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Introduction

Excel is a spreadsheet program that allows you to store, organize,
and analyze information.

If you've previously used Excel 2010 or Excel 2013, then Excel 2016
should feel familiar. If you are new to Excel or have more experience with
older versions, you should first take some time to become familiar with
the Excel interface.

The Excel interface

When you open Excel 2016 for the first time, the Excel Start
Screen will appear. From here, you'll be able to create a new workbook,
choose a template, and access your recently edited workbooks.

From the Excel Start Screen, locate and select Blank workbook to
access the Excel interface.
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Working with the Excel environment

The Ribbon and Quick Access Toolbar are where you will find the
commands to perform common tasks in Excel. The Backstage view gives
you various options for saving, opening a file, printing, and sharing your
document.

The Ribbon

Excel 2016 uses atabbed Ribbon system instead of traditional
menus. The Ribbon contains multiple tabs, each with several groups of
commands. You will use these tabs to perform the most common tasks in
Excel.
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To change the Ribbon Display Options:

The Ribbon is designed to respond to your current task, but you can
choose to minimize it if you find that it takes up too much screen space.
Click the Ribbon Display Options arrow in the upper-right corner of the
Ribbon to display the drop-down menu.

Table Tools

View  Design & Tellr ’f ------ Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it.

% Conditional Formatting ©

E Format as Table ~

F Show Tabs
[7 Cell Styles - Show Ribbon tabs only. Click a
: Styles tab to show the commands.

_ | Show Tabs and Commands

= | Show Ribbon tabs and
commands all the time.

G H

There are three modes in the Ribbon Display Options menu:

Auto-hide Ribbon: Auto-hide displays your workbook in full-screen
mode and completely hides the Ribbon. To show the Ribbon, click
the Expand Ribbon command at the top of screen.

Show Tabs: This option hides all command groups when they're not
in use, but tabs will remain visible. To show the Ribbon, simply click a tab.
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- = Book] - Excel

Home Insert Page Layout Formulas Data Review View

The Quick Access Toolbar

Located just above the Ribbon, the Quick Access Toolbar lets you
access common commands no matter which tab is selected. By default, it
includes the Save, Undo, and Repeat commands. You can add other
commands depending on your preference.

To add commands to the Quick Access Toolbar:

Click the drop-down arrow to the right of the Quick Access Toolbar.

Select the command you want to add from the drop-down menu. To
choose from more commands, select More Commands.
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The command will be added to the Quick Access Toolbar.

Book1 - Excel
New (Ctrl+N)
sy X Calibri Create a document, al -
an@, BIU-TAA=E==E7%"%?
How to use Tell me:

The Tell me box works like a search bar to help you quickly find tools

or commands you want to use.
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Type in your own words what you want to do.
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1.1 Create Chart
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The results will give you a few relevant options. To use one, click it

like you would a command on the Ribbon.
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Worksheet views

Excel 2016 has a variety of viewing options that change how your
workbook is displayed. These views can be useful for various tasks,
especially if you're planning to printthe spreadsheet. To change
worksheet views, locate the commands in the bottom-right corner of the
Excel window and select Normal view, Page Layout view, or Page Break
view.

1 4

H B M |- I + 1005

Normal view is the default view for all worksheets in Excel.
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Page Layout view displays how your worksheets will appear when
printed. You can also add headers and footers in this view.
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Page Break view allows you to change the location of page breaks,
which is especially helpful when printing a lot of data from Excel.
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Backstage view

Backstage view gives you various options for saving, opening a file,
printing, and sharing your workbooks.

Click the File tab on the Ribbon. Backstage view will appear.

Clipboard Font Ta
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Click the buttons in the interactive below to learn more about using

Backstage view.

©

Info

Cookie Sales - Excel

? = O

X

Javier Flores

Mew
Cookie Sales
Open Wipsf » Home » Documents = Excel 2016
Save Protect Workbook Properties -
ﬁ Control what types of changes people can Size 16.2KB
Protect i
Save As wo:zb:;kv make to this workbook. Title Add a title
Tags Add a tag
Print X . X
Categories Add a cate...
Share
&) Inspect Workbook Related Dates
= Before publishing this file, be aware that it -
Export Check for contains: Last Madified Today, %:30...
Issues - Content that people with disabilities Created 3/22/13 455...

Publish

Close

find difficult to read

A setting that automatically removes
properties and personal information
when the file is saved

Allow this information to be saved in

Last Printed

Related People

Authar Add an aut...

-

your file
Account Last Modified By Mot saved ...
Options —'j Manage Workbook Related Documents
C)\ Check in, check out, and recover unsaved |j0pen File Location
Manage changes.
Waorkbook ~ Show All Properties

@ Today, %:50 AM (autosave)

Challenge!
Open Excel 2016.
Click Blank Workbook to open a new spreadsheet.

Change the Ribbon Display Options to Show Tabs.

W N R

Using the Customize Quick Access Toolbar, click to
add New, Quick Print, and Spelling.

5. In the Tell me bar, type the word Color. Hover over Fill
Color and choose a yellow. This will fill a cell with the
color yellow.

