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INTRODUCTION

Excel is a spreadsheet software program developed by Microsoft.
It allows users to create, organize, and analyse data using rows
and columns in a grid format.

It is used for tasks like data organization, analysis, calculation,
and visualization.

It's versatile and widely applicable in fields ranging from
business and finance to education and personal life.




S IMPORTANCE OF P
S EXCEL IN OUR DAILY /i
LIFE

Budgeting and Financial Tracking:

« Creating and managing personal budgets, track income and
expenses, Calculating and visualizing savings, etc.

Timetables, schedules & plans

Wi Excel Online v OneDrive » Documents Book 15

e Course schedule, fithess

plans, meal plans Al v e (o el ¢ |elw il i Lkt m
| FITNESSPLAN  suwfpa & f

Home inventory

Event planning S | [ wie——— ——

* Managing guestlists, expenses = =
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S\ EXCEL IN OUR DAILY /i
LIFE

Small businesses & freelance work

« Managing finances, invoices, and expenses for small businesses.
* Inventory management and order tracking.

Personal goal setting

Travel Planning T T

T Mode  Dep Arrive
- Cape Town Alplane  ~ 11:20
- "
{My Name}'s 2023 Plan for Health, Wealth, & Happiness - 1810
. Then, § will newiear monthly
In 2023 § will.. Finst; § need to... Jin Feb Ma Apr May dn Ui Aug Sep Ot Nov
Wealth: Livelihood & Lifestyle
oe Towr
Caroev, fashion, home, influence, money, possessions, resources, by
stylo otc.
Contribute $6,000 to my IRA -:Mr's $500/mo - where is this coming from? _
Start a blog what is goal of my tog (Portfolo?)
Get paid $xx/yr more plan for asking for & raise
Attend a conference make a ist of interesting conferances
Decide when buying a house makes sense ook at finances, start 3 sproadisheet
Try a capsule wardrobe for 1-2 months “ge
> dge

Health: Body, Wellness, & Spirituality

Fitness, food, mental health, relaxation, self-care, sensuality, sow,
spintualty efc.

ne Lodg Mhendoro Ga
Run a nat marathon | R T | - . B
NA a AN Aove Af Vana rhallanna anain nirk 8 maeth: Sortamber?
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Resume Building

Project Planning

Science Experiments

Excel Hourly Timeline Chart

L Task Plan Plan | oo 2016 | 2017
Description Start End JFMAMJJASONDJFMAMI JASOND

Phase 1 Title

0%00am  TaskiDescripion  TextHere  Text Here B .I“..

tn0am  TAKZMPENSE  roivere  TextHere P

1100am  Taskd Text Here Text Here R

1200pm  Phase 1MdestoneA  Text Mere Tex Here X

0M1:00pm  Task4 Text Here Text Here (e} lll..l

0200pm  Task$ TextHere  Text Here G

0X00pen  Phase 1MiestoneB  Text Here Text Here X
Phase 1 Title

M00pm  Task?d Text Here Text Here llll

0500 pm  Task2 TextHere  Text Here B

0600pm  Task3 Text Here Text Here b [

0700 pm  Task4 Text Here Text Here P -l.

08D0Opm  Tasks TextHere  Text Here G

0200pm  Taské TextHere  Text Here G

EXCEL IN OUR DAILY

LIFE

Johnatan
Wright

Dedicated section

If MS Excel is central to the
role, consider adding a
dedicated section

IMPORTANCE OF P

Z
1

/

Moy,

Business Data Analyst

813 namedtagm fy NStagran

EXPERIENCE

Skills section

hoetage

Besides Excel, also list specific skills that
may be part of the job ad, such as Pivot
Tables, VBA, Data Analysis Pack, etc

ng Azure ML
g @ minimum

Junior Data Analyst

Raleigh-Durham, NC
He pl, ful ¢ 0 ¢ ¢ W
w untries wor 3 ty npanie:
. t J Mo quity an J & portfo C
. y t 4 multiple bu ¥
z A R 5
NC
Experience o
Mention that a particular task was
implemented “using Excel”
~J13

tham, NC

regular parcel service with
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BASIC INTERFACE OF
THE EXCEL INTERFACE

