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CHAPTER 1 - THE OFFICE INTERFACE

1.1 Interacting with Office 

At the top of the screen you will see the ribbon which operates using a system of tabs and buttons:

The File Tab

The  tab is where you’ll find the menu options for all the common tasks like printing, saving 
files, opening files and changing the defaults (standard settings) for a program like Excel.

The Ribbon is the main way you control Office.  The icons 
available depend on which tab is currently selected.

You can customise 
the Quick Access 
Toolbar to include 
frequently used 
tools.

The  tab lets you perform common 

tasks such as opening/saving files and printing.

a) The  tab is at the top left of the screen.  
It always appears in green (unless you have 
changed the colour scheme).  Simply click on 
the tab to see the options below.

b) Click on  
and then 

 to see the list of 
files you have 
been working 
with recently.

Click on any title 
here to see the 
choices for that 
menu option.

Click on  to 
see the default 
settings.
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The Ribbon

The Ribbon is the name for the area at the top of the screen where you will find all the menus; 
Windows calls these Tabs.  Each time you click on a Tab the Ribbon icons will change.

The Mini Toolbar

The Mini Toolbar appears automatically when you select data in some Windows software.  In 
Excel, you need to right-click.

1) First select the cells you want to change:

2) Keep your mouse over the selected 
cells and click the right mouse button 
to display the mini-toolbar (the shortcut 
menu will also appear):

This is the  tab.  
The most commonly 
used options are found 
on this tab.

This is the  
tab – most often used 
when creating formulae 
in Excel.

We want to change 
these cells here 
containing the shoe 
brand names.

The mini toolbar appears with a 
selection of the most popular 
commands from the Ribbon.

The shortcut menu also appears.  
The options will vary according to 
what is selected.
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The Quick Access Toolbar

The Quick Access Toolbar is at the top left of your screen.  It is one of the few areas of the screen 
that you can customise to suit your own use of Excel.  You can add icons for tasks that you 
regularly perform every day.

You can add the common icons for tasks like re-saving 
files, opening files etc to the Quick Access Toolbar very 
quickly:

To fully customise the Quick Access Toolbar:

The Quick Access Toolbar usually has only 4 commands to begin with… but you can add many more!

a) Right-click anywhere on the Quick Access 
Toolbar and then choose this option.

b) Choose a Category 
of commands from 
here (Commands 
Not in the Ribbon is 
a good choice). 

d) Click the 
button to add the 
icon to your list of 
icons on the right.  

e) To change the order 
of your icons, use 

these buttons: .  

Click  to exit.

c) Scroll down the list 
of available 
commands and click 
on the required one. 

Click on the drop-list at the end of the Quick 
Access Toolbar and click on the tool you’d 
like to add.  Those with ticks are already 
present on your Quick Access Toolbar.
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1.2 Using the Ribbon

The Ribbon is the main way to ask Excel to perform tasks for you.  The Ribbon changes the icons 
displayed according to the Tab that is selected as shown below.

Tabs, Groups and Commands

The Ribbon is divided into Tabs, Groups and Commands.  The diagram below shows an example 
of each:

Extra Tabs will appear on the Ribbon when you do certain operations like add 
Charts or Pivot Tables:

Wise 
Owl’s 
Hint

You will only see the 
Chart Tools Tabs on 
the Ribbon when you 
have created a chart.

Each Tab has a collection of related icons.  This is the  tab.  The most 
commonly used options are found on this tab.  To see what’s on a Tab, just click on it.

A Group holds a mini-collection of 
related icons.  All the items in this group 
are related to formatting your numbers.

A Command is the individual items within 
each Group.  This can be a button, icon, 
option or drop-down list.
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Using Quick Keys

You can use the keyboard to access the Ribbon by using Quick keys.  The diagram below shows 
how to use the keyboard instead of the mouse to select the copy command:

Seeing More Options

Some groups within a Tab have further options that you can access by clicking on the Dialog Box 
Launcher button: 

a) Press  to 
display Key Tips.

Alt

b) Press the required letter to 
choose a Tab (in this case “H”)

c) Press the required letter to choose a 
command (in this case “C”).

If you click on this 
button it takes you 
to this dialog box…
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CHAPTER 2 - EXCEL BASICS

2.1 What is Excel Used for?

Microsoft® Excel has grown from a fairly simple spreadsheet into a complex program capable of 
doing much more than just calculate figures.  Below are some of the uses of Excel:

A spreadsheet allows you to 
add up columns of figures and 
to calculate values by creating 
formulae.

You can present the figures 
from your spreadsheets in a 
graphical way using charts.

When you have a large Table 
you can ask Excel to sort your 
items into any order and be 
selective about which data 
you want to view.
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2.2 Opening and closing Excel

There might be several different ways to open and close Excel on your computer.  

Opening/Starting Excel

Two common methods for opening Excel are shown below:

You then need to tell Excel if 
you want to open an existing 
workbook (file) or use a brand 
new blank workbook:

Click here to start a brand new 
blank workbook.

Or click here to ask to open an 
existing workbook (see later in this 
chapter for more details).

In Windows 10, click on the search tool (the magnifying glass), and type in 
some or all of the word Excel.  An icon for Excel should appear in the list, 
which you can then click on to launch the application.

Alternatively, if you have an icon for Excel in the taskbar you can click on 
this to run the program.
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Closing/Ending Excel

The easiest way to close Excel is as follows:

The Screen Layout

When you enter Excel, you need to either ask to open an existing workbook, or ask for a brand 
new blank worksheet, as described on the previous page.

This tab means 
you are currently 
working on the first 
sheet in this 
workbook.

Choose a tab from 
the ribbon and 
click on one of the 
icons to make 
changes.

Use the scroll bars 
to move up/down, 
or left/right.

The Status Bar 
often displays 
helpful messages 
or information.

You are currently 
working on the first 
sheet.

Click the cross in the top right corner of your 
screen to exit (note that you can also just 
press  +  to exit Excel).Alt F4

Note that you can no longer choose Exit from the File Tab (this has been removed 
from Excel).  If this really annoys you, you can add an Exit icon to the Quick 
Access Toolbar (covered in a different chapter). 

Wise 
Owl’s 
Hint
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2.3 Structure of a Workbook

Before you start to create a spreadsheet, it is well worth understanding the different parts of an 
Excel file.

Workbooks and Worksheets

Each Excel file is referred to as a workbook.  Within each workbook there may be many 
worksheets.

Cells, Rows and Columns

Worksheets are divided into cells, rows and columns.

Cell References

Each cell on the worksheet is referenced by its’ column and row number.  Excel calls this the cell 
reference. 

The cell at the top left of the worksheet 
has a cell reference of:   A1.

The cell at the extreme bottom right of the 
worksheet is referred to as XFD1048576.

There may be several worksheets 
in each open workbook.

There may be several workbooks 
open at the same time.

Rows are numbered 
down the left side of 
the worksheet.  
There are 1,048,576 
rows on each sheet.

Each “box” on the worksheet is 
called a cell.

Columns are denoted by 
letters across the top of 
the worksheet.  There 
are 16,384 columns on 
each worksheet labelled 
from A to XFD.
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 SQL  
   

  Reporting Services  
   

  Report Builder  
   

  Integration Services  
   

  Analysis Services  
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 Visual C#   
   

  VB programming    
 

  MySQL  
   

  Python  
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