
Basic Excel 
Entering and Working With Data 

 



INTRODUCTION 

• Welcome to Richland Two’s Basic Excel class.  Today we will cover the components 
of a spreadsheet, write formulas, and use some basic functions. 
 

• History – The word "spreadsheet" came from paper that covered two facing pages, 
extending across the center fold. This layout was used in ledgers (book for keeping 
accounting records ).  Ledger pages identified expenditures in columns across the 
top, customers accounts were listed down the left margin, and the amount of each 
payment in the cell where its row and column intersect. 
 

• Today – Spreadsheets were originally developed for accounting and mathematical 
functions, but have become much more powerful today.  Even though they have 
changed over time, the foundation has remained the same; each spreadsheet is 
built using rows and columns.  The intersection of a row and a column creates a 
unique cell.  The cells are what contain the data or formulas we use. 
 



COMPONENTS 

• Activity 1 
 
• Find the Basic.xlsx file and double-click on it to open Excel. 

 
 
 
 
 

• At the top of the screen you will see the Ribbon. 
 



COMPONENTS 

• The Ribbon contains several Tabs (File, Home, Insert, Page Layout, …) 
 
 
 
 
 
 
 
 
 
 

• Each Tab has a group of commands and options.  This is the Font group on the 
Home Tab. 
 
 



COMPONENTS 

• Below to Tabs is the Name Box and Formula Box.  The Name Box displays the 
name of the cell that is active.  The Formula Box displays the contents of the 
cell that is active. 
 
 



COMPONENTS 

• Each worksheet is composed of columns (named by letters, across the top) 
and rows (numbered, down the left side)  The intersection of a column and a 
row is a cell. 
 
 



COMPONENTS 

• The worksheets are identified by their names on the worksheets tabs found at 
the bottom of the screen. 
 
 



DATA ENTRY 

• Data can be entered either directly into a cell by double-clicking on the cell, or by 
typing into the formula bar for the selected cell.  You move form cell to another by 
using the Tab key, Enter key, or mouse clicks. 

 
• Activity 2 

 
• The Activity 2 worksheet is currently blank. We will be using this worksheet for 

learning basic data entry and formatting. 
 

• Click on cell A1 type First Name in the formula bar.  Next, double-click on cell 
B1 and type Last Name in the cell.  Then go to cell C1 and use either entry 
method to type in School. 
 

• Go to cell A2 and enter the first name of one of your classmates.  Go to cell B2 
and enter the last name of that classmate.  Continue entering the first and last 
names of classmates in columns A and B. 
 



FORMATTING CELLS 

• Cell formatting can be used to organize your data and make it visually simplified.  
The formatting can be modified one cell at a time or to multiple cells.  Much of the 
formatting can be done using the Font and Alignment Groups on the Home Tab. 
 

• Activity 3 
 
• The Activity 3 worksheet contains a list of student names. 

 
• Select cell A1.  Find the Font Group on the Home Tab of the Ribbon.  Change 

the font of First Name to bold text.  Experiment with other formatting option 
(italics, underline, font, font size, font color, etc.) 
 

• Use the Alignment Group on the Home Tab to change the alignment of the 
text with a cell or group of cells. Use the cell outline control to format the 
outline of a cell or group of cells. 
 
 



FORMATTING CELLS 

• To format the contents of a cell, right click on the cell and select Format Cells 
or click on the small arrow in the lower right corner of the Alignment group. 
 
 



FORMATTING CELLS 

• Click on the tabs 
across the top to 
select the kind of 
formatting you 
need. 
 

• Choose from 
Number, 
Alignment, Font, 
Border, Fill, and 
Protection. 



FORMATTING COLUMNS AND CELLS 

• Column and row formatting can also be used to organize your data and make it 
visually simplified. 
 

• Activity 4 
 
• The Activity 4 worksheet contains a list of student names, their date of birth, 

and homeroom. The second column is not wide enough to display the 
numbers contained in the cells.  
 



