, you are only selecting one cell at a time.  To select more than one cell at a time, you may use your mouse or your keyboard.  There are two kinds of cell selection: contiguous and noncontiguous.  Contiguous cells are cells that are side by side.  

To select contiguous cells, with your keyboard, you must hold down the Shift key and use the arrows on your keyboard.  To use your mouse, wait until your cursor looks like a puffy cross and then press and drag over the cells you wish to select.  You can also use a combination of mouse and keyboard.  Click in the first cell you would like to include, and then hold down your Shift key, and click in the last cell you want to include.  You are selecting ranges that are side by side.

To select cells that are not side by side, or noncontiguous cells, you must first select one cell or cell range, then hold down the Control key and while doing so, select the second range or cell.  

Components of a Good Spreadsheet

A good spreadsheet must have four elements.  Each must have Labels, Data, Formulas and Formatting.  Labels are simply names for each item you are tracking.  Data is the number of each, and Formulas will do the math on those numbers.  Formatting is about the appearance of your spreadsheet.  Without Formatting, your spreadsheet will look half-finished.

Basic Formulas

For purposes of this class, we will only use the AutoSum feature for formulas.  The AutoSum button is circled on the diagram below.  This button will insert the formula to add the information directly above it or directly to the left of it.  It can not add a column of numbers to its right, or below it.
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Once you have added one column or row of numbers, you may use the AutoFill feature to complete the math for the spreadsheet.  Look at the cell selector for a moment and notice that in the lower right hand corner there is a darker spot than the rest of the selector.  The cursor changes to a thin cross hair when you move your mouse over this spot.  When you have the thin cross hair, press and drag to the right to fill in the rest of the row, or drag down to complete the column.  

Formatting

For the purposes of this class, we will only format the text in our spreadsheet.  Like formatting in other Microsoft applications, Excel requires that you select a cell or range of cells that you would like to format before you are allowed to do so.  
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