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Introduction

	The spreadsheet program Excel is a component of Microsoft's Office line of business applications. Microsoft Excel makes spreadsheet organization, formatting, and computation possible.
By structuring data using tools like Excel, data analysts and other users may make information easier to review as data is added or changed. Excel comprises a huge number of cells arranged in columns and rows. The information will be placed here. Excel is a practical and frequently used tool integrated into and completely compatible with the rest of Microsoft's Office (including Office 365). The spreadsheet application runs on Windows, Android, macOS, and iOS devices.

	The business environment is where Excel is most often used. It is used in various fields, including business analysis, operations management, HR management, and performance reporting. Excel relies on pre-set cell formats to modify, store, and execute mathematical operations. Graphing tools, pivot tables, and algorithms provide the ability to arrange data on a spreadsheet. The macro programming language used by the spreadsheet software is Visual Basic for Applications.

	In MS Excel, several mathematical calculations may be made. Because it employs several formulas, it can simultaneously conduct operations on large numbers, such as addition, multiplication, subtraction, and division. Additionally, it is easy to redo if the value must be increased or decreased.

	Excel's formatting tools, such as highlighting, italics, colors, etc., allow businesses flexibility in showing and emphasizing important data. More than 10 million rows and more than 16,000 columns make up the Excel document. You may input more items, import data, and add photos through the insert tab. You may combine your data from many sources using Excel.

	Excel is a crucial tool for managing a business. Excel use has gotten so widespread that even business owners use it. How Excel is used in business differs from one organization to another. A business may use Microsoft Excel for planning, budgeting, and other purposes.

	Excel has enabled the business to effectively manage its daily operations. The Excel financial computations that the corporation used to make its decisions deserve a lot of credit for its success. Microsoft Excel's IF formula is particularly helpful for doing several computations in business using logic.
Microsoft Excel is a fantastic resource for commercial purposes. Simply choose the templates menu to get all its features. You save time by not having to start from scratch when utilizing a pre-made template.

	Everyone is in a hurry these days. They need to do several tasks as part of their daily activities. However, to accomplish these activities, they must do some arithmetic. However, how can they easily do calculations? Excel has proven to be the most effective tool for managing this issue.

	Excel speeds up complicated computations, which is advantageous for individuals and businesses. Microsoft Excel spreadsheet applications are highly popular. You will discuss your usage of Excel both at work and at home.
This chapter will go into great depth about Excel's capabilities, but first, you must comprehend how MS Excel works in general. This manual will assist you in mastering fundamental, sophisticated, often used, and employed functions and formulae.

	At the end of this book, you will also find instructions on how to access free bonus materials. These resources have been created to support your learning process and help you improve your understanding and practical use of Excel.

	This book is the result of research, application, and observation. Growth also comes through comparison and exchange. If you find anything unclear or inconsistent throughout the chapters, we encourage you to share your feedback by writing to henryskinnerauthor@gmail.com. Your input will help us improve and keep this guide as accurate and useful as possible.

	 


Chapter 1: Microsoft Excel Basics

	The most recent software release from Microsoft Corporation is called Excel 365, and it comes with several new features that set it apart from early versions. If you are unfamiliar with Excel, let's briefly tour the program's key features.

	1.1 What is Microsoft Excel?

	Microsoft Excel is a spreadsheet program for storing and analyzing numerical and statistical data. You may execute tasks using Excel's equations, pivot tables, macro programming, graphing tools, and other features. Operating systems including Windows, iOS, Android, and Mac OS are compatible.

	An Excel spreadsheet uses rows and columns to build a table. In most situations, alphabetical characters are assigned to columns and numbers to rows. The point where a column and a row meet are known as a cell. The address of a cell is composed of the letter denoting the column and the row number.

	1.2 Why Should you Learn Microsoft Excel?

	Every one of you uses numbers in your profession. Each of you has ongoing expenses you must cover from your monthly revenue. Understanding one's income and expenses is a prerequisite for making sensible investments. Microsoft Excel is a great tool for tracking, evaluating, and preserving numerical data.

	1.3 Opening Microsoft Excel

	Excel may be used in the same way as any other Windows program. Use Windows with a graphical user interface to do these tasks (Windows XP, Vista, 7, 8, 8.1, 10 or 11).

	
	● From the drop-down menu, choose Start.

	● Illustrations should be a part of every program.

	● Use Microsoft Excel as an example.

	● Select Microsoft Excel from the drop-down menu at this point.



	However, if it has been added to your Start menu, you may access it there. You may still access it using the desktop shortcut you created for it.

	Microsoft Excel and Windows will both be used in this book. Press the Start button and then adhere to the procedures listed below to launch Excel on Windows 10:

	
	● Press the Windows button on the monitor.

	● By navigating the alphabetical list of programs, you may discover Excel.



	[image: Graphical user interface  Description automatically generated]

	
	● You may launch Excel without using the Windows Start menu by simply typing the word into the Search text field next to the Windows button.

	● When you press Enter, the app will appear for you to launch.



	[image: A screenshot of a computer  Description automatically generated with medium confidence]

	1.4 Closing Microsoft Excel

	When you're done using Excel and want to shut it off, just follow these simple instructions:

	
	● Press the upper-right corner's Close button while holding down Alt and F4.



	[image: Graphical user interface, application, table, Excel  Description automatically generated]

	1.5 Saving the document

	You'll briefly go through the two ways you may use the Excel spreadsheet program to save the file.

	Save: The save method is utilized whenever a new document is created. The file name and location must be entered in this box.

