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ABOUT CGA-Canada _________________________________________ 

CGA-Canada today 

CGA is the fastest-growing accounting designation in Canada. The CGA designation focuses 

on integrity, ethics and the highest education requirements. Recognized as the country’s 

accounting business leaders, CGAs provide strategic counsel, financial leadership, and overall 

direction to all sectors of the Canadian economy.  

 

The Certified General Accountants Association of Canada — CGA-Canada — sets standards, 

develops education programs, publishes professional materials, advocates on public policy 

issues, and represents CGAs nationally and internationally. The Association represents 

73,000 CGAs and students in Canada, Bermuda, the Caribbean, Hong Kong and China. 

Mission 

CGA-Canada advances the interests of its members and the public through national and 

international representation and the establishment of professional standards, practices, and 

services. 

A proud history 

CGA-Canada was founded in Montréal in 1908 under the leadership of John Leslie, vice-

president of the Canadian Pacific Railway. From the beginning, its objective was to 

encourage improvement in skills and job performance — a goal the Association holds to this 

day. 

 

On April 14, 1913, Canada’s Parliament passed the Act that incorporated CGA-Canada as a 

self-regulating professional Association. Over the decades that followed, branches became 

associations in their own right, affiliated with the national body. 

 

A revised Act of Incorporation, passed in 1999, updated CGA-Canada’s powers and reflected 

the Association’s objectives and initiatives for the next millennium. The Act also established 

a French name for CGA-Canada — Association des comptables généraux accrédités du 

Canada. 

Structure and roles 

CGA-Canada is governed by a Board of Directors that includes regional representation as 

well as a public representative. An Affiliation Council, comprised of representatives of each 

CGA affiliate, sets the strategic plan of CGA-Canada and approves national policy. Individual 

CGAs are represented nationally through CGA-Canada, and regionally through their 

provincial/territorial/regional associations and local chapters. 

 

The Association: 

 ensures national recognition for the profession and advocates on policy issues of concern 

to the profession  

 raises the profile of the CGA designation and represents members internationally  

 sets national educational standards, and develops and maintains an internationally 

competitive program of professional studies and examinations to certify CGAs in Canada 

and overseas  

 provides a range of services to affiliates and members  
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 contributes to the profession’s body of knowledge through research and participation in 

international accounting organizations, particularly the International Federation of 

Accountants (IFAC) 

 

Nationally and internationally, CGA-Canada contributes to accounting standard-setting by 

sharing its research findings and views. The Association also contributes to public policy 

discussions, advocating for the interests of its members and the public. 

 

As a self-regulating organization, CGA-Canada also sets high standards of professionalism 

through its own Code of Ethical Principles and Rules of Conduct for members. This 

comprehensive set of rules and guidelines protects the public interest and ensures that CGAs 

maintain the highest ethical standards. 

Education and professional development 

CGA-Canada’s competency-based education program has long been acknowledged as a 

leader among distance learning education programs. Innovative technology is used not only in 

the delivery of the program, but is incorporated into the curriculum content as well. Similarly, 

ethical principles are also integrated throughout the curriculum. An education partnership 

with Laurentian University offers students options for meeting the mandatory degree 

requirement. 

 

Mandatory continuing professional education ensures that CGAs maintain their professional 

edge. CGA-Canada provides professional development opportunities in public practice, 

ethics, accounting and auditing standards, business valuation, taxation, and other topics. The 

Professional Development Network — PD Net — developed collaboratively with CGA 

affiliates, is an extensive and powerful online information resource for members. 

For more information 

More information about CGA-Canada is available on its website at www.cga.org/canada. 
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Preface   
 

This tutorial is one of a set of CGA computer tutorials designed for hands-on study without 

the presence of an instructor. No computer experience is assumed. Through these tutorials, 

you can learn the basics of working with Microsoft
 ® 

Windows
 ®

, the spreadsheet program 

Microsoft
 ® 

Excel, and the accounting program Sage Accpac ERP. The tutorials are designed 

in such a manner that you can learn them at your own pace — in a few days if completed 

intensively, or over a longer period if a more leisurely pace is desired. 

 

These CGA tutorials are intended to help you learn to use computers and to become familiar 

with software that will be used in the CGA program of professional studies. If you are not 

familiar with the topics covered by the tutorials, you should study the tutorials before you 

enrol in Level 2 of the program. You will then be equipped to use the computer in your 

studies and be able to concentrate more effectively on course content. 

 

In order that students from a wide spectrum of experience will be able to complete the 

tutorials with little or no assistance, all instructions for hands-on exercises are specified in 

detail. After some practice, you may not require this level of detail, in which case you can use 

the instructions to check your proficiency. 

 

 

 

 

 

 

 

 

 

Trademarks   
 

Names of products mentioned in this tutorial are used in an educational context only. They 

are trademarks or registered trademarks of the companies indicated. Use of product names in 

this sense does not thereby indicate endorsement by the Certified General Accountants 

Association of Canada. 
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The CGA computer tutorials   
 

The CGA computer tutorials consist of: 

 CT1 Windows
® 

Basics 

 CT2 Spreadsheet Using Microsoft
® 

Excel 

 CT3 Accounting Using Sage Accpac ERP 

Program requirements 

When working with course materials in the CGA program of professional studies, you are 

expected to have acquired (through the indicated tutorials or otherwise): 

a. a minimum standard of competence and fluency in the set-up and operation of the 

basic computer system and printer and a working knowledge of the common file 

management commands 

b. a basic competence in working with Microsoft Windows [CT1] 

c. a basic competence in entering, manipulating, and presenting numerical data using 

the spreadsheet program Microsoft Excel [CT2] 

d. a basic competence in using the general ledger program Sage Accpac ERP [CT3] 

Copyright and professional ethics 

Although you can prepare a working copy for most computer programs, this does not give 

you the right to make copies to distribute or sell. Computer programs, like literary works, are 

the result of creative work; as such they are protected by copyright laws. 

 

You should honour the intellectual property rights of software publishers and refrain from 

distributing copies of software. This is particularly applicable to the educational versions of 

computer software used in the CGA program of professional studies. 

 

Software used in the CGA program of professional studies is provided to you under special 

discount arrangements. Distribution of copies of such software is illegal and unethical. Such 

action would reflect badly not only on your personal integrity, but also on that of other CGA 

students and members. 
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Introduction to Computer Tutorial 2 (Excel 2007)   

Purpose 

The purpose of this tutorial is to present the basic features of Microsoft
®

 Excel that will 

enable you to create, edit, format, and print worksheets. This tutorial is designed for 

Microsoft Excel 2007. You must have access to this version of Excel in order to be able to 

work through this tutorial. 

Note: 

There are some minor differences in the appearance of the windows and dialog boxes among the different versions of 
Excel. Sometimes the buttons have slightly different names. However, you should have no difficulty working through the 
material in this tutorial. 

 

By working carefully through the tutorial, completing and checking the exercises and self-

testing questions, you should learn the fundamental skills you will need for assignments in the 

CGA program of professional studies which support the use of Excel. However, you will need 

additional regular practice and more advanced application in order to become a fluent user. 

Minimum system requirements 

You are required to have access to a computer system and printer that meet the minimum or 

recommended system requirements specified in regional calendars or student handbooks. 

Your CGA regional office and the CGA-Canada website have the most current information 

about system requirements and recommendations for features to consider if you are making 

new purchases of equipment. 

Data files 

The Excel data files (workbooks) you will need to do the exercises in this course can be found 

at http://www.cga-education.org/2010-11/CT2. 

Software and supplies 

In addition to the access to a computer and printer meeting the minimum system requirements 

as described above, you will need for this tutorial the following software and supplies: 

 

Software 

 Excel 2007  

Note: 

Excel 2007 requires Windows Vista or Windows XP. This tutorial is primarily based on Excel 2007 running in Windows 
Vista. If you are using Windows XP, your screen may look a little different and there will be differences in the way Excel 
performs. 

Excel contains a handy feature called Interactive: Excel 2003 to Excel 2007 command 

reference guide. This feature allows you to click on a command using the Excel 2003 

menus. You will then be shown where to find the equivalent command in the Excel 2007 

ribbons. For more information on using this feature, refer to the Lesson 2 Overview. 

 



2  Introduction Computer Tutorial 2 

Supplies 

 any removable disk or storage device 

Prerequisite knowledge 

The material in this tutorial is based on the assumption that you have worked through the 

CGA Computer Tutorial 1 [CT1], or otherwise gained a working knowledge of its content. In 

particular, you must be quite familiar with the terms, concepts, and basic skills required to 

work with Windows, as covered in CT1. 

