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Introduction to Excel 

The Excel Environment 

Title Bar 

The title bar is the blue bar at the very top of the window.  The title bar indicates which Microsoft 

program is being used and title of the current document.  In the example below you can see that the 

ǘƛǘƭŜ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ƛǎ άSample Spreadsheetέ ŀƴŘ ǘƘŜ ǇǊƻƎǊŀƳ ōŜƛƴƎ ǳǎŜŘ ƛǎ aƛŎǊƻǎƻŦǘ Excel. 

 

Open Office Button 

The open Office Button is located in the upper left corner of your screen.  The button holds 

many of the same commands found under the file menu in previous versions of Excel.  Click on 

it to see commands for New, Open, Print, Save, etc. 

Quick Access Toolbar  

The Quick Access Toolbar is a place reserved for the commands you use most often.  

Save, undo and redo are included by default but additional commands can be added 

simply by right clicking the appropriate icon on a ribbon ŀƴŘ ǎŜƭŜŎǘƛƴƎ ά!ŘŘ ǘƻ vǳƛŎƪ !ŎŎŜǎǎ ¢ƻƻƭōŀǊΦέ 

Ribbons 

Ribbons hold all the commands used to format and manipulate text, numbers and formulas in Excel 

2007.  There are eight main ribbons that can be accessed by clicking the appropriate label.  Additonal 

ribbons will appear when an object requiring their use is clicked on.  For example when you click on a 

piece of clip art, the picture ribbon will appear.  Excel 2007 does not allow the user to modify the 

ribbons but frequently used commands can be added to the Quick Access Toolbar. 

 

Groups 

Groups are collections of commands that are available on the Ribbon tab you have selected.  Groups 

change depending upon which tab you have selected on the ribbon.  For example the Clipboard group 

above contains the paste, cut, copy and format painter commands. 
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Name Box 

The name box is found between the spreadsheet and the 

ribbon.  It is a small box that displays the cell reference of 

the cell currently selected.   

Formula Bar 

The formula bar displays all the formulas or pieces of text contained in a cell.  Click on a cell and the 

contents will be displayed in the formula bar.   

 

Horizontal and Vertical Scroll Bar 

The horizontal scroll bar is located near the bottom of your page; the vertical scrollbar is on the right.  

The scrollbars allow you to quickly move up and down and left and right within your document.   

Spreadsheet (worksheet) 

The spreadsheet portion of the page is comprised of columns, rows and headings. Columns are vertical 

and labeled with letters; rows are horizontal and labeled with numbers. A cell is the point at which a 

column and row intersect.   Cells are referred to by the cell reference, the letter and number that 

represent where the cell is on the spreadsheet.  For example, the cell in the upper left corner of the 

spreadsheet is cell A1.  Cells can hold data or formulas; formulas will perform calculations on the data 

stored in cells.   

Workbooks 

A workbook is a series of related excel worksheets.    Any time you open an excel file you are actually 

opening a workbook.  By default, when a new workbook is created it has three sheets.  However, you 

can add or delete sheets so that the information presented is well organized.   For example, an annual 

budget workbook could be created to include thirteen worksheets, twelve for each month of the year 

and a totals worksheet.  

View Buttons 

The view buttons are located in the bottom right portion of the screen and allow a user to see a 

document in different ways.   It is important to remember that even though your document may appear 

different, nothing has changed.  A document in print layout view will print exactly the same way as it will 

in normal view.  See the table below for a description of each view. 

 

 
Normal View: view the spreadsheet in normal view 

 
Page Layout: view document as it will appear on the printed page, including 

headers, footers, etc. 

 
Page Break Preview: View a preview of where pages will break when 

document is printed 
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Zoom Level 

This allows the user to zoom into the spreadsheet.  Click the plus sign  to zoom in, or the minus sign 

  to zoom out.  The slider can also be used to zoom in and out of the document. 

Get Help Using Word 
Excel 2007 has a built in help feature that is able to provide 

answers and step-by-step instructions to questions or 

problems you may be experiencing.   The help feature can 

be accessed by pushing the help icon in the upper right 

corner of the screen.   