Excel Maria Luisa de la Puerta Fernandez @ & 7 - [a] x
Good morning
-
~ New
H |i Yo : Pa—— —_————
ome L - s 'Trrer pm—
- T e - -
ake a tour wotTable — =¥ = O EI AT Es e w3
¥ Bz
I__LI EBlank workbook Welcome to Excel Formula tutorial PivotTable tutorlal Gantt project planner Simple Gantt chart Weekly schedule planner
Maore templates —3
£ Search

-

Recent  Pinned Shared with Me

Open

Mame

E'L" Data Lacuna Drop down Deon Latest

Deskop = Am Dra Consulting = Om plting = Clients = farmdtrade = EIT » Lacuna
nlt; Data Lacuna Drop down Deon Latest
Dow is
n}; SMARTsilage about your first cut
—
0: th:«NCMI.], HE?O.RFING year 2 ) N - - ) Tus at
desktop = Am Dro Consulting g » Clients » ruforum = GLs sar
Account
o 4 -
Feedback L 4 Mesktop = Am Dva Consulting = Oméeva Consulting = Clignts = ruforum = GLs samiples
ml  Bookl
Options i
. 5'“. Deskiop = Ash Omeva
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Account

Feedback

Options

10°C
Mostly cloudy

BASIC INTERFACE OF
THE EXCEL INTERFACE

New

Take a tour

I -

Welcome to Excel

Get started with
Formulas

Formula tutorial

Q ;\)

e
oL,

Weekly schedule planner

Milestone and task project...

Milestone infographic tim...

Any year calendar (single..

- Timesheet
== O Search

JA B O

Excel

Make your first :
PivotTable - * ;

PivotTable tutorial

Gantt project planner

E Company Name

Inventory list with highlig...

January = o= =
" - b3l

- aggggenesangusaEs =
= M— =
| S— =

Employee absence schedule Sales invoice tracker

DPENSE REPORT
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)
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9
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Simple Gantt chart

Invoice (worksheet)

Project tracker ==
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|
|

Project tracker

Maria Luisa de la Puerta Fernandez ° ﬁa
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_ Basic Excel Functions
W 1 SUM Function: itz
Adds up all the numbers in a

range.
Example: =SUM(A1:A10)

2. AVERAGE Function:
Calculates the average of a range of

numbers.
Example: =AVERAGE(B1:B20)

3. MAX Function:
Returns the largest number in a set of values.
Example: =MAX(C1:C15)

',

4. MIN Function:
Returns the smallest number in a set of values.
Example: =MIN(D1:D12)



EXERCISE

You have worked for a company
organising an event during the
weekend.

You are going to charge as a
freelancer using your personal
detalls.

You are going to add other
expenses to the invoice in a
second sheet
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Home 7 . a . .
Basic business invoice
Blank work
Provided by:  Microsoft Corporation
LOGO company Name Send o peofessional invoice using this template. Add your
GOES company and bill to information and the template does
Search for online t¢ HERE Addross, Chy, 5T, ZIP code the rest. Formatting calculates taxes, totals, and more,
- S A This is an accessible template.
Suggested searches:
INVOICE # 100
Oute: Enter invoice date Download sue: 1MKe
BILL TO FOR
Narre | Company Product descoption
Take a tour Address. Oty. ST, 2P Code :
Phone
ITEM DESCRIPTION AMOUNT
Welcome to
I — T
4
Sutotsl $0.00
DT TR
- AdStonal conts
Account T r—————rr—
- -
sedback
Feedback Weekly schedule planner Milestone infographic tim... Inventory list with highlig... Basic business invoice Invoice (worksheet)
i) = e =
e o e — — 3 = Project tracker ==