Reference material 

The material presented in this tutorial can be used without referring to other sources. First-

time users are advised to acquire the basic skills of Excel from this tutorial. 

Overview 

This tutorial contains 12 lessons and an appendix. 

 

Each lesson builds on material covered in a previous lesson. It is important that you master 

the material covered in one lesson before attempting the next. At the end of each lesson is a 

set of self-testing questions. Use these questions to gauge how well you have mastered the 

material; it is a good idea to do the questions while you still have Excel running, so that you 

can verify some answers by trying them hands-on. 

 

The instructions in the exercises in this tutorial are often detailed and explicit. As you become 

familiar with Excel, you may not need this level of detail, and you can then adjust your 

learning style accordingly. However, you are advised to follow the exercises closely, as the 

skills are progressive. It is generally assumed that you will follow the sequence of instruction 

as presented. 

 

On average, each lesson is designed to take about an hour or two to complete. Some lessons 

(for example, Lessons 6 and 7) may take a little longer. In any case, you should allow 

additional time to answer the self-testing questions at the end of each lesson and to do further 
practice. Only with constant practice will you gain confidence with a spreadsheet program. 

 

The general coverage of the lessons is as follows: 

 

Lesson 1: Overview of Excel 

This lesson describes the basic features of spreadsheet programs. It outlines the uses of an 

electronic worksheet and how it differs from the traditional paper-and-pencil worksheet. You 

become familiar with the various parts of the Excel workbook, learn how to start and exit 

Excel, and use the ribbons, scroll bars, sheet tabs, and the status bar. You also set up defaults 

for Excel. 

 

Lesson 2: Excel Help 

Excel provides extensive Help. In this lesson, you learn to make good use of Excel Help 

information using the Help icon.  

 

Lesson 3: Cells and styles 

Excel provides a number of features for working with cells, rows or columns, and sheets. In 

this lesson, you learn to create and display formulas, change the display format of cells, and 

create or apply cell format styles. You also preview and print formulas in your workbooks.  
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Lesson 4: Editing cells and ranges 

In this lesson, you learn to work with cells and ranges, copying the contents of cells to 

another range and copying the formats in the cells. You also learn to locate text in cells, 

replace text, and spell check your entire workbook. You assign names to ranges, making it 

easier to work with the ranges.  

 

Lesson 5: Workbooks and sheets 

In this lesson, you learn more about how to manage workbooks and the sheets inside them, 

including copying data and formulas between sheets, printing multiple sheets, and designing 

worksheets and workbooks in good style. 

 

Lesson 6: Formulas and functions 

In this lesson, you learn more about formulas and functions. Not only do you learn about the 

rules for constructing formulas and using functions, you also learn to use Excel’s Insert 

Function, which provides step-by-step guidance to use Excel functions. Other techniques you 

learn include the use of relative and absolute references, circular references, and calculation 

control. You also learn to use the IF function to construct financial models. 

 

Lesson 7: Charts 

A chart is a graphic representation of information. Excel provides two easy methods to create 

charts from worksheet data. You can create a chart as an object embedded on a worksheet, or 

you can create it as a separate chart sheet, which can be useful if you want to show the chart 

on its own. In this lesson, you learn to create charts by both methods. You study the various 

types of charts that you can create in Excel. You also learn to design charts in good style, and 

to print charts. 

 

Lesson 8: Lists 

You can use Excel to manage information in the form of a list (database). A list in Excel is a 

series of rows containing similar data. Examples of lists include lists of inventory records, 

lists of transactions, and lists of names and addresses. You can use lists to efficiently organize 

data. In this lesson, you learn to create a list, modify a list, look up records in a list, sort a list, 

and filter a list. You also study the use of the VLOOKUP and HLOOKUP functions to look 

up values in a list. 

 

Lesson 9: Financial functions 

This lesson covers the financial functions most likely used by accountants in working with 

worksheets designed to solve financial planning and reporting problems. The subject of 

financial functions requires some understanding of the time value of money (present and 

future value, interest, compounding, discounting, and annuity calculations). It focuses on how 

these concepts are used in Excel, but not on the mathematics or financial logic of the 

formulas.  

 

Lesson 10: Statistical functions 

This lesson covers common statistical analyses that can be performed using an Excel 

workbook, and requires an understanding of basic statistics. It focuses on how to use Excel to 

calculate basic statistics, but not on the mathematics of the formulas. Topics covered include 

descriptive statistics, frequency distributions, histograms, correlation, and regression analysis. 
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Lesson 11: Pivot tables 

A pivot table is a worksheet table that enables you to view data in different ways by rotating 

row and column headings. You can use pivot tables to display and analyze summary 

information in Excel workbooks or other applications (such as databases created using 

Microsoft Access or FoxPro). In this lesson, you learn to use pivot tables to analyze lists 

created in Excel workbooks. You also learn to set up pivot tables, specify row, column, and 

page fields, rotate the fields, and create pivot charts. 

 

Lesson 12: Scenario Manager 

There are times when you may need to work with more than one version of a workbook. 

Excel provides a Scenario Manager to create and manage multiple scenarios of a financial 

model without the need to save multiple copies of the workbook. In this lesson, you learn to 

create and edit scenarios, as well as to generate reports from the scenarios. 

 

Appendix A: This contains the solutions to the self-testing questions. 
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LESSON 1   

Overview of Excel 
Topic outline 

1.1 Definition and use of a spreadsheet program 

1.2 Differences between a paper-and-pencil worksheet and a computer worksheet 

1.3 Plan, build, and verify 

1.4 Microsoft Excel 

1.5 The Excel window 

1.6 Excel ribbons 

1.7 Printing in Excel 

1.8 Saving workbooks and exiting Excel 

1.9 Self-testing questions 

Overview 

This lesson describes the basic features of spreadsheet programs. It also provides an overview 

of Microsoft Excel, a spreadsheet program that runs with Microsoft Windows. 

Note: 

Exhibits in this tutorial are primarily based on screen images of Excel 2007 running in Windows Vista. If you are using 
other versions of Windows or Excel, your screen will look different and there will be differences in the way Excel 
performs. 

Learning objectives 

 Describe the main features and uses of a spreadsheet program. 

 Contrast a paper-and-pencil worksheet and a computer worksheet. 

 Explain the importance of planning and verifying the results from a computer worksheet. 

 Explain the difference between a workbook and a worksheet in Excel. 

 Start Excel. 

 Set the working folder for Excel. 

 Describe the major components of an Excel window. 

 Use Excel toolbars. 

 Preview and print worksheets. 

 Close and save a workbook before exiting Excel. 

TOPIC 1.1   

Definition and use of a spreadsheet program 
For centuries, accountants have been dealing with columns and rows of numbers. The most 

effective means of doing this has been columnar paper, which comes in many forms such as 

4-column, 6-column, or 12-column. The paper-and-pencil worksheet has been the basic tool 

of accountants for many years. However, since their introduction in 1978, spreadsheet 

programs have been one of the most popular and productive applications of computer 

programming, particularly in the field of financial management. 
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What features do spreadsheet programs offer that make them so popular? Modern programs 

do more than just mimic the paper-and-pencil worksheet. In addition to data entry into rows 

and columns, most spreadsheet programs offer the following features: 

 a large worksheet area 

 a simple means of constructing complex worksheet models 

 automatic recalculation 

 built-in functions to compute mathematical, financial, and logical formulas 

 commands to control the format (appearance) of numbers and text 

 commands to edit (change) worksheet data 

 data management capabilities 

 

Some spreadsheet programs (for example, Microsoft Excel, Lotus 1-2-3 for Windows, and 

Quattro Pro for Windows) offer a means of automatically converting spreadsheet data to 

graphs and displaying or printing those graphs, as well as desktop publishing features. 

 

A spreadsheet program can be used anywhere that columns and rows of numbers are present 

and anywhere a relationship between these numbers can be defined. Almost all financial 

reporting models such as income statements or balance sheets fall into this category. 

A spreadsheet program is equally useful where the relationships between numbers are subject 

to analysis, such as the ratio analysis of financial statements. 

