Everyday Excel
Objective: This class will introduce participants to the basic functions and uses of Microsoft Excel.
Format: Throughout this class, we will create a basic spreadsheet that will allow us to balance a simple
budget. The goal of this class is to familiarize participants enough with the fundamentals of using excel
so they can start creating spreadsheets on their own.

Words to Know:
Windows Button
Quick Access Tool Bar
Ribbon
Formula Bar
Cursor
Spreadsheet
Cells
Formulas
Columns
Rows
Sheets
Workbook
Tab

What is Microsoft Excel? Microsoft Excel is a spreadsheet software that allows users to compile,
organize, and manipulate data. In the business world, Excel is often used to perform calculations, create
graphs and charts, and organize information. For our purposes, we will be using Excel from the
introductory, layperson’s perspective, to perform calculations and balance a budget.

1

Part 1: Introducing your Excel Workspace
1. On your computers, find the
icon and click on it. This will launch Microsoft Excel.
2. Click on “Blank Workbook”. Your screen should now look like this:

2

File Tab

A guide to your Excel workspace: Quick Access
Toolbar

The Ribbon

Cell

Row

Column

Spreadsheet

File Tab: Provides access to options such as save, open, print, etc.
Quick Access Toolbar: A customizable toolbar where you can add frequently used commands such as
save, undo and redo.
The Ribbon: Consists of up to eight tabs, each providing different options that can be used to edit your
Excel spreadsheet. For example, the “Home” tab will provide applications that allow you to
edit the text of your spreadsheet while the “Formulas” tab will provide options that will allow
you to manipulate (add, subtract, etc.) the data you have entered.
Spreadsheet: The spreadsheet is your work area while you are using Microsoft Excel. This is where you
will enter your content. Much like graph paper, a spreadsheet is broken down into individual
cells. Cells are the locations where you will enter the information you wish to work with while
you are using Excel. Cells can also be grouped using Columns and Rows. Columns extend
vertically on a spreadsheet and are identified using letters (on top of the spreadsheet), while
rows extend horizontally and are identified using numbers (left of the screen).
Formula Bar: This is where the formulas you create will appear as you work in Excel. You can either
create formulas here or troubleshoot formulas that have already been created.
Sheet Tab: Like a notebook, Excel files may be made up of many “sheets”. You can access additional
sheets by using the tabs at the bottom of the page.
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Part 2: Navigating in Excel
1.

When you open your Excel Spreadsheet, the first cell will automatically be selected. Cells
are identified by their row and column locations. This first cell, therefore, is cell A1.

2. You can change cells in a number of ways. First, hit the tab key once. This will advance you
horizontally one space.
3. Next, Use the right arrow key to advance another cell over to cell C1.
4. Now use the down arrow key to move down one cell space to cell C2.
5. Finally, use your mouse button to again select cell A1.
Note: You can also use the enter key to move downward to the next cell once you have entered
information into your spreadsheet. Similarly, each of the arrow keys will allow you to navigate to
different cells in excel.
Part 3: Creating a table
For the purposes of our class, we will be creating a basic spreadsheet to keep track of our income and
expenses and to help balance a budget. To do this, we will create tables and formulas to help us easily
input future data and keep our records up to date.
Step 1: Renaming your spreadsheet
1. Right click on the tab labeled “Sheet 1” at the bottom of your spreadsheet.
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2. Select “Rename”

3. Rename the tab “January Expenses”. This will act as the title of our table.
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Step 2: Creating Column Headings
1. Next, click once in cell A1 (the first cell) to re-select this cell.
2. Enter the word “Date”, and then hit the “tab” key.
3. Once you have advanced to the next cell, enter the terms “Expense” and “Amount” into
cells B1 and C1 respectively. These will be the column headings for our table. Your
spreadsheet should now look like this:

Step 3: Adding a border
Next we will add a border around our table. We are going to plan on 26 lines of expenses. This means
we will have to go row 27 in the spreadsheet since line 1 is already being used for our column headings.
1. Hover your mouse over cell A1 until the
icon appears. Then, click and hold down the
left mouse button.
2. With the left mouse button held down, drag your mouse across the top three rows and
down 27 columns to cell C27. Then, release your mouse button. Your spreadsheet should
now look like this.
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3. Move your mouse to the ribbon and click on the arrow next to the
provide us with several different border options.
4. Select “Outside Borders”
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symbol. This will

Note: Once you have selected the type of border you would like to add, simply clicking the
symbol
in the future will automatically apply this border to your cells. It is best to use the arrow option the first
time you add a border, however, since this gives you some control over how your cells will appear.

5. Repeat this process selecting cells B1 to B27 and A1 to C1 to create columns within your
table, and a border around your headings.

Cells B1-B27

Cells A1-C1
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6.

Your table should now look like this

Step 4: “Fill Color”
To make our headings stand out a little more, we will also add some color to their cells.
1. Once again, select the three cells containing your headings.
2. Go to the ribbon and click on the arrow next to the
icon.
3. Clicking the arrow will allow you to choose what color your cells will be. Select the orange
color.
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4. Your table headings should now look like this:

Part 4: Entering your information
Now that we have a table created, the next step will be to enter our data. Use your mouse and key
commands to enter the information below into your table.
1/4/2016: Shoes
1/9/2016: Doctor Visit

$20.00
$25.00

Once finished, your table should look like this:

Once your information is entered, you might also find that some of the information does not fit your
columns. There are two simple ways to adjust this.
1) Move your mouse up to the tab just above the column you wish to adjust (in this case the B
column).
2) Move you mouse to the side of the tab until you see the
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icon.

3) Click and hold down your mouse. Now, by moving your mouse to either side, you can either
increase or decrease the size of your column.

