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MICROSOFT EXCEL

Microsoft Excel is a Spreadsheet program that makes working 

with numbers more efficient.

Excel is a valuable tool for finance and accounting because 

of the built in functions that allow you to work with the data.

Excel tutorial video: 

https://www.youtube.com/watch?v=XAw79w4Rr-o

https://www.youtube.com/watch?v=XAw79w4Rr-o
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WHEN TO USE EXCEL

1. Working with numbers

2. Working with tables

3. Working with lists
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Exercises 

1. Calculator – basic sum and formula format

2. Expense report – formatting, sorting and filtering

3. Personal budget

4. Program budget
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ENTERING DATA INTO EXCEL

Data is entered into unique cells.  

Rows are numbered 1 – 1,048,576.

Columns are letters, from A to XFD.

Column and row sizes can be adjusted by clicking and dragging on 

the borders on the outside of the spreadsheet.  Double clicking 

makes the cell fit to the data. 

When entering data, Excel can understand if you are entering text 

or numbers.  Should you wish to make it clear, text is entered with an 

apostrophe “ ‘ “ and numbers preceded by an equal sign “ = “.  

A formula can be entered directly into a cell with numbers.  For 
example, 5 times 5 can be entered as “ =5*5 “ and the cell will return 

the result, in this case 25. 
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SPECIAL FEATURES AND TOOL BARS
Right clicking on a cell will give you some of the most commonly 

used features:
Cut, copy, paste, insert, delete, clear contents, format (brings up 

a menu), insert comment

Right clicking on the column or row header gives you many of the 

same options but performs the action on the entire row or column

• Cut deletes the contents from a cell and allows you past them 

somewhere else

• Copy leaves the contents, but allows you to paste the same 
values in another cell

• Insert inserts a cell and moves the other cells up / down, or left / 

right.  When clicking on the column or row header it inserts and 

entire row / column and moves the rest right or down
• Clear contents – self explanatory

• Format – brings up many of the options on the “Home” toolbar

• Insert comment is useful if you are sharing a spreadsheet and 

want to leave explanations
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SPECIAL FEATURES AND TOOL BARS

The toolbars up top gives you quick access to many of the more advanced 

features of Excel.  They are often segmented into types of commands with a 

description at the bottom and a pop out menu noted by the down arrow :

• Home – basic options for formatting, inserting, copy and paste, quick 

formulas and find / replace

• Insert allows you to  add items to your spreadsheet / report.  Pictures, 

charts, etc

• Page layout defines the way your report is output to the printer

• Formulas gives you access to a large number of formulas used to work 

with data

• Data gives you access to features that allow you to work with large 

chunks of data.  Sorting, subtotalling, etc.

• Review allows you to use features like spell check, comments, and allows 

you to protect your spreadsheet

• View changes the way you see your spreadsheet, you can see how it will 

look printed, and you can freeze rows or columns in large spreadsheets 

so that you don’t lose sight of the titles
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HOME – BASIC FEATURES

• Cut, Copy and Paste

• Formatting input, font, bold, underline, italics, colors, borders

• Alignment, left or right of the cell, wrapping text, merge

• Merge can be a valuable tool for headers and to combine 

data

• Number formats, date, dollars, time, number of decimals

• Inserting and deleting rows, columns and cells

• Editing, simple formulas, find and replace
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INSERT – BASIC FEATURES

• Tables and pivot tables are advanced, but allow you to sort 

your data

• Pictures allow you to put in logos, explanatory photos

• Charts, based on data, allow you to input all sorts of charts.  Pie 

charts, bar and line graphs.  Charts are dynamic.  If your data 

changes, the chart changes
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FORMULAS – BASIC FEATURES

• Formulas are the heart of the functionality of Excel.  All formulas 

are proceeded by = and parameters can be numbers, or can 

be cell references

• If you know the syntax of a formula, you can type it in, but if 

not, you can find it in the library and the program will walk you 

through how to enter 

• Financial formulas are used for calculating payments, interest, 
and future values.  One useful formula is PMT which calculates 

a loan payment based on principal, term and interest

• Logical formulas can check on the values in your cells and 

return results based on a check against parameters

• Text formulas are created specifically to manipulate text and 

do not perform mathematical functions

• Date and Time functions allow you to perform calculations 
specific to dates

• Lookup and reference formulas can be useful for very large 
data sets where you need to compare
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COMMONLY USED FORMULAS

• SUM – adds a range of numbers together

• AVERAGE – returns the average of a range of numbers

• MIN and MAX – return the smallest and largest numbers that 

exist in a range

• IF – performs a logical test on a range of cells and returns what 

you tell it to.  For example, if cell A1 is larger than 80 hours, tell 

me how many hours are overtime

• PMT – returns the payment amount on a loan when you input 
the loan amount, term, and interest rate

• COUNT – simply counts the number of pieces of information in 

a cell

• NOW – typing =NOW () returns today’s date and time
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DATA – BASIC FEATURES

Sorting and subtotaling data is a vital tool for large spreadsheets

REVIEW – BASIC FEATURES

Spell check

Adding and viewing comments

Protect sheet – you can add passwords to a sheet, or to specific 

cells.  This means that those cells cannot be changed without the 

password
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VIEW – BASIC FEATURES

• You can change how you view your spreadsheet on the 

screen

• Page break preview shows how a spreadsheet will print.  

• You can manipulate the pages in this view

• Page layout again shows margin and how a print out will look

• You can turn off and on gridlines, the tool bar, and the column 
and row titles

• You can zoom, and you can freeze panes which is very 

valuable when working with a large spreadsheet