Help Window 
The help window lists a variety of topics that users 

commonly need help with.  Click on the appropriate heading 

to get a list of subtopics related to the main heading.  Click 

the desired topic to receive information and instructions on 

completing the task described.   

If none of the topics provided seem to fit your need, a 

search field is provided at the top of the window.  Simply 

type in a topic with which you need help and a list of 

possible solutions will be provided.   

Working with Spreadsheets 

Entering Data 
Text and numbers can be entered into cells in two ways. 

Method #1 

1. Double click in the cell in which you would like the data to appear, the blinking insertion point 

will appear in the cell. 

2. Type desired data into cell 

3. Press Enter on your keyboard 
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Method #2 

1. Click the cell you would like the data to appear in. 

2. Click in the formula bar near the top of your screen.  (see picture of the formula bar above) 

3. Type desired data 

4. Press Enter on your keyboard 

Editing Data 
If data is entered incorrectly, it can easily be modified. 

Method #1 

1. Double click the cell that needs editing. 

2. Use your keyboard arrows to move to the exact location in the data. 

3. Use your keyboard to delete old data and retype new data 

Method #2 

1. Click the cell that holds the data to be modified. 

2. The data will appear in the formula bar. 

3. Insert the mouse pointer in the formula bar. 

4. Use your keyboard to delete old data and retype new data 

Fill cells with a series of data 

Using the Fill Handle 

The AutoFill feature (also known as sequencing) is a great way to enter data into several cells at once.  

AutoFill will fill in days of the week, months of the year, or any pattern of numbers with just a couple of 

mouse clicks.   

1.  Enter the first piece of information into a cell. 

2. Select the cell. 

Note: When using auto fill to add numbers in a pattern (Example: 2, 4, 6é.) At least two 

cells will need to be selected. 

3. Locate the small black square in the lower right corner of the cell. 

4. Click and drag the handle to a new location in the worksheet.  You will see the additional 

information appear in fly out boxes as you drag. 

5. Release the mouse button to fill in cells with data. 
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Using the Fill button 

Some individuals may find the fill handle to be small and difficult to move. 

Excel has made sure that this helpful feature can be accessed through the 

ribbon.   

Copying text 

The fill button allows the user to copy text from one cell and paste into 

many other cells very quickly. 

1. Enter Text into the first cell. 

2. Hit Enter on the keyboard 

3. Select the Cell that contains the text that was just entered. 

4. Click and drag to select the cells that you wish to fill with the copied data.  See example below. 

 

5. Activate the Home Ribbon 

6. Click the Fill button in the Editing group 

7. Select Down, Right, Up or Left depending on where the highlighted cells are in relation to the 

cell containing the text.   In the above example, click Right 

8. The text will immediately be duplicated to the selected cells 
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Fill a Series 

Just like the fill handle could be used to complete the months of the 

year, days of the week or any other numerical pattern, the fill button 

can also be used.  

1. Enter a piece of text into a cell 

2. Hit Enter on the keyboard 

3. Select the Cell that contains the text that was just entered. 

4. Activate the Home Ribbon 

5. Click the Fill Button in the Editing group 

6. Click Series.  The dialog box pictured at right will appear. 

7. Enter information as needed 

a. Series in:  

i. Rows: will keep all data in one row, populating each column with a different 

piece of information.  

ii. Columns: will keep all data in one column, populating each row with a different 

piece of information. 

b. Type:  

i. Linear: This will add step values to the original value until the stop value is 

reached.  Example:  2, 4, 6, 8, 10Σ мнΧΦΦ 

Note: subsequent cells can be selected in place of supplying a stop value, text 

will then be added to cells based on the number of cells that were selected. 

ii. Growth: This will multiply the step value by the previous cell value, starting with 

your original number and ending with the stop value.  Example:   2, пΣ уΣ мсΣ онΧ 

Note: subsequent cells can be selected in place of supplying a stop value, text 

will then be added to cells based on the number of cells that were selected. 

iii. Date:  When a date is used as the original value, dates can be added by selecting 

cells and a date Unit, or by using step and stop values. 

iv. AutoFill: To enter information such as Days of the week or Months of the year, 

select cells and choose AutoFill to complete the series. 

