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The Excel Screen 

 

Figure 1 

 

Figure 2 

1. The Title Bar  shows the name of the program and the name of the file being viewed, Book1. This 

file is called Book1 because it has not yet been saved. (see Fig. 1) 

2. The Menu Bar includes the list of main commands, those that are most commonly used in 

Microsoft Programs. (see Fig. 1) 

3. Under each Menu Item you will see a Ribbon which contains buttons or sub menus which can be 

used to preform various functions. (see Fig. 1) 

4. The Name Box shows the location of the selected cell that is selected. In this case it shows A1. 

(see Fig. 1) 

5. The Formula Bar (located next to the Name Box) displays the data or formulas that are entered 

in the selected cell. (see Fig. 1) 

6. Cell A1 is the first cell in a worksheet. Cells are referred to by their column then row location. 

Cell A1 is the ñactiveò cell, which is indicated by the black box surrounding the cell. (see Fig. 1) 

7. The Current Worksheet is the page currently selected. It is indicated with a white background. 

The worksheets that are not currently selected are indicated with a gray background. A new 

worksheet can be selected by clicking on the appropriate worksheet tab. Located at the bottom of 

the screen Multiple worksheets allow the tracking of different types of data and connecting the 

sheets together with formulas. For example, a sheet could be used to track personal information 

such as names, addresses, phone numbers, etc. and another sheet might track grades. (see Fig. 2) 

8. The Status Bar (located at the bottom of the page) has options for changing the view (Normal, 

Page Layout, and Page Break Preview). It also has a slider which allows you to quickly zoom in 

and out.            (see Fig. 2) 

 

 

Excel Fundamentals 
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Excel Vocabulary  

Workbook: An Excel file in its entirety. 

Worksheet: One sheet in an Excel file (see item 6 in the picture on 

page 1.) 

Column: A single vertical group of cells labeled with letters 

across the top of a worksheet. 

Row: the single horizontal group of cells labeled with 

numbers along the left border of a worksheet 

Cell: A single location on a spreadsheet labeled with its 

column and row value (see example in item 8 of the 

picture on page 1.) 

Active: The currently selected cell or worksheet (see item 8 in 

the picture on page 1.) 

 

Creating a Spreadsheet 

Entering Data  

Click on the cell in which you would like to enter information. This will activate the cell and allow you to 

type data into the cell. To continue across the row, press Tab or the directional keyboard arrows to move 

to the next cell. To go to the beginning of the next row, press Home on your keyboard followed by Enter 

or the directional keyboard arrows. You may also move to another cell by selecting and clicking on it 

with your mouse. You may specify a cell to which you would like to move by typing the desired cell into 

the ñName Boxò and click Enter. Once you have entered your information into a cell, you may go back 

and edit the information by double clicking on the cell.  

You can move data from one cell to another by using the Cut or Copy feature. The cells can be emptied 

of contents by right clicking on the cell and selecting Clear Contents. This can also be done by clicking 

Clear on the Home Ribbon. 

Sorting Data  

Once your data has been entered, you may sort it alphabetically or numerically. This is done by first 

highlighting the column you would like to sort. From the menu bar, choose the Data Ribbon, and then 

choose Sort.  (See Fig. 1)  
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Figure 1 

From the dialog box, you will be able to choose how you would like to sort your data. Use the provided 

menus to determine what column you want to Sort by, what to Sort on, and how you want the data 

Ordered. (See Fig. 2) If you want to sort more than one column at a time you can use the Add Level 

button. (See Fig. 2) 

 

Figure 2 

 

Formatting the Spreadsheet 

There are several things that can be done to format the look of the spreadsheet. Listed below are 

instructions for some of the formatting options that you can use. 

 

Formatting Columns 
The columns in the spreadsheet will most likely need to be adjusted to make all of the data visible. 

Usually, the Student Name column needs to be widened. In Figure 1 theñStudent Nameò column will 

need to be widened. You can change the width of a column using one of the following options: 
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Figure 1 

 

1. Hover with the mouse cursor between column labels A and B. The cursor will change appearance 

and look like a vertical bar with arrows pointing in opposite directions from the middle of the bar. 

When you see the vertical bar click-and-hold the left mouse button, drag the column to the 

desired width, and release the mouse button.  

