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REAOMEFI RST

In case you're not familiar with the terminology, This section contains some important information to
Read Me First is quite often the name given to a help you use this book so we thought we'd start
computer file that contains important information with a Read Me First section.

for people to know prior to using an application.

What skills and knowledge The skills and knowledge acquired in Microsoft Excel 2016 - Essentials
you will acquire... are sufficient to be able to use and operate the software effectively.
What you'll need to know Microsoft Excel 2016 - Essentials assumes little or no knowledge of the
before beginning this software. However, it would be beneficial to have a general

course... understanding of personal computers and the Windows operating system

environment.

Theobjecti ves of Atthecompletion of this course you should be able to:
navigate your way around Microsoft Excel 2016
create and work with a new workbook
make changes to data in a workbook
understand, create and work with formulas and functions
use font formatting techniques
understand and use the number formatting features in Excel
print your workbook data
apply a variety of page setup techniques
understand and use Excel's Quick Analysis tools
share workbooks with other users

What you get in a chapter... Each chapter begins with a summary page listing the topics covered in
that chapter. The chapter then consists of single-page topic sheets
pertaining to the theme of the chapter.

What you'll need to have Many of the topics in this learning guide require you to open an existing
before commencing this file with data in it. These files can be obtained from your instructor and
course... need the product code for this course which is ExcelEssentials.

As you work through this It is strongly recommended that you close all open files, if any, prior to
gui deé commencing each new chapter in this learning guide. Each chapter,

where relevant, has its own set of exercise files and any from a previous
chapter are no longer required.

Where to from here... Have a look at the next page which explains how a topic page works,
ensure that you have access to the exercise files (see above), and you're
ready to make a start.

© 2017 The University of Nottingham The University of Nottingham -i-
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WORKI WG THOPI SHEETS

The majority of this book comprises single-page
topic sheets. There are two types of topic sheets:
task and reference. The layout of both is similar
i an overview at the top, detail in the centre and

additional reference (optional) material at the
bottom. Task sheets contain a Try This Yourself
step-by-step exercise panel in the detail area as
shown below.

0 — 1 OPENING A DOCUMENT

Although there are s number of different ways to
opena Word file, which induds using the Start
menu or didking directly on an icen of the file,
perhaps the best and simplest way to do itis frem

within the Word program itself using the

File > Open mmmand. The Open dislog box has
tools thet help you to identify file typss and location.

Word Processing Simple Documents

Before you begin enaire
I R that Word 2000 has
started

Try This Yourself:

@ cekafie>Openo
displsy the Open diskog
box

@ Clisonhedoo smow[F]
for Look in to display =
list of possible locations
svailable 1o your
computer where
documents may be found

@ cimonbhwc(cior
its equivalent on your
computer

The contents of drive C:
will newr be dizpiayed in
the Open disiog box....
@ Dovoiesickon Course

Files For Word 2000 —
this is the folder where:
files for this course can be
found

The contents of the folder
Gourse File For Word
2000 wil iow be
displayed

o Click on W002 Document
Essentials_1.doc to
seled it s the file thet
you wish toopen, then
dlick on [Open] to open
the document on the:
screen

For Your Reference... Handy to Know...

To open a document in Word: There is more than one way to open &
B ———— 1. Select File > Open bo display the Open document in Word. Allermatively you coukd: R S
dislog box +  Click on the Open tool [@]
2. Locate the fils and folder {if necsssary) «  Select atecenty opened fie from the
3. Clidk on [Open] File menu.
Skilgate Leaming Centres Psge 10 Chapter 2: Working With A Document

Topic name

General topic overview provides an introduction to the topic

Try This Yourself (Task-based topic sheets) is a detailed step-by-step practice
exercise for you to work through. In Reference topic sheets this is usually replaced
by a box with reference information.

In Task topic sheets screen shots and graphics provide a visual clue as to what
will happen when you work through the Try This Yourself practice exercise. In
Reference topic sheets the screen shots and graphics are used to visually
represent information and concepts.

The For Your Reference (optional) element provides a quick summary of the steps
required to perform a task. These usually only appear in Task-based topic sheets.

The Handy To Know (optional) element provides additional information such as
alternate ways of accomplishing a task or further information providing handy tips.

