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Starting Excel 2000

To start Microsoft Excel 2000

e C(Click on the Microsoft Excel 2000 button on the Microsoft Office toolbar at the top

right of your screen.

OR

Click on the Start button in the Taskbar.

Move the mouse pointer up to Programs.

Move the mouse pointer over to Microsoft Office.
From the flyout menu click on Microsoft Excel 2000.

Microsoft Excel 2000 will load and the following screen will appear.
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Explanation of Excel 2000

Microsoft Excel 2000 is a spreadsheet program. Each Microsoft Excel 2000 document is
a workbook containing 3 sheets. (You can insert more sheets if necessary.) Each sheet is
comprised of columns which run vertically and are labeled with letters and rows which
run horizontally and are labeled with numbers. The rows and columns intersect to make
cells which are labeled by the corresponding column letters and row numbers. The cells
are where data and formulas are entered by the user.

There is always one and only one active cell in a spreadsheet. When data or formulas are
typed they always go into the active cell. The active cell can be recognized in 2 ways.
The first and easiest way to determine the active cell is to look at the sheet itself. The
active cell will be the cell that has a darker border around it. The second way is to look
at the cell reference box at the top of the spreadsheet and the active cell’s reference (B5
for example) will be there. To make a cell active you simply move to that cell (explained
in the next section.)

Navigating through Excel 2000

You can navigate through Excel 2000 several ways.

—

Use the arrow keys on the keyboard to go up, down, left or right one cell at a time.
Use Page Up or Page Down on the keyboard to move up or down one screen on the
monitor.

Press Enter on the keyboard to move down one cell.

Press Shift + Enter on the keyboard to move up one cell.

Press Tab on the keyboard to move right one cell.

Press Shift + Tab on the keyboard to move left one cell.

Click in the cell reference box, type in the desired cell reference, and press Enter on
the keyboard.

Press Ctrl + Home to go to cell Al.
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Entering Data

Anything that is typed on the keyboard is placed in the active cell. Once something is
typed in a cell it must be confirmed.

To enter information in a cell

e Move to the cell in which you want to enter data.

e Type in the information.

e Move to another cell (by using arrows, Enter key, Tab key, etc. . . ) to confirm your
data entry into the active cell.

Entering Functions and Formulas

One of the major functions of a spreadsheet is to perform calculations using formulas.
Many formulas are very simple, but the syntax must be precise. There are many built-in
formulas (called functions) of Excel 2000 that can be used easily.

The keys to entering formulas in Excel 2000 are:

. Begin each formula with “="

Enter the range of cells that you want to perform calculations on.

Once confirmed, the formulas won’t be shown in the cells itself...the results will.
The formula will be shown in the formula bar.

B

Entering a formula to add 2 cells

e Move to the cell in which you want to show the results of the calculation.
e Type in “=B5+G6” where B5 and G6 are the cells you want to add.
e Press Enter on the keyboard.

Using the AutoSum Function

e Move to the cell in which you want to show the Sum of a range of cells.

e C(Click on the AutoSum button El on the toolbar.
o If the range of the cells is correct, press Enter on the keyboard.

e If you want to use a different range, click and drag the mouse on the cells you want to
include in the range.
e Press Enter on the keyboard.
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Entering Functions (continued)

Using Function Wizard
e Move to the cell you want to enter the function in.

e Click on the Function Wizard button il on the toolbar.

Function Wizard - Step 1 of 2 i
Chooze a function and press Mest ta fill in itz arguments.

Function Categony: Function Mame

Most Renently Lised GURBAGE —
Al COUMT

Financial IF

Date & Time A,

Math & Trig MIM

Statigtical FraT

Lookup ¥ Reference ROUMD

D atabaze SLIM

Test SUMIF

Logical WLOOKUP

Infarmation _:j __’j

AYERAGE [numberl number2,___]

Feturnz the average of itz argurments.

Help ; Cancel i < Back ; Mexst = i Finizh

e C(Click on the Function Category that you want to use.

e Click on the Function Name that you want to use.
e Click on Next.

e Depending on which function you choose you will get Step 2 of the Function Wizard.