T e e January

'Qlao;ftlyuouay == D Search w‘ | 5 0 -_- e 0 ‘ G _¢ g G g S E(sz FED omvgggo



EXERCISE

We are going to do a personal
budget based for a student

We are going to do a personal
project budget: an event,
exhibition, demonstration day
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Step 1:In the Formulas tab, click the “math &
trig” option, as shown in the following image

" & S = : 5P L3 Define Name -
ﬁ: > = B gj‘&] ﬁ @ é T

Insert AutoSum Recently Financial Logical Text Date & Lookup & @ Mat More Mame
Function - Used ~ - - - Time = Reference B Tridsy Functions ~ | Manager B Create from Selection
Function Library Defined Mames
C2 - Jx . =SUM[AZ:A3,AS:A6,500 Math & Trig |
A B | C D E Browse and select from a list of |
1 M ———————— math and trigonometry functions.
_2_ 12.5 535.4 a Press F1 for more help.
ng 8.2 '
o 100
= 5.6
6 9.1
7
8 135.4
e

al
=
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Step 2: From the drop-down menu that opens,
select the SUM option.

) é"% A=) Define Name -
|'., - . mula

o =

i : i
Insert AutoSum Recently Financial Lnglcal Text Date & Lookup & @ Mat More Mame
Function - Used ~ - - - Time = Reference B Tridsy Functions ~ | Manager B Create from Selection
Function Library Defined Mames
c2 i S . =SUM[AZ:A3,AS:A6,500 Math & Trig |
A B | C D E Browse and select from a list of |
1 M ———————— math and trigonometry functions.
_2_ 12.5 lﬁ a Press F1 for more help.
ng 8.2 '
o 100
= 5.6
6 9.1
7
8 135.4
e

al
=
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. SUM FUNCTION

Step 3: In the “function arguments” dialog box,
enter the arguments of the SUM function. Click
“Ok” to obtain the output.

Autod Function Arguments % | w Mwﬁ
4 N |
5UM
4
SUM B = {12.50}
A 53 E’
Value
123
8,
104 = 12.5

5 Adds all the numbers in a range of cells.

Q| Mumberl: numberl,number?,... are 1 to 255 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments.

W oo~ W s e

Formula result = 547.9

QK || Cancel |

Help on this funchon
2ip s uncoon

=
L W
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Step 1:Start writing =AVERAGE( in the cell
where you want the result to appear.

MEDIAN ¥ X « J | =aver
A B C D E F
1 |Department |(Type of vehicle 2018
2 |Transportation [Pick Up Trucks 93
3 |Transportation [Heavy Duty 248
4 |Transportation [Transit Bus 379
5 |Transportation [SUV 53
6 |Transportation [Van 32
7 |Transportation [Medium Duty 98
8 Transportation |Off Road Vehicle Equipment |276
8 |Transportation ([CUV 5
[0 |Transportation |Sedan 137 leec
12 ) F&turns the average
13 N\ (F) AVERAGEA 2

4 | ) AVERAGEISs®*|
& | ) AVERAGEIFS

[
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Step 2: Select the data you want to add. In this

case, the selected cell numbers are from C2 to
Co.

MEDIAN ¥ X K =aver
A B C D E F
1 |Department |[Type of vehicle 2018
2 |Transportation [Pick Up Trucks 93
3 |Transportation [Heavy Duty 248
4 |Transportation |Transit Bus 379
5 |Transportation [SUV 53
6 Transportation |Van 32
7 |Transportation |Medium Duty 98
8 Transportation |Off Road Vehicle Equipment |276
8 |Transportation ([CUV 5
[0 |Transportation |Sedan |37, !
11 mvlkv=aver | ;
|2 & F§turns the average
13 () AVERAGEA
14 Jx) AVERAGE|Be