© 2017 The University of Nottingham The University of Nottingham
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Microsoft Excel 2016 - Essentials

CHAPTER CfTTlNd-O KNOV\EXCELZ016

(=

Microsoft Excel is a spreadsheet application that is usually part of
a suite of Microsoft applications, known as Microsoft Office.

You can use Excel for all sorts of tasks involving numbers such as
budgeting, sales analysis, forecasting, charting and graphing and
much more. Excel is a tool used to perform calculations with
numbers, so virtually any task that requires calculation and number
crunching can be setup and performed in Excel.

Before you start creating anything, it is worth taking some time to
become familiar with the Excel environment and its features.

In this session you will:

V learn how to start Excel from the desktop in Windows 10

V gain an understanding of the Excel Start screen

V gain an understanding of the Excel 2016 workbook
screen

V gain an understanding of how Excel works

V learn how to use the ribbon to access commands

V learn how to show and collapse the ribbon

V gain an understanding of Backstage view in Excel

V learn how to access the Backstage view

V learn how to use shortcut menus

V gain an understanding of how dialog boxes work

V learn how to launch a dialog box

V gain an understanding of the Quick Access Toolbar

V learn how to add commands to the Quick Access
Toolbar

V gain an understanding of the status bar

V learn how to exit correctly and safely from Excel.

© 2017 The University of Nottingham Page 1 Chapter 1 - Getting to Know Excel 2016



Microsoft Excel 2016 - Essentials

STARTING EXCEL FROM THE DESKTOP

To create or edit a workbook, the first thing you
must do is start Excel. The first time you use
Excel you will need to open it from the taskbar
Search the web and Windows bar or the All

Try This Yourself: a & Life at a gance
M

Before you begin, ensure _

that your computer is R o0
SWitChed on and the Google Chrome > Calendar
desktop is di:

- Adobe Acrobat DC

) If there is no Excel icon in | stemet Explorer , () a O

the taskbar at the bottom of

the desktop, click on the & Notepad ——
Windows icon in the Maps e
kbar, as shown, to - o 1w
tas , , | | St 0= ma

display the Start menu
Word 2016 Melbourne Phone Compa...  OneNote

Play and explore

Click on All apps to display
( a list of all the apps on your

computer
1 Scroll down to the E section Fie Explorer p;\ @ ﬁ
Excel 2016 is listed her e é £t Settings Xbox GrooveMusc NRlmsEay
& Click on Excel 2016 to start 0 Power SEP/ASX AL
5,288.60
Excel v -041%

= Allapps 4:11 PM AEDT

(y Right-click on the Excel icon

O in the taskbar to display a Search the web and Windows
menu of options, as shown,
then select Pin this
program to taskbar

You can now click on this
icon to open Excel from the
desktop. This icon will -I3 Pin this program to taskbar
remain in the taskbar unless
you remove it:

X8 Excel 2016

Close window

Repeat step 5 to select
Close window to close
Excel

# Click on the Excel icon in
the taskbar to open Excel
again

For Your Referenceé Handy to Knowé
To add an Excel icon to the desktop taskbar: 1 You can start Excel by clicking in the taskbar
1. Display the Start menu, then click on All S e ar charetyping excel, then clicking on
apps Excel in the list of search results.
2. Right-click on Excel 2016 9 You can pin Excel to the Start menu by
% Gelle Bl (e ieeldae displaying the All apps list, right-clicking on

Excel 2016 and selecting Pin to Start.

© 2017 The University of Nottingham Page 2 Chapter 1 - Getting to Know Excel 2016



Microsoft Excel 2016 - Essentials

UNDERSTANDING THE EXCEL START SCREEN

Unless you start Excel with a specific data file,

Excel 2016 will open with the Excel start screen
displayed. This acts as a gateway into Excel and
from this initial screen you can choose what kind

The Excel 2016 Start Screen
In Microsoft Excel your data is stored in a file referred to as a workbook.

The Excel 2016 start screen is very helpful if you want to quickly access files you have worked on
recently or create a new workbook file based on one of the available templates (including the default
Blank workbook template). It acts as a gateway into the program.

If you have already worked on workbooks, a list of recent files will display below Recent in the green

pane to the left of the screen. I f you havenodt wor ke
clicking on Open Other Documents (below Recent in the left green pane). This allows you to open an

existing workbook file from your computer or OneDrive.