FORMATTING COLUMNS AND CELLS 

• Column width (or row height) can be adjusted several ways.  Practice using 
each method below. 
 
• Align the cursor with the right edge of the column head then click and 

drag. 
 
 
 
 
 

• Align the cursor with the right edge of the column head then double-click.  
The column will automatically adjust to widest value in the column. 
 

• Right-click in the column head and select Column Width.  You will see a 
dialog box displaying the current column width.  Enter a new value and 
click OK. 
 



WORKING WITH WORKSHEETS 

• Each Excel workbook is made of one or more worksheets.  We have already seen 
how to select a worksheet.  Now we need to learn to add, delete, and rename 
worksheets. 
 

• Activity 5 
 
• Locate the Insert Worksheet at the end of the worksheet tabs.  Click on this 

tab to add a new worksheet.  You can also add a new worksheet by right-
clicking on any existing worksheet tab and selecting Insert. 
 
 



WORKING WITH WORKSHEETS 

• Double-click on the tab of the new worksheet.  Rename this worksheet ACT 5. 
 

• Right-click on the ACT 5 worksheet tab.  Select a new tab color. 
 

• Click and hold on ACT 5 worksheet tab.  Drag it to a new position after the ACT 
4 worksheet. 
 

• Right-click on EXTRA worksheet tab.  Delete this worksheet. 
 

 



WORKING WITH WORKSHEETS 

• Worksheets can be hidden. 
 

• Activity 6 
 
• Right-click on a worksheet tab. 

 
• Select Unhide and then select the ACT6 worksheet. 

 
 

 



WORKING WITH DATA 

• Now that you have your data into a spreadsheet, you need to be able to use some 
basic Excel tools to manage or manipulate your data.  Sorting, filtering, and 
combining text fields can save time.  Many of these tools are found in the Data Tab 
of the Ribbon. 



WORKING WITH DATA 

• You have a list of students.  The list has the students’ names, address, and 
homeroom teacher.  You need the list sorted by homeroom teacher and last name. 
 

• Activity 7 
 
• Open the ACTIVITY 7 worksheet. 

 
• Make sure cell A1 is the active cell.  Select the Data Tab on the Ribbon and 

then click on the Sort button.  A dialog box will open. 
 
 



WORKING WITH DATA 

• Since your data has a name, or header for each column, be sure the My data 
has headers box is checked. 
 

• In the sort by box, use the drop down to select Homeroom. 
 

• Since you also want the students in alphabetical order with each classroom, 
click on the Add Level button.  Use the drop down to select LAST NAME.  Click 
OK. 
 
 
 
 
 
 
 

• Your list is now in order by homeroom and student. 
 



WORKING WITH DATA 

• You have a list of students.  The list has the students’ names, address, and 
homeroom teacher. You don’t need to see all of the students.  You just want to see 
Mr.Polk’s homeroom class. 
 

• Activity 8 
 
• Open the ACTIVITY 8 worksheet. 

 
• Make sure cell A1 is the active cell.  Select the Data Tab on the Ribbon and 

then click on the Filter button.   



WORKING WITH DATA 

• You will now see a small grey box with a black arrow on the right side of each 
column header. Click on the arrow by the TEACHER column.  A dialog box will open. 

• The filter has not been set, so it is 
showing all values and the box in 
front of each teacher’s name is 
checked. 
 

• Clear all of the boxes at once by 
clicking on the box in front of Select 
All.  

 



WORKING WITH DATA 

• Now that all of the boxes are unchecked, check just the box in front of Biden.  Click 
OK. Your list is now filtered to show just Mr. Biden’s homeroom. 

• You can filter on more than one 
column at a time. 

 
• You can also use various text filtering 

options, including Equals, Does Not 
Equal, Begins With, Ends With, 
Contains, and Does Not Contain. 
 

• Click on the Filter button in the 
Ribbon a second time to remove all 
filters. 