Function Wizard - Step 2 of 2 i
AVERAGE Value: |

Feturnz the average of itz arguments.

Mumberl [required]

MHumber! numbers,... are 1 to 30 numenc arguments for which pou want the
average.

numberl jg}_j; .
nurnbers ﬁcj; |

Help ; Cancel i < Back ; [Ewt = ; Einizh i

£
Enter the data range or click and drag the range on the sheet. nismoel ‘J[
Click on Next or Finish and complete all steps of the Function Wizard.
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Editing information in a cell

There will be instances when you’ve already confirmed your data entry into a cell and
need to go back and edit it. This is done just a little differently than from a word
processor.

To

delete information in a cell(s)

To

Move to the cell you want to delete or highlight the group of cells.
Press the Delete key on your keyboard.

replace information in a cell

To

Move to the cell in which you want to replace information.
Type in the new information. (It will replace the original information)

edit a portion of the information in a cell

OR

Move to the cell you want to edit.

Press the F2 key on the keyboard. (This places the cursor in the cell.)

Edit as necessary.

Confirm the changes by pressing Enter on the keyboard or by moving to another cell.

Double click the cell you want to edit. (This places the cursor in the cell.)
Edit as necessary.
Confirm the changes by pressing Enter on the keyboard or by moving to another cell.

Move to the cell you want to edit.

Click your mouse pointer in the formula bar at the top of the sheet. (This places the
cursor in the formula bar.)

Edit as necessary.

Press enter on the keyboard to confirm the data entry.
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Selecting/Highlighting cells

Just as you would in a word processing program, you have to select/highlight information
to do any type of formatting. In a spreadsheet, this is done by highlighting cells, entire
rows, entire columns, or the entire sheet.

To highlight a single cell

e To highlight a single cell, simply make it the active cell by moving to it. The active
cell by default is selected.

To highlight a group of cells using the mouse

e Move your mouse to the first cell you want to select.
e Click and hold your left mouse button.
e Drag the mouse across and/or up or down the other cells that you want to select.

NOTE: All of the highlighted cells will turn black EXCEPT for the cell that you started
in. The cell that you start in is called the anchor cell and will not turn black.

e When all of the cells are selected, release the mouse button.

To highlight a group of cells using the arrow keys on the keyboard

e Make active (by moving to it) the first cell that you want to highlight.

e Press and hold the Shift key on the keyboard.

e Press the appropriate arrow key on the keyboard to highlight cells in that direction.
e  When all of the cells are selected, release the mouse button.

To highlight an entire row

e C(Click on the number of the corresponding row on the grey bar to the left of the row.

To highlight an entire column

e Click on the letter of the corresponding column on the grey bar above the column
itself.

To highlight the entire sheet

e Click on the blank grey button where the column and row headings intersect in the
upper left-hand corner of the spreadsheet.
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Formatting Cells

Once a cell, column, row, or sheet is selected it/they can be formatted in a number of
ways including font type, size, and color.

To format font

e Highlight the cells you want to format.
e Click on Format.
e C(Click on Cells.

Format Cellz 1

Murnber ; &lignrment ; Font ; Barder ; Patterns ; Protection

Categary: i*"S ample

__Cancel |

Mumber
Currency

Accounting General format cells have no zpecific
D_ate nurmber farmat.

Time

Percentage

Fraction

Scientific

Text

Special

Cugtarm

Cancel

e You will see the Format Tabs dialog box with tabs that let you format the number,
alignment, font, borders, etc. . ..

e Click on the Font tab.

¢ You will see the options for formatting font (figure and remainder of instructions are
contained on the next page).
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Formatting Cells (continued)

Formatting font (continued)

Format Cells [ 2] !
Murnber I Aligrrent Fuant | Eorder I Patterns I Pratection
Font; Fant Shyle: Size:
I-‘l'-.rial iH eqgular |‘I ]
a B Cancel

Italic: 9 —I
Bold
Bodtalic =] 11 =

Underline: Caolar

[None =] [Automatc =] 1/ Narmal Fort

;--Effect i—F'review

[ Stikethrough .