6. Change the worksheet view to the Page Layout option.

7. When you're finished, your screen should look like this:
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Baaki - Excel
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8. Change the Ribbon Display Options back to Show Tabs
and Commands.

9. Close Excel and Don't Save changes.

Creating and Opening Workbooks

Excel files are called workbooks. Whenever you start a new project in
Excel, you'll need to create a new workbook. There are several ways to
start working with a workbook in Excel. You can choose to create a new
workbook—either with a blank workbook or a predesigned template—
or open an existing workbook.

To create a new blank workbook: Select the File tab. Backstage
view will appear.

-10 -
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Select New, then click Blank workbook.

Bookl - Excel
Mew
Open Search for online templates
Suggested searches:  Business  Personal  Industry  Small Business  Caloulal

Save

Save As A B c
1 | |

Print 2 | 9
3

Share 4 I/\\"g Ta ke a

Er ; Elankwurkhuu;k tou r

_ 7
Publish Blank workbook Welcome to Excel

Close

To open an existing workbook: In addition to creating new
workbooks, you'll often need to open a workbook that was previously
saved. To learn more about saving workbooks, visit our lesson on Saving
and Sharing Workbooks.

Navigate to Backstage Open
view, then click Open.
@ Recent

Select Computer, then
. 6 OneDrive - Personal
CI|Ck Browse, javier.floresB38@grnail.com

&'EE Other Web Locations

The Open dialog box will

appear. Locate and select L3 e
your workbook, then o= AddaPplace
C“Ck oPen' Browse %

-11 -
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Open x
« - T » ThisPC » Documents » Javy's Documents v & Search Javy's Documents R
Organize Mew folder HEe H @

~ )
Microsoft Excel 3 family budget
@home loan comparison

7@ OneDrive [ travel expenses
& ThisPC

[ Desktop

Documents

; Downloads

B Movies

J‘! Music

| Pictures

=, Local Disk (C:) &~

File name: | home loan comparisan v| All Excel Files R

Using templates

A template is a predesigned spreadsheet you can use to create a new
workbook quickly. Templates often include custom formatting and
predefined formulas.

To create a new workbook from a template; Click the File tab to
access Backstage view. Select New. Several templates will appear below
the Blank workbook option. Select a template to review it.

Search for online templates

Suggested searches:  Business  Personal  Industry  Small Business  Calcula

PAYMENT COMPARISON personal expenses

R hil

Al

% = l& 1= ] o e
(= 1= Ja= ] [ ] e I T
=
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A preview of the template will appear, along with additional
information on how the template can be used. Click Create to use the
selected template.

o ———— Loan comparison calculator

LOA SMELES i Provided by:  Microsoft Corporation

4150,000.00 —
am This template helps you compare multiple loan

scenarios to ascertain which one is best for you.

Contains 3 scenarios that can all be customized as
. required.

L AT FAI0TIE TS
COST OF LOWN 23T mEA0T SIS TEITA STIRISTOR SCFMARID 7 DD"."\"H'DEd r-iZE' 152 KB

s

Create

Save and Save As

Excel offers two ways to save a file: Save and Save As. These options work
in similar ways, with a few important differences:

. Save: When you create or edit a workbook, you'll use
the Save command to save your changes. You'll use this
command most of the time. When you save a file, you'll only need
to choose a file name and location the first time. After that, you
can just click the Save command to save it with the same name
and location.

« Save As: You'll use this command to create a copy of a workbook
while keeping the original. When you use Save As, you'll need to
choose a different name and/or location for the copied version.

Exporting workbooks

By default, Excel workbooks are saved in the .xlsx file type. However,
there may be times when you need to use another file type, such as

—-13 -
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a PDF or Excel 97-2003 workbook. It's easy to export your workbook from
Excel to a variety of file types.

To export a workbook as a PDF file:

Exporting your workbook as an Adobe Acrobat document, commonly
known as a PDF file, can be especially useful if you're sharing a workbook
with someone who does not have Excel. A PDF will make it possible for
recipients to view but not edit the content of your workbook.

Click the File tab to access Backstage view.
Click Export, then select Create PDF/XPS.

Book1 - Excel

Export

Create a PDF/XPS Document

L=a Create PDF/XPS Document
— Preserves layout, formatting, fonts, and images
Content can't be easily changed
p/. Change File Type Free viewers are available on the web
4

Save As

nE-
Create
PDF/XPS

Print

Share

Export

Publish

Close

The Save As dialog box will appear. Select the location where you want to
export the workbook, enter a file name, then click Publish.

- 14 -
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Publish as PDF or XPS

>
<« v 4 <« Documents » Javy's Documents w Search Javy's Documents 2
Organize = Mew folder EE ~ 0
B Desktop 8 Mo items match your search,
Documents

; Downloads
m Movies

J5 Music

[&] Pictures

‘i Local Disk ()

File name: | home loan comparison|

Save as type: | FDF

Open file after
publishing

(# Hide Folders

Optimize for: () Standard (publishing
online and printing)

() Minimum size
{publishing enline)

| Opticns...

Tools ‘ Publih

!}J | Cancel
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