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Microsoft® excel 2000 BASICS

A spreadsheet program can be used to generate financial statements, charts, and graphs.  Values or formulas are entered in cells. A formula is used to perform calculations on the data you enter.  With formulas, you can perform addition, subtraction, multiplication, and division using the values contained in various cells.

I. Executing the Microsoft Excel 2000 Program

a. Click the Start button.

b. Click on the Programs.

c. Click once Microsoft Excel.

II. Learn the Parts of the Spreadsheet Window

a. The Menu Bar
b. The Toolbars
c. The Formula Bar
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The Status Bar
III. Selecting Cells Using the Mouse

a. Point to cell D1.  Do not click.  Notice that the pointer changes to a cross.

b. Click on cell D1 to select it.  Notice the outline around the cell, indicating that it is selected.

c. Click on cell B2.  Press and hold the left mouse button on while dragging the mouse pointer straight over to column E and then down to row 5.  Release the mouse button.  Notice that all 16 cells between B2 and E5 are selected.

IV. Entering Data

There are three basic types of cell entries:

· Labels = text

· Values = numbers

· Formulas = calculations

a. Select cell A1.

b. Type the word, January.  Notice that the text appears in both the cell and the formula bar.
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c. Observe the insertion point.  This blinking line marks where you next character will be inserted as you type.

d. Notice the Cancel box and the Enter box on the formula bar.  These boxes appears in the formula bar as you type your data. You use them to enter or cancel what you’ve typed.  You can also enter your data quickly by pressing the Enter key on the keyboard to enter the data into the active cell, A1.
e. Click the Enter Box (() on the Formula Bar.

f. Observe the results.  The Cancel box, Enter box, and insertion point disappear.  The text is entered into the cell and is aligned to the left.

g. Select cell A2.

h. Type the word, February.

i. Press the Enter key on the keyboard once.

j. Select cell B1.

k. Type the number, 500.

l. Press Enter once.  Notice that the number is aligned to the right side of the cell. Note:  Numbers are automatically (by default) right-aligned and text is left‑aligned.

m. Type the number, 890, in cell B2.

n. Press Enter once.

V. Creating and Entering Formulas

A formula is used to perform calculations on the data you enter.  With formulas, you can perform addition, subtraction, multiplication, and division using the values contained in various cells. Formulas in Excel always begin with an equal sign (=).

a. Select cell B14.

b. Type the calculation, 500+890 (do not type any space between the numbers and the plus sign).

c. Click on the Enter Box on the Formula Bar.  Observe the result.  Instead of displaying 1390 (the result of the calculation 500+890), Excel displays 500+890.  Why?  Because Excel treats your entry as text rather than a formula, since you didn’t begin the entry with an equal sign.

d. Click directly before the 5 in the number 500 on the Formula Bar. Type and equal sign and click on the Enter box on the formula bar.  This time Excel treats your entry as a formula, and displays the correct result (1390) in the cell. Notice though that the formula appears in the formula bar.

e. Select cell B16.

f. Type, =b1+b12.  You’re telling Excel to add the contents of cell B1 and B2 and display the result in cell B16.  You do not need to worry about capitalization when typing cell references.

g. Click the Enter box to enter the formula.  Cell B16 displays 1390, the result of adding 500 (B1) and 890 (in B2).

h. Continue entering this information:


Cell A3
March
Cell B3
760


Cell A4
April
Cell B4
910


Cell A5
May
Cell B5
630


Cell A6
June
Cell B6
345.56


Cell A7
July
Cell B7
120


Cell A8
August
Cell B8
564.98


Cell A9
September
Cell B9
890


Cell A10
October
Cell B10
102.56


Cell A11
November
Cell B11
750.50


Cell A12
December
Cell B12
1025.75

i. Notice that Excel does not recognize that the numbers you are entering have a dollar value.

j. Click on cell B1, hold the left mouse button down and drag through the list of numbers, stopping on cell, B16.  Release the mouse button.

k. Locate the $ sign on the toolbar. 

l. Click the $ sign.  Now Excel recognizes your numbers as currency.

m. Click on cell B16.  Locate the AutoSum icon on the Standard toolbar.

n. Click the AutoSum icon.

o. Click on cell B12 and drag up to cell B1.  This will highlight all of the cells in between.

p. Press the Enter key.

q. Click on cell B16.

r. The value has changed. Why? Notice the formula in cell B16 on the formula bar. Originally, the formula that was put into cell B16 was =b1+b2, which told that cell to add only cells B1 and B2 together.  Now using AutoSum, we have told that cell to add cells B1 through B12.  If you change any number in any cell from B1 to B12, and the value will change in cell B16.

VI. Printing the Spreadsheet
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1. From the File menu click Print. The print dialog box will appear.

2. Click the OK button. One copy of the current worksheet prints.

VII. Close the Program

1. Click the TOP X in the far upper right corner of the Excel window.

2. A dialog box will appear:

3. Click NO because we are not saving this document.

VIII. Shutdown the Computer

1. Click on the Start button.

2. Click on Shutdown.

3. A shutdown dialog box will appear.  Make sure the option, Shut down the computer?, is selected.

4. Click Yes.

5. Turn off the power to the computer.

6. Turn off the power to the monitor.
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