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Chapter 1

Getting Familiar with
the Excel Interface

f the proverbial journey of a thousand miles begins with a single step, what should be the

first step on your new Excel journey? You can take lots of possible directions, but might I

humbly suggest a tour? Nothing exhaustive, mind you; just a quick look at the most basic
elements of the Excel program window. Does that sound too elementary? You’d be surprised.
One of the secrets of Excel proficiency and efficiency is knowing where to find the command,
feature, or setting you want to work with next. Sure, maybe you really want to waste precious
time clicking aimlessly around the Excel interface until your blood boils and jets of steam blast
out of your ears. Hey, it’s your life. But my guess is that doesn’t sound appealing to you, not
even a little. So: A tour it is, then.

To that end, the exercises in this first chapter are designed to get you familiar with the Excel
interface. After doing these exercises, you should be comfortable with all aspects of the Excel
window and the command structure and ready to do all the rest of the exercises in this book.

Launching Excel

Excel is one of the primary application programs included as part of Microsoft Office. To get pro-
ficient with Excel, you need to be familiar with all the various ways of launching the program.
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@ Q. How many ways are there to start Excel?

EXAMPLE A. You should be familiar with the two main methods:

o (Click Start and then click Excel in the All Apps list. If you’re using Windows 11, you
need to first click the Start menu’s All Apps button and then click Excel.

® Double-click an Excel workbook file in any folder on any drive to which your com-
puter has access.

Q. Are there quicker ways to launch Excel?

A. Yes, you can use two other methods:

o If you see an Excel icon pinned to the Start menu, click that icon.

e If you see an Excel button pinned to the Windows taskbar, click that button.

Exercise 1-1: Pinning Excel to the Windows Start Menu and
Taskbar

In Exercise 1-1, you pin Excel both to the Windows Start menu and to the Windows taskbar and

then launch Excel using each of these two methods:

1. Click Start and then locate Excel in the All Apps list (remember to first click All Apps if
you’re running Windows 11).

2. Right-click Excel and then click Pin to Start.

Windows adds a pinned tile for Excel to the bottom of the Start menu.

3. In Windows 11, click Back to return to the main Start menu, right-click the pinned
Excel icon, and then click Move to Top.

Windows moves the pinned Excel tile to the top-left corner of the Start menu.

4. Right-click the pinned Excel tile on the Start menu and then click Pin to Taskbar.

Windows adds a pinned Excel button to the taskbar.

5. If you don’t like where Windows pinned the Excel button, click and drag it to the left or
right to your preferred location.

Windows moves the pinned Excel button along with the mouse pointer and you can
drop the button in your preferred position.

6. Practice launching Excel by clicking the pinned Excel Start menu tile and then exiting
the program. Then launch Excel again, this time by clicking the pinned Excel button on
the Windows taskbar.

You can leave Excel running for Exercise 1-2.
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Identifying the Parts of the Excel Window

FIGURE 1-1:
The Excel
program
window as it
appears
immediately
after launching
a fresh
workbook.

EXAMPLE

When you launch Excel by opening the Windows Start menu and clicking Excel, the Home tab of
Excel’s Backstage view appears. Click the Blank Workbook thumbnail to start a fresh workbook,

which contains a single worksheet named Sheeti.

Before you can start using Excel, you must be familiar with its window. Figure 1-1 shows you
the Excel window as it appears when you launch a new workbook. Note the names of the dif-

ferent parts of the window before you perform Exercise 1-2.
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What’s the primary function of the Ribbon in Excel?

View buttons Zoom control

Worksheet area

What are the primary functions of the commands located on the File menu in the Excel

To open, close, save, print, and share your Excel workbook files as well as to modify the

« To group related Excel commands together and give you quick and easy access to these

o What is the primary function of the Quick Access toolbar?