Navigating in Your Worksheet  

 Use the Mouse To:  

Vertical Scroll Arrow    
Move the worksheet display up or down one row at a 

time 

Horizontal Scroll Arrow     
Move the worksheet display left or right one column at a 

time 

Hold down the mouse button on the horizontal or 

vertical scroll arrow 

Continuously move the worksheet display horizontally 

or vertically 

Click the horizontal or vertical scroll bar Move the worksheet display one screen at a time 

Click and drag the scroll handle 
Move rapidly vertically or horizontally through the 

worksheet area 

Click in the Name box, type the cell reference, hit enter 

on your keyboard. 
Move to a specific cell in the worksheet 
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Use the Keyboard To Move the Active Cell:  

Arrow Keys One cell at a time to the left, right, up, or down 

Home Key Column A of the current row 

Page Up or Page Down Up or Down by one display screen 

Tab To the Right one cell at a time 

Shift + Tab To the Left one cell at a time 

Ctrl+Home To Cell A1 in the active worksheet 

Alt + Page Up or Alt + Page Down One screen to the left or right 

Insert and Delete Cells, Rows and Columns  
The Insert and Delete commands allow you to quickly modify the layout of your 

spreadsheet.  It is often easier to add or delete columns and rows than it is to 

move all the data.   

Insert Rows or Columns: 

1. Activate the home ribbon.  

2. Select a cell below the row to be inserted or to the right of the column 

to be inserted. 

3. Click the Insert button, which is located under the Cells group. 

4. Click the appropriate option 

5. The row or column will be inserted immediately 

Insert Cells  

1. Activate the home ribbon 

2. Click on a cell to the right of, or below where the new cell will be 

inserted  

3. Click the Insert button, select Insert Cells 

4. The insert dialog box, pictured at right, will appear. 

5. Click the appropriate option 

6. Click OK 

Note: Multiple columns, rows or cells can be inserted simultaneously.  Simply select the number of cells 

equal to the number to be inserted.  For example, if you want to insert 5 new rows, select 5 existing 

rows.   

Delete Rows or Columns  

1. Activate the home ribbon. 

2. Select a cell in the row or column to be deleted. 

3. Click the Delete button, which is located under the Cells group 

4. Click the appropriate option. 

5. The row or column will be deleted immediately. 
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Delete Cells  

1. Activate the home ribbon 

2. Click on the cell(s) to be deleted.  

3. Click the Delete button, select Delete Cells. 

4. The Delete dialog box, pictured at right, will appear.  

5. Click the appropriate option 

6. Click OK 

Note: Insert and Delete commands can also be found by right clicking on a cell, row or column. 

Save a Document 

Save As 
The first time you ever save a document you should use the ά{ŀǾŜ !ǎέ command.  This allows you to 

name your file and say exactly WHERE you want it saved.   

1. Click the Office Button. 
2. Click Save As 
3. ! ƴŜǿ ǿƛƴŘƻǿ ǿƛƭƭ ƻǇŜƴΤ ά{ŀǾŜ !ǎέ ǿƛƭƭ ōŜ ƛƴ ǘƘŜ ǘƛǘƭŜ ōŀǊ όǎŜŜ ōŜƭƻǿ). 
4. Select  the location to save your document 

a. Click ǘƘŜ ŘǊƻǇŘƻǿƴ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ǘƘŜ άSave inέ box 
b. Locate the appropriate drive and folder in which to store the document  

5. Type the name of the document in the File Name Box. 
6. Click the Save Button 
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Creating New Folders 
New Folders can be created while the Save As Dialog Box is open.  

1. Click the Create New folder Button on the Save As dialog box toolbar.  
2. Select the location to save your folder 
3. Type a name for the new folder in the Name text box. 
4. Click OK 

Save an Existing Document 
To save changes to an existing document (one that was previously saved): 

1. Click the Save button on the Quick Access Toolbar   
OR click the Office button and click save. 

OR press Ctrl+S keys 

Selecting Data  
  

A Single cell Click the cell. 

The contents of a cell 

Double-click the cell to place the insertion point inside the cell, and then double-

click again to select the contents of the cell OR Select the cell, and then select the 

contents of the Formula Bar.  

