
 

 

 

 

 

 

 

Microsoft Officeôs spreadsheet application can be used to track 

and analyze numerical data for display on screen or in printed 

format. Excel is designed to help you record and calculate data, 

and present it in a clear and attractive manner. Excel provides you 

with various chart and layout options to enhance your 

spreadsheets. For example teachers can enter the marks obtained 

by students in exams and automatically calculate the grades. A 

person buying and selling equity can easily calculate the 

gains/losses of the transactions and maintain an excellent record 

of his held shares. You can maintain and check your bank 

account. People planning to take a car or home loan can easily 

figure out their EMIs (Equal monthly Installments). This e-book will 

help you to take full advantage of Excelôs many abilities. For many 

free Excel training videos you can visit our website at 

http://www.familycomputerclub.com. 

 

 

Excel 

http://www.familycomputerclub.com/
http://www.familycomputerclub.com/


 

 

 

 

 

 

 

 

 

 

 

 

 
  Application window control icon                              Minimize, Maximize & close buttons 

 More (toolbar) buttons 
 

 Title bar Toolbars 
 
 
 

 
  
Menu Bar      Name Box                    Formula Bar keyboard status 
 Auto calculate box Office Assistant 
 Workbook window (dimmed) 

About the Excel Window 
Excel provides an interface (graphical tools and controls) for working with 
worksheet data. This topic will help you identify the purpose of the tool and 
indicators that appear in the Excel window. 



TIP: You can set Windows to show more screen area, thereby showing more Excel 
workspace and toolbar buttons: Right-click the desktop, click Properties, click the 
Settings tab, then adjust the slider to select a resolution appropriate to your vision and 
monitor size. The screen area in the illustration above is set to 800 by 600 pixels. 

 
 
 
 
 
 
 
 
 

The Microsoft Excel Window 
Application window control icon:  Click to access a drop-down menu of commands that 

control the position and size of the application window. 

 

Close, Maximize, and Minimize buttons: Click buttons to close, maximize, or 

minimize the Excel window. 

 

Formula Bar: Provides a space for typing or editing cell data. 

 

Microsoft Excel title bar:  Displays the program name (Microsoft Excel), and may also 

display the file name of an open workbook window, if the workbook is maximized. You 

can drag the title bar to move the window, or double-click it to maximize the window. 

 

Menu bar: Displays menu names which, when clicked, display drop-down menus. 

 

More buttons: Click to open a submenu of additional toolbar buttons. By default, Excel 

will add buttons that you use often to your toolbars, and remove buttons from the toolbar 

that you do not use. 

 

Name box: Displays the cell reference of the active cell. 

 

Office Assistant: Appears when you open Excel, and can answer your questions about 

how to perform a task. 

 

Toolbars: Click toolbar buttons to select commands without opening a menu or dialog 

box. 

 

Status bar: Click toolbar buttons to select commands without opening a menu or dialog 

box. 

 

Status bar: Displays information about the current mode, selected command, or option. 

The right side of the status bar shows the keyboard status. For example, NUM indicates 

that the numeric keyboard is toggled on (number lock). The middle of the status bar 

Notes: 
 In the illustration, there are two sets of Close, Maximize and Minimize 

buttons: One for the Excel application window, and one for the workbook 
window. The Maximize button will appear as a Restore button if the 
window has already been maximized. 



contains the Auto Calculate box. Which displays the result of a selected Auto Calculate 

function (such as SUM or AVERAGE) when applied to a selected range of cells. 

 

Workbook window: Appears in, and is restricted to, the Excel window. Workbook 

windows contain the data that you enter in worksheets (purposely muted in this 

illustration). You can open multiple workbook windows within Excel. 

 

 

 

 
 

 
 
 
 

About Cell Locations 
In the illustration below, cell B2 is the selected cell in Sheet1. 

You know this because: 

 The reference B2 appears in the name box. 

 Excel has outlined the column heading B and the row heading 2. 

 Sheet 1 is the active tab in the workbook window. 

