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What is a Spreadsheet?

it

A spreadsheet is a way to organize data into rows and columns. This
format allows users to calculate, analyze, and visually represent data.
Examples of spreadsheet programs include Microsoft Excel, Google
Sheets and Numbers (by Apple). Microsoft Excel is the
spreadsheet software offered by Microsoft Office. Excel allows you to
organize data, complete calculations, and graph data.

Navigating Microsoft Excel

The Excel layout is like other Microsoft Office products. There is a
horizontal menu across the top of the page - the ‘ribbon menu’-
where you can find most of the options for editing and formatting.
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. Title Bar Displays title of workbook and other quick access
information.

. Quick Access Toolbar A customizable toolbar that contains a set
of commands including Save, Undo, and Redo.

. Ribbon Menu Contains all of your commonly needed options,
grouped by category. The ribbon is grouped into tabs and each tab is
grouped by category within that tab.

. Formula Bar Enter and edit data, formulas, and functions that will
appear in an active cell.

. Cell The intersection of a column (noted by a letter) and a row
(noted by a number). Cell A1 is selected as an active cell above.

. Name Box Displays the location of the selected active cell.

. Worksheet Tabs Each workbook can contain multiple sheets.
Here you can rename your sheet and add additional sheets.

. Status Bar Displays status on default options such as Average,
Count, and Sum.

Last updated by L.Brown on 3/31/2021



ol
DigiLit
Formatting Data as a Table

If you have a large amount of data, you can format your data as a table to
make managing it easier. Begin by selecting (highlighting) your data. Then
go to the Home ribbon and select Format as Table and choose a style.
The only difference between the styles is the visual appearance. The
dialogue box that appears will display the range you selected.

If your data has headers in the columns, make sure that “My table has
headers” is checked.
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1 jDate Staff |Hours Worked—l
2 | 2/3/2019 Jlenny 51
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Sort and Filter Data with Tables

Formatting as a table also allows you to sort data by using the drop-down
buttons in the header cells. Click on the drop-down for the column that you
want to sort and select the best option.

Date B staff B Hours Workedil

| 2/3/2019 Jenny 5
| 2/2/2019 John 8
| 2/1/2019 Mark 3,

A header column drop-down
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Filters can be used to narrow down the data in your worksheet, allowing
you to view only the information you need.

A B C D E F

o 1D # n Type ﬁ Equipment Detail n Checked Out n Checked In ﬂ Checked Out By a
2 | 3000 Camera ‘h riz= luming Digital Camera 12-May-13 15-May-13 Shannon Nguyen

3 [3005  Camera gh";;ng 1y 260 Digital Camera 27-Jul-12 06-Aug-13  Sela Shepard

4 |2070 Camera omega ekl Digital Camcorder  06-Oct-13 Min Seung

5 11021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 01-Oct-13 Sofie Ragnar

6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson

Your column headers will become drop down menus with additional
options. Select the drop-down arrow for the item you want to filter. Simply
check the items you'd like to view, and Excel will hide the rest of your data.

A B C D
o 1D # [~ Type = Equipment Detail n Checked Out
2|l SortAtoZ ital Camera  12-May-13
Z] sotZtoa Jigital Camera 27-Jul-13
Sor Calor i :al Camcorder 06-Oct-13
1L200-3 15-5ep-13
% 1 L200-3 14-Aug-13
; -0 1 L200-3 08-Aug-13
Text Filters v 1 1L200-4X 26-5ep-13
|Search JDI top 04-Cct-13
" atop 19-5ep-13
:E S e Jtop 24-Sep-13
-] Laptop
g S’th_t‘fct Check only the data you
|| Projector ; -
_____ s dlet P a— want to view, then click OK
~LITv e :
: -Jun-
ra Travel Bag 27-Jul-13
.aptop Case  04-Oct-13
rLaptop Case 04-Oct-13
. ok QJ | cancel | 28-Sep-13
c . = - It 26-5ep-13
22 551{]2 Projector Omega VisX 1.0 22-Aug-13
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Formula Fundamentals

Excel can calculate basic equations like addition, subtraction, multiplication,
and division. By writing an equation in reverse, Excel will calculate it for
you. However, Excel has a specific format and set of symbols to use. All
formulas begin with an equal sign (=).