	Save As: You may utilize the Save As feature as a tool to update a workbook that has previously been saved on your device. This command may duplicate a file, but to avoid overwriting the original, you must give the copied copy a new name and store it someplace else.

	1.6 Microsoft Excel uses

	The main benefit of Excel is that it can be used for various business operations, such as business intelligence, statistics, economics, data management, planning, reporting, product development, and invoicing.

	Some of the services it will provide you include the following:

	
	● Data storage & import

	● Automation of the Tasks

	● Number Crunching

	● Charts & Graphs

	● Templates/Dashboards

	● Text manipulation

	● & Much More



	1.7 Terminologies of Excel

	Workbook: 

	The workbook is a separate file, just like any other program. Each workbook has one or two worksheets. A workbook might have many worksheets or simply one worksheet. You may adjust the order in which worksheets appear in the workbook, add, or delete worksheets, conceal worksheets you don't want to remove, and more.

	[image: Graphical user interface, application, table, Excel  Description automatically generated]

	Worksheet: 

	The worksheet is divided into separate cells, each with the option to include text, a formula, or a number. This one has an inaccessible drawing layer and contains graphs, images, and diagrams. You may access all the worksheets in the workbook by clicking the tab at the bottom of the workbook window. Chart pages open by pushing a button and display a single chart that may also be included in a workbook.

	[image: Graphical user interface, application, Word  Description automatically generated]

	 

	Cell

	In a spreadsheet, a cell is where two columns and rows cross. Each cell in a spreadsheet is allowed to have any attribute that formula or virtual cell relation may access. You must insert the data into a cell if you want to utilize it in your worksheet. Now that a cell has been activated, it may be altered.

	[image: Graphical user interface, application, table, Excel  Description automatically generated]

	Rows and Columns

	The columns and rows determine your cells' layout. While the rows are spread horizontally, the columns are orientated vertically.

	[image: Graphical user interface, application, table, Excel  Description automatically generated]

	Rows Headings with Columns 

	Beyond the columns and rows are grey zones with numbers and letters that serve as the headers. The whole row or column is selected when you choose a heading. Additionally, the headers may change the rows' height or the columns' width.

	Workspace

	A workspace allows you to open many files simultaneously, much like worksheets in a workbook.

	Ribbon

	Above the worksheet is a row of control tabs called the Ribbon. Multiple possibilities are hidden beneath each Ribbon tab.

	Reference Cells

	A cell reference is a collection of standards that governs how a cell is classified. It is composed of both letters and numbers. For instance, B3 designates the cell in row 3, column B.

	[image: Graphical user interface, application, table, Excel  Description automatically generated]

	Range of Cells

	A cell range is a collection of cells that have been arranged in different ways. Use a colon (:) between references to cells (:). The array, sometimes known as a range, was calculable by Excel. 

	The formula A3:D3 instructs it to examine every cell in the box enclosed by columns A and D and rows 3 and 3, while C4:F9 instructs it to examine every cell in the box enclosed by columns C and F and rows 4 and 9. A range that crosses many pages in the same workbook is a 3-D reference.

	Merged Cell

	When two or more cells are combined, a single cell is created.

	Pivot Chart

	The user may interact with the data by seeing graphical representations of the data in the pivot table using this chart as a visual reference for pivot tables.

	Region of Pivot

	You may relocate a pivot table field to alter how a report looks on the worksheet's pivot region.

	Data Source

	The data source is the source of the data used to create the pivot table. It might originate from the worksheet or a different database.

	Values area

	Value regions are the pivot table cells with the most recent data. These are subcategories of fields in the pivot table. Items might be the United States of America, Italy, or other nations if you have a Country field.

	Template

	A Microsoft Excel workbook or worksheet that serves as a template is made to help users finish a certain activity. Calendars, operating maps, and stock research all make use of templates.

	Operator

	The symbols and signs known as operators are used to designate which computations should be conducted in an expression. Examples of non-mathematical operators are comparison, concatenation, text, and reference.

	Formula

	A "formula" is a collection of characters used to create value in a cell. Beginning with the equal symbol (=) is required. Using a formula, function, cell reference, or operator is an option. A formula is often referred to as an expression.

	Formula Bar

	The Formula Bar, which is situated between the workbook and the Ribbon, displays the contents of an active cell. The formula bar in Excel may display every component of the formula.

	Function

	Excel computations that have already been coded are known as functions. They are intended to simplify potentially difficult spreadsheet computations.

	Formatting Cells

	This changes a cell's or a component's visual representation in a spreadsheet. As you design the cells, their appearance changes; the value within the cells stays the same.

	Error Code

	Error Codes appear when Excel discovers a calculation error.

	Filtering

	Filters are guidelines that govern which worksheet rows should be shown. In these filters, information such as conditions or values may be employed.

	AutoFill

	The procedure of copying data to several cells is made simpler.

	AutoSum

	This tool totals the data on your sheet and displays the result in the cell of your choice.

	 

	AutoFormat

	It's a piece of software that formats cells according to predetermined standards. It may be anything as simple as a height disparity.

	Validation of Data

	This feature stops the spreadsheet from including unsuitable data. Data validation ensures that the information provided is correct and dependable.

	Table Pivot

	It is a data summarization often used to dynamically arrange, aggregate, and sum data. One table contains the data, and another displays the results.

	1.8 Microsoft Excel components

	When utilizing the window for the first time, it's important to know where everything is. Therefore, you'll review each essential element before using Microsoft Excel.
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