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Basic Terminology: 

 
Discuss the terms used to define specific outlay of a spreadsheet and of the basic functionality of 

the spreadsheet as used in Microsoft Excel Help. 
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Navigation of the Tool Bar 

 
Discuss and demonstrate the functions available in the common tool bar.  Cover icons used for 

specific functions and discuss the how to develop a custom tool bar. 

 

 
 

 

This will allow you to password 

protect the entire workbook, a single 

sheet or selected sections of a sheet.  

This function is great when using 

forms or for scheduling and tracking 

time on a job.  It can add privacy and 

limit the ability of the user to change 

certain data. 
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To make math 

calculations and 

macros to function 

correctly select 

“Tools/Add-Ins and 

select . 
 

To make math 

calculations and 

macros to function 

correctly select 

“Tools/Add-Ins and 

select Analysis 

ToolPak and 

Analysis ToolPak - 

VBA 

Use Filter to allow 

you to view specific 

items in a column or 

row by hiding data 

not selected. 

Use this function to import data from 

Word or other word processors or 

spreadsheet applications. 

Will let you split data in one column 

and put it in separate columns.  This 

is great to separate a column with a 

complete name and separate it into 

First, Last, and Middle.  

Adds subtotals that 

will not be included 

in the grand total of 

a column or row 
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Split or Freeze selected panes, 

columns or rows to help when 

working on a large workbook.  

This will make input much easier. 
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Build a Basic Spreadsheet 

 
Demonstrate use of columns, rows, headers, locked fields, print set area, highlighting, protecting, 

cut and paste, paste special, copy, and font set for a spreadsheet. 
 

 

 

 

 

 

 
 

 
 

Rows are 

Numeric 

Columns 

are Alpha 

Task bars 

create 

shortcuts 

for many 

common 

functions 

Worksheets can be 

added, deleted, and 

renamed to each 

spreadsheet 

Cell: Name by 

Column:Row 

This is cell H:10 
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Changes to print as 

landscape or portrait 

within a worksheet 
 

Select size of paper and 

quality of print (good if 

you are printing pictures 
 

Sets worksheet to print by number 

of pages wide and/or tall. 
 

Shrinks entire spread 

sheet by a specified % to 

fit a page or pages 
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Adjusts the alignment of 

the worksheet for print 

to line up evenly within 

margins 
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Will set column headers 

or lead row information 

to automatically print on 

each page.  Just click on 

the graph    and 

select the cell with the 

data that should print on 

each page. 

 

This will create custom 

headers and footers that 

will print, but not show 

up on the worksheet.  

Recommend using a 

custom footer for the 

link where the document 

is saved this will help 

locate it later. 
 

Print or removes 

from printing  
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Using Formulas: 

 

Demonstrate various mathematical formulas for use in a spreadsheet including; addition, 

subtraction, multiplication and division of separate cells in a spreadsheet and between 

spreadsheets. 

 

 

 
 

 
 

 

 

 

 
 
 

Email 

File 

Print 

Preview 

Find Existing 

Spreadsheet 

Total 

Column 

or Row 

Cut – remove 

and paste 

elsewhere 

Undo 

last 

action  

Open New 

Spreadsheet 
 

Copy – leave 

here and copy 

to paste 

elsewhere 

Paste 

cut or 

copy 

data 

Sort Ascending 

and Sort 

Descending 
 

Size of screen view, 

Type font and Type 

size  
 

Bold 

Italics 

Underline 
 

Type 

alignment 

in a cell 
 

Type 

alignment 

across cells 
 

Makes a 

number a 

percentage 
 

Increases or decreases 

the number of decimal 

places 
 

Moves data 

with in a cell or 

selection of cells 
 

Makes borders 

to a cell or a 

selection of cells 
 

Changes 

background 

color of cells 
 

Change 

color of 

type 
 

Makes numbers 

format to 

dollars 
 

Adds coma and 

decimals to 

numbers 
 

HELP Chart 

Wizard 

Delete 

last 

Undo 
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Function (fx) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Logical functions are 

easiest to use and are 

very useful for 

determining duplicate 

data and other 

common worksheet 

accidents 
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Short Cuts and Tricks 

 
Demonstrate various short cuts for testing for duplication, creating a series of numbers and dates, 

parsing columns into separate columns and combining columns into one data column. 
 

 

 
 

 

Right click on a row or a 

group of rows to: 

 

Cut or Copy the row(s) 

 

Paste cut or copy data in the 

row(s) 

 

Insert or Delete entire row(s), 

but doing so may lose the data 

in the row(s). 

 

Clear Contents of the entire 

row(s). 

 

Format all the data in the row 

at the same time, but format 

must be the same. 

 

Adjust the row height. 

 

Hide a row(s) or Unhide 

row(s) that were hidden 

previously. 
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Right click on a column or a 

group of columns to: 

 

Cut or Copy the column(s) 

 

Paste cut or copy data in the 

column(s) 

 

Insert or Delete entire 

column(s), but doing so may 

lose the data in the column(s). 

 

Clear Contents of the entire 

column(s). 

 

Format all the data in the 

column at the same time, but 

format must be the same. 

 

Adjust the column width. 

 

Hide a column(s) or Unhide 

column(s) that were hidden 

previously. 
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The =AND function tells you 

if the data in one column is 

that same as in the other 

column by stating True (it is) 

or False (it is different).  This 

is a great tool for avoiding 

duplication of job numbers or 

customer names. 

Insert, delete or rename each 

worksheet tab. 

 

Move or copy a worksheet  

 

Make tabs of related 

information the same color or 

color code tabs that relate to 

specific filing systems or job 

functions. 

 

View Code will allow you to 

look at the SQL code written 

for Marcos established in a 

worksheet. 

 


