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Purpose of Excel: A program used to calculate computerized spreadsheets
VOCABULARY TERMS
Spreadsheet: 

A grid of rows & columns where you enter text, numbers, and make calculations

Worksheet:

A computerized spreadsheet

Workbook:


File used to store multiple worksheets
Rows: Horizontal; Identified by NUMBERS      Columns: Vertical; Identified by LETTERS




Cell:
Intersection of a row & a column

Cell Reference: Unique name of each cell
E5 = Column E, Row 5

A13 = Column A, Row 13
Formula:
Equation that calculates a new value from values currently in a worksheet


**All formulas start with: equal sign
Range: A group of selected cells

Range Reference:
Identifies a range (group of cells) using the cell in upper-left corner and cell in lower-right corner, separated by a colon


Example: A3:C5

Wrap Text:

Data moves to a new line when the cell is not wide enough for content

Home tab – Alignment Group

Merge: Combining multiple cells into one cell

Home tab – Alignment Group


How to select a range of more than one adjacent cell:

Click and drag

Color of the first cell you selected when selecting a range of cells: _____________________
Color of other selected sells when selecting a range of cells: __________________________
How to select a range of more than one non-adjacent cell or groups of cells:

Click & Drag one group of cells or click one cell
Hold down Ctrl and either click the other cells or drag across the other desired group of cells

​
To expand a column:



To expand a row:
· ​Grab between the Column Letters or Row Numbers and drag to the desired width/height
What does the mouse become when expanding rows/columns:
Where to find Borders:



Where to find Shading:

Home Tab – Font Group



Home Tab – Font Group
Right Click – Format Cells


Right Click – Format Cells

Finding & Types of Alignments

      Horizontal


Vertical:

Home Tab – Alignment Group

Left, Center, Right

 Top, Middle, Bottom


Right Click – Format Cells
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