=2+2mw) 4

You can also add cells together, instead of numbers. This adds the value of
whatever is contained within the cell. These are called cell references. If
the value of a cell (the number inside it) change, Excel automatically
recalculated when you leave that cell.

A =al+a2 = 4

Excel uses some of the same symbols that we use when writing math
problems, but there are some differences as well:

Regular  Excel

Addition + | + |Remember that Excel also follows the

- _ “Order of Operations.” You might remember
SUbl:ra,C tlo,n this as Parentheses, Exponents,
Multiplication | x Multiplication, Division, Addition, then

*| 1

Division <+ | | |Subtraction. You can remember this as
Equals — | = | PEMDAS or Please Excuse My Dear Aunt
A Sally.
Exponents X"
Example: =8+5%(3+4) gives you a value of 43, not 91
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Entering Formulas

There’s another way to enter formulas into cells. Instead of typing in a cell
address, you can just use your mouse to point and click on the cell you
wish to include in a formula. This method is good when you need to select
cells that are spread out all over the place.

If you have multiple adjacent cells you would like to include in the same
calculation you can click on the first cell and drag your mouse until all
needed cells are included. The cell reference added to the formula will
appear as first cell reference:last cell reference (for instance A1:A7). In
this case the colon represents the word “through” and can be read as A1
through A7.

Functions: Predefined Excel Formulas

A Function is a predefined formula that performs calculations using
specific values in a particular order.

Common functions:

e SUM: Adds all of the values of the cells in the argument.

e AVERAGE: Determines average of the values included in the
argument. It calculates the sum of the cells and then divides that
value by the number of cells in the argument.

e COUNT: Counts the number of cells with numerical data in the
argument. This function is useful for quickly counting items in a cell
range.

e MAX: Determines the highest cell value included in the argument.

e MIN: Determines the lowest cell value included in the argument.
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Additional specialized advanced functions are available through the
Function Library section and are organized by topic.

DATA REVIEW VIEW

EQRMULAS

HOME  INSERT
A 2 H |§E d 2 R &

Insert AutoSum Reramth. Cinansia 1l mmical Tows Nata i lanbon &5 MMk 2 LY PN > BPRN

:=] Define Name ~

5 Create from Selection

ction | E ‘, .
guaits sign Jefined Names
=SUM(A1:A20)
\ J/ . =
Y Y
Function name Argument

The values that you use with a function are called arguments. All functions
begin with an equal sign and include the arguments in parentheses after
the function name.

Steps for creating a function:

1. Click inside the cell where you want to see the formula’s results.

2. Click on the Insert Function button located on the Formula Bar.

3. When the Insert Function dialna honx annears <elecrt the fiinction of
From: https://edu.gcfglobal.org/en/excel/functions/1/

your choice from the |iSt, anu uici Liien uUn. vute. 1 v occ additional
functions, change the category to All.

Insert Function ? X

Search for a function:

Type a brief description of what you want to do and then Go I Function Arguments ? X
click Go

Or select a category: Most Recently Used v SUM

Number1 | A1:A2] 2| = {5526}
4 -

Select a function:
Number2

A
AVERAGE

IF

HYPERLINK

COUNT

MAX

SIN v =l

SUM(number1,number2,...)
Adds all the numbers in a range of cells. Numberi: number1,number2,... are 1to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.

Adds all the numbers in a range of cells.

