Entering Data



First you need a workbook:

» Before you start entering data, you need to decide whether this is a
completely new project deserving a workbook of its own, or whether

the data you are going to enter relates to an existing workbook.

» Remember that you can always add a new worksheet to an existing
workbook, and you’ll find it much easier to work with related data if it’s

all stored in the same file.



If you need to create a new workbook from inside Excel:

1. Click on the Office
Workbook.
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2. Sheet 1 of a new workbook will be displayed on your screen, with
cell Al active.
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To open an existing workbook from inside Excel:

1. Click on the Office button, click Open, and then navigate to
the drive and folder containing the file you want to open.
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Numbers lie at the heart of Excel’s functionality. You should
generally avoid mixing text and numbers in a single cell, since
Excel will regard the cell contents as text. If you type any

spaces within a number, it will also be regarded as text.

2 X VAT @ 14% text and numbers mixed

3 v VAT @ 14% text and numbers in separate cells

If a number is too large to be displayed in the current cell, it will be
displayed as “#####”. The formatting section of this manual explains

how to widen a column.



Text consist mainly of alphabetic characters, but can also include
numbers, and characters .Text fields are not included in numeric
calculations.

If you want Excel to treat an apparent number as text, then you should
precede the number with a single quotation mark (‘). This can be useful
when entering for example a phone number that starts with O, since
leading zeros are not usually displayed for Excel numbers.

If a text field is too long to be displayed in the current cell, it will spill

over into the next cell if that cell is empty, otherwise it will be truncated

at the cell border.
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Formulas are the most powerful elements of an Excel spreadsheet.
Every formula starts with an “=" sign, and contains at least one logical or
mathematical operation (or special function), combined with numbers
and/or cell references. We’ll discuss formulas and functions in more

detail later in the manual.



I Data entry cell by cell

To enter either numbers or text:

1. Click on the cell where you want the data to be stored, so that the
cell becomes active.

2. Type the number or text.

3. Press [ENTER] to move to the next row, or [TAB] to move to the next
column. Until

4- you’ve pressed [ENTER] or [TAB], you can cancel the data entry by
pressing [ESC].

5- To enter a date, use a slash or hyphen between the day, month and
year, for example 14/02/2009. Use a colon between hours, minutes
and seconds, for example 13:45:20.



Deleting data:

You want to delete data that’s already been entered in a
worksheet? Simple!

1. Select the cell or cells containing data to be deleted.

2. Press the [DEL] key on your keyboard.

3. The cells remain in the same position as before, but their

contents are deleted.



Moving data :
You’'ve already entered some data, and want to move it to a different

area on the worksheet?

1. Select the cells you want to move (they will become highlighted).

2. Move the cursor to the border of the highlighted cells. When the
cursor changes from a white cross to a four-headed arrow (the move
pointer), hold down the left mouse button.

3. Drag the selected cells to a new area of the worksheet, then release
the mouse button.

4. You can also cut the selected data using the ribbon icon or [CTRL] +
[X], then click in the top left cell of the destination area and paste the
data with the ribbon icon or [CTRL] + [V].
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Copying data:
To copy existing cell contents to another area on the worksheet:

1. Select the cells you want to copy (they will become highlighted).

2. Move the cursor to the border of the highlighted cells while hold in
down the [CTRL] key. When the cursor changes from a white cross to
a hollow Ieft—poin:ging arrow (the copy pointer), hold down the left
mouse button.

3. Drag the selected cells to a second area of the worksheet, then
release the mouse button.

4. You can also copy the selected data using the ribbon icon or [CTRL] +
[C], then click in the top left cell of the destination area and paste the
data with the ribbon icon or [CTRL] + [V].

5. You can also copy the selected data by right click mouse, select copy
, and go to new cell also right click and select paste.
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Using Auto fill:

This is one of Excel’s niftiest features! It takes no effort at all to repeat a
data series (such as the days of the week, months of the year, or a
numbers series such as odd numbers) over a range of cells.