 

A spreadsheet program is perhaps most useful for conducting what-if analyses. That is, once 

a set of mathematical relationships is built using a spreadsheet program, it can be recalculated 

at high speed, using different sets of numbers (assumptions). Portfolio management models 

that analyze the return on investment using different assumptions for interest rate and stock 

market indices are examples of such what-if models. Cash flow projection models that depend 

on different assumptions about cash flows and interest costs are other examples of what-if 

models for which a spreadsheet program is preferable to hand calculation. Other uses of 

spreadsheet programs include tax planning models, simple inventory management models, 

budgeting models, sales and profit projections, name and address databases, and project 

management tasks. 

TOPIC 1.2   

Differences between a paper-and-pencil worksheet 
and a computer worksheet 

One obvious difference between a paper-and-pencil worksheet and its computer counterpart is 

the ease of calculating and recalculating numbers. Once all the formulas have been specified 

in a computer worksheet, any changes made to the numbers will be recomputed at the speed 

of the computer. With a manual worksheet, any change will require (sometimes major) 

recalculations by hand of all the affected entries. 

 

The differences in speed are more apparent when a worksheet includes annuities, future 

values, present values, or similar financial functions that can take considerable time to 

compute by hand, even if look-up tables are used. Using a computer worksheet, you do such 

calculations on the data either by entering a simple formula, or by entering the name of an 

automatic calculating command called a function. Most of these functions are no more 

difficult to use than those of a hand calculator and are much less prone to error. 

 

Another difference can be demonstrated by the following example. Suppose you wanted to 
build a worksheet containing data for a 12-month income statement. Using a computer 

worksheet, you need only specify the formulas for the first month. Then you copy all the 

formulas for the first month to the remaining months, using a few simple keystrokes. 
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As a final example, you can build several computer worksheets that reference one another for 

certain key information. You can also use some form of cross-referencing between 

worksheets. Any changes made to one worksheet will then be immediately reflected in all 

related worksheets. In well-designed worksheets, for instance, an updating task necessitated 

by a change in the interest rate can just be a matter of making one new entry, allowing instant 

update of any numbers in the worksheets affected by the interest rate. 

 

Now contrast a manual worksheet with a computer worksheet. On a manual worksheet, an 

entry might appear at the intersection of a column (such as “Jan 07”) and a row (such as 

“Revenue”). On a computer worksheet, the entry again appears at an intersection of a column 

and a row, but uniquely identified by the column letter and row number. Columns in a 

computer worksheet are labelled A, B, C... and rows are numbered 1, 2, 3.... The location of 

the entry is called a cell, and its cell reference (or address) consists of the identifying column 

letter and row number. Exhibit 1-1 shows a computer worksheet created using Excel, 

designed to present a consolidated income statement for the first three months of 2007 for 

Pacific Coast Limited. 

 

EXHIBIT 1-1 

Example of an Excel worksheet 

 
 

Computer worksheets can be extended to contain more than just rows and columns on a 

single worksheet (known as a two-dimensional worksheet). The sample worksheet shown in 

Exhibit 1-1 is a two-dimensional worksheet, designed to hold the income statement of the 

whole company (consolidated statements). However, suppose Pacific Coast Limited has four 

divisions. If you want to design a worksheet model to hold income statements for each of the 

company’s divisions, as well as the income statement for the entire company, you could 

design a model with five sheets. This would be called a three-dimensional model. If done 

manually on paper, each division would be on a separate piece of paper. 
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TOPIC 1.3   

Plan, build, and verify 
Before you build any worksheet that is more than just a few cells in size, you should always 

consider planning its layout first. What information will be placed in the columns? What 

information will comprise the rows? Should there be one big worksheet or would it be more 

manageable if the problem were split into several worksheets? Planning is necessary, because 

once a worksheet is started, the cost of reorganizing it may be many hours of painstaking, 

repetitive work. 

 

Although a program such as Excel provides ways for you to change your mind, it’s usually 

better to start with a clear plan. Once the plan is decided, you can later use Excel commands 

to insert or delete rows and columns anywhere on your worksheet, or move groups of cells 

from one worksheet location to another. 

 

Lesson 5 provides some guidance on the design of worksheets. 

Verify all computer printouts 

As you make increasing use of Excel worksheets, you must be careful to avoid the false sense 

of security that users feel because of the authoritative look of computer output. Remember 

that you do not see the actual computations, and the validity of the results depends entirely on 

the formulas you initially specified. If you make an error composing a formula for one cell, 

for example, that same mistake could be compounded rapidly and spread throughout a large 

worksheet before you detect that something went wrong. 

 

Therefore, always check the computer printout thoroughly. If a worksheet includes any 

vertical or horizontal totals, for instance, be sure to verify the results just as you would on a 

paper-and-pencil worksheet with footings and cross-footings. You will learn simple ways to 

do this kind of verification when working with Excel. 

TOPIC 1.4   

Microsoft Excel 
Microsoft Excel is a computer spreadsheet program for managing and presenting data in the 

Microsoft Windows environment. Excel offers advanced spreadsheet, charting, drawing, 

scenario management, and database features. 

 

Excel provides an easy-to-use interface including customizable toolbars, a Paste Function, 

tabs for sheets, and an easy-to-use menu bar. It also includes drag-and-drop moving and 

copying of data, improved database querying, a spelling checker, scenario management and 

auditing tools, and many functions that facilitate your worksheet design and formula 

construction. While this tutorial is not long enough to cover all these features, you will learn 

the basics you need for your Excel course work. 

Workbooks and worksheets 

Excel uses the concept of a workbook. A workbook is a file that can contain many 

worksheets, much like a book containing many pages. Within a workbook, each worksheet is 

referred to as a sheet. Exhibit 1-2 is an example of an Excel workbook with five sheets, one 

for each of the four divisions of Pacific Coast Limited, and one showing a consolidated 

summary. In this case, the workbook name is CT2L1P1S.XLS. Notice that the extension .xls 

may or may not appear. This depends on the way your operating system was initially set up.  
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Note: 

Excel files created using Excel 2007 use the extension .xlsx by default. All older versions of Excel, including Excel 2003 
and Excel XP/2002, use the extension .xls. All .xls files can be opened by Excel 2007; however, .xlsx files cannot be 
opened by Excel 2003 or Excel XP/2002, unless the Microsoft Office Compatibility Pack is installed. The Compatibility 
Pack can be downloaded at http://support.microsoft.com/kb/923505. 

 

Also notice that the tabs at the bottom of the workbook indicate which sheets are included in 

the workbook, and which sheet is currently displayed at the front. The sheet displayed is 

called the active sheet, and its tab is always bold. In Exhibit 1-2, the sheet named 

Consolidated is the active sheet. The four divisions are Computers, Stereo, TV, and Music. 

To make any of the sheets active, you simply click the corresponding sheet tab. 

 

EXHIBIT 1-2 

Example of an Excel workbook 

 

Getting started 

In the following three exercises, you will install the CT2 data in the CT2 data folder, then 

start Excel and set Excel’s working folder to the CT2 data folder. 

http://support.microsoft.com/kb/923505
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EXERCISE 1-1 

Installing CT2 data to a hard disk 

1. Start Internet Explorer and go to the website www.cga-education.org/2010-11/CT2. 

If you need help using Internet Explorer, please refer to CT1. 

 

2. Follow the on-screen instructions to install the CT2 data files on your hard disk. The 

CT2 data files are now in the C:\CT2DATA folder. 

 

 

EXERCISE 1-2 

Starting Excel 

Before starting Excel, the program must have been installed (as described in the Microsoft 

Excel User’s Guide). Once you have started Windows, use the following procedure: 

 

1. Click the Start button. 

 

2. Point to All Programs to display the Programs menu. 

 

3. Click Microsoft Excel if it is on the Program menu. For other versions of Excel, the 

Excel icon may be under the Microsoft Office folder. Locate the icon and click it. 

 

Note: 

If you need to exit Excel before the end of this lesson, click on the Office button and choose Exit Excel or press ALT+F4. 
If a dialog box appears, click No to exit without saving, or Yes if you wish to save your current workbook. If you elect to 
save your current workbook, you will need to type a name in the File name box, then click OK. 

EXERCISE 1-3 

Setting the working folder 

Use the following steps to set the Excel working folder to C:\CT2DATA permanently so that 

the files you use or create in this tutorial are consistently saved there. 

1. From Excel, click on the Office button. Then choose Excel Options.  

 

2. Click on Save to display the save options. 

 

3. In the Default file location box, type C:\CT2DATA. Click OK to return to the 

workbook. 
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TOPIC 1.5   

The Excel window 
When you start Excel, it opens a window and displays a blank workbook with multiple sheets. 

