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Chapter 1 - The Office Interface

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 tab lets you perform common
tasks such as opening/saving files and printing.

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.

Bookl - Excel
ME ~ INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIE VIEW  DEVELOPER
Calibri i oA A T== - EPWapText General F
> = 9 S
Paste p B I U- 7 - M- A- = = = &= 3= Merge&(enter - B0 €0 Condltlgnal Formatas C
- Formatting~ Table - Sty
Clipboard & Font & Alignment n Number ] Styles

P 0

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.

= :

<H(:)l\-"lE INSER

= X Cut C
B Copy ~

b) Click on [N

and then

@ Recent Workbooks

to see the list of
files you have
been working

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.

Ty TTpTTTTCIT—oTT!

Jenny Margaret Brown ~

Recent Workbooks

Subtotals by Department - Budgets 2015.xlsx
C: » Training » Excel 2013 Advanced

. QneDri
with recently. 6 e n‘" Chart of 5 Year Summary.xlsx
P: » Manuals - new » Office 2013 » Excel 2013
||i| Computer u‘" Table of employee Details - Obsolete.xlsx
. . = C: » Training » Intermediate
Click on any title bl of emolovee Detal - Currenta
a== Table of employee Details - Current.xlsx
here tO see the + Add a Place ﬂ C: » Training » Intermediate
choices for that u‘" New Revenue Calculations xlsx
menu option . P: » Manuals - new » Office 2013 » Excel 2013
u‘“ Summary of Revenue.xlsx
G C: » Training » Excel 2013 Advanced
Options u"“ Gal Figs Filexlsx
Clle on to == P:» Manuals - new » Office 2013
see the default n‘" Sample Data for Course.xlsx
. P: » Manuals - new » Office 2013 » Excel 2013
settings. ‘
B Using Range Names for Input Cells.xlsx
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Chapter 1 - The Office Interface

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.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
This is the tab. o
X Cut S - - =,
The most commonly E: Calibri -1l A A - =¢ Wrap Text General M I:
g Copy - L )
used options are found P e Formatpainter B 1 U D D-A- === == EIMegesCenter - - % 0 5 Con
on th|S tab Clipboard ] Font [ Alignment [ MNumber [
Thls is the HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW _[\JEV!;O;EI: ) - ]
tab — most often used IS 5 e
when Creating formulae Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name . f
inE I Function - Used - - - - Time~ Reference - Trig~ Functions -~ Manager [ Create from Selection 1% H
! xcel. Function Library Defined Names
The Mini Toolbar
The Mini Toolbar appears automatically when you select data in some Windows software. In
Excel, you need to right-click.
A B
1 |Training Shoe Preferd
1)  First select the cells you want to change: ?
3 |Shoe Brand Older Mall
4 |Addidas 13
5 |Asics 3
/_Gr‘Dfadom B
y
Dunlop 3
We want to change s |Gola P
these_cglls here o |Head 4
containing the shoe 10 |Hi-Tec E
brand names. 11 |K-Swiss 3
12 |Nike 53
13 [Puma 1
14 |Reebok 6]
15 |Umbro 2
16 |[TOTAL: 20¢
17 =1
2) Keep your mouse over the selected A . c .
cells and click the right mouse button | Training SHcatiori -1 -| £ £ &~ % >
to display the mini-toolbar (the shortcut 2 =5 A-1-9 8«
menu W|” also appear): 3 |Shoe By [Ler vae vraer remute roung i
4 idas X cut 2
| 5" sics E:' - 3
6 |Diadora _P Copy
7 |Dunlop [} Paste Options:
R . 8 |Gola “D
The mini toolbar appears with a 9 |Head ]
selection of the most popular 10 | Hi-Tec Paste Special..
commands from the Ribbon. 11 |K-Swiss Insert..
12 |Nike Delete... 6
| 13+Puma 1
The shortcut menu also appears. / 14 | Fecbok Clear Contents
The options will vary according to 15 |Umbro & quick Analysis
what is selected. 16 | TOTAL ter v 19
1
© Copyright 2025 A | WiseOwl Page 8
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Chapter 1 - The Office Interface

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.

regularly perform every day.

& ;
Hf‘sME INSER

X

H -

B [§ ¥

ABC

2l &l ==

|_—|I;|v

HOME INSERT PAGE LAYOUT FORﬁ\ULAS DATA

\

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

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

quickly:

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.

To fully customise the Quick Access Toolbar:

a) Right-click anywhere on the

Toolbar and then choose this option.

Quick Access

You can add icons for tasks that you

New
B Copy ~ Open
Gste
- ~ Format Save
Clipboard Ema
AB Quick Print
Print Previ ew%and Print
A
. e Spelling
T~Jxaining S ?
2 v Undo
3 |Shoe Brand =¥ Redo
4 | Addidas st Acranding

Cuctom

Qustomizeﬁi(k Access Toolbar...
Show Quicl

the Rihhan

ccess Toolbar Below the Ribbon

b) Choose a Category

Excel Options

21x

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

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

~—

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

e) To change the order
of your icons, use

these buttons: .