™ Superseript { AaBbCcoYyiz

™ Subscript ‘

Thiz iz a TrueType fant. The zame font will be used on both wour printer and your screen.

e Choose the font type, style, and size that you desire by scrolling through the
appropriate lists and clicking on the one you want.

e Choose the font color by clicking on the downward pointing arrow next to Color and
click on the desired color.

e Click on OK.
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Formatting Cells (continued)

To format a number

The numbers in the cells can be formatted in many different ways from normal, to
currency, to date and time. The number of decimal places can also be set.

e Highlight the cells you want to format.
e Click on Format.
e C(Click on Cells.

Format Cellz 1

Murnber ; &lignrment ; Font ; Barder ; Patterns ; Protection

Categary: i*"S ample

Mumber
Currency

Accounting General format cells have no zpecific
D_ate nurmber farmat.

Time

Percentage

Fraction

Scientific

Text

Special

Cugtarm

Cancel

I

e Click on the Number tab (if necessary)

e C(Click on the formatting that you want.

e Click on the options that you want according to that format.
e Click on OK.

To format alignment within cells

e Highlight the cells you want to format.

e Click on Format.

e Click on Cells.

e C(Click on the Alignment tab.

e Choose the appropriate horizontal and vertical alignment and the type of orientation
you want the text to take within the cells.

e Click on OK.

10



Microsoft Excel 2000 Level |

Formatting Cells (continued)

To format a border around a cell(s)

Highlight the cells you want to put a border around.
Click on Format.

e Click on Cells.
e C(Click on the Border tab.
Format Cells [ 2] !
Murnber I Aligrrent I Font Bu:uru:lerl Patterns I Pratection
—Bord ~Shyle

II:Ir - Qutline iy_ !
; Left Cancel |
i Right
[ Top
I ﬂuttum i —— i

Colar: I Automatic j

e Click on the line style that you want.

e Click on dropdown arrow by Color and click on the color you want the border to be.
e Click on the border(s) that you want.

e Click on OK.

To remove a border.

e Highlight the cells from which you want to remove the border.

e C(Click on Format.

e Click on Cells.

e C(Click on the Border tab.

e Click on the line style that is clear (lower, left-hand corner of the line styles).
e Click on the border(s) that you want to clear.

11
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Formatting Cells (continued)

To format shading in a cell(s)

Highlight the cells you want to shade.
Click on Format.

Click on Cells.

Click on the Patterns tab.

Format Cells [ 2] !

Murnber I Aligrrent I Font I Eorder | Patternz | Pratection

~Cell Shading——————— !
En:nln:nr

=rlrlrlr

.r.u‘... NS |
NN

Patter: I - I |

e Click on the Color that you want to shade with.

e Click on the dropdown arrow next to Pattern and choose a pattern if desired.

e The Sample box will show you what the pattern and color will look like on the
spreadsheet.

e Click on OK.

12
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Cutting, Copying, and Pasting Text

You can cut, copy, and paste text in a spreadsheet just like you do in a word processor.
The only difference being that you cut, copy, and paste entire cells.

To cut and paste information in a cell(s)

e Highlight the cell(s) that you wish to cut.

e Click on the Cut button .':H'J on the toolbar.

e Highlight the cell(s) that you wish to paste to.

e NOTE: When cutting/copying and pasting, the area that you paste to must be the
same size that you cut the information from.

e Click on the Paste button I_%.I on the toolbar.

To copy and paste information in a cell(s)

e Highlight the cell(s) that you wish to copy.

Ep
e Click on the Copy button on the toolbar.
e Highlight the cell(s) that you wish to paste to.

NOTE: When cutting/copying and pasting, the area that you paste to must be the same
size that you cut the information from.

e Click on the Paste button I_ﬁil on the toolbar.

NOTE!!! When you cut or copy formulas make sure that the cells you copy to contain
the correct formula. When formulas are copied to other cells, cell references change
according to their relative position to the original cell.

