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COMPONENTS OF THE EXCEL WINDOW

Active
worksheet

Title bar

Formula bar

3 spreadsheets in workbook

File Menu

Ribbon

Context Tabs

Status bar

Quick Access Toolbar
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OBJECT / ACTION

One of the basic principles of the Graphical 
User Interface is “object / action.”  Select 
the object of interest and then choose the 
action to be taken on that object.

In Excel, select the object (cells, row, 
column, text, etc.) and then right-click with 
the cursor over the object to bring up the 
shortcut menu listing the available actions.

Left-click on the desired action.

3

DATA TYPES

Labels can be letters and numbers or 
(‘) as first char before numbers (e.g., 
‘2004)

Numbers begin with a digit or +, -, ., $

Formulas begin with an =
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EXAMPLE 
WORKSHEET

BASIC “RULES” FOR SETTING UP A 
TABLE

• Column Headers in First Row

• No Blank Lines

• One Row per Record

• Sums/Averages/Counts at the bottom

• Use Row Delete/Insert to remove or add a record

• Add Title in “Custom Print Headers”
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ADD TITLE IN “FILE / PRINT”
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ENTERING FORMULAS 1.Select the cell where you want the result to appear

2.Type the formula beginning with = sign.  Cell 
references can be lower case.

The result is displayed in the cell.  The formula is 
shown in the Formula Bar.

Entering Formulas
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ENTERING CELL 
REFERENCES USING 
THE MOUSE 

1.Select the cell to enter the formula 

2.Type =  

3.Click the cell for which you want to enter a reference; e.g. A1, B2, 
C3.

4.Type an operator (+, -, *, /, ^)

5.Repeat steps 3 and 4 until you’ve created the formula you want

6.Press Enter 

Entering Formulas Using a Mouse
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Relative and Absolute References
Relative   The values depend on the address of the cell they are in;

The formula in cell G2 is =(D2*F2)+D2
It may be copied to the cells below it and will be correct for them
Each reference will change to reflect the relative positions of the cells in the formula

Absolute The values are fixed to the cell specified in the formula
The formula in cell F2 is  =IF(E2=J1,J2,K2)     
If we moved it down 1, it would become    =IF(E3+J2,J3,K3)
The J and K cells need to be absolute – we indicate this by $
The correct formula for Sales tax is =IF(E2=$J$1,$J$2,$K$2)

The formula in F2 now has absolute values for the sales tax cells and the formula will copy 
correctly.
Also, The Sum in cell D8 is relative to the row it is in and can
be copied to the total price row
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ROSTERS 
/ GROUP 
LISTINGS

Very Easy to Create

Very Easy to Update

Very Easy to Sort and Filter

“Sort of” Easy to mail / email 
personalized letters
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• Highlight Header 
Row

• Right Click
• Chose Format Cells
• Chose “Wrap Text”
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MAIL 
(EMAIL) 
MERGE

Function of the Microsoft Office

• Uses Excel for the data

• First Name, Address, email, 
etc…..

• Uses Word to create the 
message or label

• Uses Outlook to send emails 
if you chose emails
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Goodwill Community Foundation
https://Edu.gcfglobal.org/en/excel

 Tutorials with many videos
 Topics split up so you can find 

what you are looking for! 
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