
MS EXCEL
(CHAPTER 1)



  Microsoft Excel is a spreadsheet 
program which allows one to enter 
numerical values or data into the 
rows or columns of a spreadsheet, 
and to use these numerical entries 
for such things as calculations, 
graphs, and statistical analysis.



WHAT IS A SPREADSHEET?

⦿ A spreadsheet is a special way of 
organizing data 
into rows and columns to make 
it simpler to read and 
manipulate. Here's a screenshot 
of a blank spreadsheet:
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   As you can see, the document is comprised of 
columns (the vertical sets of boxes 
labeled A, B, C, etc. on the top of the screen), 
and rows (the horizontal sets of boxes 
labeled 1, 2, 3, etc. on the bottom of the 
screen). At the intersection of each row and 
column is a cell into which a user can enter 
either numbers or text. The address of any 
given cell is generated by combining the letter 
of the cell's column with the number of the 
cell's row. For example, the cell highlighted in 
the diagram below is at address B4, because it 
lies at the intersection of column B and row 4. 
When we refer to this cell verbally, we call it, 
"Cell B4."





⦿ The image above, of course, represents a 
very simple spreadsheet. More complex 
spreadsheets can contains hundreds or even 
thousands of rows and columns, the 
combination of which can represent millions 
of cells. These cells can be linked together 
with calculations and formulas to perform 
complex mathematical logic simply and 
easily.



WHAT IS CELL:

⦿ A Cell is a letter combined with a number. So 
if you combine the B column with Row 5, you 
get Cell B5.



WORKBOOKS AND WORKSHEETS
⦿ Workbook: A workbook is another word for 

your Excel file. Excel automatically creates a 
blank workbook when you open it.

⦿ A worksheet is a collection of cells where you 
keep and manipulate the data. By default, 
each Excel workbook contains 
three worksheets.

http://www.excel-easy.com/basics/workbook.html


HOW TO ENTER TEXT AND NUMBERS 
IN A CELL
⦿ To make a start, we'll create this 

really simple spreadsheet:
◼ Type the word: Numbers
◼Hit the Enter key on your 

keyboard
◼ The active cell will move down 

one, to cell A2
◼ Type the number 3, and again 

hit the Enter key on your 
keyboard

  