Proofing

General

Formulas

Customize Ribbon

Quick Access Toolbar

Click to exit.

Eﬁg Customize the Quick Access Toolbar.

Choose commands from:'.

\j Calculate Now

= Center

Conditional Formatting »
Connections

Fa Copy

Trust Center N Cu
L2

I Create Chart

X, Cut
[ Datasheet Formatting
A Decrease Font Size
2% Delete Cells...
Lo
% Delete Sheet Rows
%9 Email
$r Fill Color >
7" Filter
Font
A Font Color
Font Size
¥ Form f

*IPopular Commands j
Save
Lenguage <Separator> B
Advanced |+ Borders »

stom Sort...

mns.

reeze Panes 4

A Increase Font Size
Insert Cells...
Insert Function LI

[ Show Quick Access Toolbar below the Ribbon

Customize Quick Access Toolbar:'

IFmr all documents (default)

[

= Undo
i@ Redo

Customizations: Reset ¥ !

>
»

Import/Export ™ [

Cancel

7

=
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Chapter 1 - The Office Interface

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:

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.

HOME NSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  DEVELOPER

=y .
% Cut Tk

=

General - = 4
] -

s «0 s Conditional Formatas| Neutral

" Formatting ~ Table~

A = E¥ Wrap Text Normal Bad Good

.A.

Calibri -1

B I U- [~
g Font

B3 Copy ~
¥ Format Painter

Paste &= 5= [SMerge & Center - &7 - %

clipboard Number

Ins{

/

A Command is the individual items within A Group holds a mini-collection of

each Group. This can be a button, icon,

option or drop-down list. are related to formatting your numbers.

related icons. All the items in this group

Charts or Pivot Tables:

Extra Tabs will appear on the Ribbon when you do certain operations like add

CHART TOCLS
FORMAT

I Excel

VIEW  DEVEL DESIGN

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

-

Column

bt Styles Data

= 0

Switch Row/ Sele|

Dat|

~

J

© Copyright 2025
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Chapter 1 - The Office Interface

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:

T w5 B

HOME
X% Cut
B Copy -

Paste |
- * Format Painter

<
INSERL_&GE-A/
m'\mﬁﬂ\

ori

a) Press to

display Key Tips.

=1

Paste

BT U-
e : F\ b) Press the required letter to
choose a Tab (in this case “H”)

HOME INSERT PAG

.
oy LUl P R
ory alibri c) Press the required letter to choose a

~ Format Painter B Y command (in this case “C”").

Seeing More Options

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

Launcher button:
2lx|

General - If you click on this \ElurEheznl alignment | Font | Border | R | Protection |

= » button it takes you —

= . 0 €0 . . R

% G0 a0 FO/ to this dialog box... Z] [ sample
Number 457
Currenc
Number n A Attﬂl%x{ng General format cells have no specific number format
Date
Time
Percentage
Fraction
Scientific
Text
Special
Custom
=l
OK I Cancel
© Copyright 2025 A | WiseOwl Page 11
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Chapter 2 - Excel Basics

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 A . B c D

add up columns of figures and 1

to calculate values by creating 2 \ Month:|  May |

formulae. 3
4 Actual Budget  Variance

NG\A Overheads: £5,865 £6,000 £135

7 Materials: £1,578 £1,500 -£78
& Other Goods/Services: £1,079 £1,000 -£79
9 Salaries: £3,451 £4,000 £549
19 Depreciation: £527 £700 £173
12 Total: | £12,500| £13,200 £700
13

You can present the figures
from your spreadsheets in a

graphical way using charts. \ -

mo\>
12000
10000
8000
6000
4000
When you have a large Table 2000
you can ask Excel to sort your o -
items into any order and be Quarter 1
selective about which data Quarter2 quarters
you want to view. mSales mCosts Quartera
A B C D E F G
1 Wise Owl Database of Rollercoasters —‘
2
3 Roller Coaster ~ |Amusement Park ~ |Type ~|Design ~| Status~| Opene-| Speed[mpi-!
4 |Stealth Thorpe Park Steel Sit Down Operating 2006 80.00
5 |Pepsi Max Big One Pleasure Beach, Blackpool Steel Sit Down Operating 1994 74.00
6 | Oblivion Alton Towers Steel Sit Down Operating 1998 68.00
7 Jubilee Odyssey Fantasy Island Steel Inverted Operating 2002 63.00
8 Rita - Queen of Speed Alton Towers Steel Sit Down Operating 2005 61.10
9 |Speed: No Limits Oakwood Theme Park Steel Sit Down Operating 2006 59.00
10 Millennium Roller Coaster |Fantasy Island Steel Sit Down Operating 1999 55.90
11 |Kumali Flamingo Land Theme Park & Zoo Steel Inverted Operating 2006 54.90
12 |Velocity Flamingo Land Theme Park & Zoo Steel Sit Down Operating 2005 54.00
13 |Sshockwave Drayton Manor Park Steel Stand Up Operating 1994 53.00
14 |Nemesis Alton Towers Steel Inverted Operating 1994 50.00
15 |Ultimate Lightwater Valley Steel Sit Down Operating 1991 50.00
16 |Infusion Pleasure Beach, Blackpool Steel Inverted Operating 2007 49,70
17 |Megafobia Oakwood Theme Park Wood Sit Down Operating 1996 48.00
18 |Nemesis Inferno Thorpe Park Steel Inverted Operating 2003 47.80
10 D nl 1el A C. ilie Th, Dl O, 1 i+ 0y fat H 1002 WilwMalal
© Copyright 2025 8} Wi$eoyv| Page 12
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Chapter 2 - Excel Basics

