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Excel

Microsoft Excel Quick Start

Excel makes it easy to crunch numbers. With Excel, you can streamline data entry with AutoFill. Then, get chart
recommendations based on your data, and create them with one click. Or, easily spot trends and patterns with data bars,

color coding, and icons.

Create a Workbook in Excel

Create a workbook

1. Open Excel.

2. Select Blank workbook.
Or, press Ctrl+N.
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Enter data

To manually enter data:
1. Select an empty cell, such as Al, and then type text or a number.
2. Press Enter or Tab to move to the next cell.

To fill data in a series:

1. Enter the beginning of the series in two cells: such as Jan and Feb; or 2014 and 2015.

2. Select the two cells containing the series, and then drag the fill handle [ across or down the cells.

Updated 01.22.2021 ISD Service Desk 714.509.4457 1of5



e CHOC Microsoft ResourE(:((jsI f

Microsoft Excel Quick Start

Save to OneDrive

Save your workbook to OneDrive
Save a workbook to OneDrive to access it from different devices and share and collaborate with others.
1. Select File > Save As.
= For work or school, select
OneDrive - <Company name>.
= For personal files, select
OneDrive - Personal.
2. Enter afile name and select Save.
You may need to sign in to your account. For more information, see Collaborate on Excel workbooks at the same time

with co-authoring.

Analyze and format

Automatically fill a column with Flash Fill

For example, automatically fill a First Name column from a Full Name column.
1. Inthe cell under First Name, type Molly and press Enter.
2. Inthe next cell, type the first few letters of Garret.

3. When the list of suggested values appears, press Return.
Select Flash Fill Options for more options.

Try it!  Select File > New, select Take a tour, and then select the Fill Tab.

Full Name First Name
Molly Dempsey  Maolly

Garret Vargas | Garret B -
Garth Fort Garth

Janet Schorr Janet

Julian Isla Julian

Junmin Hao
Kari Furse Kar
Katie Jordan Hatie
Fabrice Canel Fabrice
Pavel Bansky Pave
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https://support.microsoft.com/en-us/office/collaborate-on-excel-workbooks-at-the-same-time-with-co-authoring-7152aa8b-b791-414c-a3bb-3024e46fb104
https://support.microsoft.com/en-us/office/collaborate-on-excel-workbooks-at-the-same-time-with-co-authoring-7152aa8b-b791-414c-a3bb-3024e46fb104

G CHOC Microsoft Resources f

Excel

Microsoft Excel Quick Start

Quickly calculate with AutoSum
1. Select the cell below the numbers you want to add.
2. Select Home > AutoSum ¥ AutoSum =
3. Press Enter.

Tip For more calculations, select the down arrow next to AutoSum, and select a calculation.

You can also select a range of numbers to see common calculations in the status bar.
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Invoices Invoices

E $56.89! $56.89
1 33478 $34.78
| $23.67 §23.67
i $123.56 $123.56
I $256.34 $256.34
| $32.45 $32.45
|_$567.89 $567.89
=sum(sz:s_sb - $1,095.58

Create a chart
Use the Quick Analysis tool to pick the right chart for your data.
1. Select the data you want to show in a chart.

2. Select the Quick Analysis button | =] | to the bottom-right of the selected cells.

3. Select Charts, hover over the options, and pick the chart you want.

Try it!  Select File > New, select Take a tour, and then select the Charts tab. For more information, see Create charts.
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Microsoft Excel Quick Start

Use conditional formatting
Use Quick Analysis to highlight important data or show data trends.

1. Select the data to conditionally format.
2. Select the Quick Analysis button | =] | to the bottom-right of the selected cells.

3. Select Formatting, hover over the options, and pick the one you want.

Try it!  Select File > New, select Take a tour, and then select the Analyze Tab.

Product Name Amount Markup Price

Almonds Tl 7 33%  $10.00
Apricot dh 82 20% $1.20
Boysenberry — =» 28 33%  525.00
Cajun ¥ 10 33%  $22.00
Cake Mix ¥ 23 52%  315.99
Cherry Pie Filling =» 37 100% $2.00
Chocolate Mix Wy 18 33% $9.20
Clam Chowder W 15 33% $9.65
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Freeze the top row of column headings so that only the data scrolls.

Freeze the top row of headings

1. Press Enter or Esc to make sure you're done editing a cell.

2. Select View > Freeze Panes > Freeze Top Row.

For more information, see Freeze panes.

A B C D

1 ID B3 Countryld Sales Region B Q1 Sales K3
2 1Germany Mid m 7.629.56
3 2 Denmark North 9,637.99
4 3 Finland MNaorth 7430
5 4 France Mid 5.278.50
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https://support.microsoft.com/en-us/office/freeze-panes-to-lock-rows-and-columns-dab2ffc9-020d-4026-8121-67dd25f2508f
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Collaborate in Excel

Share your workbook with others

1. Select| |& | Share on the ribbon.

Or, select File > Share.

Note: If your file is not already saved to OneDrive, you'll be prompted to upload your file to OneDrive to share it.
2. Select who you want to share with from the drop-down, or enter a name or email address.
3. Add a message (optional) and select Send.

o <

Send link

Chart Start.xlsx

plit
lide
o People with existing access can use the
link

Enter a name or email address

Add a message (optional)

@

Copy link Qutlook

|E Send a copy

For more information, please refer to the Microsoft training resource page HERE
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https://support.microsoft.com/en-us/office/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d?wt.mc_id=otc_microsoft_teams

