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About the Tutorial

Microsoft Excel is a commercial spreadsheet application, written and distributed by
Microsoft for Microsoft Windows and Mac OS X. At the time of writing this tutorial the
Microsoft excel version was 2010 for Microsoft Windows and 2011 for Mac OS X.

Microsoft Excel is a spreadsheet tool capable of performing calculations, analyzing data
and integrating information from different programs.

By default, documents saved in Excel 2010 are saved with the .xlsx extension whereas
the file extension of the prior Excel versions are .xls.

Audience

This tutorial has been designed for computer users who would like to learn Microsoft
Excel in easy and simple steps. It will be highly useful for those learners who do not
have prior exposure to Microsoft applications.

Prerequisites

Before proceeding with this tutorial, you should have a basic understanding of Computer
peripherals like mouse, keyboard, monitor, screen etc. and their basic operations. You
should also have the basic skills of file management and folder navigations.

Copyright & Disclaimer
© Copyright 2018 by Tutorials Point (I) Pvt. Ltd.

All the content and graphics published in this e-book are the property of Tutorials Point
(I) Pvt. Ltd. The user of this e-book is prohibited to reuse, retain, copy, distribute or
republish any contents or a part of contents of this e-book in any manner without written
consent of the publisher.

We strive to update the contents of our website and tutorials as timely and as precisely
as possible, however, the contents may contain inaccuracies or errors. Tutorials Point (I)
Pvt. Ltd. provides no guarantee regarding the accuracy, timeliness or completeness of
our website or its contents including this tutorial. If you discover any errors on our
website or in this tutorial, please notify us at contact@tutorialspoint.com
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1. Excel 2010 — Getting Started

This chapter teaches you how to start an excel 2010 application in simple steps.
Assuming you have Microsoft Office 2010 installed in your PC, start the excel application
following the below mentioned steps in your PC.

Step 1: Click on the Start button.
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Start Button

Step 2: Click on All Programs option from the menu.
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Step 3: Search for Microsoft Office from the sub menu and click it.
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Microsoft Office

Step 4: Search for Microsoft Excel 2010 from the submenu and click it.
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Microsoft Excel 2010

This will launch the Microsoft Excel 2010 application and you will see the following excel
window.
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2. Excel 2010 — Explore Window

The following basic window appears when you start the excel application. Let us now
understand the various important parts of this window.

Quick Access toolbar Title bar
File Tab Ribbon Help

| 3% e -

File Home Insert

Bookl = Microsoft Exce = e x
b 7 \hda SHUNE CALCE ) 17 "
A TR A e B A =

s4

Page Layout Formulas Data Review View Add-Ins A o [— n".::'x

- calibri i v T[S enem - dealnset s E - A
02 L)l A3 27
orodl. BZ U+ AAx EESEENS$%" o A Delete - [Gr H o
aste | it L 2 e _  Sot& Fin
- J a v & - A e =iE D b v ;:JFO""?“’ L7 Filter~ Select~
_El_qu_ojfg_k.ﬁ jfrl‘:._ » | Allgnjlernt . “”mbf.'_f ':'“‘,7, Eg!x}mg
Al v |
; A B | ¢ D E g ) e H I i <
| 1
| 2
3
2| Row bar
5 | S
6 '
I 7
3 <€—Column bar
9
10
11
12
113 d
W €% | Sheet1 Sheetz ~fheet3 ¥ i HOEH u (|
Ready |[EEE wee (=L (+)
AR 4 A p— R, bbbB>>>—H— '
Status b Sheet Area Y Y
s bar View Buttons Zoom Controls
File Tab

The File tab replaces the Office button from Excel 2007. You can click it to check
the Backstage view, where you come to open or save files, create new sheets, print a
sheet, and do other file-related operations.

Quick Access Toolbar

You will find this toolbar just above the File tab and its purpose is to provide a
convenient resting place for the Excel’s most frequently used commands. You can
customize this toolbar based on your comfort.
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board on gn Cells

ment . Number Editing

Ribbon contains commands organized in three components:

e Tabs: They appear across the top of the Ribbon and contain groups of related
commands. Home, Insert, Page Layout are the examples of ribbon tabs.

e Groups: They organize related commands; each group name appears below the
group on the Ribbon. For example, group of commands related to fonts or group
of commands related to alignment etc.

e Commands: Commands appear within each group as mentioned above.