Exhibit 1-3 shows a blank workbook with all of its major components labelled. Familiarize 

yourself with each component of the Excel window, because you will be referring to them 

throughout the tutorial.  

 

EXHIBIT 1-3 

Excel window 

 

 

 
 

 

 

 

Components of an Excel window 

Read the following in conjunction with Exhibit 1-3. 

 

Title/Workbook name 

The title identifies Microsoft Excel and the name of the workbook currently in use. Excel 

assigns the name of Book1 for the default blank workbook when you start the program. As 

you open other new workbooks, they are named Book2, Book3, and so on. If you open a 

previously saved workbook, the name of the workbook is displayed in the title. In 

Exhibit 1-2, the name of the workbook is CT2L1P1S.XLS. 

 

Ribbon 

The ribbon contains the commands that you use with Excel, usually visualized by an icon. As 

you click each command tab, a ribbon is displayed, giving you access to the commands in that 

ribbon. Commands are categorized into Groups. Some Groups contain a Dialog Box 

Launcher. A dialog box with further commands will open if you click on a Dialog Box 

Launcher. Ribbons are size-sensitive. The larger the Excel window is, the more commands 

Workbook name 

 

 

 

 

 

 

Title bar 

Worksheet 

Active cell 

Sheet 

tabs 

 Status 

bar 
Scroll 

bars 

 

Ribbon 

Scroll 

buttons 

Tab scrolling 

buttons 

Name box 

Office button 

 

 

 

 

 

 

Quick Access toolbar 

 

 

 

 

 

 
Command tab 

Formula bar 

Dialog Box Launcher 
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will be displayed in the Groups for the displayed ribbon. Exhibit 1-4 shows the Home ribbon. 

The commands displayed in a ribbon are also context-sensitive. When a command is 

available, it will be displayed in black; if not, it will be greyed-out. For example, Exhibit 1-5 

shows the Data ribbon displayed if a cell in a worksheet is selected, whereas Exhibit 1-6 

shows the Data ribbon displayed if a chart is selected. There are seven standard command 

tabs: Home, Insert, Page Layout, Formulas, Data, Review, and View. Further command tabs 

may also become available, depending on the context. These are called contextual tabs. In 

Exhibit 1-6, with a chart selected, the contextual tabs Design, Layout, and Format have 

become available.  

 

EXHIBIT 1-4 

Home ribbon 

(a) Larger Excel window 

 

 
 

(b) Smaller Excel window 

 

 
 

EXHIBIT 1-5 

Data ribbon in a worksheet 

 
 

EXHIBIT 1-6 

Data ribbon in a chart 

 
 

To find out what a particular command in a ribbon does, first press ESC a few times to make 

sure that you are in Ready mode, then move the mouse pointer over the icon. The name of the 

command, as well as an explanation of what it does, appears. 

 

Name box 

The name box shows the reference of the active cell. If some ranges are named, clicking the 

drop-down arrow to the right of the name box displays a list of the range names (you will 

study range names in Lesson 4). 

 

Formula bar 

The formula bar shows the exact contents in the active cell. If the active cell contains a 

formula, the formula is displayed in the formula bar. If it contains text or a number, the text or 

number is displayed. As you type information into the active cell, the information you type 

appears in the formula bar. 
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Worksheets and sheet tabs 

Most of your work in Excel will be in one or more worksheets. You enter data and formulas 

in a worksheet (see Exhibit 1-1 for an example). You can move from cell to cell in the 

worksheet area by using the arrow keys: the active cell is indicated by a bold border around 

the cell. In Excel, the row number and column letter of the active cell appear in orange or red 

for easier identification. You can also move to a cell and make it active by pointing and 

clicking the cell with the mouse. 

 

Excel gives each worksheet a name, shown on the sheet tab, the default names being Sheet1, 

Sheet2, and so on. To move from sheet to sheet, click the corresponding sheet tab. You can 

change the name of any sheet to a name of up to 31 characters, including spaces. You just 

double-click the sheet tab and type a new name. In Exhibit 1-3, the sheet tabs have the default 

names of Sheet1, Sheet2, and so on, but in Exhibit 1-2, the sheets have been renamed 

Consolidated, Computers, and so on. To the left of the sheet tabs are tab scrolling buttons 

(there are four of these) to move the sheet tabs in or out of view. 

 

Status bar 

At the bottom of the Excel window is the status bar. It indicates your current task. For 

example, the word “Ready” appears in the status bar when you first start Excel, indicating the 

program is ready to accept a command or other input. The status bar has two parts: the left 

side indicates operations in progress, such as opening or saving a file, copying cells, and 

editing; as well as whether keys such as CAPS LOCK, SCROLL LOCK, or NUM LOCK are turned 

on; the right side contains three View Shortcuts, the current zoom level, and the Zoom Slider. 

The contents of the status bar are customizable. 

 

Scroll bars 

Each worksheet has a vertical and a horizontal scroll bar. Use the scroll bars to show different 

parts of the worksheet inside the window. 

 

EXERCISE 1-4 

Using sheets in a workbook 

In this exercise, you begin using some important features of an Excel window, including the 

menu commands and the sheet tabs. 

 

1. Make sure a new workbook is displayed. If it is not, click on the Office button and 

select New, choose Blank Workbook (from the Blank and recent template), and click 

Create to display a blank workbook. Click the maximize button for the workbook. 

Notice that the workbook has a number of sheets (Sheet1, Sheet2, and so on). For 

this exercise, only click the sheet tabs as instructed. 

 

2. Click Home to display the Home ribbon. While you do not have to remember the 

location of all the commands, your work will go much faster if you have a general 

idea where they are. 

 

3. Click each of the other command tabs in turn to briefly view the commands. Notice 

that some commands are greyed-out, indicating they are not currently available. 

Click on the Dialog Box Launcher whenever it is available for a Group within a 

ribbon. (Note that you must close the Dialog Box that is displayed before you can 

proceed.) 

 

4. After browsing through the command tabs, place the mouse pointer anywhere on the 

worksheet and press ESC twice to make sure the status bar shows Ready, indicating 

that Excel is ready to accept a command or input from you. 
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5. Use the arrow keys to change the active cell. You can also make a cell active by 

clicking it. Click cell A1 to make that cell active. 

 

6. Sheet1 should now be the active sheet, and the status bar shows Ready. With cell A1 

active, type 1 (do not press ENTER). Notice that the status bar now shows Enter, 

indicating that you are entering information in the worksheet. Now press ENTER to 

place the value 1 in cell A1. The status bar shows Ready again. 

 

7. Click the sheet tab for Sheet2 to make that sheet active. In cell A1, enter the value 

of 2, as described in step 7. Repeat this step for Sheet3 but enter 3 in cell A1. 

 

8. Click the sheet tab for each sheet in turn and notice the value in cell A1 changes, 

depending on which sheet is active. 

 

9. On any of the sheets, click the bottom scroll button on the vertical scroll bar to scroll 

the worksheet. 

 

10 On your keyboard, toggle CAPS LOCK, NUM LOCK, and SCROLL LOCK on and off and 

notice the changes in the status bar. Make sure you turn SCROLL LOCK off before 

continuing. Leave this workbook open for the next exercise. 

TOPIC 1.6   

Excel ribbons 

Ribbon commands 

Each ribbon in Excel shows a set of commands visualized by icons. (Excel refers to them as 

buttons.) To choose a command, you click it. (Note that a small down arrow is sometimes 

visible under a command. This indicates that more options are available for that particular 

command.) Sometimes you may not be able to click a command if a dialog box is open; in 

such cases, respond to and close the dialog box first. 

 

EXERCISE 1-5 

Using commands 

In this exercise, which continues from Exercise 1-4, you use several commands: AutoSum, 

Copy, Paste, Undo, and Print Preview. 

 1. Click Sheet1 to make it active. If you can’t find the tab for Sheet1, click the leftmost 

sheet tab scrolling button (see Exhibit 1-3) to scroll to the first tab in the workbook. 

Click cell A2 to select that cell. 

 

 2. Enter the values 2, 3, and 4 in cells A2 to A4. Click cell A5 to select this cell. 

 

 3. Locate the AutoSum icon in the Home ribbon. Click the AutoSum command and the 

formula =SUM(A1:A4) automatically appears in cell A5. This formula adds the 

contents of cells A1 to A4 and places the result in cell A5. Press ENTER and the result 

of 10 is displayed in cell A5. 