2. Double-click the mouse while it is hovered between the two separate column labels. 

 

3. Select the column you want to change, click on the Home ribbon, select Format from the Cells 

menu. From this menu you can manually select row or column height or you can select Auto fit. 

(See Fig. 2) 

 
 

Figure 2 
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Adding and/or Deleting Rows/Columns 
To add or delete rows/columns you can use one of the following options: 

1. Highlight the rows/columns you wish to delete. Click on the Home Ribbon and select Insert or 

Delete from the Cells menu. (see Fig. 3)  

 

Figure 3 

2. Right click your mouse after selecting the rows/columns you want to delete and click on Insert or 

Delete. 

 

Fill and Font Colors 
If you want to change the color of the column headings (the fill color) or the color of the text (font color):  

1. Highlight the cells you wish to change. 

2. Click on the Fill Color menu or the Font Color menu on the Home Ribbon. (see Fig. 4) 

3. Click on the color to be used. 

 
Figure 4 
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The same menu can be used to change the font, the point size of the text, the display of the text (bold, 

italic, underline, justification) by selecting the cells to be affected, then clicking on the appropriate 

command in the Home Ribbon. 

 

Moving Information  
To move information with in the spreadsheet you can use one of the following options: 

1. To move a column/row, click on the label at the top of the column (or left side of the row). Click 

Cut on the Home Ribbon. Put your curser where you want the cells and click Paste. 

2. To move a certain number of cells, highlight the information needing to be moved. Click Cut on 

the Home Ribbon. Put your curser where you want the cells and click Paste. 

3. You can also move columns/rows/cells by highlighting them, hover over the highlighted cells 

until the cursor appears as a four sided arrow. Left click and hold the mouse, drag the cells to the 

desired location, release the mouse button. 

o Remember that formulas do not change when the cells are moved. That is, if it referenced 

cell B4, it will continue to reference B4. 

o Also, you can use the Paste Special option to paste only values, formulas, etc. 

Dragging Information  
If you are entering a sequence of numbers you may not want to type in the entire sequence. This can be 

avoided by using the drag option. To use this option you need to: 

1. Enter first few numbers of a sequence (i.e., 1, 2, 3). 

2. Highlight sequence. 

3. Drag from bottom right corner until you reach the desired number. (see Fig. 5) 

 
 

Figure 5 
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Using the Formatting Cells Menu 
For more advanced cell formatting options you can use the Cell Formatting Menu. To access, go to the 

Home Ribbon, click on Format in the Cells Menu and Select Format Cells from the drop down menu. 

(See Fig. 6) 

 
 

Figure 6 

A dialog box will open with tabs to help you format the number, alignment, font, border, pattern, and 

protection. (See Fig. 7) 

 
 

Figure 7 
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 Number: This tab displays options to allow you to view numerical data in negatives, currency, 

percentages, time, date, and other options.  

 Alignment: This tab duplicates some of the buttons on the Formatting toolbar, but there are also 

new options here. 

o Wrap Text takes text that is too wide for a column and wraps it to next lines within the 

same cell. This makes the row taller. 

o Merge Text takes several cells and makes them act like one cell 

o Changing orientation can make information print vertically. This is another way to deal 

with wide pieces of information without making the column wider. 

 Font: This tab gives options for changing the font style and name, as well as applying colors and 

picking different types of underlining or color changes.These features are also available on the 

Formatting toolbar. 

 Border: This tab allows you to show, hide, or format cell borders. You can choose the type of line 

you wish to use, or change the color of the border in this tab as well. 

 Patterns: This tab allows you to pick colors and patterns. Besides changing the colors, you can 

pick patterns to help highlight information. 

 Protection: This tab allows you to lock cells. You may want to do this if you have entered a 

formula or a function into a cell and are worried about accidentally altering the information in 

that cell. The Protection tab also allows you to hide a formula within a cell.  

