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Select Blank Workbook or a Template
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Blank Workbook 
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TOOL BARS
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§ Cells have references based on their 
location:
§ Letter for columns
§ Numbers for rows
§ Example A1 --> Column A row 1

§ Cell references can be:
§ Relative - cell references move when you copy 

them.

§ Absolute - cell references do not move when you 
copy them. They are noted by dollar sign $ in front 
of cell reference.   Example: $A$1
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Cells accept text, numbers in different formats, dates, time etc. 

By clicking in General you can see all the possible formats with examples.
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§ Cell formatting can be done before or after data is 
entered.

§ It can be applied  to one specific cell or to a range of 
cells either in a row or column.

§ Can be changed at any time.

§ Text in a cell can also be formatted.
§ Font type, size, color, underline, strike out, super or 

subscript.
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Enter the data as shown above.
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To change the cell size:

1. Position the cursor between 2 cells and double click.      or

2. Position the cursor between 2 cells and while holding the left mouse button drag the cell to the right.

3. Add dates, student number and other data and apply formats.

Changing Cell Size 
& Formatting
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1. Select any cell within your table.

2. On the Home tab, click Format as Table.

3. Select desired style.
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4. Check range of table and click Ok.

5. Refine style if necessary.
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§ All formulas must start with the equal sign  =.
§ Select the cell where you want to enter a formula.

§ Write the = sign and enter formula.
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1. Click the fx symbol. The equal sign 
= will appear.

2. Double click on the selected 
function from the Formula Builder 
menu or click on Insert Function.

3. Check if selected range is correct. 
If not it can be modified directly in 
the function.

4. Click the            or Enter.
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1. Enter formula.
2. Position cursor in the formula bar left of E1.
3. Press F4 function key. The $ signs will appear in

formula.
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1. To copy formula to all cells in the column 
position cursor in the bottom right corner of 
the cell with the formula until a + appears.

2. While holding the left mouse button, drag 
the + until the end of the data. 
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§ Double click on Sheet1.

§ Enter name of sheet and press return or click once 
again.

§ To add color to the Tab, right click once and select 
Tab color

22

To add a new sheet click +
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§ Compute totals and averages for each semester.

§ Compute % of change between 17-18 semesters, 16-
17 semesters, between first semesters of both years, 
and between second semesters of both years.

§ Compute the maximum amount of students in each 
class.

§ Format cells and table.
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