 

 4. Press UP ARROW until cell A1 is the active cell. Hold down SHIFT and press DOWN 

ARROW until cells A1 to A5 are selected (range A1:A5). 
 

 

 5. Locate the Copy icon in the Home ribbon. Click this icon to copy the cells onto the 

Clipboard. Cells A1 to A5 are now highlighted with a flashing dotted box. 

 
Copy 
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 6. Click cell B1. Locate the Paste icon on the toolbar and click this icon. A copy of 

cells A1 to A5 is now pasted into cells B1 to B5. Press ESC to cancel the flashing 

dotted box of cells A1 to A5. 
 

 7. Locate the Undo icon in the Quick Access toolbar. Click it once and step 6 is undone. 

Click it again, and step 3 is undone. To reinstate an undone result, click Redo. Excel 

has 100 levels of Undo to help build a perfect worksheet. However, only formatting 

and editing changes can be undone. If you save your work to a wrong file, there is no 

way to undo it. 

 

8. Click on the Office button, hover over the Print icon, and click on the Print Preview 

icon to display the Print Preview window. Click the Zoom button to view the printout 

more clearly. Click Close Print Preview to return to the worksheet. 

 

EXERCISE 1-6 

Saving a workbook with your own filename 

In this exercise, you save the workbook you created in Exercise 1-5. 

1. Click on the Office button and choose Save As. Choose Excel 97-2003 Workbook if 

you want the file to be readable in versions older than Excel 2007. Otherwise choose 

Excel Workbook. 

 

2. The working folder C:\CT2DATA should show as the Save in folder. If it does not, 

follow the steps in Exercise 1-3 to set the working folder before continuing. 

 

3. In the File name box, type a new filename to replace the default filename. To make it 

easier to identify the files you have created and saved, it is a good idea to use a 

consistent filenaming convention. For example, start with your three letter initials, 

followed by L1P1 (for Lesson 1, Problem 1). For example, if your initials are GRW, 

save the workbook as GRWL1P1. 

 

4. Click Save. 

 

EXERCISE 1-7 

Opening an Excel file 

To begin this exercise, open an Excel file from the CT2DATA folder, as follows: 

1. Click on the Office button and choose Open. 

 

2. In the File name box, select CT2L1P1S.XLS by clicking the filename once. Click 

Open. 

 

3. This workbook looks similar to that shown in Exhibit 1-2. Scroll to display rows 18 

and 19. Cell A18 shows a filename stamp, cell A19 shows a date stamp. You will 

learn more about the name and date stamps in Lesson 5 (Topic 5.7). 

TOPIC 1.7   

Printing in Excel 
Excel uses the same print settings that have been set up in Windows. If you have not yet set 

up your printer to work with Windows, you must first do so. See the Windows Basics tutorial 

(CT1) for details. 

 

The commands in the Page Setup dialog box provide the specific printing options you need to 

control the appearance of your printed worksheets.  

 

Undo  Redo 

Print Preview 
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The Page Setup dialog box 

When you click on the Dialog Box Launcher in the Page Setup group in the Page Layout 

ribbon, the Page Setup dialog box appears (see Exhibit 1-7). There are four tabs: Page, 

Margins, Header/Footer, and Sheet. Each tab displays a different set of options, and each set 

includes buttons for Print, Print Preview, and Options. 

 

These are some of the choices you can make with each tab of the Page Setup dialog box: 

 

Page 

Sets the orientation of the printed page, scaling, paper size, print quality, and so on. 

 

Margins 

Sets the four margins (top, bottom, left, and right) and controls centring on the page. 

 

Header/Footer 

Sets headers and footers for the printed page. 

 

Sheet 

Specifies titles and controls other features of the printed page such as print area, gridlines, and 

row and column headings. 

 

EXHIBIT 1-7 

Page Setup dialog box 
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EXERCISE 1-8 

Printing a worksheet 

In this exercise, you print the file CT2L1P1S.XLS. If this file is not currently open, then do so 

using the command Open before proceeding with this exercise. 

1. In the View ribbon, choose Switch Windows, then click CT2L1P1S. 

 

2. Click on the Dialog Box Launcher in the Page Setup group in the Page Layout 

ribbon. The Page Setup dialog box appears. 

 

3. Click the Page tab and look over the available options. Make no changes. 

 

4. Repeat step 3, selecting first the Margins tab, then the Header/Footer tab. Again, 

make no changes. 

 

5. Click the Sheet tab. In the Print box, look at the Row and column headings and make 

sure it is not checked; otherwise, click to uncheck the box. 

 

6. Click Print Preview. Click Zoom if necessary. Notice that no row headings (1,2,3,...) 

or column headings (A,B,C,...) are displayed. After viewing, click Print, then click 

OK to print. 

 

7. Bring up the Page Setup dialog box again. Click the Sheet tab. In the Print box, 

check the box next to Row and column headings to turn this feature on. This can also 

be done through the Sheet Options in the Page Layout ribbon. Many commands can 

be found in more than one place.  

 

8. Preview the page, then print it. Notice that the row and column headings are included 

in the output. 

TOPIC 1.8   

Saving workbooks and exiting Excel 
After you have created a new workbook or made changes to an existing workbook, when you 

try to close the workbook, Excel prompts you to save the changes. You should close all the 

workbooks you have opened before exiting from Excel. Exercise 1-9 shows you how. 

 

EXERCISE 1-9 

Closing a workbook 

1. Click on the Office button and choose Close. If Excel prompts you to save changes 

made in that workbook, click Yes. 

 

2. Repeat step 1 to close the remaining workbook. 

 

3. Click on the Office button and choose Exit Excel to return to Windows. 
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TOPIC 1.9   

Self-testing questions 
1. Unlike paper-and-pencil worksheets, which are difficult to change, computer 

worksheets are easily modified. Why should you plan before building a worksheet? 

 

2. Briefly describe the steps you take to set the working folder to C:\CT2DATA. 

 

3. The Excel window contains a title bar and command tabs. Briefly explain the 

purpose of each of these items. 

 

4. What is the purpose of ribbon commands? How do you find out what action can be 

performed by a particular command?  

 

5. What is a workbook? How does it differ from a worksheet? 

 

6. What is a sheet tab? How do you change the name of a sheet tab? How do you move 

from sheet to sheet using the sheet tabs? 

 

7. Where is the status bar? Briefly explain the type of information it provides. 
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LESSON 2   

Excel Help 
Topic outline 

2.1 Help contents 
2.2 Searching for Help topics 
2.3 Using context-sensitive Help 
2.4 Self-testing questions 

Overview 
Excel provides extensive help. Once you have learned how to use the Excel Help window and 
search methods, you can display Help information on your desktop. Examples and 
demonstrations of many Excel operations can be started from the Help menu. 
 
The purpose of this lesson is to introduce you to the main features of Excel Help. Your goal at 
this point should be to gain familiarity and confidence in the use of Excel Help. You are not 
required to read every Help topic, nor should you try to understand the explanations they 
present. In the rest of this tutorial, you will have ample opportunity to make further use of 
Excel Help as you learn the features of Excel. 

Note: 
Excel Help contains a handy feature called Interactive: Excel 2003 to Excel 2007 command 
reference guide. This feature allows you to click on a command using the Excel 2003 menus. 
You will then be shown where to find the equivalent command in the Excel 2007 ribbons. To 
use the reference guide, type interactive in the Search box of Excel Help, click Search, and 
choose Interactive: Excel 2003 to Excel 2007 command reference guide. Click Start the guide 
to begin using it. If this feature was not installed with your version of Excel 2007, it may be 
downloaded from http://www.microsoft.com/downloads/details.aspx?FamilyID=89718abd-
2758-47b3-9f90-93788112b985&displaylang=en. 

Learning objectives 
• Use the Excel Help contents and search features. 
• Display context-sensitive Help information. 
• Print Help topics for future reference. 

TOPIC 2.1   

Help contents 
You can display the Excel Help window by clicking the Help icon (the question mark) or by 
pressing F1. Many dialog boxes also have a Help icon. Excel Help displayed with the F1 key 
or a Help icon in a dialog box is context-sensitive. For example, if you press F1 in the Format 
Cells dialog box, Excel will display a Help window for troubleshooting cell-formatting 
operations. 
 