13
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The Undo button

Microsoft Excel 2000, like most software applications, has an Undo button. This allows
you to “undo” a previous action if it was a mistake or you just don’t like the results. It
must be noted that the Undo button won’t undo absolutely everything and shouldn’t be
relied on. However, it is very useful, especially once you are accustomed to using it
regularly.

To undo the previous action

e Click on the Undo button EJ on the toolbar.

The Redo button

The Redo button I-EJ (which is located to the right of the Undo button) allows you to
repeat the previous action or command. For example, if you make formatting changes in
one cell, you can go to another cell, press the Redo button and repeat the formatting in
the new cell.

14



Microsoft Excel 2000 Level |

Setting the Orientation

You can choose to have your spreadsheet printed in either Portrait (tall) or Landscape
(wide) orientation.

To set the orientation

e Click on File.

e Click on Page Set-up.

e C(Click in the radio circle next to Portrait or Landscape (whichever is desired).
e Click on OK.

Page Setup [ 7] I
5 Fage | Margins I Header/Faater I Shest
~Onentation
. | oK. |
&% Partrait " Landscape — |
~Sialing Print... |
& Adustto; 100 =4 & nomal size : :
Frint Preview |
" Fit to: I1 E‘ page(z) wide by |1 5‘ tall
Optianz... |
Paper Size: ILetter j
Frint Quality: {500 dpi =
First Page Mumber: ko

15
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Setting Margins

The margins for an Excel 2000 spreadsheet have default settings of 1 top and bottom
and .75 right and left. You can change the margins, as well as center the spreadsheet on

a page.

To change the margins
e Click on File.
e Click on Page Setup.

Page Setup [ 7] I

Fage Margins | Header/Faater I Shest
— ~Preview
Tom i =] | ok, |
Bottarm: |'| E Cancel |
Left: II:I.?E E‘
Bight o5 = Prirt.. |
FromEdge—————————— Frint Preview |
Header. ID'E E Optianz... |
Eooter: II]_E E‘
—Center on Page
[ Horizantally [ Wertically

e C(Click on the Margins tab.
e Click once in the box next to the margin you want to change.
e Delete the current number and type in the number you want.

e Press the Tab key on the keyboard to rotate through the other margin boxes (if
desired).

e C(Click on OK.

To center the spreadsheet on a page

e C(lick on File.

e Click on Page Setup.

e C(lick on the Margins tab.

e Click in the check box next to Horizontally or Vertically (or both) to center the
spreadsheet horizontally, vertically, or both on a page.

e Click on OK.

16
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Printing the Gridlines

Microsoft Excel 2000 does not automatically print the gridlines of a spreadsheet. You
must manually go in and set the option to show the gridlines when the sheet is printed.

To show the gridlines when printing

e C(Click on File.
e Click on Page Setup.
e C(Click on the Sheet tab.

Page Setup I
Fage I Marginz I Header/Foaoter Sheet
Fiint Area: | | 0K I
~Prink Title Cancel |
Bows to Repeat at Top: i
Colurins to Repeat at Left: I Print... |
Al — Pint Preview |
W ‘TGridines: I Black and'white
[T Hotes ™ Row and Colurin Headings Options... |
[T Diraft Gualiy
~Page Order
& Down, then Across EE EyF, BB
" Acmozz, then Down EE &IF 55

e Click in the checkbox next to Gridlines.
e C(Click on OK.

17
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Saving an Excel 2000 document

When you save an Excel 2000 workbook, it saves all of the spreadsheets within the book.

To save an Excel 2000 document

e Click on the Save button Iﬂl on the toolbar.

Save Az [ 2] I

Save in: |I:! by Documents :_I E:ﬂ Pl = I

g:l Qld Powerpaint D ocuments Save I
Cancel |

Optionz. ..

File name: m ll

Save az upe: Ih-'liu:ru:usu:uft Ewcel ‘Warkboak, j

e Type the name you want to save the document as.
e C(Click on Save. (Excel 200095 saves to the default directory: My Documents.)

NOTE: Once the document is saved the first time you do not have to repeat the process

of giving it a name. Excel 2000 will save it to the same location under the same name
each time thereafter.