NOTE: The contents of the selected cell also appear in the formula bar. 
                  Name box Formula bar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

About Cells 
Cells are areas in a worksheet in which you store data. In formulas, you refer to 

cells by specifying their column and row locations in worksheet. This is called a 

cell reference. You can enter text, values and formulas in cells. 

Notes: 
 Each cell is defined by the intersection of a row and a column (e.g.: 
A3 denotes column A & row 3). The cellôs location is called a cell 
reference (or cell address). 

 When you open a new workbook, it usually contains multiple 
worksheets. Each worksheet has 256 columns and 65,536 rows. 
Therefore, each worksheet contains 16,777,216 cells. 

 Columns are labeled A through IV; Rows are numbered 1 through 
65,536. 

 Each cell can store up to 32,000 characters. 

 To select a cell, click it, or press an arrow key in the direction of the 
cell you want to select. 



 
 
 
 
 
 
 
 

About Cell Properties and Controls 
Cells are defined by the intersection of a column and a row. Therefore, the dimensions of 

a cell are defined by the column width and the row height. All cells have borders and fill 

properties. Selected cells have darkened borders and a fill handle (controls). These 

controls let you use a mouse to perform actions on the cell. 

 

Border control:  You can drag of a selected cell to move is contents. 

 

Border style: You can apply line styles to one or more of the border of a cell. 

 

Fill: You can color or shade a cell to distinguish it from other cells. 

 

Fill handle: You can drag the fill handle of selected cells to extend their content as a 

series, or, for a single cell, to copy its content to adjacent cells. 

 

Height/width: You can change the column width and row height to adjust the size of a 

cell. 

 

Location: You can identify the location of the selected cell by reading its cell reference 

in the name box (see illustration on previous page). 

                                                                                             Column width      

                

 

 

 

Fill style 

Border style 

Row height 

 

 

 

                                                             Border control              Fill Handle        

  

 

 

 

 

 

 

Notes: 
 A control is any graphical element that allows you to perform an action or 

specify a setting. 
 Excel changes the shape of the mouse pointer when you rest it on a cell 

control, such as a cell border or fill handle. 

 A cell reference indicates a cellôs location. Cell references are often used 

in formulas to calculate values stored in the worksheet. 



 

 

 

 

 

 

 

 

 

 

 

 

Select Adjacent Cell Range 
1. Click first cell you want to select. 
2. Drag mouse through cells to include in selection. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Nonadjacent Cell Range 
1. Click first cell and drag through cells to select. 

2. Press and hold Ctrl.  Then drag through additional ranges to include in 

your selection. 

 

 

 

 

 

 

 

 

 

Select Cells, Columns and Rows 
When working with worksheets, you will need to select a cell or range of cells to 
complete a variety of tasks. A range may consist of adjacent or nonadjacent cells. 
You can also name and select named cell ranges. Keyboard shortcuts for selecting 
cells are listed in Help, on the Contents tab, under the ñkeyboard Referenceò topic. 

Notes: 
 Excel will scroll the worksheet when you drag the selection beyond the 

visible area of the worksheet. 

 The first cell you select is the active cell (cell A2 in the above illustration). 



 

 

Notes: The first cell in the last range you select is the active cell (cell C10 in the 
illustration). Selecting non-adjacent cells or cell ranges (multiple selections) is often used 
to select data to chart. 

 

 

Select Entire Column or Row 
Click row or column heading to select. 

TIP: You can click this Select All button to select the entire worksheet 

Column heading 

 

 

 

 

 

 

Row 

Heading 

 

 

 

Notes: To select multiple columns and rows, drag through row or column headings, or 

press Ctrl and click nonadjacent headings. 

 
Name a Range 
 

1. Select the range to name. 

 

2. Click in the name box and type descriptive name. 

NOTE: Range names may contain uppercase and lowercase letters, 

numbers and most punctuation characters. They cannot include spaces. 

The underscore character is useful for stimulating a space, as in 

ñinventory expensesò. 