« To enable you to quickly select Excel commands that you use all the time without hav-

ing to open the File menu or use the Ribbon commands.
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Selecting Commands in the Backstage View

10

Clicking the File tab opens the Excel Backstage view with a menu of options that appears down
the left side. Almost all the commands on this menu are related to actions that affect the entire
file, such as saving and printing. If you prefer, you can open this view and access the menu by
pressing Alt+F (F for File) instead of clicking the File menu.

When you select any of the major options on the Backstage view — Home, New, Open, Info,
Save, Save As, and so on — panels appear that bring together further related and commonly
used options on the left side along with pertinent information on the right.

Exercise 1-2: Opening the Backstage View and Selecting Its
Buttons

In this exercise, you get familiar with Excel’s Backstage view and its commands by opening the
Backstage view and selecting some of its buttons. Make sure that Excel is running and a blank
workbook with its empty Sheet1 worksheet is active on your computer monitor.

1. Click the File tab to switch to the Excel Backstage view and display the menu of buttons
(Home through Options) on the left side of this screen. By default, Excel selects the
Home button.

2. Click the Info button on the menu.

The Info screen now appears to the immediate right of the Info button (see Figure 1-2).
The Info screen is divided into two areas: the left side offers commands for working
with the file, while the right side displays information about the file.

3. Now, click the Save As button.

You use the Save As screen to save a new workbook or to save an existing workbook
with a new name or location.

4. Click Browse.

Excel opens the Save As dialog box where you can modify the name, location, and type
of Excel workbook file before saving a copy of it.

Press the Esc (Escape) key on your keyboard to close the Save As dialog box.
6. Click the Share button.

Excel closes Backstage view and opens the Share dialog box, which enables you to
share workbook files with co-workers and clients.

Press Esc to close the Share dialog box.

Press Ctrl+P (the shortcut key for printing in Excel).

Excel opens the Backstage view and displays the Print panel where you can preview the
printout (when there’s data in your worksheet that can be printed) and change several

PART 1 Building Worksheets



FIGURE 1-2:
The Excel
Backstage view
with the Info
button
selected.

print settings. Because you selected the Print panel from an empty worksheet, the
message, “We didn’t find anything to print” appears on the right panel where the first
page of the workbook’s print preview normally appears.

9. Press Esc to return to the normal worksheet view and then press Alt+FT.

Doing this selects the Options command in the Backstage view, which in turn, opens
the Excel Options dialog box. This dialog box contains all the options for changing the
Excel program and worksheet options. These options are divided into categories
General through Trust Center.

10. Make sure the General category is selected, use the Office Background list to select a
background pattern, and then click OK to put the new setting into effect.
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Selecting Commands from the Ribbon

The Excel Ribbon contains the bulk of all the commands that you use in creating, editing,
formatting, and sharing your spreadsheets, charts, and tables. As shown in Figure 1-1, nor-
mally the Ribbon is divided into the following tabs: Home, Insert, Page Layout, Formulas, Data,
Review, and View. There’s also a Help tab for accessing the Excel Help system. If you’re using
a touchscreen PC, you also see a Draw tab.

The commands that appear on each tab are then further divided into groups containing related
command buttons. Also, many of these groups contain a dialog box launcher button that
appears in the lower-right corner of the group. Clicking this button opens a dialog box of fur-
ther options related to the group.
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Exercise 1-3: Selecting Commands from the Ribbon

In Exercise 1-3, you practice selecting commands from the Ribbon. Make sure that Excel is
running and an empty Sheet1 worksheet is active on your computer monitor.

1. Click the Formulas tab to displays its commands.

Note that the commands on the Formulas tab are divided into four groups: Function
Library, Defined Names, Formula Auditing, and Calculation.

2. Press the Alt key.

Note the access-key letters that now appear on the File menu, title bar, and the
Ribbon tabs.

memorize the following access keys for selecting these tabs:

g If you prefer selecting Excel commands from the keyboard, you’ll probably want to

e Home tab: Alt+H
Insert tab: Alt+N
Draw tab: Alt+]1
Page Layout tab: Alt+P
Formulas tab: Alt+M
Data tab: Alt+A
Review tab: Alt+R
View tab: Alt+W
Help tab: Alt+Y2

3. Press W to display the contents of the View tab and then press VG to deselect the
Gridlines check box and hide the worksheet gridlines.