A contiguous range of 

cells  

Select the first cell in the contiguous range, navigate to the last cell in the range, 

press and hold Shift, and then click the last cell to select the full range.  OR Click 

and drag from the first cell to the last cell.  

A noncontiguous range 

of cells 

Select the first cell in the range, navigate to the next cell in the range, press and 

hold Ctrl, and then click the cell. (You can combine the Shift-click and Ctrl-click 

methods.)  

An entire worksheet  
Click the gray square below the Name Box (where the 

column and row identifiers intersect). 

Move and Copy data between cells  

 Move Data 
1. Highlight the data you want to move  

2. Cut the data by (choose one of the following methods) 

a. Clicking Cut from the clipboard group on the Home ribbon 

b. Right Click the selected text and choose cut 

c. Hit CTRL+X on your keyboard. 

3. Click in the new cell where the data will appear. 

4. Past the data by (choose one of the following methods) 

a. /ƭƛŎƪƛƴƎ άtŀǎǘŜέ ŦǊƻƳ ǘƘŜ ŎƭƛǇōƻŀǊŘ ƎǊƻǳǇ ƻƴ ǘƘŜ Home ribbon 

b. Right Click the new cell and select άǇŀǎǘŜέ 

c. Hit CTRL+V on your keyboard. 
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Copy Data 
1. Highlight the data you want to copy 

2. Copy the data by (choose one of the following methods) 

a. Clicking Copy  from the clipboard group on the Home ribbon 

b. Right Click the selected text and choose copy 

c. Hit CTRL+C on your keyboard. 

3. Click in the new cell where the data will appear. 

4. Paste the data by (choose one of the following methods) 

a. /ƭƛŎƪƛƴƎ άtŀǎǘŜέ ŦǊƻƳ ǘƘŜ ŎƭƛǇōƻŀǊŘ ƎǊƻǳǇ ƻƴ ǘƘŜ Home Ribbon 

b. wƛƎƘǘ /ƭƛŎƪ ǘƘŜ ƴŜǿ ŎŜƭƭ ŀƴŘ ǎŜƭŜŎǘ άǇŀǎǘŜέ 

c. Hit CTRL+V on your keyboard. 

Drag and Drop Method 
1. Click the cell with the original data 

2. Run the mouse pointer over the thickened cell border until the insertion point turns into a four 

pointed arrow. 

3. Click and drag the cell to its new location. 

Note: to copy data, hold down CTRL while dragging. 

4. Data will be positioned in its new location 

Spell Check a Worksheet 
1. Activate the Review Ribbon 

2. Click the Spelling Button. 

Note: The spell check will begin its search for misspelled words at the cell that is selected when 

the button is clicked.  It will then scan down through the rows of the worksheet.  It is best to 

activate cell A1 before spellchecking, however if another cell is selected a dialog box will appear 

that asks to user if spell check should continue from the beginning of the document, Click Yes. 

3. If any misspelled words are found, the dialog 

box pictured at right will appear.  

4. The misspelled word will be in the top box 

ƭŀōŜƭŜŘΣ άbƻǘ ƛƴ 5ƛŎǘƛƻƴŀǊȅέ 

5. Lƴ ǘƘŜ ƭƻǿŜǊ ōƻȄ ƭŀōŜƭŜŘ ά{ǳƎƎŜǎǘƛƻƴǎέ ŀǊŜ 

several possible alternatives to the misspelled 

word. 

6. Click one of the buttons on the Right side of the 

dialog box. 

a. Ignore Once:  Will ignore the misspelling 

for the current entry 

b. Ignore All : Will ignore the misspelling throughout the document.  This is often used for 

names. 
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c. Add to Dictionary: Adds the word as it is currently spelled to the dictionary.  This will 

prevent the word from being flagged on future documents. 

d. Change: If the word is misspelled, click one of the provided suggestions and click 

change.  This will change the word for that one instance of the misspelling. 

e. Change All:  If the word is misspelled, click a suggestion listed and click Change All.  This 

will replace all instances of that particular misspelling with the chosen suggestion. 

f. Autocorrect: Enables the user to add an AutoCorrect entry for the misspelled word.   

When that misspelling occurs again, the word will automatically be changed to the 

correct spelling. 