1)
2)
3)
4)

Or
Hover your mouse over cell A1 until you see the
icon.
Hold down the left mouse button and drag your mouse to highlight as many cells as needed.
Click on the “Format” option in the ribbon.
Select “Autofit Column Width” to automatically fit the cells to the size of the content.
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Part 5: Using Formulas
Excel uses formulas to make calculations based on the data you enter (add, subtract, etc.) Up until this
point, we have been preparing our spreadheet to make these calculations. Now, with all of our data
entered, we will start to make use of this data to balance a budget.
1) Select cell C3 at the bottom of the “amount” column in the table you’ve created.
2) Click the
button to put a border around the cell. This is the box we are going to use to total
us our expenses.
3) With cell C28 selected, click in the formulas bar at the top of the screen.
4) First enter an = (All formulas begin with an = sign!)
5) Next type in “SUM”. As you do this, you will notice Excel with prompt you with other formulas
that you can use.
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6) The formula “=sum” tells the computer that we are going to be adding the numbers in several
cells together. We now have to tell the computer which cells these are. Since the numbers in
our table run from cells C2-C27 we will enter (C2:C27).

7) Once you complete your formula and click the enter button, Excel will add each of the cells
together and give you a result. In this case, the result should be $45.

Note: If you incorrectly enter a formula, the cell will display “#NAME?”. Click on the box and look to the
formula at the top of the page to see what went wrong.

8) Since we are adding together information from cells C2-C27, any new information we add to
these cells will also be added to out total. Now enter the following information into the cells
below our first two expenses and see how your result changes.
1/15/2016: Gas
1/19/2016: Groceries

$30.00
$95.00
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Part 6: Income and Subtraction
Now that we have a spreadsheet keeping track of the expenses we accrue, we should also create a table
that will allow us to keep track of how much money we have remaining. To do this:
1) Use your mouse to select cells F1 and F2 next to your table.
2)
3)
4)
5)

Use the drop-down arrow next to the
button to select “All Borders”
In the top cell, enter the words “January Expenses”.
In the bottom cell, enter “250” (This will act as our income)
Select “Autofit Column Width” to automatically fit the cells and make our content more legible.
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Next, we will subtract our expenses from our income to determine the amount of money we have
remaining.
6)

Use the mouse to select cells F6-F7 from beneath the table you just created.

7) Use the drop-down arrow next to the
button to select “All Borders”
8) Enter the words “Avalable Balance” in the top cell

9) Click in cell F7
10) Type in a = . We will now tell Excel that we want to subtract two numbers.
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11) Once you have your (=) entered, first click in cell F2. You’ll notice the cell is automatically
entered in the top formula bar.

12) Next enter a (-) sign, and then select cell C28

16

13) Once you hit enter, you should receive $85.00 as a remaining balance.

14) Now, any new information we add to our “Amount” column will not only be added to our total
expenses, but it will also be subtracted from our total income.
15) To test this, type the following into your chart and make sure it changes appropriately.
1/20/16: Cat Toys

$60.00
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Part 6: Setting a Currency
You’ll also notice that our income column currently does not display an amount with a dollar
sign. This is because we did not enter our information in a currency format. Similar to the way we’ve
set our columns to automatically add or subtract information, we can also format our cells to
automatically display information as a currency.
1) Click on cell F2
2) Select the arrow next to the dollar sign in the midle of the ribbon.

3) Notice that you can select from more than one form of currency if you have to. Since we
are going with the default ($) simply click the $ to change 250 to $250.00.

4) We can apply these same steps to the amount column so every future number we enter will
automatically take a dollar format.
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Part 7: Adding New Sheets
Now that we have our expenses sheet created for January, we will also want to add sheets for future
months.
1) At the bottom of your sheet, click on the
next to your “January Expenses” tab. This will
add an all new, blank sheet for you to work with.
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Alternatively:
1) Right click on the “January Expenses” tab.
2) Select “Move or Copy”

3) In the box that appears, check the box for “Create a copy” and highlight “Sheet 1” This will
directly copy the current sheet add insert the copy before our “Sheet 1” tab. This is
particularly useful in cases such as this where you may be reproducing a sheet multiple
times.
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4) A new tab will now be inserted at the bottom of the page called “January Expenses (2)

5) Right click on this tab and rename the tab “February Expenses”.
6) Finally, use the mouse to highlight all of the cells in your first table, then click delete. This
will remove all of the data we entered into our table, but still leave the formulas for making
future calculations.
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Part 8: Saving!
We have now created a functioning Excel spreadsheet, however, its just as important to remember to
save your work as you progress throughout your project to avoid losing any of your content. To save our
project:
1) Plug in the flash drive you received at the start of class.
2) After a few seconds, a message box should appear on your screen. Make note of the
heading at the top of this box and then minimize the screen. This is the “name” (or
identifier) of your flash drive and what we will use to save our project.

3) Click file in the upper left hand corner of your screen.

23

4) Select “Save as” from the options on the left hand side of the screen.

5) Next select browse
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6) By selecting browse, the computer is asking us to identify where on the computer we would
like to save our file. In the box that appears, use the scroll bar on the left hand side to scroll
until you can see the name that identifies your flash drive.
7) Click on the name of your flash drive.

8) You can also rename your Excel project. We will name ours “Budget”

9) Once finished, click save.
10) Your project will now be saved! You can now go back to add on to and adjust your project
at any time! Remember, during this project we saved at the very end, but any time you are
creating a spreadsheet, you will want to SAVE EARLY and SAVE OFTEN!
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Key Commands:
Arrow Keys: Allow you to move to a different cell in the direction indicated by the arrow.
Tab: Allows you to advance to the next cell horizontally.
Enter: Drops you to the next cell down after you have entered information into a cell.
= : Used at the start of every formula to indicate you will be combining multiple numbers.
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