Title Bar

This lies in the middle and at the top of the window. Title bar shows the program and the
sheet titles.

Help

The Help Icon can be used to get excel related help anytime you like. This provides nice
tutorial on various subjects related to excel.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom control consists
of a slider that you can slide left or right to zoom in or out. The + buttons can be clicked
to increase or decrease the zoom factor.

View Buttons

The group of three buttons located to the left of the Zoom control, near the bottom of
the screen, lets you switch among excel's various sheet views.

¢ Normal Layout view: This displays the page in normal view.

¢ Page Layout view: This displays pages exactly as they will appear when printed.
This gives a full screen look of the document.

e Page Break view: This shows a preview of where pages will break when printed.

Sheet Area

The area where you enter data. The flashing vertical bar is called the insertion
point and it represents the location where text will appear when you type.
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Row Bar

Rows are numbered from 1 onwards and keeps on increasing as you keep entering data.
Maximum limit is 1,048,576 rows.

Column Bar

Columns are numbered from A onwards and keeps on increasing as you keep entering
data. After Z, it will start the series of AA, AB and so on. Maximum limit is 16,384
columns.

Status Bar

This displays the sheet information as well as the insertion point location. From left to
right, this bar can contain the total number of pages and words in the document,
language etc.

You can configure the status bar by right-clicking anywhere on it and by selecting or
deselecting options from the provided list.

Dialog Box Launcher

This appears as a very small arrow in the lower-right corner of many groups on the
Ribbon. Clicking this button opens a dialog box or task pane that provides more options
about the group.
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3. Excel 2010 — Backstage

The Backstage view has been introduced in Excel 2010 and acts as the central place for
managing your sheets. The backstage view helps in - creating new sheets, saving and
opening sheets, printing and sharing sheets, and so on.

Getting to the Backstage View is easy. Just click the File tab located in the upper-left
corner of the Excel Ribbon. If you already do not have any opened sheet then you will
see a window listing down all the recently opened sheets as follows:

File Tab
o I B Bookl - Microsoft Excel = m
Home Insert Page Layout Formulas Data Review View Add-Ins ] 0 > @
i save
Recent Workbooks Recent Places
B Save As )
x 713 User_Contentadsx -~ > dsep o
L5 Open Jml Desktop\MORE\14sep " &Y cusescs..
= Close EPC_Info_Collection.xlsx o a EPC_Busine... =
K http//www.sbs.snaponglobal.com/site.. " | LTy httpi/iwea
Info Team Activities And Plan.dsx ,‘;‘ 2 MORE
http://www.sbs.snaponglobal.com/site. & C\Users\GB.. il
Desktop\MORE — C\Backup\...
New RepeatedAttemptsByUsers.xlsx - @, m2we.
| Desktop\MORE 7 hitpt/fwww.,
Print MORE 220
User_Content.xdsx - p.. ; 1
Desktop\MORE & hup//www..
Save & Send
WorkFlow and Messagesxls s =, Desktop (=
C:\Backup\MORE\MORE2.0.1\IRF Project . Ci\Users\GB...
Help : : x
RLM - Duplicate Carts Submitted Issue (.. _ * Uman =
| Decktant MOR 2 & C\Users\GB...
| Desktop\MORE
1] Options ; =
G s U LD D DD - = Downloads = v
Exit kbl £
[Z] Quickly access this number of Recent ] > -
Workbooks: i | Recover Unsaved Workbooks
e — —_—— — e —

If you already have an opened sheet then it will display a window showing the details
about the opened sheet as shown below. Backstage view shows three columns when you
select most of the available options in the first column.
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First Column Second Column Third Column
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! Title
' Recent <
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Print Check for Document properties and Last Modified
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l Save & Send Last Printed
Help — Versions Ly
! ’_‘a 5) There are no previous e Peopje
i . 2 versions of this file, Author Windows U,
:] Options Mansge
. Versions ~
8 Exit ! Last Moditied By
., P N
1 m >

First column of the backstage view will have the following options:

Option

Save

Save As

Open

Close

Info

Recent

New

Description

If an existing sheet is opened, it would be saved as is, otherwise
it will display a dialogue box asking for the sheet name.