Excel Help is similar in form to the Help provided in Microsoft Windows and other Windows 
applications. If you are unfamiliar with the Help concept, you may wish to review CT1. 
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Using Help contents 
A good option to start with Excel Help is to click the Help icon. Then click the Show Table of 
Contents icon  at the top of the Excel Help window. From the table of contents, choose 
Getting help, then Work with the Help window. Excel Help will show something similar to 
Exhibit 2-1. 
 
EXHIBIT 2-1 
Excel Help — Table of Contents 

 

Mouse pointer shape 
In an Excel Help window, the mouse pointer may have its usual shape (arrow) or it may 
change to a pointing finger. Whenever the mouse pointer is in the shape of a finger, you can 
click to display more information. 
 

EXERCISE 2-1 
Using the table of contents 

1. Start Excel. 
 
2. Click on the Help icon. 
 
3. The Excel Help window appears. Click the Show Table of Contents icon. From the 

table of contents, choose Worksheet and Excel table basics. A list of subtopics 
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appears. You can move the horizontal and vertical scroll arrows to adjust your view. 
Click Entering and editing data and a list of subtopics appears.  

 
4. Click the vertical scroll bar to scroll through the information. 
 
5. Click Entering and editing data to close or collapse the list of subtopics. Click 

Worksheet and Excel table basics to close or collapse the list of subtopics. 
 
6. Hide the Table of Contents. 
 
7. Keep the Excel Help window open for the next exercise and proceed to Topic 2.2. 

TOPIC 2.2   

Searching for Help topics 
If you cannot find your topic in the table of contents or if you don’t know where or how to 
start, you can perform a search for a Help topic. 
 
Suppose you want to find out how to use 3-D references. The following exercise shows you 
how. 
 

EXERCISE 2-2 
Using the search function 

1. Click the Search box at the top of the Excel Help window. 
 

2. Type 3-D references in the box. Press ENTER. The Excel Help window displays a 
list of the most relevant topics (Exhibit 2-2). 
 

EXHIBIT 2-2 
Excel Help — Search results 

 
 

3. Scroll up or down the list to find your topic. Once you find the topic, click on the 
blue text of that topic to view the actual information (Exhibit 2-3). 
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EXHIBIT 2-3 
An Excel Help topic 

 
 

4. To print the topic, click the Print icon. Close the Print dialog box. 
 
5. Click on the word “range” in the first paragraph to see its definition. Click on 

“range” again to hide the definition. 
 

6. Click on Create a 3-D reference to quickly scroll to that section of the text. 
 

7. Click the Back icon, and click on the grey text pertaining to the same topic; in this 
case, Working with names (Exhibit 2-4). 
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EXHIBIT 2-4 
Finding related topics 

 
 

8. A list of related topics appears (Exhibit 2-5). Click on any of the topics. Again, more 
Help information will appear. 

 
EXHIBIT 2-5 
Related Help topics 

 
 

9. Keep the window open for the next exercise. Proceed to Topic 2.3 
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TOPIC 2.3   

Using context-sensitive Help 
The easiest way to get context-sensitive Help is by clicking the Help icon shown as a question 
mark at the top-right corner of most dialog boxes (Exhibit 2-6). 
 
EXHIBIT 2-6 
A dialog box with a Help icon 

 
 

EXERCISE 2-3 
Displaying context-sensitive Help 

1. Click on any cell in the worksheet, right-click, and select Format Cells from the 
menu that appears. 

 
2. Click the question mark icon  in the top right corner. 
 
3. An Excel Help window displaying information about cell-formatting options appears 

(Exhibit 2-7). If you see a different screen, check the bottom right corner of your 
screen and make sure you are connected to Office Online. 
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EXHIBIT 2-7 
Context-sensitive Help 

 
 
4. After viewing the information, close the Excel Help window to return to the 

worksheet. 

TOPIC 2.4   

Self-testing questions 
1. Explain how to use the Help function to learn how to print a worksheet. 
 
2. Suppose you want to find out how to insert a chart. Explain the various Help options 

available. 
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LESSON 3   

Cells and styles 
Topic outline 

3.1 Selecting cells and ranges 
3.2 Entering data and simple formulas 
3.3 Changing formats 
3.4 Working with styles 
3.5 Previewing and printing worksheets and formulas 
3.6 Using Excel Help 
3.7 Self-testing questions 

Overview 
Many Excel operations require you to select cells. Once you learn the basics of selecting 
cells, you can enter and edit data, create formulas, change the display format of cells, and 
create format styles. You can also preview and print formulas in your worksheets. In this 
lesson, you learn these basic operations, as well as the use of Excel Help for further 
information. 

Learning objectives 
• Select cells and ranges. 
• Select entire columns or rows. 
• Select one or more sheets. 
• Enter data and simple formulas. 
• Edit cell contents. 
• Change cell formats. 
• Draw single and double underlines in cells. 
• Create and apply cell styles. 
• Display formulas. 
• Preview and print formulas with row and column headings. 
• Obtain Excel Help on cells, formulas, formats, and styles. 

TOPIC 3.1   

Selecting cells and ranges 
A cell in an Excel worksheet is uniquely identified by a column letter and row number, and 
can hold one piece of data (number or text) or a formula. Before you can enter information 
into a cell, you must first select the cell. The selected cell is called the active cell, and its cell 
border is highlighted. To select a single cell, point the mouse pointer to the cell and click. 
You can also use the arrow keys to move to a cell to select it. A third method is to use the Go 
To command under Find & Select in the Home ribbon (or press F5) to display the Go To 
dialog box. Type the cell reference, then click OK. Exhibit 3-1 shows the Go To dialog box. 
Any range name already defined appears under the Go to list. You will learn how to define a 
range name in Lesson 4. Click a range name in the Go to list or type the reference in the 
Reference text box and click OK to select the cell. The fourth method applies to named 
ranges only. You can choose from the name box to go directly to the named range. 
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EXHIBIT 3-1 
Go To dialog box 

 
 
A range is a block of adjacent cells, and a range reference consists of the reference of the 
first and last cells in the range separated by a colon such as B5:D10. The range B5:D10 
includes all the cells from B5 to B10, C5 to C10, and D5 to D10. A single cell is also 
considered a range such as B5:B5. A range must always be continuous and rectangular in 
shape; it cannot have gaps or an irregular shape such as more cells in one column than 
another. 

Selecting a range 
You can select a range using the mouse or the keyboard. 
 
To select a range using the mouse: 

1. Point to a cell in one corner of the range.  
 
2. Press the mouse button and drag the mouse slowly to highlight the desired range. 
 
3. Release the mouse button when the range you want is highlighted. 
 
To select a range using the keyboard: 

1. Using the arrow keys, move the active cell to one corner of the range. 
 
2. Hold down SHIFT and use the arrow keys to highlight the range. 
 
To select a range by a combined method: 

1. Click the top left cell of the range. 
 
2. Hold down SHIFT and click the bottom-right cell of the range. 
 
To deselect any selected range (cancel a selection): 

Click any cell. 
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Exhibit 3-2 illustrates the selected range B5:E10. 
 
EXHIBIT 3-2 
The range B5:E10 

 
 

Selecting columns or rows 
• To select an entire column or row, click the column or row heading in the worksheet frame. 
 
• To select a range of columns or rows, click the heading of the first column or row in the 

range, then drag across the worksheet to the last column or row heading, and release the 
mouse button when the range is highlighted. 

 
• To select all cells on a sheet, click the Select All button in the upper left corner of the sheet. 

You should use this button with caution, as a sheet including all the blank areas is very 
large in Excel 2007. Selecting all cells on a sheet usually results in slower worksheet 
operations, and takes up a large amount of RAM, so it is more efficient to select only the 
range of cells containing data. Moreover, if you use this button and accidentally format the 
entire sheet, when you print, this may result in a large number of unwanted pages being 
printed. Click any cell to cancel the selection. 

Selecting a sheet 
• To select a sheet, click its tab. The active sheet tab appears in bold. You can press 

CTRL+PGUP or CTRL+PGDN to move from sheet to sheet. 
 

Select All 
button 

Tab scrolling 
buttons 

Active sheet tab 

Horizontal scroll bar Vertical scroll bar
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• If the sheet tab you want is not shown, click the tab scrolling buttons at the lower left of the 
workbook window. 

Selecting two or more sheets 
• To select a group of adjacent sheets, click the tab of the first sheet, then hold down SHIFT 

and click the tab of the last sheet you want to include in the group. The worksheet title 
shows [Group] to indicate that a group of sheets is active. To cancel the selection, click the 
tab of any sheet not included in the group. If all sheets are included in the group, click the 
tab of any adjacent sheet to cancel the selection. 

