Computer Science MS Excel 2013

Lecture 1: MS Excel 2013 - Worksheets and Workbooks
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# Create Worksheets and Workbooks:
Creating new blank workbooks:

In Excel 2013 data is added to Worksheets, which in turn live inside Workbooks.
Workbooks can be made up of just one single worksheet or of many. You can add
and delete worksheets from a workbook quite easily.

To create a new blank workbook from the Start screen:
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Create a New workbook from the Quick Access Toolbar:
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Changing worksheet order:

If the worksheets in your workbook are not in the right order, you can drag and
drop them into the order you need.

14/Ub/ JULL| LEeeqs MNorn HOT LMNNKS | Lappuccing 240 Ly

10/10/2011 Leeds Marth Hot Drinks Cappuccino 578 1.9

11/11/2010 London  South Hot Drinks vL|%e 447 1.85
Summary Clients Sheet4 ffee Sales o)

I would like to place the Coffee Sales worksheet at the front of the tabs:

1. Click and drag - you will see a little arrow and a picture of a page.
2. Drop the worksheet in the location you require.
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Move or copy to a different workbook:
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1. Follow the same process as before.
2. Right click on the sheet tab you wish to move or copy.
3. Click on Move or Copy.
4. In the dialog box that pops up select where you want to move the
worksheet to (1).
5. Select where you want the worksheet within the workbook (2).

6. If you want a copy, tick the Create a copy box (3).
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7. Click OK.
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1. Select where you want the copy to be placed.

2. Click Create a copy - it should have a tick (otherwise it will move!).
3. Click OK.

# Adding data:

Adding Text:
D4 v XKV K| T
A ] B c | D [ E [ F [ €
1 Product List Markup 10%
2
3 Item# Description CostPrjce  Increase Sglling Price
4 | 101 Sports Bag £2.0 | W ‘|
5 102 Trainers £3.0 N |
6 103 Wallet £4.0
7 104 Shorts £30.0
8 105 Cricket Bat £20.0
9 106 Tennis Racquet £28.00
10 107 Jacket £50.00
11 108 Trousers £24.00
12 109 Cap £12.00
13 110 T Shirt £17.00
14
15

1. Click on the cell.
2. Type the text (1).
3. Press enter.

Note: For Adding Numbers, same this operation above.
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# Selecting Data in a Worksheet:

Selecting a Range of Cells:

Item #
101
102
103
104
105
106
107
108
109
110

MS Excel 2013

B C
Product List

Description _Cost Price |

Sports Bag £2.00
Trainers £3.00
Wallet £4.00
Shorts £30.00
Cricket Bat £20.00
Tennis Racquet | £25.005p
Jacket £50.00
Trousers £24.00
Cap £12.00
T Shirt £17.00

1. Start from the cell at the top left hand corner of the area you wish to select.
2. Make sure that your mouse looks like the big plus sign.
3. Click and drag over the cells you require.

Selecting Columns:

c2 v Fe
A B ¢ @D

102
103
104
105
9 | 106
10| 107
11, 108
12| 109
13| 110

1
2
3
41 101
5
6
8
q

Product Liist
Item # Description | Cost Price
Sports Bag £2.00
Trainers £3.00
Wallet £4.00
Shorts £30.00
Cricket Bat £20.00
Tennis Racquet | £28.00
Jacket £50.00
Trousers £24.00
Cap £12.00
T Shirt £17.00

Increase
£1.00

Click on the Column letter you require (1)

Or
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Click and drag over the column letters to select several columns (2)

v S

A B c__ B 2)E
1 Product Llist Markup
2
3 Item# Description | CostPrice Increase Selling Price
4 | 101 Sports Bag £2.00 £1.00
5 | 102 Trainers £3.00
6 | 103 Wallet £4.00
7 | 104 Shorts £30.00
8 | 105 Cricket Bat £20.00
9 | 106 Tennis Racquet]| £28.00
10| 107 Jacket £50.00
11| 108 Trousers £24.00
12| 109 Cap £12.00
13| 110 T Shirt £17.00
14
15
16

Selecting areas which are not next to each other:

- =
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3
fuct List Markup 10%
iption  Cost Price  Increase Selling Price
3ag £2.00 £1.00

£3.00

£4.00

£30.00
Bat £20.00
Racquet  £28.00

£50.00

£24.00

£12.00

£17.00

Select the first area you require.
Hold down the Ctrl key on the keyboard.

Select another area keeping the Ctrl key depressed.

Continue in this manner until you have selected all the areas you need.

B W N

Selecting the whole sheet:

Al v J= | Produ

iy A | B C | [
Product List

2
3 |ltem# Description CostPrice Incn
4 | 101 Sports Bag £2.00 £1
5 | 102 Trainers £3.00
6 | 103 Wallet £4.00
7 | 104 Shorts £30.00
8 | 105 Cricket Bat £20.00
9 | 106 Tennis Racquet  £28.00

Click on the pale blue square at the top left corner of the spreadsheet.

www.medicine.uodiyala.edu.iq



Computer Science

Selecting a Row:

MS Excel 2013

Click on the row number

If you wish to select several rows, click and drag over the numbers, if they are not

next to each other you can use the Control Key.
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5 LIMRULII L1.03 TZ.1U L£.0U
6 IfiITE £1.85 £2.10 £2.50
= |_ IRERICANO £1.85 £2.10 £2.50
8 HORANO £1.85 £2.10 £2.50



