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�� Excel Basics

Introduction
This handout explains how to manage student data using Microsoft 
Excel 2007.  With Excel, one can easily keep track of student data such 
as grades, phone numbers and e-mail addresses.  Instructors can also 
use Excel to calculate class grades.

A sample Excel �le excel_management_1.xls, will be available in the 
workshop.

Excel Basics
This section will overview the basic layout of Excel 2007, and explain 
how to navigate a spreadsheet and edit and format cells.  The concepts 
can easily be applied to early versions of Excel; menu locations may 
differ but commands are the same.

View a New Workbook
In Excel, projects are called workbooks. Below is a picture of a blank 
workbook and descriptions of the more frequently used items.  

Start a new workbook by clicking the Of�ce Button and selecting New 

Workbook.

Right-Clicking on Macs

In this document the term �right-click� may 
frequently be used to bring up secondary 
menus.  To access this menu on a Mac, press 
the control key when you click.

Of�ce Button
Open, Start, and 
Save Workbooks.

Home Ribbon 
Adjust appearance 
and data type.

Sheet Selection Tabs
These allow you to switch between sheets in your workbook.  
You can name them or insert more by right-clicking in this area.

Function Button
Insert any of Excel�s 
preset functions into cells.

Formula Bar
This area allows you to 
clearly edit individual cells.

Columns and Rows

Clicking column (vertical) 
and row (horizontal) 
identi�ers will select the 
whole group.
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Navigate the Workbook and Spreadsheet
The previous screenshot is of one page or �sheet� within a workbook 
of multiple sheets.  You can use different sheets to organize course 
sections or terms.

Each spreadsheet is gridded into columns and rows.  Columns are 
denoted using letters, and rows are denoted by numbers.  Cells are  
referenced by their column and row.  For example, the cell in the upper 
left hand corner of the spreadsheet is called �A1,� for it is in column A 
and row 1. 

Selecting Cells
Edit individual cells by clicking on them.  

Select entire rows and columns by clicking on the number or 
letter heading of that allignment.  

To select a group of cells, click on the top left cell, hold down 
the mouse button, and drag the mouse over the area you wish to 
select. Note: the cursor will be a large plus sign.

Enter data into cells
To enter data into the spreadsheet, double click on the cell you want to 
edit.  Notice that your typing appears in both the cell and the cell editor 
at the top.  When you are �nished typing, press Enter.

For the workshop, the �le student_management_1.xls will be used.  All 
�les may be opened by clicking the Of�ce Button and selecting open... 

and then �nding the �le on your system.

Set up the data
To use a spreadsheet ef�ciently, it helps to organize the data so that 
it is easy to read.  When grading, columns are typically used for each 
assessment item, whereas rows are used for the individuals.  

The �rst row will be used for the column titles and the second row 
will show the highest possible score.  In the next section we will add 
formatting to the sheet to make it easier to use.

•

•

�

�Possible points� row  

� Excel Basics

Fill In a Group of Cells

When �lling in a group of cells, select 
the cells �rst then enter data.  When 
you �nish with each cell, hit return.  
The active cell will move down the 
�rst column then move to the next 
column and down again.

Individuals in rows

Items in columns