4. Select the Gridlines check box to redisplay the gridlines in the worksheet.

As you may have noticed, the Ribbon takes up quite of bit of screen space that is
otherwise used to display worksheet data. You can take care of this by setting Excel to
minimize the Ribbon each time you select one of its commands to display only the tab
names.

5. Click the Ribbon Display Options button (pointed out earlier in Figure 1-1) and then
click Show Tabs Only.

Excel immediately minimizes the Ribbon to display only the tab names. Click a tab to
display its buttons. Excel minimizes the Ribbon to its tab names once again after you
select a tab’s commands or click outside the Ribbon.
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6. Click Data on the minimized Ribbon.

Excel expands the Ribbon to display all the Data tab buttons.

Click anywhere in the worksheet area to minimize the Ribbon once again.

The only problem with this minimized Ribbon arrangement is that the temporarily
expanded Ribbon covers the first three rows of the worksheet. This makes it very
difficult to work with data at the top of the worksheet. For that reason, as well as to
help you get comfortable with unfamiliar Ribbon commands, you’ll work with the
Ribbon expanded at all times in all remaining exercises in this workbook.

To return to having Excel display the entire Ribbon full-time, click any tab, click the
Ribbon Display Options button and then click Always Show Ribbon.

The Ribbon now remains fully displayed at all times as you select any of its tabs and
buttons without ever obscuring any part of the worksheet display.

Adding a custom tab to the Excel Ribbon

Excel enables you to customize the Ribbon by creating a custom tab to which you can then add
your own groups of commands. When you create a custom tab, Excel automatically assigns an
available hot key to it.

Exercise 1-4: Adding a Custom Tab to the Excel Ribbon

In Exercise 1-4, you practice adding a custom tab to the Ribbon. Make sure that Excel is running
and an empty Sheet1 worksheet is active on your computer monitor.

1.

Choose Filer> Options (Alt+FT) to open the Excel Options dialog box and then click the
Customize Ribbon option.

Alternatively, right-click any part of the Ribbon and then click Customize the Ribbon.

Excel displays the Customize the Ribbon panel in the Excel Options dialog box. This
panel is divided into two list boxes: Choose Commands From on the left side and Main
Tabs on the right side (see Figure 1-3).

In the Main Tabs list box, click View to select it (be sure to click just the name View and
not its check box) and then click New Tab.

Right below the View tab, Excel inserts a new tab with the generic name New Tab
(Custom), which includes a new group with the generic name New Group (Custom).
This custom tab and group appear between the View tab and the Developer tab in the
Main Tabs list box.

Click New Tab (Custom) in the Main Tabs list box to select it and then click the Rename
command button.

Excel opens the Rename dialog box where you can replace the generic New Tab display
name with a descriptive name.
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FIGURE 1-3:
The Excel
Options dialog
box with the
Customize
Ribbon option
selected.

14

4. Replace New Tab by typing Misc (for Miscellaneous) in the Display Name text box and
then click OK.

Misc (Custom) now appears in the Main Tabs list box sandwiched between View and
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Adding commands to groups on your custom tab

After you add a custom tab to the Excel Ribbon, you can then start adding the commands you
want to appear on this tab. Just as with the standard Ribbon tabs, the commands you add to
your own custom tab are arranged in groups. When you first create a custom tab, it contains
only a single tab — named New Group (Custom) — into which to add your commands. You can,
however, add other groups to the custom tab using the New Group command button as well as
give these groups their own descriptive names using the Rename command button.

Exercise 1-5: Adding Commands to a Custom Tab

In Exercise 1-5, you practice adding commands to the custom tab you added to the Ribbon in
the Exercise 1-4. Before you start this exercise, make sure that the Excel Options dialog box
is still open with a Misc (Custom) tab appearing in the Main Tabs list box between View and
Developer.