7. Once a word is corrected / ignored, spellchecker will move through the document identifying 

additional misspelled words.  Continue to use the buttons as needed. 

Find and Select 

Find Data 
As spreadsheets grow, it becomes increasingly 

difficult to easily locate individual pieces of 

information.  The Find command makes locating 

specific pieces of data easy. 

1. Activate Cell A1 

2. Activate the Home Ribbon 

3. CliŎƪ ǘƘŜ άCƛƴŘ ŀƴŘ {ŜƭŜŎǘέ ōǳǘǘƻƴΣ ǳƴŘŜǊ ǘƘŜ 9Řƛǘ DǊƻǳǇ 

4. Click άFindέ 

5. The dialog box at right will appear. 

6. Type the piece of text or number you are looking for into the space provided.  

7. Click one of the buttons provided. 

a. Find All: This will move you to the first cell that contains the desired information.   It will 

also open up an additional piece of the dialog box that lists other cells where that 

information appears.  Click an entry from the list to move to that cell. 

b. Find Next: This will move you to the first cell that contains the desired information.  

/ƻƴǘƛƴǳŜ ǘƻ Ƙƛǘ άCƛƴŘ bŜȄǘέ ǘƻ ŦƛƴŘ ǎǳōǎŜǉǳŜƴǘ ƛƴǎǘŀƴŎŜǎ ƻŦ ǘƘŜ ŘŀǘŀΦ 

Find Options 

Additional options for finding pieces of information are available.  They may help you find pieces of data 

or allows the user to look in different areas. 

1. /ƭƛŎƪ ǘƘŜ άhǇǘƛƻƴǎέ ōǳǘǘƻƴΦ 

2. The dialog box will expand to provide more 

options for searching.   See picture at right. 
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3. Use the dropdowns and checkboxes to select how and where to search for the desired data. 

a. Within: Choose weather to search in just the current worksheet or the entire workbook. 

b. Search: Choose weather to search by rows (top to bottom) or columns (left to right) 

c. Look in: Choose to look at values (the actual text seen in the cell) or in formulas (the 

numbers that give the value) 

d. Match Case: This is used when searching for text and will locate data only if it has the 

ǎŀƳŜ ŎŀǎŜ ŀǎ ǘƘŜ ǎŜŀǊŎƘ ǘŜǊƳΦ  9ȄŀƳǇƭŜΥ  άhǎƘƪƻǎƘέ ƛǎ ǘƘŜ ǎŜŀǊŎƘ ǘŜǊƳΦ  LŦ ǘƘƛǎ ƛǎ 

checkeŘ ƛǘ ǿƛƭƭ ƻƴƭȅ ŦƛƴŘ ƛƴǎǘŀƴŎŜǎ ƻŦ άhǎƘƪƻǎƘέΦ  !ƭƭ ƛƴǎǘŀƴŎŜǎ ƻŦ άƻǎƘƪƻǎƘέ ǿƛƭƭ ōŜ 

ignored. 

e. Match entire cell contents: When checked, only cells that contain data exactly as 

ŜƴǘŜǊŜŘ ǿƛƭƭ ōŜ ŦƻǳƴŘΦ  9ȄŀƳǇƭŜ άhǎƘƪƻǎƘέ ƛǎ ǘƘŜ ǎŜŀǊŎƘ ǘŜǊƳΦ  LŦ ǘƘƛǎ ƛǎ ŎƘŜŎƪŜŘΣ ŎŜlls 

ǘƘŀǘ Ŏƻƴǘŀƛƴ ά¦² hǎƘƪƻǎƘέ ǿƛƭƭ ōŜ ƛƎƴƻǊŜŘΦ 

4. /ƭƛŎƪ ǘƘŜ άhǇǘƛƻƴǎέ ōǳǘǘƻƴ ǘƻ ŎƻƭƭŀǇǎŜ ǘƘƛǎ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ ŘƛŀƭƻƎ ōƻȄΦ 

Replace 
Replacing one piece of data with another can also be very helpful.  

1. Activate Cell A1 

2. Activate the Home ribbon  

3. Click the Find and Select Button 

4. Click Replace 

5. The dialog box pictured at right will 

appear. 

6. Enter Information as necessary 

a. Find what: type the piece 

data or piece of text that should be found. 

b. Replace with: Type the piece of information that should replace the found data. 