A dialogue box will be displayed asking for sheet name and
sheet type. By default, it will save in sheet 2010 format with
extension .xlsx.

This option is used to open an existing excel sheet.

This option is used to close an opened sheet.

This option displays the information about the opened sheet.

This option lists down all the recently opened sheets.

This option is used to open a new sheet.
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Print

Save & Send

Help

Options

Exit

Sheet Information

Excel 2010

This option is used to print an opened sheet.

This option saves an opened sheet and displays options to send
the sheet using email etc.

You can use this option to get the required help about excel
2010.

Use this option to set various option related to excel 2010.

Use this option to close the sheet and exit.

When you click Info option available in the first column, it displays the following
information in the second column of the backstage view:

¢ Compatibility Mode: If the sheet is not a native excel 2007/2010 sheet, a
Convert button appears here, enabling you to easily update its format. Otherwise,
this category does not appear.

e Permissions: You can use this option to protect the excel sheet. You can set a
password so that nobody can open your sheet, or you can lock the sheet so that
nobody can edit your sheet.

e Prepare for Sharing: This section highlights important information you should
know about your sheet before you send it to others, such as a record of the edits
you made as you developed the sheet.

e Versions: If the sheet has been saved several times, you may be able to access
previous versions of it from this section.

Sheet Properties

When you click Info option available in the first column, it displays various properties in
the third column of the backstage view. These properties include sheet size, title, tags,

categories etc.

You can also edit various properties. Just try to click on the property value and if
property is editable, then it will display a text box where you can add your text like title,
tags, comments, Author.

Exit Backstage View

It is simple to exit from the Backstage View. Either click on the File tab or press the Esc
button on the keyboard to go back to excel working mode.
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4. Excel 2010 — Entering Values

Entering values in excel sheet is a child’s play and this chapter shows how to enter
values in an excel sheet. A new sheet is displayed by default when you open an excel
sheet as shown in the below screen shot.

Ga —= =" B Tew | ~ "R
@' [ I R e Bookl - Microsoft Excel ICJ pE) Ig
Home | Insert Pagelayout Formulas Data Review View Add-Ins & o o B 23;
| J‘a c;nbg . . 11. v T om = % | | Al | za;
2y~ v TN EE S v
Paste . N A a RLUPEr T Number| Styles Cells _}J
/! 13 A A v ;E ;E .-§’\ v - - ‘Z'
Clipboard =& Font I Alignment ‘ Editing
Al (" XV K Y,
»
A B c | b E | °F G | H 5
1 le Text Insertion Area
2 |
3 | -
4 '
5
| x
6 4
7 -
,_8_..
9
10
11 v
4 4 » M| Sheetl Sheet2 . Sheet3 . %J ]« o 1 [
Enter | | O w00 —
Sheet Area

Sheet area is the place where you type your text. The flashing vertical bar is called the
insertion point and it represents the location where text will appear when you type.
When you click on a box then the box is highlighted. When you double click the box, the
flashing vertical bar appears and you can start entering your data.

So, just keep your mouse cursor at the text insertion point and start typing whatever
text you would like to type. We have typed only two words "Hello Excel" as shown below.
The text appears to the left of the insertion point as you type.

10

S tutorialspoint

SIMPLYEASYLEARNING



Excel 2010

@d9-e-= Bookl - Microsoftxcel |
Home \ Inset Pagelayout Formulas Dats Review View Addins & @ o & 2
% calibri R = A w| =
A Bav| B 7 U~ A E== 5] ' @lr A~
Paste - oy & ) Number Styles Cells & B
s j -;;-‘.’ - & v A - =‘= ‘:—-— »v v - v Qv }
Clipboard 1= Font | Alignment | 1 Editing
c8 - (" I I v
a | 8 "¢ o [ £ [ £ || & | |
Hello Excel
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There are following three important points, which would help you while typing:
e Press Tab to go to next column.
e Press Enter to go to next row.

e Press Alt + Enter to enter a new line in the same column.

PIITR

Defining Excellence

11

\ tutorialspoint

SIMPLYEASYLEARNING


https://piitr.org/index.php
https://piitr.com