 

3. Press Enter. 
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Select a Named Range 
 
Click in named box, then click named to select.   
 

      
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: 
 You can also name nonadjacent ranges, as shown on 

the previous page. 

 You might want to name ranges that you frequently 
chart or print. 

 You can also use the Go To command (Ctrl + G) to 
select named ranges. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Change Column Width Using the Mouse 
 

To set width of multiple columns: 
1. Drag through column headings of columns to change. 

OR 

Press Ctrl  and click each column heading to change. 

2. Reset pointer on right border of any selected column heading. 

 

Pointer becomes a 

  

3. Drag pointer left or right to decrease or increase the column size. If you 

have selected non-adjacent column headings, press Ctrl  while dragging 

pointer to uniformly change all selected columns. Excel displays width in 

a pop-up box as you drag. 
 
 

 
 
 
 
 Column headings     Pointer 
 

Notes: 
 In step 2, the pointerôs shape indicates when you can perform the action. It must 

be a cross with left- and right-facing arrows, as shows in the illustration. 

 The number of characters of the standard font measures column width. 
 
 
 
 
 
 

Adjust and Hide Columns 
Data appears in cells defined, in part, by the column width. You can control the 

width of columns or hide them. You can also  adjust while print previewing your 

workbook. 

Format Column 

 

Notes: 
 In step 2, the pointerôs shape indicates when you can perform the 

action. It must be a cross with left-and right-facing arrows, as shown 
in the illustration. 

 Column width is measured by the number of characters of the 
standard font. 



 
 
 

Automatically Size Column to Fit Largest Entry 
 

1. Rest pointer on right border of column heading. Pointer becomes a cross 

with arrows facing left and right. 

2. Double-click. 

 

 
              BEFORE DOUBLE-CLICK                                           AFTER 
  
                              
 
 
 
 
 
 
 
 
 
 

Hide Columns by Dragging 

1. Click column heading, and then rest pointer on right border of selected  
 

column heading. Pointer becomes a  

2. Drag pointer left beyond its own left border to hide the column. 
                  BEFORE                                                AFTER 
  

 

 

 

 

 
 

 

 

 

 

 
  
 

NOTES: 
In step 1, you can select multiple columns. 

Notes: 
 In step 1, you can drag through column headings to hide multiple 

columns. 

 You can hide columns to prevent others from seeing the data, or to 
temporarily display columns of data next to each other for charting or 
other purposes. 



 

          Display Hidden Columns by Dragging 
 

 

 

 

1. Rest pointer just to the right of column heading border.  

Pointer becomes a   

2. Drag pointer right to display the hidden column. 

 

 

 BEFORE                                              AFTER 
 

 

 

 

 

 

 

Adjust Columns Using the Menu 
1. Select column(s) to adjust. 
2. Click Format, Column. 
3. Click desired column command. 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: In steps 1, when the pointer is a cross with double vertical line 

and left-and right-facing arrows. You can perform the action. 

 

Notes: 
 Use the menu commands when you find it difficult to adjust columns 

with the mouse. 

 In step 1, when using the menu to unhide columns, select the 
columns to the left and right of the hidden columns. 



 

 

 
 
 
 
 
 
 
 
 
Align Cell Data Using Toolbar 
 

1. Select cells (s) to align. 
NOTE: To select cells that are nonadjacent, you can press Ctrl and click or drag 

through cells. 

2. Click desired alignment button on the Formatting toolbar. 
 
           Align left   Align Center   Align Right 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Align Data in cells 
Align cell data horizontally and vertically, apply text controls (wrap text 
in cells, shrink text to fit, merge cells ): orient text in a variety of 
angles. 

Format 
 

Notes: 
 In step 2, if the desired alignment button is not visible click the More 

Buttons arrow  on the right side of the toolbar to view additional 

buttons. 

 If no alignment is set, Excel applies the General alignment which left-
aligns text and right-aligns values. 



 
 

Merge and Center 
1. Select cell containing data and drag to extend selection to include cells in 

which data will be centered. 
 