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:

Desktop app

Desktop app

Documents

Folders

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

new blank workbook:

Excel 2016 o — |

}a Microsoft Excel 2010

[] Excel Connection Mgnager.

Bluetooth Exchange Folder

| —

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.

Recent

Today

Shopping history.xlsx

Financial Management Logs

Lists Calculal

P: » Manuals » new » Office 2013 » Excel 2... 1 t! 8 €

Bank holidays.xlsx 2
Click here to start a brand new C:» ajb » Tech 21 » Files needed 4 Ta k
blank workbook. Mammalian tables.xlsx ; N to u

C: » ajb » Tech 21 » Files needed 7

Book?2 xlsx Blank workbook Welcome to|

C:»ajb

Fair shares.xlsx

P: » Exercises » Excel Power Bl » Measures

Yesterda: -
Y Stock Analysis My Cq
Work.xlsm
! Desktop
Or click here to ask to open an N
existing workbook (seg later in this & Open Other Workbooks
chapter for more details).
0 mopo omp on naa 1
© Copyright 2025 Page 13
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Chapter 2 - Excel Basics

Closing/Ending Excel

The easiest way to close Excel is as follows:

Click the cross in the top right corner of your
\ screen to exit (note that you can also just

press + to exit Excel).

pSum ~ %Y p

Sort & Find &

r- Ciltar = Calact »

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).

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.

Choose a tab from i Insert Page layout Formulas Data Review View Developer PowerBl PowerPivot U Tellme S Share
th.e ribbon and G % Calibri B = =_—_FE° General - [2Conditional Formatting~ &=Insert -~ X =~ 47~
_cllck on one of the 0 B - = - -9, » [EPFormatasTable~ X Delete - []- O-
icons to make Paste ¢ BT U-[d- DA o5 . wm (A Cel Styles - Eifomat- &~
Changes' Clipboard = Font [ Alignment G Number Styles Cells Editing Lal
Al - e v
Use the scroll bars A B C D E F G H I J K Lo+
to move up/down, | 11| |
or left/right. ;
4 >
5
You are currently 6
working on the first 7
sheet. \:\
10
11
The Status Bar 12
often displays 13
14 e
helpful messages \ sheet1 [ @) - R
or information. ey = o - I + 100%

Training

© Copyright 2025 E: Wise Owl Page 14
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Chapter 2 - Excel Basics

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.
27 There may be several worksheets
28 — | in each open workbook.
29
2
=
Sheetl | Sheet2 | Sheet3
— % Book2 - Excel
READY 9 Ce'\
= == = There may be several workbooks
f__'Start| e| CT;\ .JJ ‘ @” = ‘. a5y EL% open at the same time.

Cells, Rows and Columns

Worksheets are divided into cells, rows and columns.

Rows are numbered
down the left side of
the worksheet.

There are 1,048,576
rows on each sheet.

A B C
‘\

P | =
]

Cell References

Each cell on the worksheet is

o Lo

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.

referenced by its’ column and row number. Excel calls this the cell

8’ Training

pe

reference.
Al - The cell at the top left of the worksheet XFD1048576 -
has a cell reference of: A1.
A B | XFC XFD

1 | |« | The cell at the extreme bottom right of the 1048574

5 " worksheet is referred to as XFD1048576. 1 2

3 104857 | _|

© Copyright 2025 A | WiseOwl Page 15
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What we do!

ETS Advanced Systems /

training training consultancy

Microsoft Excel ?
VBA macros ?
Office Scripts ?

m

Microsoft Access

Power BI and DAX

| ]
i
g

Power Apps E“

Power B, etc

g
]

Power Automate (both)

SQL ? E_‘{ &_J
a;) Reporting Services j E g
g Report Builder j E ¥
- I — I
g Integration Services &_“ g &_A

Analysis Services ?

Visual C#

VB programming

MySQL

Python
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