18
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Retrieving a saved file

It is a very simple process to open a file that you have saved on your computer.

To open a saved file

e C(lick on File.
e Click on Open.

open  HH|
Loak. in: l[:! My Documents _v_I i; é—!ﬂl—;i E
i employees e

4] 0ld Powerpoint Documents

Cancel |
Advanced... |

[ Bead Only

Find files that match theze criteria;

File name: I LI Text ar property: i LI Fird Mo |
Filez af type: IMiu:ru:usu:uft Eucel Files j Last modified: ;an_l,l timne :_I Mew Search I

|1 file(z] faund.

e Click on the name of the file you wish to open.
e Click on OK.

19
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Opening a New Blank Document

You can have more than one Excel 2000 document open at a time. Every time you open
Excel 2000 it will put a blank workbook on your screen. What if, while you’re working
on a document or after you’ve finished one you want to open a new document? That may
be one of the simplest tasks to perform.

To open a new, blank workbook

e C(Click on the New Workbook button gl on the toolbar.

Using Print Preview

The Print Preview option is one of the more useful commands that most good word
processing and spreadsheet applications have. This allows you to see just how your
document will look on paper when it is printed. If you don’t like what you see, then you
can correct it and you haven’t wasted any paper. This is an option that should be used
every time that a document is printed.

To start Print Preview

e Click on the Print Preview button L@J on the toolbar.

¢ Your document will switch into preview mode. You will see the entire first page on
the screen.

To zoom in on a document

e Position the mouse pointer which will be a magnifying glass on the area you want to
zoom and click once.

To zoom back out on a document

e Click the mouse pointer again.

To preview the next page

e To see a preview of following pages, click on the Next &z==== button on the toolbar.

20
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Using Print Preview (continued)

To preview a previous page

e To see a preview of previous pages, click on the Previous button MI on the
toolbar.

To print from print preview mode

e C(Click on the Print button M on the toolbar.
¢ You will see the Print dialog box.

Pt  @EH
=~Printer
Mame: m HF Lazerlet 450451 PS __"_"j Properties. .. 1
Status: Idle
Type: HF Laserlet 455245k PS5
WWhere: WWE1BBCo lablab 4=
Cornrnent: ™ Print to file
~Print W/hat rCopies
i Selection : Murber of copies: m
* Selected Sheet(s]
™ Entire Workbook - Iﬂ @ I Callate

-Page Range
= Al

{" Pages  from: ; ;fj;n: ; i-_-j
] ; Cancel i Presview i

e In the Copies section, click the spin wheel to set how many copies you want to print.

¢ In the Print What section, click on what you want to print (Selected Sheet which is
the default, Selection, or Entire workbook).

¢ In the Page Range section, either print All (which is the default) or use the spinwheels
to print a certain page range.

e Click on OK.

To close out of Print Preview mode

e Click on the Close button M on the toolbar.

21
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Printing the Document

To quickly print the current sheet using the default printer

e Click on the Print button @l on the toolbar.

To print with other options

e Click on File.
e Click on Print.
¢ You will see the Print dialog box.

Pt  @EH
=~Printer
Mame: m HF Lazerlet 450451 PS __"_"j Properties. .. 1
Status: Idle
Type: HF Laserlet 455245k PS5
WWhere: WWE1BBCo lablab 4=
Cornrnent: ™ Print to file
~Print W/hat rCopies
i Selection : Murber of copies: m
* Selected Sheetfs]
™ Entire Workbook - Iﬂ @ I Callate

-Page Range
= Al

{" Pages  from: ; ;fj;n: ; i-_-j
] ; Cancel i Presview i

¢ In the Copies section, use the spin wheel to indicate how many copies of the
document you want to print.

e In the Print What section, click on what you want to print (Selected Sheet which is
the default, Selection, or Entire workbook).

¢ In the Page Range section, either print All (which is the default) or use the spinwheels
to print a certain page range.

e Click on OK.
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Data for Exercises
Jan Feb Mar April May Totals
1995 450 465 465 490 500
1996 500 490 495 500 510
1997 520 530 520 565 600
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