 
• To select a group of non-adjacent sheets, hold down CTRL, then click the tab of each 

desired sheet. To cancel the selection, click the tab of any sheet not included in the group. 

TOPIC 3.2   

Entering data and simple formulas 
You can enter data or a formula into a cell. To cancel an entry before you have pressed 
ENTER, press ESC. If you have already pressed ENTER, select the cell again, then press DEL to 
clear the cell contents. 
 
You can also enter data or formulas into successive cells in a range. To do so, first select the 
range, then enter data into each cell. As you press ENTER, the next cell is selected 
automatically within the range, working from top to bottom and left to right. Do not use the 
arrow keys because otherwise the range will be cancelled. To clear the contents of a range, 
select the range, then press DEL. 
 

EXERCISE 3-1  
Entering data into cells and ranges 

In this exercise, you create a simple expense statement. When completed, your worksheet 
should look like Exhibit 3-3. 

1. Start Excel. Excel displays a blank workbook with a number of worksheets. If it does 
not, click on the Office Button, choose New, then Blank Workbook, and click Create. 

 
2. Select Sheet1 by clicking its tab. 
 
3. Select A1 and type Expenses. Press ENTER. 
 
4. Select the range B2 to C5. 
 
5. Type the name of each expense as shown in Exhibit 3-3, pressing ENTER after each 

entry to move the active cell down. After entering the Misc. label in cell B5, when 
you press ENTER, cell C2 becomes the active cell. If at any point, the range selection 
is cancelled, you can reselect the range, then press ENTER to continue to the next 
empty cell. 
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EXHIBIT 3-3 
A simple income statement 

 
6. Type the value of each expense as shown in Exhibit 3-3, pressing ENTER after each 

entry to make the next cell active and ready for an entry. 
 

Data types 
Data that you enter into a cell can be a numerical value, text, or formula. A numerical value 
can be a number, a date, time, currency amount, percentage, or fraction. When it can, Excel 
automatically formats the numerical value you enter into a cell, guided by the information 
you provide with the entry. For example, if you enter a number with a dollar sign (such as 
$3,000), Excel formats this entry to currency format. If you enter a numerical value with a 
percent sign (such as 45%), Excel formats the cell to display the value as a percentage. 
 
The number displayed is based on the format and may differ from the number stored in the 
cell. For example, if you enter a foreign exchange rate of 0.00102934 in a cell, and the cell is 
formatted to display six decimal places, the cell will display 0.001029, although the value 
stored in the cell is exactly as entered. 

Changing column width 
There are two ways to change a column width. In the Home ribbon, click on Format and 
choose Column Width. In the Column Width dialog box, type the desired width. 
Alternatively, you can click the right border of the column heading and drag the border to the 
right to widen the column or to the left to narrow it. 
 
If a number is too long to be displayed in a cell, Excel widens the column as necessary, but 
only if you did not adjust the width of that column previously. If you adjusted the width of the 
column previously, Excel does not change it. Instead, it displays a series of number signs 
(####) in the cell. If you then widen the column enough, the number will display in the cell. If 
several cells in the column show ####, the easiest way to widen a column is to double-click 
the right border of the column heading. The column width then adjusts so that all the numbers 
in the column are displayed. 
 

Note: 
If a number in a cell is formatted as General, and has 12 or more digits, it is automatically displayed using scientific 
(exponential) notation. The scientific notation varies depending on the size of the cell. For example, the number 
112233445566 , in a cell formatted as General, is displayed as 1.12233E+11 if space allows, or as 1E+11 in a small cell. 
Excel switches to a series of number signs (####) if the cell is too small for any scientific notation. 
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Date formats 
Excel accepts several different date formats. For example, Excel accepts the date of 
January 14, 2000 using any of the following formats: 

14-Jan-2000 
14-Jan-00 
14/1/2000 
14/1/00 
14/01/00 

Text entries 
Text can be characters or any combination of numbers and characters. If an entry contains 
characters, Excel will assume the entry is intended as text. When you enter text, Excel 
automatically aligns the contents to the left of the cell, unless you change the alignment. 
 

EXERCISE 3-2  
Entering numbers, dates, and text 

In this exercise, you record a U.S. bond transaction on a worksheet. When completed, your 
worksheet should look like Exhibit 3-4. 
 
1. Select Sheet2 of the current workbook. 
 
2. Enter the text labels in cells A1 to A5 as shown in Exhibit 3-4. 
 
EXHIBIT 3-4 
Recording bond purchase 

 
 
3. In cell B1, enter the exchange rate of 1.01435872. Notice that the displayed value of 

1.014359 differs from the value entered in the cell. But in the formula bar, you can 
see that the content of the cell is 1.01435872. 

 
4. In cell B2, type the face value of the U.S. bond as $1,500,000 and press ENTER.  

Excel will automatically expand the cell size to accommodate the content if it is a 
number. If you reduce column B’s width, cell B2 displays a series of ####, indicating 
that the column is not wide enough to display the value. Point the mouse to the right 
border of the heading for column B. The pointer changes to a double-arrow. 
Double-click and the column widens to display the value in cell B2. Notice that the 
value in cell B1 is now completely displayed. 

 
5. In cell B3, enter the interest rate of 6.5%. Notice that Excel displays this amount as 

6.50%. 
 
6. In cell B4, type the start date of 02-mar-2007 and press ENTER. Select cell B4 again. 

Notice that Excel displays the date as 02-Mar-07, but it stores the date internally as 
the date format set up in Windows. 

 
7. In cell B5, type the end date of 01-mar-2008 and press ENTER. 
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8. Save the workbook under your initials, with a new filename such as GRWL3P1. 

Leave the workbook open for the next exercise. 
 

Editing cell contents 
After entering data into a cell, you can change the contents in a number of ways: 

• Select the cell and type new data in the cell. 
or 
• Double-click the cell and make changes. The Edit indicator on the status bar shows that 

you can now edit the contents of the active cell. 
or 
• Select the cell, press F2, and edit the contents. 
In Edit mode, you can move to the beginning of the entry by pressing HOME or move to the 
end of the entry by pressing END. Use the left or right arrow keys to move to any part of the 
entry. You can also use BACKSPACE or DEL on any part of the cell. 
 

 To reverse the effect of changes, click the Undo icon on the Quick Access toolbar. 

Entering a formula 
You can enter a formula into a cell. An Excel formula must begin with an equal sign (=) 
followed by numeric values, text, functions, or cell references, separated by arithmetic 
operators. Arithmetic operators accepted in Excel formulas include addition (+),  
subtraction (–), multiplication (*), division (/), and exponentiation (^). You cannot use 
parentheses in an Excel formula to indicate a negative value. Negative values start with the 
minus sign. 
 
Excel provides a large collection of built-in functions to perform standard calculations. 
Examples are SUM (add the contents of cells), PV (return the present value of an investment), 
and MAX (return the maximum value in the range). The following are examples of Excel 
formulas: 

Formula Explanation 

=100+78 Add 100 and 78. 

=E7-E13 From the value in cell E7, subtract the value in cell E13. 

=(A6-B9)*C2 From the value in cell A6, subtract the value in cell B9, then 
multiply the result by the value in cell C2. 

=SUM(D9:D13) Use the SUM function to add the values in cells D9 to D13 
inclusive. 

 
When you are entering a formula into a cell, the formula bar is active, and displays the 
formula as you type. Formulas and functions are explained in more detail in Lesson 6. 
 

EXERCISE 3-3  
Entering simple formulas 

In this exercise, you add formulas to the workbook completed in Exercise 3-2. If that 
workbook is not already open, use Open (click on the Office button first) to open it before 
beginning. 

1. Select Sheet1 by clicking its tab. In cell A6, enter the text: Total expenses. 
 
2. Select cell C6. Type =C2+C3+C4+C5 and press ENTER. A value of 6000 should be 

displayed in cell C6. 

Undo
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3. The formula you entered in step 2 works well if you are adding only a few cells. For 

a larger number of cells, the SUM function is more convenient. Select cell C6 again. 
Press DEL to clear its current contents. 

 
4. Type =SUM(C2:C5) and press ENTER. A value of 6000 is again displayed. 
 
5. Select Sheet2. In cell A6, type Cost in CDN and press ENTER. 
 
6. Select cell B6. Type =B2*B1 and press ENTER. Cell B6 displays the result of 

$1,521,538.08. 
 