Formula result = 81

Heto onthis functon Conce

Help on this function oK Cancel

4. When the Function Arguments dialog box appears, either type in the
range of cells you need analyzed into the Numbers box, or, better yet,

click and drag to define the range you need.
5. Click OK and the calculated result will show up in the active cell.
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Nesting: You can also put formulas inside of other formulas. This is called
“‘Nesting.” For example, you could calculate the deviation in a range (the
difference between the smallest value and the largest) by using:
=SUM(-MIN(Range),MAX(Range))
AutoSum
The AutoSum ——
command allows you 3 autosumf- Ay
to easily insert 2 Sum Nrd &
common functions. Bwetage Sum (Alt+=)
Countlumbers il » | Automatically add it up. Your total

YOU can flnd the Max 3 will appear after the selected cells.
AutoSum command Min =
in the Editing group ~ —  More Function=.. 2
on the Home Tab, or [Ssum(zm)
in the Formulas Tab
on the Ribbon.
Example: =SUM(J2:J5) is the same as =J2+J3+J4+J5
The range J2:J5 contains all of the cells between J2 and J5, but you don't
have to write them out individually.
Filling Across Columns and Rows
Another way to copy formulas from one cell to another is to drag it or “fill” it
across a range of cells (a row or a column). AutoFill can be used to quickly
fill in the in a column or row.

In the active cell of the spreadsheet, | Fill Handle

the Fill Handle is a small box at the ; |5““E“”'E

right corner, as shown in the image to Date/Time @

the right. 4| 1/1/2020

5 ! 1/2/2020
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Select a cell and move the mouse pointer to the s ; l B
Fill Handle in the lower right corner where it will Penecie

turn into a crosshair cursor. You can then click \Date/Time  8:00 AM

NV B W N e

and drag the crosshair cursor to fill in information 1/1/2020

like numbers, months, days of the week, or even Y %2020).

formulas.

The Auto Fill Options button will appear in 5 s | ¢ | b

the lower right corner when you use the Fill
Handle. Hover over the button and then
click the downward arrow to show a menu

gScheduIe

\Date/Time ~ 8:00 AM

1
2
3
. . . . . 4 | 1/1/2020
of options to customize how information is /57000
filled. 5 | 1/3/2020
f 1/4/2020
(NOTE: Auto Fill Options button/menu is 8 B
only visible when viewed in Excel desktop 9 | O Copy Celi
app, not Microsoft 365 for web in the g Fill Serics
brOWSGI’) :; [ & Fill Formatting Cnly
13 [ O Fill Withgut Formatting
14 O  Fill Days
15| O Fill Weekdays
16| O Fill Months
‘?- T Fill Years
18 . a
5 (O Flash Fill
19 |
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Creating Charts for Your Data

Charts allow you to illustrate your workbook data graphically, which
makes it easy to visualize comparisons and trends.

G H
1 I-_EE-_EE- . T
2 jClaSSICS 518,580 549,225 516,326 510,017 526, 134
] ;Myster\( 578,970 582,262 348,640 549,985 573,428
4 ;Romance $24,236 $131,390 579,022 571,003 381,474
5 ESCi—Fi & Fantasy 516,730 519,730 512,109 511,355 517,686
6 YoungAdult |  $35358 $42,685 520,893  S$16,065  $21,388
7 | | [ ]
g Chart Title H
10 5140,000 :4
11 | $120,000 ;: .
1z || $100,000 Y
13
i | 80,000
15| 560,000
16 | | sa0,000 I
17 520,000 I I
o | wlll i |I- |I| ) |
| 2008 2009 2010 2011 2012
20
29 B Classics Mystery M Romance B 5cHFi& Fantasy M Young Adult

]
2]

To insert a chart in Excel, select the data you wish to include and go to the
Insert tab. Select Insert Chart and choose the type of chart you would like
to use.

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ERET e i E

nded Table  Pictures Online Apps for  Recommended ;
les Pictures @+ " Office - Charts & -
Hustrations Apps Charts
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Customize Your Charts

=== - Once you've chosen a chart, you can
] |_| o D] ji ,!_ customize it to your liking by choosing the
chart layout and style in your ribbon. Excel
allows you to add chart elements—such
as titles, legends, and data labels to
make your chart easier to read. To add a

- chart element, click the Add Chart
Element command on the Design tab, then
— choose the desired element from the drop-
I_ﬂl LCentered Overlay down menu.