PART 1 Building Worksheets



1. Click the New Group (Custom) listing under Misc (Custom) in the Main Tabs list box to
select it and then click the Rename button.

Excel opens the Rename dialog box where you can replace the generic New Group
name with your own descriptive name.

2. Replace New Group by typing Data Form in the Display Name text box and then click-
ing OK.

Data Form (Custom) now appears as the sole group on the Misc custom tab in the Main
Tabs list box. Now, you’re ready to add the Form command button to the Data Form
group that you can use later when completing some of the exercises in Chapter 17.

3. Use the Choose Commands From drop-down list to select Commands Not in the
Ribbon.

Excel now displays an alphabetical list of commands that are not currently on the
Ribbon.

4. Click the Form button in this Commands Not in the Ribbon list and then click Add.

Excel adds the Form button under the Data Form (Custom) group in the Main Tabs
list box.

5. Click OK to close the Excel Options dialog box.
The custom Misc tab you just created now appears at the end of the Excel Ribbon.

6. Click the Misc tab.

The Misc tab is selected, displaying its sole Form button in the single Data Form group.

7. Click the Home tab to select it.

Selecting Commands on the
Quick Access Toolbar

As its name implies, the purpose of the Quick Access toolbar is to give you speedy access to a
few Excel tools. That sounds great! So why is the Quick Access toolbar hidden by default in the
latest versions of Excel? Good question. The Quick Access toolbar used to appear in the Excel
title bar (although you could change that position), so perhaps Microsoft figured the title bar
was getting a tad overcrowded. Microsoft did keep the AutoSave switch and the Save button in
the title bar, but these are no longer part of the Quick Access toolbar. (Also, Microsoft moved
the Undo and Redo buttons to the Home tab.)

If you want to use the Quick Access toolbar, your first chore is to display it.
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Displaying the Quick Access toolbar

To get the Quick Access toolbar onscreen, use any one of the following methods:

¥ Right-click any part of the Ribbon and then click Show Quick Access Toolbar.
¥ Click Ribbon Display Options (see Figure 1-1) and then click Show Quick Access Toolbar.

3 Choose File > Options (or press Alt+FT) to open the Excel Options dialog box, click Quick
Access Toolbar, select the Show Quick Access Toolbar check box, and then click OK.

Customizing the Quick Access toolbar

The Quick Access toolbar appears as a strip below the Ribbon and starts off with just the
Customize Quick Access Toolbar button, pointed out in Figure 1-4 that, when clicked, opens
a pull-down menu. The options on this pull-down menu enable you to quickly customize the
buttons that appear in the Quick Access toolbar. In addition, you can change the placement of
the Quick Access toolbar by moving it up so that it appears immediately above the Ribbon.

Exercise 1-6: Customizing the Quick Access Toolbar

In Exercise 1-6, you practice customizing the contents and position of the Quick Access toolbar
using options that appear on the Customize Quick Access Toolbar menu. Make sure that Excel

is running and an empty Sheet1 worksheet is active on your computer monitor.

1. Click the Customize Quick Access Toolbar button and then click Show Above
the Ribbon.

The Quick Access toolbar with its Customize Quick Access Toolbar button now appears
immediately above the Ribbon.

2. Click the Customize Quick Access Toolbar button and then click Show Below the
Ribbon.

The Quick Access toolbar returns to its default position below the Ribbon.
3. Click the Customize Quick Access Toolbar button and then click New.

Excel adds the New button to the Quick Access toolbar so that you can click it to create
a new, blank workbook.

4. Repeat Step 3 to add the Open, Quick Print, and Spelling buttons to the Quick Access

toolbar. If you’re using Excel on a touchscreen device, also add the Touch/Mouse Mode
button, which enables you to quickly switch into Touch mode for easier touch access to

the Ribbon commands.
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FIGURE 1-4:
Click the
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Toolbar button
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pull-down
menu.