The right side of the start screen displays thumbnail previews of available templates you can use to
create a new workbook. It also contains the Search for online templates box, which you can use to
search the internet for additional templates.

Templates are simply layouts that have already been created which you can customise to suit your
needs and then enter relevant data. If you want to start with a clean slate you can choose the Blank

workbook templateT y ou 6 | | probably find this is the one youbol

o

In the top right corner of the start screen youdl |l s
into Windows, as well as commands such as Microsoft Excel Help, Minimise, Restore Down (or
Maximise) and Close.

7 = (m] X
EXCEI Search for online templates 0o Alison ¥
Suggested searches:  Business  Personal | Industry Small Business Calculator  Finance - Accounting  Lists Switch account
Recent
FEATURED ~ PERSONAL
You haven't opened any workbooks recently.
To browse for a workbook, start by clicking =
on Open Other Warkbooks.
A B c A e
@@ Open Other Workbooks 1 1 My Cashflow R e ————
2 ->
: Take a I
5
6 tour LLL
7
Blank workbook Welcome to Excel Business analysis feature tour Academic calendar (any year)
——
s e RIEIM personal expenses
1
- I,
—m— 1L,
= = = = B
[=====|==
Student calendar (Mon) Inventory list Loan comparison calculator Personal expenses calculator
- —- Cra—
[wwovmview | ]
e e — — B =

The start screen will only display when you launch the Excel 2016 application directly i that is, by
clicking on Excel 2016 in the All apps list in the Start menu, searching for Excel and clicking on it in the
search results, or clicking on the taskbar icon if the application has been pinned to the desktop taskbar.

Excel 2016 can also be started by double-clicking on a workbook file in File Explorer. When this occurs
Excel 2016 will bypass the start screen shown above and open the workbook directly.

© 2017 The University of Nottingham Page 3 Chapter 1 - Getting to Know Excel 2016



THE EXCEL WORKBOOK SCREEN

The Excel screen is made up of several key
components which are described on this page.
Some of these components, such as the ribbon
and Backstage view, are common to all other

Microsoft Excel 2016 - Essentials

Book1 - Excel
Review  View @
X, . o= -
B Calibri Jiun o ax =E=2l g g (Geoned
e — Eg ~ | $ - 9%
- B I U- - DA EE=EE 5 o o
Clipboard Font I Alignment . Mumber @
Al - Je
e A B C D E F G H
gy s |

2
3
4
5
—6 - n
T
8
g
10
11
12
13
14

Sh eetl

Ready ’:;;

The File tab is used to access the Backstage view wh

preferences for Excel.

o-
)
(

&
%
$

i

upon its function at that position on the screen.

be used for your project.

The worksheet is like an electronic piece of paper rule
where you type numbers, letters, and formulas to perfo
headed using letters of the alphabet (A, B, C, etc.) whil
the left side.

worksheet.

zoom ratio for your worksheet.

W Tell mewhat you want to do...

Alisoneties 0 Share

%Cunditiunal Formatting = E"In:ert v Y p
GFormata:Table' E" Delete -

= Sort & Find &
[ Cell Styles - [ Format ~ T Filter = Select ~

Styles Cells Editing -~

v

J K L M N -

4 3
] 0 - 1 + 100 | e

ich contains file management functions, such

as saving, opening, closing, printing, sharing, and so on. There is also information contained here
such as your document Properties. Options are also available so that you can set your working

The ribbon is the tabbed band that appears across the top of the window. It is the control centre of
Excel. You use the tabs on the ribbon to access the commands that are categorised into groups.

The active cell is where text, numbers, and formulas will appear when you start typing.

The mouse pointer is used, amongst other things, to select a cell and make it active. It may
appear as a large cross, as in this example, as an I-bar, or any number of other forms, depending

The status bar appears across the bottom of the window and displays useful information about
what is happening in the worksheet. At present it shows Ready which means that Excel is ready to

d into columns and rows. The worksheet is
rm calculations. Notice that columns are
e rows are designated using numbers down

The scroll bar indicates your current position in the worksheet and lets you move to other positions
in the worksheet by clicking or dragging. The arrows can also be used to move through the

The View buttons and the Zoom Slider are used to change the view or to increase/decrease the

© 2017 The University of Nottingham Page 4
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Microsoft Excel 2016 - Essentials