 
 
 
 
 
 

2. Click the Merge and Center button                      on the Formatting 

toolbar. 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Notes: 
 In step 1, if Merge and Center button is not visible, click the More 

Buttons arrow  to view additional buttons. 

 A merged cell is one or more consecutive cells combined into one cell 
address. 

 When you merge cells, only the contents of the upper-left cell are 
retained. That cell becomes the cell reference. 

Notes: 
 Alignment options: 

Horizontal and Vertical: sets alignment of text in cells. 
 
Wrap text: inserts line breaks when needed and increases row 
height to fit text. 
 
Shrink to fit: shrinks characters to fit the column width. 
 
Merge cells: joins selected cells. The contents of the upper-left 
cell are retained. That cell becomes the cell reference. 

 



 
 
 
 
 
 
 
 
 
 
 
 
Menu Alignment Options 
  

Set alignment options from a dialog box. 

 

1. Select cells. 

2. Click Format, Cells. 

3. Click the Alignment tab. 

4. Select desired options and click OK  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: 
 Alignment options: 

 
Indent: offsets data from left side of cell. Increments are 
measured in widths of characters. 
 
Orientation: sets the rotation of text. Increments are measured 
in degrees. 

OK 



 

 

 

 

 

 

 

 

 

 

 

Clear Cell Contents 
Removes the contents (data and formulas) and leaves the cells blank in the worksheet 

without removing formats or comments. 

1. Select cells to clear. 

NOTE: To select cells that are nonadjacent, you can press Ctrl  and click 

or drag through cells to include in the selection. 

2. Press Delete. 

OR 

 Right-click any selected cell. 

 Click Clear contents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Clear Cell Contents 
Using menu commands, you can clear cell formats, contents, or 
comments or clear all of these items. 

Edit Clear 

 Cleared cell 



 

  

 

 

 

 

 

 

 

 

 

 

Clear Cell Options Using Menu 
Clear cells formats, contents, comments, or all of these items. 

1. Select cells to clear. 

NOTE: To select cells that are nonadjacent, you can press Ctrl  and click 

or drag through cells to include in the selection 

2. Click Edit, Clear. 

3. Click one of the following: 

All   To clear formats, contents, and comments. 

Formats To clear only formats, such border styles and font 

attributes. 

Contents To clear just the contents of the cell. 

Comments To clear just the comment attached to the cell. 

 

Excel clears the cells as directed by your command 

 

 

 

. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: 
 In step 1, Excel will perform the clear command on all selected cells in 

one step. 

 After you clear cells, you can click Edit menu, then Undo to reverse the 
operation. 

 Notice that after the Clear Contents command has been applied, the 
surrounding cells do not change position. 

 When you clear a cell, the format of the cell, such as bolding or 
alignment, is retained. 

Notes: 
 In step 2, you can point to the Clear command on the menu without 

clicking to open a submenu. 

 Comments are notes inserted into a cell. Excel displays comments 
when you rest the pointer on a cell containing a comment. A red 
triangle in the upper-right corner of a cell indicates the cell contains a 
comment. 



 

 
     
TIP:  You can also clear cell contents by dragging the fill handle in a selection 
over the selected cells. 
 
 
        
 
 
 
 
 
 
 
1     2    3 
 Pointer changes to a   Drag fill handle up. Release mouse to 
 Cross when resting on a      clear the cells. 
 Fill handle. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Copy Cell Data Using Menu Command 
1. Select cells to copy. 

2. Click Edit, Copy. A flashing dashed outline appears around cells. 

 

 

 

 

 

 

 

 

 

 

Copy Cell Contents 
You can copy data from one cell to another cell in a variety of 
ways. The method you choose often depends upon the 
location of the source and the destination. 