Use the ScreenTips attached to each button to verify that you’ve correctly added the
New, Open, Quick Print, and Spelling buttons (as well as the Touch/Mouse mode
button, if applicable) to the Quick Access toolbar, noting the shortcut keys listed.
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Adding more commands to the
Quick Access toolbar

When customizing the command buttons on the Quick Access toolbar, you aren’t limited to the
selection of commands that appear on the Customize Quick Access Toolbar pull-down menu.
Using command options that appear in the Excel Options dialog box, you can add buttons for
any of the commands that appear on the Ribbon as well as some Excel commands that remain
completely unavailable until you add them to the Quick Access toolbar.
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Exercise 1-7: Using the Excel Options Dialog Box to
Add Commands to the Quick Access Toolbar

In Exercise 1-7, you practice customizing the contents of the Quick Access toolbar using
commands that appear in the Excel Options dialog box. Make sure that Excel is running and an
empty Sheet1 worksheet is active on your computer monitor.

1. Click the Customize Quick Access Toolbar button and then click the More Commands
option on its menu.

Excel opens the Excel Options dialog box with the Quick Access Toolbar tab selected
(see Figure 1-5). This dialog box contains two list boxes:

e The Choose Commands From list box on the left where you select the commands
to add to the toolbar

e The Customize Quick Access Toolbar list box on the right, showing the buttons on
the toolbar and their order

To add a new command to the toolbar, you select it in the Choose Commands From list
box and then click the Add button. To reorder the buttons on the toolbar, you click its
command button in the Customize Quick Access Toolbar list box and then click the
Move Up or Move Down buttons (with the black triangles pointing up and down,
respectively) until the selected button is in the desired position.

2. Click the drop-down button on the Choose Commands From drop-down list box and
then click the Commands Not in the Ribbon option on its drop-down menu.

The Choose Command From list box now contains only command buttons that are not
found on the various tabs of the Excel Ribbon.

3. Click the AutoFormat command option in the Choose Commands From list box
(the one with the lightning bolt on top of a small table) and then click the Add button.

The AutoFormat command option is now listed at the very bottom of your Customize
Quick Access Toolbar list box, indicating that it is now the last button on the Quick
Access toolbar.

4. Repeat Step 3 to add the AutoFilter and Draw Borders command options to the Quick
Access toolbar.

Next, you want to modify the order in which the command buttons appear on your
customized Quick Access toolbar so that they appear in this order arranged in three
groups:

® Open, Quick Print, and New File
e AutoFormat, AutoFilter, and Draw Borders

e Spelling and Touch/Mouse Mode (if you’re using it)

18  PART 1 Building Worksheets



FIGURE 1-5:
The Excel
Options dialog
box with the
Quick Access
Toolbar option
selected.
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Click the Open command option in the Customize Quick Access Toolbar list box to
select it and then click the Move Up button (the one with the black triangle pointing
upward) until Open is the first command in this list.

Use the same technique to move the New File command button up until it appears
below the Quick Print button.

Use the Move Down button to move the Spelling and Touch/Mouse Mode buttons so
that they now appear in the same order below the Draw Borders button.

The command buttons for your customized version of the Quick Access toolbar now
appear in the correct order in the Customize Quick Access Toolbar list box in the Excel
Options dialog box. The only other thing you need to do is to divide them into groups
by adding a vertical bar called a separator.

Click the New File command option in the Customize Quick Access Toolbar list box to
select it and then click the Separator option at the very top of the Choose Commands
From list box to select this option. Click the Add button.

Excel inserts a separator between the New File and AutoFormat buttons in the
Customize Quick Access Toolbar list box.

Use this same technique to add a separator between the Draw Borders and Spelling
buttons in the Customize Quick Access Toolbar list box.

Your customized Quick Access toolbar now contains three groups of command buttons
created by the two separator options that appear after the New File button and the
Draw Borders button.
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FIGURE 1-6:
The top part of
the Excel
window with
the customized
Quick Access
Toolbar.
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Click OK to close the Excel Options dialog box.

Check the buttons on your customized toolbar against those shown in the toolbar in

Figure 1-6.
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