More Title Options...

| I Ais Titles

Chart Title

I Data Labels

5

h >

I° i
s DataTable > |

H fls Error Bars >

j e i

H >

Gridlines
Le

egend

._-,A' Trendline >

[

You can also reorganize your chart by selecting Switch Rows and
Columns or use Quick Layout to change multiple elements at once.
Change Chart Type also allows you to switch to a dn‘ferent type of chart

Em ﬁ 5“,,3 il . il il al i i e (R IhlI Jai il E

Add Chart Quick
Chart Styles

Eal

Move
Chart

Location

Switch Rcrw/ Seled
Column  Data

Ch nge
Chart Type

Type

Element v Layout v
Chart Layouts

Themes

Themes are available across multiple Office applications, allowing
documents, spreadsheets, and presentations to all have the same “look.”
To apply a theme, go to the Page Layout tab and choose Themes.

A O S 0 (A=

Margins Orientation Size  Print Breaks E
v @ Effects v v v v Area v v

Themes Page Setup
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Headers and Footers

Headers can appear at the top of every page of a A @ A ~
printed worksheet. Footers can appear at the bottom of Z~
every page of a printed worksheet. To add a header or i e

a footer, click on the Insert Tab, then on the Header &

Footer option. Once you click on the Header & Footer

13

Box & Footer U:l
Text

tool, the Header & Footer Tools tab should appear. You can type anything
you like into the header or footer, or you can use the tools on the ribbon
such as Page Number or Date.

Page Setup

Settings
Print Active Sheets
Only print the active sheets

~

v

Print One Sided
Only print on one side of th...

Collated
123 123 123

No Staples

Portrait Orientation

Letter (8.5" x 11")
8.5"x 11"

Normal Margins
Top: 0.75" Bottom: 0.75" Lef...

No Scaling
Print sheets at their actual size

v

Page set up allows you to change way your page
will print. You can access the Page Setup button
from the Page Layout tab of the ribbon.

You can also access them from the Print Preview
screen. To get to Print Preview, go to File, then

Print.

Orientation — Whether your paper is portrait or

landscape

Size — The size of paper your workbook prints on

Margins — Use can quickly use a preset or create

your own custom one

Scaling - —If your spreadsheet is very large but
you need to get as much as possible on a page,
you have the option of: 1) Adjusting the
spreadsheet to a smaller (or larger) percentage of
its current size or 2) Forcing the spreadsheet to
print to a specific number of pages

*Resources used:
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The following resources can be accessed from the library’s resource page:

GCF Learn Free

Find many Microsoft Office, Google Suite, and basic-to-advanced digital literacy
lessons for free on www.gcflearnfree.org. They have both text-based and video
tutorials on a wide variety of topics.

Linkedln Learning

Access a library of video tutorials from beginner to advanced level on a variety of
technology topics on LinkedIn Learning (formerly Lynda.com). LinkedIn Learning
allows you to track your progress and download resources from tutorials. You
can view lessons at home or in the library using your library card.

Northstar Digital Literacy

This resource provides interactive online assessments and practice exercises to
help individuals master computer and software skills such as using email,
navigating the internet, and using Microsoft Word, Excel, and PowerPoint. Learn
to navigate technology in your daily life with assessments on topics such as
Social Media, Google Documents, Supporting K-12 Distance Learning, and
Career Search Skills. Receive certification in one or more topics by completing
an assessment (score 85% or higher) during a virtual Library proctored session.

1-on-1 Technology Tutoring

Charlotte Mecklenburg Library offers 1-on-1 tutoring with a library staff member
or volunteer. You can call your library branch to check availability or check out
our online calendar at

DigiL.it is a digital literacy program provided by
Charlotte Mecklenburg Library. To find out more
information about this program, download class
handouts, and access additional resources, visit:
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