How EXCEL 2016 WORKS

For a new user the Microsoft Excel 2016 screen
can seem intimidating.
that it is made up of three key areas. The data
you type is placed on a worksheet. The data

The Worksheet B ©- : Bill and Brenda's Business Plan.slsx - Excel m - O
A Worksheet appears as a number Of File Home Insert Pagelayout Formulas Data Review View Q Tellme.. Alison & 9 Share
rows and columns which form a2 - % 3
squares known as cells. Everything A 8 c b £ F 6 H | :
you type in Excel is entered into 1 |Bill & Brenda's Business Plan
these cells. In the simple business - — e e veaa vera veas
plan shown to the right there are 4 |income
numbers and words entered into a T - -
worksheet. Formulas are also 7 Grants 5500 6000 3000 1000 4500
entered that automatically perform R s e e e
calculations. The worksheet is part of 10 |Expenses
a larger entity known as a workbook - T mae B B
T workbooks can be filed away for 13 Sundries 100 150 200 240 300
future use or for sharing and can [omifwemss G50 00 G0 T %
also be printed. 16 | Profit 4150 5200 2600 3140 5040
17
Sheetl | Sheet? | Sheet3 ® [l 3 :
Ready &3 ] | - 1 + 100%
The Ribbon

When you need to do something with the data in a worksheet, such as format it, colour it, analyse it,
moveitcopy it, and much more, youbl | fribbod. Thelribbonof t he

has commands organised thematically using a series of tabs across the top.

Insert Page Layout Formulas View Q Tell me what you want to do... Alison e R.Share
% | Calibr -l -A N F== - B [Genenl .| & Conditional Formatting - %‘"'”‘E“ T - %‘Y p
B - [7 Format as Table - EX Delete - [~ ]
o BT [T A EESEE B %0 U o B | 2. e
Clipboard & Font I Alignment ] Number ] Styles Cells Editing ~
The Backstage View
When you want to do P
something with the data in your
workbook, such as save it so Print
that you can access it again i
later, print it, share it with a & U
colleague, send it to your boss,
protect it from prying eyes, or e _— EE
whatever, you will need to mmm g oS o
access the Microsoft Office HE B - E B EEE
Backstage area of Microsoft Fint Settings e
Excel. The Backstage is Sen [ st
accessed using the FILE tab B e
on the ribbon. Rather than Publah A
offering you commands on a fe BE S .
ribbon, Backstage occupies o ) rouescimmsion .
the entire screen and has a " 0= .
series of options fjown t_he I_eft o —r—
side. Here the Print option is O e s 1men”
active, and that is why you can B St s ™
see a preview of the worksheet Froesr
and a series of print-related i nE

options.
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USING THE RIBBON

The ribbon is the command centre for Microsoft
Excel. It provides a series of commands
organised into groups and placed on relevant
tabs. Tabs are activated by clicking on their

Microsoft Excel 2016 - Essentials

Try This Yourself:

Before you begin ensure
Excel has started and you
have a blank workbook
openéeé

Home tab of the ribbon

These are the most
commonly used commands,
including copy and paste,
font and number formatting,
styles and editing...

) Examine the groups on the

( Click on the Insert tab

The commands on this tab
are used to create tables,
illustrations, charts, headers
and footers, text objects and
symbols...

1 Click on Shapes in the
lllustrations group

A gallery of shapes will
appear which can be inserted
into the works

& Click on some of the other
tabs across the top of the
ribbon (Page Layout,
Formulas, etc.) and examine
the commands on them

Some of t hese
boxeso.

(y On the View tab, click on
O Zzoom in the Zoom group to
display the Zoom dialog box

Click on [Cancel] then click
$ on the Home tab e

Dialog boxes like this one provide settings or
options for you to choose from. For example, in this
one you can zoom the screen by varying
percentages. We wono6t actwually
point Youdl | get plentygof
dialog boxes at a later stage.

For Your Referenceé
To use the ribbon:
1. Click on atab to display the commands

2. Click on a button to activate a command,
display a gallery, or display a dialog box

Handy to Knowé

1

Additional tabs known as contextual tabs
appear in specific circumstances. For
example, if you insert a picture, the Picture
Tools: Format tab will appear. This provides
quick access to all of the tools you may need
in order to modify and work with the picture.
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