
Senior Net
Introduction to Excel

Third Edition – Winter 2008

A Tutorial based on
Microsoft Excel 2000, with updates to Excel 2003

Developed and written by Gene Staton, revised by Jean Hrbek

Edited by Julia Fogel, Barbara Courtney, Marge DeBenedetto, & Gene Staton



Senior Net
Introduction to Excel

Third Edition – Winter 2008

A Tutorial based on
Microsoft Excel 2000 with updates to Excel 2003

Developed and written by Gene Staton, revised by Jean Hrbek

Edited by Julia Fogel, Barbara Courtney, Marge DeBenedetto, & Gene Staton



Acknowledgement

The author is grateful for the support provided by the Roswell Adult Recreation center staff
and the SeniorNet officers and members who made this tutorial possible. I would especially
like to thank the following individuals for their help and encouragement.

John Gordon
John Rittenberg
Julie Fogle
Barbara Courtney
Marge DeBenedetto

Please direct comments or suggestions regarding this tutorial to Gene Staton at 1391 Vernon
N. Dr., Dunwoody, Georgia 30338. Phone 770-393-1143





LESSON 3 (Excel as a database)
o What is a database?................................................................................3.02
o Create records ........................................................................................3.02
o Data fields..............................................................................................3.02
o Sorting data............................................................................................3.03
o Creating an address book.......................................................................3.05
o Formatting data......................................................................................3.06
o Filtering Data .........................................................................................3.09
o Shut down the computer ........................................................................3.12
o Now You Can ........................................................................................3.12

LESSON 4 (Creating Mailing Labels with Excel and Word)
o What is a “merge?”................................................................................4.02
o Mail Merge with Word and Excel .........................................................4.03
o Open Microsoft Word............................................................................4.03
o Open Mail Merge Wizard......................................................................4.04
o Creating labels using the Mail Merge Wizard.......................................4.05
o Shut down the computer ........................................................................4.13
o Now You Can ........................................................................................4.13

LESSON 5 (Formatting Numbers, Text)
o Open a spreadsheet file saved on disk............................................... p.5.02
o Adjust column widths ........................................................................ p.5.03
o Bold Column and Row headings ....................................................... p.5.03
o Format cells for dates, numbers and currency................................... p.5.04
o Enter formulas ................................................................................... p.5.07
o Rename a workbook sheet.................................................................. p5.08
o Relative vs. Absolute addressing....................................................... p.5.08
o Auto format a spreadsheet ................................................................. p.5.09
o Manually format a spreadsheet.......................................................... p.5.10
o Add a title and center it across the spreadsheet................................. p.5.12
o Add a border around the title............................................................. p.5.13
o Add color to a spreadsheet................................................................. p.5.13
o Add Comments to a cell .................................................................... p.5.15
o Delete cell Comments........................................................................ p.5.16
o Add A Current Value column to the spreadsheet.............................. p.5.17
o Wrap text within a cell....................................................................... p.5.18
o Shrink text to fit in a cell ................................................................... p.5.19
o Shut down the computer .................................................................... p.5.19
o Now you Can ..................................................................................... p.5.20



LESSON 6
o Open a file saved on disk or USB drive ............................................ p.6.02
o Change font and font size .................................................................. p.6.03
o Use Page Setup while in Print Preview .............................................. p6.04
o Use Page Setup from Menu Bar’s File Icon...................................... p.6.14
o Select a Print Area ............................................................................. p.6.19
o Use Print ............................................................................................ p.6.20
o Clear a Print Area .............................................................................. p.6.21
o Print Properties Button ...................................................................... p.6.21
o Shut down the computer .................................................................... p.6.23
o Now you can ...................................................................................... p.6.23
o Notes .................................................................................................. p.6.24

LESSON 7
o Design and develop a stock tracking spreadsheet ............................. p.7.02
o Bold and center column headings...................................................... p.7.03
o Auto fit column width........................................................................ p.7.03
o Format columns for currency ............................................................ p.7.04
o Format columns for percentage ......................................................... p.7.05
o Format columns for date.................................................................... p.7.05
o Format columns for number .............................................................. p.7.06
o Enter formulas into cells..................................................................... p7.07
o Use the fill handle to propagate formulas.......................................... p.7.08
o Change a spreadsheets font and font size .......................................... p.7.08
o Develop spreadsheet borders ............................................................. p.7.09
o Develop spreadsheet title and center it .............................................. p.7.11
o Using the format painter .................................................................... p.7.11
o Copy column headings from one sheet to another ............................ p.7.12
o Shut down the computer .................................................................... p.7.13
o Now you can ..................................................................................... p.7.13
o Notes .................................................................................................. p.7.14



o LESSON 8
o Use Paste Link ................................................................................... p.8.02
o Design and develop a household expense spreadsheet ..................... p.8.07
o Create a chart based on spreadsheet data .......................................... p.8.10
o Editing a chart.................................................................................... p.8.13
o Change the chart type ........................................................................ p.8.15
o Create a Spreadsheet Checkbook ...................................................... p.8.16
o Save the Spreadsheet and shut down the computer........................... p.8.24





LESSON 1

Page1.02

CONCEPT OF A SPREADSHEET WORKBOOK

A spreadsheet simulates a paper worksheet, in which columns of numbers are summed for
budgets and plans. A spreadsheet can also contain data which can be sorted and filtered. It
appears on screen as a matrix of rows and columns, the intersections of which are called
cells. A spreadsheet can have thousands of cells and can be scrolled horizontally and
vertically in order to view them. The cells can be filled with labels (text), numeric values,
data and formulas.

A Workbook is a collection of related Spreadsheets.

HOW TO START THE EXCEL SPREADSHEET PROGRAM

1. Double click the Excel Icon on the desktop. The program will start.

If there is no icon on your desktop for Excel, do the following to start the program:

1. Click Start on the Task Bar.

2. Point to All Programs.

A program list appears.

3. Click on Microsoft Excel.

A new workbook is opened with
sheet 1 displayed.

Fig. 1.01
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SPREADSHEET COMPONENTS

MINIMIZE, MAXIMIZE AND CLOSE BUTTONS

A spreadsheet has two windows, the Excel program window and the Workbook window.
Each window has a set of three buttons that appear at the top right corner of each window.
These buttons control the size of the windows.

Close Button – Clicking it closes the program or the workbook.
Maximize Button – Clicking it enlarges the program or workbook window.
Minimize Button – Clicking it deactivates the program or workbook.

Program buttons are the top set of buttons. They control the program.
Workbook buttons control the active workbook sheet.

OTHER COMPONENTS

Title Bar
Menu Bar
Tool Bar
Font List Box
Cell ID Box
Select All Button

Sheet Movement
Controls

Fig. 1.02

Column Headings

Row Headings
Formula Bar

Scroll BarsWorkbook sheet tabs

Format Bar

Cell A1



LESSON 1

Page1.04

EXCEL TOOL BAR BUTTONS

E-mail Print Sort descending
Save Preview Paste Function
Open Spelling Auto sum Drawing
New Insert hyperlink

Cut Re-Do Zoom
Copy Un-Do Chart Type
Paste

Format Painter

Fig. 1.03