Edit 

 

Edit 

 



 

 

 

 

 

 

 

 

 

 

 

 

3. Select destination cell. 

4. Click Edit, Paste. 

5. Repeat steps 3 and 4 to repeat paste operation. 

6. Press Esc to end the paste procedure. 

TIP:  If you intend to paste the data only once, you can by pass steps 4-6 

and just press Enter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Copy Cell Contents by Dragging Cell Border 
1. Select cells(s) to copy 

2. Point to any border of selected cells (s) 

 

 

 

 

 

 

 

Notes: 
 Using menu commands to copy cells is must useful when both the 

source and destination cells are not in the same viewing area. 

 In step 2, the flashing dashed outline remains until you press Esc, 
press Enter or add input to another cell. The flashing outline indicates 
you can repeat the paste operation. 

 In step 2 and step 4, you can also right click the selected cells to 
access the Copy and Paste commands from a shortcut menu. 

 Caution: when you paste data, existing data in the destination cells will 
be replaced. Click Edit menu, then Undo to reverse the paste 
operation. 

 In step 4, to avoid overwriting data, click Insert menu, then click 
Copied Cells. The Insert Paste dialog box appears from which you can 
choose a direction to shift the existing cells. 

Cell 

border 



 

3. Press Ctrl  and drag border outline to new location. 

4. Release mouse button. 

 

 

 

 

 

 

 

 

 

A plus sign indicates data will           Excel displays destination 

be copied (not moved).                      Cell reference 

 

 

 

 

 

 

 

 

 

 

Copy Cell Contents by Dragging Fill Handle 
1. Select cells(s) to copy, then point to fill handle. A crosshair appears. 

 

 

 

 

 

 

 

2. Drag crosshair to extend border over adjacent cells to fill. 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: 
 The drag cell border method is best when the source and 

destination cells are near each other. 

 In step 3, press Ctrl and Shift to copy data and insert it between 
destination cells. Otherwise data in the destination cells will be 
overwritten. 

Crosshair appears when 
pointer rests on fill handle. 

http://www.familycomputerclub.com/excel/autofill-in-excel.html


 

 

3. Release mouse button. Excel copies data into all cells within extended. 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select cells to delete. 

 

2. Click Edit, Delete. 

 

If the Delete dialog box appears: 

 Select the direction you want existing cells to shift. 

 

 Click OK  

 

 

Notes: 
 The drag fill handle method can only be used to copy and 

fill adjacent cells. 

 In step 1, if you select more than one cell, press Ctrl 
while dragging to suppress creating a series ï a set of 
related numbers or text. 

Delete Cells, Columns, or Rows 
 

You can delete cells, rows or entire columns, from a worksheet. Existing 
cells adjust to take the place of the removed cells. 

Edit Deleteé 

OK 



 

 

 

 

 

 

Step 1 

 

 

 

 

  Step 2 
 

    
 

 

 

 

TIP : In step 2, you can also right-click any selected cell, and then click Delete from the 

shortcut menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes: 
 In step 1, to select nonadjacent cells, you can press Ctrl and 

click or drag through cells to include in the selection. 

 If deleted cells are used in formulas, the formulas will display 
#Ref!  Error messages. If there are references to adjusted cells 
in formulas. Excel adjusts the formulas, even absolute 
references. 

 Caution: You can lose data with the delete action. However, 
you can click Edit menu then Undo to reverse the action. 

 Do not confuse Delete with Clear. Clearing cells removes only 
the data, while deleting cells removes the cells from the 
worksheet. 



 

 

Delete Entire Column or Row 
1. Click row or column heading to select. 
2. Click Edit, Delete. 

Row headings Selected column heading 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
TIP: You can also delete cells by pressing Shift and dragging the fill handle in 

selection over the selected cells. 

1 Pointer changes to a cross when you rest       2   Drag fill handle up over cells while 

   it on fill handle.                                                       Holding the Shift key. 

 
 
 3 Cells are deleted and cells shifts up in  

     this example.                      
 
 
 
 
 

Notes: 
 To select multiple columns or rows to be deleted, drag through row or 

column headings, or press Ctrl and click nonadjacent headings to 
select. You cannot delete columns and rows at the same time, 
however. 