 

 

Importing Data from a Text File 

Excel has the capability to import information from a text or comma seperated file. This is especially 

useful when dealing with grades that have been downloaded from Moodle. Follow these steps to import 

data from a text file: 

 

1. Click the Office logo (or the Quick Access Toolbar) and select Open. (see Fig. 1) 

 



Last Modified: 9/24/2009 

 
 

Figure 1 

 

2. Browse for the file you want to import. You will need to set your File Type to include "all files" 

otherwise Excel will only look for .xls files. (see Fig. 2) 

 

 
Figure 2 

 

3. Select the file and click Open. 

 

4. Use the Text import wizard to complete the process. The wizard uses three steps. They are:  

a) Determine whether your information is Delimited or fixed width. Most text files are more 

likely to be delimited. (see Fig. 3) 
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Figure 3 

b) Select which character is used to delimit your information. (see Fig. 4) 

 

Figure 4 
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c) Select which type of data is in each column. General is the default and it is okay to leave 

most of the columns as general columns. However, if you have column of numbers (for 

example Student numbers) you will need to set this column to a text column so that it will 

import correctly. (see Fig. 5) 

 

Figure 5 

 

Printing the Spreadsheet 

The last major task to complete is to print the spreadsheet. The layout of the screen will be of 

considerable importance with regard to printing. Also, it may be valuable to have the student names 

appear at the left of each page, if there are multiple pages. Some of the options for formatting a 

spreadsheet to be printed are listed below: 

Surrounding cells with a border:  

1. Highlight the included cells. 

2. Click on the Borders options command, on the Home Ribbon, and select the type of border 

desired. This can also be accomplished using the Format Cells dialog box. (See Fig. 1) 
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Figure 1 

 

Selecting Cells to Appear on Each Sheet 

1. Click the Page Layout Tab (see Fig. 2) 

 

 

      Figure 2 

2. Click the arrow at the bottom right of the Page Setup menu.  

3. Click on the Sheet tab of the dialog box that appears. (see Fig. 3) 
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4. Click on the Columns to repeat at left selection command. 

5. Click the row column label for column A and hold down the mouse, then slide to the right to 

include column B, then release the mouse button. 

6. Click the Columns to repeat at left command again. The screen will return tothe Page Setup 

window. 

7. Click the OK  button. 

 

 
 

Figure 3 

 

This dialog box (Figure 3) can also be used change the page margins, set up the Header/Footer, and 

Preview how the spreadsheet will look printed. 

 

Printing a Hard Copy 

1. Make sure you have all the desired options set in the dialog box in Figure 3. Some of the more 

important options are 

a. Orientation (Portrait or landscape) 

b. Paper size (depending on what you have in your printer(probably letter size)) 

c. Margins: This is a separate tab and it allows you to set margins, header size, and footer 

size. You can also specify if you want to center the print. 

d. Header/Footer: This is another tab which gives you options to set some text to appear at 

the top and bottom of each page (Title, Date, etc). 
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2. Once youôve set all the options, you can click on print preview to see how the print will  look. At 

the top you have a bunch of options including Page Setup, Zoom, Close Print Preview, and Print. 

The page setup will take you back to the Page Setup dialog box (Figure 3), and Close Print 

Preview will take you back to your spreadsheet. If you want to print this document now, click 

print. 

 

            
 

Figure 4 

3. A dialog box (Figure 4) will appear. Here you can select which printer you want to use (under 

Printer > Name, on the top left of the dialog box) and specify which pages you want to print 

(under Print Range, middle left). If you want to get a feel for how many pages there really are, 

click on the Preview button in the lower left corner which will take you to Print Preview. You can 

also specify how many copies of this print you want to make (under Copies, middle right). You 

can check the Collate option if you want each copy to be completely printed before the next one. 

If you uncheck Collate, Excel will print each page the specified number of times before moving 

on to the next page. 

4. Once you have changed all the options you wanted to change, click OK to print the document. 

Converting the Spreadsheet to a PDF 

The Office 2007 software package has a built in PDF writer. This means that you can create PDF files 

without having Abode Acrobat on your computer from any of the Office 2007 programs. It is 

recommended that you use the ñSave Asò functions when converting your files to PDF. To do this: 

1. Click on the Office logo. Hover over save as and choose PDF from the list, (see Fig. 1) 
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Figure 1 

2. Determine where you want the file saved to, if you want it to open after creation, and how you want the 

file to be optimized, (see Fig. 2). 
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Figure 2 

3. Clicking on the Options button will give you many more publishing options including which slides 

will be published and what you want to print. (See Fig. 3) 

 

Figure 3 

4. Once you have all your options set, click OK . On the main page click Publish. (See Fig. 4) 