1. Enter the start of the series into a few adjacent cells (enough to

show the underlying pattern).

2. Select the cells that contain series data.

3. Move the cursor over the small square in the bottom right-hand
corner of the selection (the fill handle). Hold down the mouse button
and drag to a range of adjacent cells.

4. The target cells will be filled based on the pattern of the original

series cells.
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In this section, we will learn how to save an Excel 2007
Document in Compatibility Mode. Compatibility Mode will
allow you to create spreadsheets in Excel 2007, and if you
use another computer with an older version of Excel, this
feature will allow you to open the spreadsheet and make

changes!



After you have entered data on to your
spreadsheet, click on the Microsoft
Office Home Button.

Click ‘Save As’, then

Click on ‘Excel Workbook’. You will
see the ‘Save As’ dialogue box
open.

In the ‘Save As’ dialog box, the
‘My Documents’ folder should
automatically be selected.

If not, click on the drop down
menu, and select the appropriate
folder to save your file.

Click ‘Save’.

Open

H Save

m-i Save As

ﬁ; ODF..,

‘;__,;J Print
0

v

A

—/ Prepare

“ﬂ Send

Publish

(=< ]

Close

»

Save a copy of the document

Tty Excel Workbook
’] Save the file as an Excel Workbook.

y: Excel Macro-Enabled Workbook

314 Save the workbook in the XML-based and
macro-enabled file format.

h Excel Binary Workbook

swal Save the workbook in a binary file format
optimized for fast loading and saving,

X Excel 97-2003 Workbook
il | Save a copy of the workbook that is fully
compatible with Excel 97-2003.
I;I OpenDocument Spreadsheet
Save the workbook in the Open Document
Format.
B PDF or XPS
_;_; Publish a copy of the workbook as a PDF or
XPS file,
i~ Other Formats

a'l‘;,‘ Open the Save As dialog box to select from
all possible file types.

$] Excel Options | | X Exit Excel J




Microsoft Excel - Bookl

= (B - -9 H/ D,
- — iy
x o - @ s Azl e ililyy fa asiall byl £l | Byl Al | =
T edldli ' 1
Eﬁ wilaligox X @ )E -EEl g ﬁ E - ple el uBlaall &
- aii g == i
Com 8 Beii W1 2hal || B Gl e || (508 <[ - - 55 205 |
 Apa%iy Y A8t T e 2 = = - LA T Jgant T ey || [ > % 3 | esnoe
2y (A1EY blasl &l ad, a |
Al - e |
A B G D E E Fel 1] I 1 ¥ I A LN fo] P a 3 i
1 (=] il ki ]
: |P Search Documents | | + | - 4 Documents 4 Libraries 4 @|v®
4 @ v =f New folder * Organize
3
: -~ Dy t 4
6 « Folder :Amangeby Documents library DL £
7 locations 2 :Includes Music J’ N
= Pictures [ 4
2 i Type Date modified Name Videos [ 4
10 File folder  2/19/2012 7:56 AM 3D Home Architect Design Suite Deluxed
1 il folder  6/20/2013 1:17 PM AspenTech |, Computer & Select
12 Gile folder  10/27/2011 9:15 AM AspenTech | (:Local Disk (C & <
13 Sile folder 3/7/20137:15 PM EndNote . (:Local Disk (D - ¢ | | | h a rd to
14 “ile folder 6/2/2013 9:25 PM MATLAB . (:Local Disk (E — <
~Cilefolder  10/5/2011 439 AM My Downloaded Video || save file
Name Of d L A 52 Metwork €l 4
. Bookl] - | scdlall pal
f| Ie | Excel Workbook M ETEITR
20 Add a tag :Tags abdulbasit :Authors
21
22 b sl gl it [T
23 - .
24 ooy | [ me ] v oo lsdnall sla] (&
25
26

EN

s %

I

e
10:23 PM
7/7/2010

)