7. Click one of the buttons provided. 

a. Replace All: This will replace all occurrences of the found text.   

b. Replace:  This will replace a single occurrence ƻŦ ǘƘŜ ŦƻǳƴŘ ǘŜȄǘΦ  ¢ƘŜ άCƛƴŘ bŜȄǘέ ōǳǘǘƻƴ 

must be used first to locate the text. 

c. Find All: This will move you to the first cell that contains the desired information.   It will 

also open up an additional piece of the dialog box that lists other cells where that 

information appears.  Click an entry from the list to move to that cell. 

c. Find Next: Click this butǘƻƴ ǘƻ ƭƻŎŀǘŜ ŀ ǇƛŜŎŜ ƻŦ ǘŜȄǘΦ  ¢ƘŜƴ ŎƭƛŎƪ ǘƘŜ άwŜǇƭŀŎŜέ ōǳǘǘƻƴ ǘƻ 

ƛƴǎŜǊǘ ǘƘŜ ƴŜǿ ǇƛŜŎŜ ƻŦ ǘŜȄǘΦ  /ƻƴǘƛƴǳŜ ǘƻ ŎƭƛŎƪ ǘƘŜ άCƛƴŘ bŜȄǘέ ōǳǘǘƻƴ ǘƻ ƳƻǾŜ ǘƘǊƻǳƎƘ 

the document. 
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Go To  
In most instances, you can quickly move around in a worksheet by 

clicking on the cell you need to modify.  However, when worksheets 

become very large, it is often easier to navigate to a specific cell using 

the άGo Toέ command. 

1. Activate the Home Ribbon  

2. Click ǘƘŜ άCƛƴŘ ŀƴŘ {ŜƭŜŎǘέ ōǳǘǘƻƴΦ 

3. /ƭƛŎƪ άDƻ ¢ƻέ 

4. The dialog pictured at right will appear. 

5. Enter the desired cell name (coordinates) into the box 

ƭŀōŜƭŜŘΣ άwŜŦŜǊŜƴŎŜέ or select a cell reference from the list in 

ǘƘŜ άDƻ ǘƻέ ōƻȄΦ 

6. Click OK 

7. Your cursor will immediately move to the cell specified. 

bƻǘŜΥ ¢ƘŜ ōǳǘǘƻƴ ƭŀōŜƭŜŘ ά{ǇŜŎƛŀƭέ ǿƛƭƭ open the Go To Special dialog box.  See below for details. 

Go To Special 
Excel gives many more options than simply going to a particular 

cell; users can also go to and/or select cells that have certain 

properties.   Although this might not be as beneficial with smaller 

spreadsheets, it will be an important tool when spreadsheets are 

large and/or complex. 

1. Activate the Home Ribbon. 

2. /ƭƛŎƪ άDƻ ¢ƻ {ǇŜŎƛŀƭέ 

3. The dialog box pictured at right will appear. 

4. Select the property you would like to locate in the cells of 

the worksheet. 

5. Click OK 

6. The cells containing the property chosen will be selected. 

Creating Formulas 
Formulas are a key component to Excel.  They help to automate many aspects of a spreadsheet and 

allow users to save time by doing complex computations very easily.  Formulas are made up of three 

basic parts, the equals sign, a function or operator, and arguments. 

When a formula is being written, it is important to always start with an equals (=) symbol.  This tells 

excel that the cell should display the solution to the formula, not the actual text that makes up the 

formula. 
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There are two main ways to write excel formulas, with an operator or with a function.   Both operators 

and functions serve the same purpose; they tell excel what to do with the numbers provided in the 

worksheet.    

Lastly are the arguments.  Arguments are the numbers or cell references that will be used to figure a 

formula. 

Formulas with Operators 
Operators are symbols that represent mathematical operations.     

 The plus sign (+) for addition.  

 The minus sign (-) for subtraction.  

 The asterisk (*) for multiplication.  

 The forward slash (/) for division.  

 The caret symbol (^) for exponents.  

