Excel 2010 – Basics
1. Customizing the Quick Access Toolbar
a. Right click on the Quick Access Toolbar and choose “Customize Quick Access Toolbar” OR Click on FILE-Options-Quick Access Toolbar
b. In the box on the left are the commands available to add to the toolbar.  The default view is Popular Commands, but you can change that to All Commands to see every command available to add to the Toolbar.
c. In the box on the right are the current commands on the Toolbar.
d. Select the command from the left box and click on the Add button between the boxes to add it to the right box.
e. Use the up and down arrows on the right box to order the commands to your liking
f. NOTE:  Below the left side box you can check the box marked “Show Quick Access Toolbar below the Ribbon” to make the toolbar more visible and accessible.
2. Customizing the Ribbon
a. Right click in a blank area of the Ribbon and choose “Customize Ribbon” OR Click on FILE-Options-Customize Ribbon.
b. In the box on the left are the commands available to add to the Ribbon.  The default view is Popular Commands, but you can change that to All Commands to see every command available to add to the Ribbon.
i. To add, change or delete icons on current tabs:
1. In the right box choose the Tab you wish to alter
2. Choose the Group you wish to alter
3. Click on the icon you wish to move or delete, then press the Remove button to delete
4. If you want to add an command to a group, select the command from the left box and click on the Add in the center to add the command, use the up and down arrows to order the icons
ii. To add a new tab:
1. In the right box click on New Tab
2. Select the new tab and click on the Rename button to name the tab
3. Select the new group below the New Tab and click on the Rename button to name the group
4. With the group selected, choose commands from the left box to add to the group
5. NOTE:  You can use just one group or add additional groups to divide the tasks into logical groups EX: Group: INSERT – Insert Row, Insert Column, Insert Worksheet: Group: PRINT-Print Preview, Quick Print, Margins, Page Setup
3. [image: ]Adding  Worksheets
a. Click on Add Worksheet button to add a worksheet at the end
b. Right click on a Worksheet Tab to add a worksheet to the left of the one you selected
c. Click on HOME-Insert-Insert Worksheet to add a worksheet to the left on the one currently active
4. Move or Copy a Worksheet
a. Right click the tab of the worksheet you want to move and choose move or copy
b. Moving a worksheet
i. Insure the TO Book is the current workbook
ii. In the Before Sheet box the worksheet you are moving  will be moved before the one you select here
c. Copying a worksheet
i. In the TO Book box select the workbook that will contain the copy of the worksheet you have selected
ii. Click on the Create a Copy box, then click OK and Excel will open the selected TO workbook and insert a copy of the worksheet you selected into that workbook.
iii. NOTE:  If you have the target workbook open, the Move or Copy dialog box will show the worksheets and allow you to select where you want the copied worksheet to be placed.
5. Making Worksheets unique
a. Naming: 
i. Double click on a worksheet tab and type in the name
ii. Right click on a worksheet tab, then click on rename, then type in the name
b. Color coding:
i. Right click on tab and choose Tab Color from sub menu
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6. Formatting Columns, Rows or Cells
a. Right click on the Column, Row or Cell you wish to format
b. Choose Format Cells from sub menu
c. The dialog box has six tabs for the different types of formatting you can accomplish (Number, Alignment, Font, Border, Fill, Protection)
7. Entering Data for a series
a. Type beginning number or text  NOTE: If numbers put a single quote in front of number so Excel will treat as text
b. Click and hold the left mouse button on the bold + in the lower right corner of the cell and drag across or down, Excel will increment one at a time
8. Splitting Data from one column to several columns
a. First insert blank columns to the right of the column that you want to split.  If you do not insert blank columns for the data split, Excel will overwrite whatever is in the columns to the right with your split data.
b. Highlight the column and rows of data you want to split
c. Click on DATA-Text to Columns, a dialog box will appear
d. Delimited – uneven line of data
i. Click on Next and choose the delimiter character (try several options or type in your delimiter)
ii. Click on Next, Excel will show you how it will split the data given your criteria, you may also change the data type of the columns in this screen
iii. Click on Finish and data will be split into columns and entered in the blank columns
e. Fixed Width- all data has the same length of characters
i. Click on Next, Excel will put lines between the data to show how it will be put into columns
ii. Double click on a line that you do not want
iii. Click and drag a line to move it to where you want the split
iv. Click once to add a line where you want a split
9. Filtering and Sorting Data
a. Sorting Data
i. Be sure you click on entire worksheet (blank blue box in left top corner) before sorting 
ii. Click on HOME-Sort & Filter – you can now custom sort to unlimited tiers 
iii. Make sure you click on “My data has headers” if you have a header row or header will be sorted also
b. Filtering Data
i. Choose HOME-Sort & Filter, Excel will place a down arrow box in the right corner of each column with data 
ii. Choose column to filter and selection
iii. Be sure to change filter back to ALL to see all of selection (clue that you are in filter mode – row numbers will be in blue and not sequential  ALSO, Filter arrow will be blue to show which column you used as a filter.)
iv. You can copy a filter selection and paste it into another sheet or into a Word document (it will paste as a table in WORD)
v. If you right click the sheet and choose move or copy you will get the entire worksheet, not just the filtered selection.
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