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Introduction

- »Excel: Is an electronic spreadsheet program
that allows Store a huge amount of data in
tables And to perform mathematical
calculations and statistical analysis and also

creating graphs

I||'_E_= Microsoft Office Excel 2007 *

Start Excel

- «Click on the Start button and choose Al

Programs

< From the sub-menu choose Microsoft

Office
% then Microsoft Office Excel 2007

— —> [} emorotie (5 wicesotOf
H fograms | I Microsoft Office _5, [f;' Microsoft Office Excel 2007
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+ click Open button

(

<*Recent Document menu
choose the file you want

to open it.

ish~ »

2] Excel Options | | X Exit Excel
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Saving a. New:Wollksheet

1. Click Office button and select Save

button e

or

2. Click button on Quick

access toolbar

Gy o

3. Ctrl + S 23 Excel Options | | X Exit Excel

Print a Worldssheet

> Click Microsoft Office Button , and

then click Print.

» Under Print what, select an option to
print the selection, the active sheet or

sheets, or the entire workbook.




Print a Wokldsheet

Printer
MName: |@3CanonLBP2900 IZ| [Pgoperﬁes... ] 1

Status: Idle —
Type: Canon LBF2300 ___ rinter...

Where:  USBO02
Comment:

Print to file
Print range Copies

@ all Number of copies: EI

(") Page(s) From: To:

- @ B Ijg Ijg Collate
() Selection () Entire workbook

@ Active sheet(s) Table
Ignore print areas

[k [ conc

Copy ot CutiEntire Cells

~_ Select the cells that you want to cut or copy.

1. Onthe Home tab, in the Clipboard group,

do one of the following: =z

== ¥ Cut

= To move cells, click Cut . B
. Pavste yFormat Painter |
= To copy cells, click Copy . Clipboars )

2. On the Home tab, in the Clipboard group,
click Paste .
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Copy Format

Copy only the cell formatting, such as font color

. or fill color (and not the contents of the cells).

1. Select the cell.

2. Click on Format Painter button

3. Or Double click on Format Painter button to
apply multiple place in the document
4. Then click on cell that you want have the same

formatting

Change thefontiorfont size

| in_a woklksheet
»Select the cell, range of cells, text, or characters
that you want to format.

»On the Home tab, in the Font group

w Increase Font size
v
Arial 11 - | A A’J,

Bold, falc, Underline st RPN =S [0-
Font color
e




Text alignment andidir:

ection

| Middle align Lﬁ},l
Xzl [ = T
=

l -@j}' Angle Counterclockwise
=< = Wrap Text % Angle Clockwise
I —— : & Vertical Text
|§ = = @Merge&&nter .
-2 Rotate Text Up
/ Alignment M| |&  Rotate Text Down
e~ -@};‘ Format Cell Alignment
Left align Right align

Center align

Wiap text andiMerser &

center

el
|= §|§”@|m - || S Wrap Text
== =|(EE a4 Merge & Center ~
Alignment )

Wrap Text

1 Microsoft E:
‘§
Microsoft

1 Excel
2

\ Merge & Center

Excel

FERE

Excel
N
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Enter data in worlisheet

» On the worksheet, click a cell.
» Type the numbers or text that you want

» To start data on a new line within a cell, pressing
ALT+ENTER or Wrap Text icon.

2] Bookl

] Bookl
A B Cc first name
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The worlksheetiwindow

' The worksheet consists of

1 Rows: A group of cells that be horizontally in a

table and are indicated by numbers

2- Columns: a group of cells that be vertical on

the table and are indicated by The characters

3- Cell: is intersection of the row and column and

has an address called reference number

T he worlisheet window

i :__:.‘J/ Home Insert Page Layout Formulas Data Review View Add-Ins Team
B ‘* Eur calibri 1 ||>1r -|| Siwrap Text General
e e |B 2 U A EEE(E R Eveseacena [§ - % o]
Clipboard (F] Font (F Alignment e} Mumber
| 19 - % |
A [ B | ¢ D E | F G H 1 l K L M N
1
|
5 |
4| C
5| (0]
6| L
7 U
8 M R O W S
9| N
10 S
1
12
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Cell Range

e ‘Horizontal range: It includes horizontal cell

fSequentiaI ly within a single row

R | Home | mnsert Page Layout Formulas Data Review View Add-Ins Team
ok Catibn = -[& &)= = =[] || Siwemp e Generai - =
Pt anter || B £ D |[E & A EEEEE | aweseacems- [$ - % o [ 8| conotons
Clipboard (Fi Font (Fi Alignment = Numb i st
| Hs -Q )
A B c D E F G H 1 4 K L M N o P
1
2
3
4 C
5 o
3 L
7 u
| m R O W s
< N
10 S
11

s Where the range in figure above is H8:N8

Cell Range

2. vertical range: It includes vertical cells Sequentially

within a single column

=/ | Home | imen  Pegelwost  Formuies  Data  Resew  View  Asdins  Tewm

]‘:“ Conva S1s AN @] ve - Zwepten Genesat hﬂ B 5 ‘-—?E_] f:
B, A re = - -
PR rematrumtee (B4 oS- A BB S BiMergeaConter =[S - % 0 %8 2 ’cm--ow_.:-'::_w: et Deivte Fomat | o
Cpponz z sont = e & —— com
03 £
B2 =
C
o
L
u
M R O W S
N

° S

< Where the range in figure above is D3:D10
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Cell Range

3. horizontal and vertical range: It includes vertical
- cells and horizontal cells Sequentially

NNNNNN

R O W S

nZ|g [E|r Do

Where the range in figure above is D3:L10

Inserting alrow/ oF column

' To insert one or more rows or columns

somewhere in the worksheet as follows:

1. choose the row or column to which want to add

a row or column before it

2. From the home ribbon, then choose the cell

section and press insert.
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