 The open and close parentheses ( ) to group computation instructions 

To write a formula using an operator 

1. Select the cell where you want the formula to appear.  

2. In the formula bar, type an equal sign (=) to start the formula.  Continue to add any necessary 

operations and arguments.  (Examples: = 2+6  OR =A1-A2) 

3. Press Enter on your keyboard 

4. The solution to the formula (6) will appear in the selected cell. 

When writing more complex formulas using operators, be cognizant of the way arguments and 

operators are entered.   The order in which they are entered may alter the solution that is displayed. 

The order of operations is the sequence of computations that a formula follows to arrive at a desired 

result. The order of operations follows this sequence: 

 Computations enclosed in Parentheses, no matter where they appear in the formula.  

 Computations involving exponents.  

 Computations involving multiplication and division. Because they are equal with regard to the 

order in which Excel performs them, Excel performs them in the order in which it encounters 

them (from left to right).  

 Computations involving addition and subtraction also performed in order in which Excel 

encounters them (from left to right).  

Order of Operations 

Formula Solution 

= 6 + 7 * 2 20 

= 9 + 6 * ( 8 ï 5 ) 27 

= ( 14 ï 5 ) / ( 9 ï 6 )  3 

= 3 * (6 + 12 / ( 4 ï 2 ) ) 36 
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Formulas with Functions 
Functions serve the same purpose as operators; only in many situations functions can be much more 

powerful.  They allow a user to analyze data at a higher level then operators do, for example finding the 

largest number in a set of results.  In addition to some of the higher level functions, there are functions 

that replace each of the operators.  (SUM is the same as +) 

Formulas using functions have a different format than formulas using operators.  Function formulas still 

start with an equals sign, but instead of a mixture of arguments and operators, the function is entered 

right after the equals with the arguments following in parentheses. 

= Function (Argument1, Argument2, Argument 3) 

To write a formula using a function 

1. Select the cell where you want the formula to appear.  

2. In the formula bar, type an equal sign (=) to start the 

formula. 

1. Type the desired function.   Several commonly used 
functions are listed in the table at right 

2. Enter arguments (numbers or cell references) in 
parentheses.  Arguments should be separated by 
commas. 

3. Press Enter on your keyboard 

4. The solution to the formula will appear in the selected 

cell. 

Calculating a range of cells 

Excel is a very useful tool when calculating a large amount of numbers.  However, entering each and 

every cell reference into a formula can be tedious and time consuming.   To save time and effort, Excel 

provides a simple way to calculate all the cells in a given range at once.   

¢ƘŜ Ŏƻƭƻƴ ǎȅƳōƻƭ όΥύ ƛǎ ǳǎŜŘ ǘƻ ǎƛƎƴƛŦȅ άǘƘǊƻǳƎƘέ ƛƴ ŀ ŦƻǊƳǳƭŀΦ    Lǘ ŀƭƭƻǿǎ ǘƘŜ ǳǎŜǊ ǘƻ ŎŀƭŎǳƭŀǘŜ Ƴŀƴȅ 

adjacent cells at the same time.  All other aspects of the formula remain unchanged; the formula will 

still start with an equal symbol, followed by a function, followed by arguments.  Only instead of listing 

arguments individually, the first argument is added, followed by a colon (:) and then the last argument in 

the range is added.   

= Function (Argument1: Argument 3) 
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AutoSum  
The AutoSum button makes writing simple formulas even easier by doing most of the formula building 

automatically.    It is most often used to calculate a range of adjacent cells.   Simply, select the first blank 

cell after the range and click the AutoSum button (located on the Editing group of the home ribbon).   A 

formula will automatically appear that sums the cells above. 

AutoSum is not only essential when totaling numbers, but it also has several 

other built in functions including, AVERAGE, COUNT, MAX and MIN.  To apply 

one of the other functions, select the first blank cell after a range of adjacent 

cells.  Click the AutoSum dropdown and select the desired function.  The 

formula will appear in the selected cell. 

Caution: Although AutoSum is a very usefǳƭ ǘƻƻƭΣ ƛǘ άƎǳŜǎǎŜǎέ ŀǘ ǘƘŜ ŦƻǊƳǳƭŀ 

you want to create.  You must be careful to make sure the formula is accurate 

before the total can be accepted.  To change the automatic selection simply click and drag the correct 

range of cells. 


