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Excel is a powerful spreadsheet software developed by Microsoft that allows users to organize,

analyze, and manipulate data through the use of cells, formulas, and charts. It is widely used in

various industries for its ability to perform complex calculations, create visual representations of

data, and streamline data management tasks. With its user-friendly interface and extensive

features, Excel has become an essential tool for data analysis, financial planning, and project

management. It also offers the ability to collaborate and share data with others, making it a

versatile and efficient solution for a wide range of data-related tasks. Overall, Excel provides users

with a comprehensive overview of their data, allowing them to make informed decisions and

efficiently manage their information.

Excel Overview

Overview

This chapter is about giving you an overview of Excel. Excel's structure is made of two pieces, the

Ribbon and the Sheet.

Have a look at the picture below. The Ribbon is marked with a red rectangle and the

Sheet is marked with a yellow rectangle:

First, let's start with explaining the Ribbon.
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The Ribbon explained

The Ribbon provides shortcuts to Excel commands. A command is an action that allows you to

make something happen. This can for example be to: insert a table, change the font size, or to

change the color of a cell.

The Ribbon may look crowded and hard to understand at first. Don't be scared, It will become

easier to navigate and use as you learn more. Most of the time we tend to use the same

functionalities over again.

The Ribbon is made up by the App launcher, Tabs, Groups and Commands. In this section we

will explain the different parts of the

Ribbon.

App launcher

The App launcher icon has nine dots and is called the Office 365 navigation bar. It allows you to

access the different parts of the Office 365 suite, such as Word, PowerPoint and Outlook. App

launcher can be used to switch seamlessly between the Office 365 applications.

Tabs

The tab is a menu with sub divisions sorted into groups. The tabs allow users to quickly navigate

between options of menus which display different groups of functionality.

Groups

The groups are sets of related commands. The groups are separated by the thin vertical line break.

Commands

The commands are the buttons that you use to do actions.
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Now, let's have a look at the Sheet. Soon you will be able to understand the relationship between

the

Ribbon and the Sheet, and you can make things happen.

The Sheet explained

The Sheet is a set of rows and columns. It forms the same pattern as we have in math exercise

books, the rectangle boxes formed by the pattern are called cells.

Values can be typed to cells.

Values can be both numbers and letters:

Copy Values

Each cell has its unique reference, which is its coordinates, this is where the columns and rows

intersect.

Let's break this up and explain by an example

Have a look at the picture below. Hello world was typed in cell C4. The reference can be found by

clicking on the relevant cell and seeing the reference in the

Name Box to the left, which tells you that the cell's reference is C4.
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Another way to find the reference is to first find the column, in this case C, then map that towards

the row, in this case 4, which gives us the reference of C4.

Note: The reference of the cell is its coordinates. For example, C4 has the coordinates of column C

and row 4. You find the cell in the intersection of the two. The letter is always the column and the

number is always the row.

Multiple Sheets

You start with one Sheet by default when you create a new workbook. You can have many sheets

in a workbook. New sheets can be added and removed. Sheets can be named to making it easier

to work with data sets.

Are you up for the challenge? Let's create two new sheets and give them useful names.

First, click the plus icon, shown in the picture below, create two new sheets:ARABPSYCHOLOGY.C
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Tip: You can use the hotkey Shift + F11 to create new sheets. Try it!

Second, right click with your mouse on the relevant sheet and click rename:
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Third, enter useful names for the three sheets:

In this example we used the names Data Visualization, Data Structure and Raw Data. This is a

typical structure when you are working with data.

Good job! You have now created your first workbook with three named sheets!

Chapter Summary

The workbook has two main components: the Ribbon and the

Sheet.

The Ribbon is used to navigate and access commands.

The Sheet is made up of columns and rows, which make cells.

Each cell has its unique reference. You can add new sheets to your workbook and name them.

In the next chapters you will learn more about the sheet, formulas, ranges and functions.
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