7. Save this workbook and leave it open for the next exercise. 

TOPIC 3.3   

Changing formats 
Values entered in cells or values resulting from formula calculations can be formatted in a 
number of ways; for example, with a leading dollar sign to two decimal places, or with no 
dollar sign and commas separating the thousands. 
 
When you enter numbers, Excel formats them automatically as Comma, Currency, Percent, or 
Scientific, depending on the symbols you use. You can format a cell or range, an entire row, a 
column, or an entire sheet. You can change number formats by using the Number group in the 
Home ribbon. When you click on the Dialog Box Launcher, the Format Cells dialog box is 
displayed (see Exhibit 3-5). There are six tabs in this dialog box: Number, Alignment, Font, 
Border, Fill, and Protection. Each tab, when clicked, displays a dialog box with various 
settings. 
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EXHIBIT 3-5 
Format Cells dialog box 

 
 
A quick way to format is to point to a cell, click the right mouse button, and when the 
shortcut menu appears (Exhibit 3-6), click Format Cells. 
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EXHIBIT 3-6 
A shortcut menu 

 

Format codes 
Excel uses a number of format codes to determine the display format of a cell. You can see 
the codes by displaying the Format Cells dialog box as shown in Exhibit 3-5, clicking the 
Number tab, and selecting Custom in the Category box. 
 

Format code Effect 

# Acts as a placeholder for digits. For example, #.## will display 
2234.507 as 2234.51. 

0 (zero) Inserts a zero in the display if the actual number does not have a zero. 
For example, if the format code is #.00 and the number is 1.3, the 
displayed number is 1.30. 

$ Displays a dollar sign where indicated. For example, $#.## will display 
2234.507 as $2234.51. 

, (comma) Displays a comma where indicated. For example, #,###.# displays 
2234.507 as 2,234.51 and $#,###.## displays it as $2,234.51. 

m Displays a month as a number without a leading zero. For example,  
1 for January, 11 for November.  

mm Displays a month as a number with a leading zero. For example, 01 for 
January, 11 for November. 

mmm Displays a month as a three-character abbreviation (Jan to Dec). For 
example, Jan for January.  

dd Displays a day as a number with a leading zero if required. For 
example, 01 for the first, 11 for the eleventh. 
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yy Displays the year as a two-digit number (00-99). For example, 2003 
will be displayed as 03. 

yyyy Displays the year as a four-digit number (2000-1999). For example, 
01 will be displayed as 2001, whereas 95 will be displayed as 1995. 
Notice that the pivot year is 1930; that is, 29 will be displayed as 2029, 
whereas 30 will be displayed as 1930. Therefore, it is advisable to enter 
years using four digits to avoid misinterpretation by Excel. 

 
EXERCISE 3-4  

Setting display formats 
In this exercise, you add formats to the workbook you completed in Exercise 3-3. If the 
workbook is not already open, use the Open command after clicking the Office button. 

1. Select Sheet1 by clicking its tab.  
 
2. Select cell C2 and open the Format Cells dialog box. Click the Number tab. In the 

Category box, click Currency. 
 
3. Type 0 (zero) in the Decimal Places text box. 
 
4. Make sure $ is selected in the Symbol list box. Click OK. The value in cell C2 is 

displayed as $3,000. 
 
5. Select the range C3:C5. Point to the range, then click the right mouse button. 
 
6. From the shortcut menu, choose Format Cells. Click the Number tab. In the Category 

list, click Number. Type 0 (zero) in the Decimal Places text box and check the Use 
1000 Separator check box. Click OK. 

 
7. Repeat steps 2 to 4 for cell C6. 
 
8. Save the workbook and leave this workbook open for the next exercise. If you had 

difficulty with this exercise, compare your workbook with CT2L3P1S.XLS. 
 
9. Excel provides an Accounting cell format. Unlike the Currency cell format, which 

provides a floating dollar sign, the Accounting cell format provides a left-aligned 
dollar sign. Accountants often prefer this format. To see the effect of the format, 
repeat steps 2 to 4 for cells C2 and C6. Choose Accounting instead of Currency in 
the Category box. 

 

Adding borders to cells 
Excel provides a simple method to draw borders in cells. You will be presented with a 
graphical sample as shown in Exhibit 3-7, with several choices to select: 

• Outline (draw a box around the cell or range) 
• Left (draw a line on the left) 
• Right (draw a line on the right) 
• Top (draw a line on the top) 
• Bottom (draw a line on the bottom) 
• Diagonal (draw a left and/or right diagonal line) 
 
You have several line styles to choose from, including dotted, broken, single, and double 
lines. The most common use of the border drawing feature is to draw a single or double 
underline in a cell. 
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EXERCISE 3-5  

Drawing underlines 
This exercise provides practice in drawing a single underline and a double underline. 
Continue with the workbook from Exercise 3-4. 

1. Select cell C5. Open the Format Cells dialog box. 
 
2. Click the Border tab. 
 
3. In the Style box, make sure the single thin underline is selected. Click the button 

representing the bottom (Exhibit 3-7). You can see a graphical sample of how the 
cell looks in the dialog box. Click OK. Cell C5 now shows a single underline. 

 
EXHIBIT 3-7 
Border dialog box 

 
 
4. Repeat steps 1 to 3 for cell C6, but select the double underline in the Style box before 

clicking the border button. 
 
If you had difficulty with this exercise, compare your worksheet with Sheet1 of 
CT2L3P2S.XLS. 
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TOPIC 3.4   

Working with styles 
You can define a combination of formats, then save it so that you can apply all of the formats 
at the same time. The combination is called a style.  
 
To create a style, first format a cell to the desired format. Then choose Format Style and type 
a style name. 
 
To apply a style to a cell, select the cell, then choose Cell Styles from the Home ribbon and 
click on the style you wish to apply. Styles that you have created yourself are listed at the top, 
under Custom. Click OK. Exercise 3-6 shows how to create and apply a style. 
 

EXERCISE 3-6 
Creating and applying a style 

Make sure Sheet2 from Exercise 3-3 is displayed. 

1. Select cell B2. It should be displayed as $1,500,000 already. If not, you probably 
missed step 4 in Exercise 3-2. Redo that exercise before continuing to step 2. 

 
2. With cell B2 still selected, choose Cell Styles from the Home ribbon and click New 

Cell Style. Type New currency as the name of the style you wish to create (see 
Exhibit 3-8). Click OK. 

 
EXHIBIT 3-8 
Style dialog box 

 
 
3. Select cell B6. This cell displays a value of $1,521,538.08. 
 
4. Choose Cell Styles from the Home ribbon and click the style name of New currency. 
 
5. Click OK. The value in cell B6 is now displayed in the currency style showing a 

value of $1,521,538, using the format as defined by cell B2. 
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6. Save the workbook but leave it open for the next exercise. 
 
7. You can use the same procedure to create and apply any style to any cell. If you had 

difficulty with this exercise, compare your workbook with CT2L3P2S.XLS. 

TOPIC 3.5   

Previewing and printing worksheets and formulas 
You can print any part of a workbook: one cell, a range, an entire worksheet, several 
worksheets, or an entire workbook. You can also preview before you print. Previewing can 
save time as well as paper because you can look at the page before it is printed; if you do not 
like what you see, you can fix the problem before you print. 
 
When you choose Print after clicking the Office button, Excel displays the Print dialog box (see 
Exhibit 3-9). 
 
EXHIBIT 3-9 
Print dialog box 

 
 
You can make a number of choices in the Print dialog box. 

Choice Effect 

Printer Select a printer to print to. The Properties button provides access to 
further customization of the printer for paper size, orientation, 
source, and print quality. 

Print range Specifies the pages in the selected sheet to print. Usually, you 
specify All. 

Copies Specifies how many copies you want.  
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Print what Selection. Prints a selected cell range. 
Active sheet(s). Prints the sheet(s) currently selected. 
Entire workbook. Prints the entire workbook. 

Preview Previews the output on-screen before printing.  
 
The Page Setup Dialog Box Launcher (in the Page Layout ribbon) can be used to customize 
various page settings. The Page Setup dialog box has four tabs: 

Tab Effect/Exhibit 

Page Set page settings (Exhibit 3-10) 

Margins Set print margins (Exhibit 3-11) 

Header/Footer Set page header and footer (Exhibit 3-12) 

Sheet Set sheet options (Exhibit 3-13) 
 
EXHIBIT 3-10 
Page 

 
 




