
 

 










 







 


 









 






Basic Microsoft Excel 

The Formula Bar is one of the ways you can enter data into a cell. Once you have activated a 
cell, click into the Formula Bar and type in the data you wish to add. This may be a formula or 
advanced function as well as simple text data. After you have typed in your data, you need to 
confirm or cancel your selection. This may be done by selecting the check mark to confirm 
your entry or by selecting the X symbol to cancel the entry. The FX icon inserts a function into 
the Formula Bar, making it easier for you to create more complex tables. 

Entering Data in a Cell 

Start by selecting cell A 1 making it the active cell. Once selected, type in the phrase "My 
Checkbook" and hit enter. Using the enter key is one of the alternatives to using the Formula 
Bar system to confirm your entered data. Hitting the enter key will confirm your entry into the 
cell and move the active cell to one cell below. If you hit the Tab key after entering your data 
instead of the enter key, it will confirm your entry and move the active cell to one cell to the 
right. 

Complete the steps in the table below to start creating a basic budget. 

What you type or do 
Click cell A3 
Type Cash on Hand and press 
ENTER 
Type Paycheck and the press 
ENTER 
Type Total and then click cell 
B3 
Type $1,000 and then press 
ENTER 
Type $1,SOO and then press 
ENTER 

What happens 
Makes A3 the active cell 
Enters Cash on Hand into cell A3, then makes cell 
A4 the active cell 
Enters Paycheck into cell A4, then makes cell AS the 
active cell 
Enters Total into cell AS, then makes cell B3 the 
active cell 
Enters $1,000 into cell B3, then makes B4 the active 
cell, because it is then next select cell 
Enters $1,SOO into cell B4, then makes BS the active 
cell. 
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Enter the rest of the data as 

shown below 



Basic Microsoft Excel 

A B 
1 My Checkbook 
2 
3 Cash on H, $ 1/000.00 
4 Paycheck $1/500.00 
5 Total t 6 
7 Phone s 95.00 
8 Electric s 143.00 
9 Cable s 75.00 

10 Utilities Total 
11 Utilities Average 
12 
13 Utilities Total 
14 Auto s 225.00 
15 Rent $1J50.00 
16 Total 
17 Money lleft 
18 

C 

Widening Columns and Rows 

If you create labels in Excel which are 
truncated and cut off due to additional data in 
the neighboring cell, you can widen the 
column or row to create more space. In order 
to widen the columns of a worksheet, move 
the mouse pointer in between the border of 
column A and column B. It must be in the 
headings of the columns (where the letters are 
located), right on the line. At that point your 

2 

mouse pointer will change to a double-headed arrow. 

When your mouse pointer changes, you will be able to click and hold the left mouse button 
down as you drag the columns to the left or right to enlarge or shrink the column size. Once 
the information is correctly displayed in cell, release the mouse button to confirm your 
choice. The same process works for elongating the rows. The only difference is you must 
move your mouse in between the headings of two rows (the numbers on the left-hand side) 
to get the double-headed arrow mouse point. 
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Inserting and Deleting Rows 

As you make changes to one part of a worksheet, it is important to watch how your changes 
affect the rest of the worksheet. One small change in one part of a worksheet may upset the 
functions and formulas in another part of the worksheet and upset the reliability of your data. 

In order to insert a new row into your worksheet, select the entire 
row. This keeps the rest of your data in line and helps adjust the 
functions that are working in the worksheet. To select an entire 
row, click on the row heading (the number). After you have 
selected the heading for the row, click on the Insert Row 
command button on the Home Tab. This will move the rest of the 
rows down accordingly. 

Try adding a new bill item to your budget by adding a row. 

Cell Insert Delete Format 
tyles • 

1a:J lnsertC�lls 

�� Insert Sheet .B.ows 

L Autos 

[TIFIII• 

� Clear 

0 Lf ser Sheet (olumr1s R 

� ln,ert Sheet 

The same process works for deleting rows. If you want to delete a row, you need to start by 
selecting the row heading. Then select the Delete command next to the Insert command on 
the Home Tab. 

Additional Features 

The Fill Handle 

The Fill Handle is a tool in Excel which is designed to extend and fill in a series of numbers, 
dates or text to a desired number of cells. 

Go back to your budget practice exercise and select cell B2. Type in the word "January," 
ensuring that the spelling is correct. In the bottom right corner of the cell, there is a small dot. 

A B 

Moving your mouse to that corner will 
change the pointer from a mouse 
pointer to a+ sign. Click and hold the 
left mouse button, dragging the pointer 
into the cells immediately to the right 1 My Checkbook ___ _
(C2, D2, E2 and F2). This should continue 2 barrnary I

adding the calendar months to your 
budget. 

3 

Ix Jarurnry 
C D E 
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Now select your data from your budget in cells B3 through B17. Use the fill handle to drag the 
data to the columns to the right (Columns C, D, E, and F) as you did for the calendar dates. The 
fill handle will bring the data as well as the functions, so you are able to adjust one column 
and it will only affect that one column. 

This feature works for number lists (even patterns of numbers i.e. 2, 4, 6, etc .... ) as well as days 
of the week and other series of data. 

Undo Typing 

When you make a mistake, such as deleting a block of text, you can step back and undo your 
actions. This is accomplished through the Undo Typing command. The Undo Typing II 
command undoes anything that you can do in Excel. It is located on your Quick Access 
Toolbar and by using the shortcut combination of CTRL+Z. The benefit of using the 
command button on your Quick Access Tool bar is there is a drop-down menu next to the 
icon, which shows you the recent actions which you have taken and allows you to choose 
how far you would like to undo. 

Shortcut Keys in Microsoft Excel 

Microsoft Excel utilizes different shortcut key combinations to perform tasks. Many of these 
key combinations are universal across the various Microsoft Office programs. 

Shortcut Key 
CTRL+C 
CTRL+X 
CTRL+V 
CTRL+A 
CTRL+B 
CTRL+I 
CTRL+U 
CTRL+P 
CTRL+Z -------------
CTR L + F 
CTRL+HOME 
PAGE UP/ PAGE DOWN 

Description 
Copy the selected text 
Cut the selected text 
Paste the selected text 
Select all contents of the workbook 
Bold the highlighted selection 
Italicize the highlighted selection 
Underline the highlighted selection 
Print the workbook 
Undo the last action performed 
Search in a spreadsheet 
Move to the beginning of a worksheet (A 1) 
Move one screen up or down in a worksheet 
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https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb
https://support.office.com/en-us/article/excel-for-windows-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb
https://edu.gcfglobal.org/en/subjects/office/
https://thedockforlearning.org/series/practice-projects-for-excel/
https://www.lynda.com/excel-training-tutorials/192-0.html