| (o) AVERAGEIFS

I5

o~
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. AVERAGE
) FUNCTION it

Step 3: Close the parentheses and press Enter
to see the result in cell C10

C11 * Jx =AVERAGE(C2:C10)
| A | B C

1 Department |Type of vehicle 2018

2 |Transportation |Pick Up Trucks 93

3 fTransportation Heavy Duty 248

4 fTransportation Transit Bus 379

5 _?Transportation SUV 33

6 |Transportation |Van 32

7 _:Transportation Medium Duty 98

8 |Transportation |Off Road Vehicle Equipment |276

g fTransportation CUV 5

105Transportation Sedan il

" N

gt LY



) {
2. EXERCISE 7
- AN 17
\:\\\’.‘ \Y H li/’i/f"

Try out the functions MIN and MAX on your
own

"Practice makes perfect, and the best practice
Is to understand and love what you do." -
Wayne Dyer
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Step 1: First, enter the different type of income
and expenses in column A

2 Expenses

9 |Mortgage or rent
10 |Car

11 |Phone

12 |Health Insurance
13 |Food

14 |Total

15
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Step 2: Enter the word Jan into cell B2. Next,
select cell B2, click the lower right corner of the
cell and drag it across to cell M2. Excel
automatically adds the other months.

B2 e Jan

B C D E F G H | ] K L M Nl O

A
: Budget
2 | |.Ian | !

T

3 |Income Dec
4 |Salary
5 |Dividends
6 |Total
7
8 |[Expenses
9 |Mortgage orrent
10 |Car
11 |Phone
12 |Health Insurance
13 Food

14 (Total
15
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Step 3: Enter SUM data

Step 4. Enter the SUM function into cell B6. To
achieve this, select cell Bo, type an equal sign
(=), enter SUMY(, select the range B4:B5, close
with a")" and press Enter.

BG - f =SUM{B4:B5)
A B C D E F G H 1 J K L M N O
1 Budget
2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
3 Income
4 |Salary 2000 2000 2000 2000 2000 2000 2500 2500
5 |Dividends 100 100 100 100 100 100 100 100
] ITOtaI ELGD.I
7
2 Expenses
9 |Mortgage orrent 1200 1200 1200 1200 1200 1200 1200 1200
10 |Car 200 200 200 200 200 400 400 400
11 |Phone 30 350 50 50 30 30 50 50
12 |Health Insurance 100 100 100 100 100 100 100 100
13 |Food 300 300 300 300 550 600 OO 60O

14 |Total
15
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Step 5: Select cell Bo, click the lower right
corner of the cell and drag it across to cell M6.
Excel copies the function and border to the
other cells.

BB Je =SUM(B4:B5)
A B C D E F [€] H ] K L M N 0
: Budget
2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
3 |Income
4 |Salary 2000 2000 2000 2000 2000 2000 2500 2500
5 |Dividends 100 100 100 100 100) 100 100 100
i |T0‘ta| 210021002100 2100 2100 2100 2600 2600 0 o o D_.I_
7 -
8 |[Expenses
9 |Mortgage orrent 1200 1200|1200 1200 1200 1200 1200 1200
10 |Car 2000 200 200 200 2000 400 A00 400
11 (Phone 50 50 50 50 50 50 50 50
12 |Health Insurance 100 100 100 100 100 100 100 100
13 |Food 300 300 300 3000 550 600 600 600
14 |Total

15
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Step 6: Enter the SUM function into cell O4.

Remember, select cell 04, type =SUM(, select
the range B4:M4, close with a")" and press

Enter.
Step 7: Drag cell 04 down to cell O6.

=) =] L Lt E r a (] 1 J [, L Il ™ (=
. Budget
2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Year
3 |Income
4 |SE||E|r"g' 2000 2000 2000 2000 2000 2000 2500|2500 17000
5 |Dividends 100 100 1004 100 100 100 1004 100
6 |Total 2100 2100 2100 2100 2100 2100 2600 2600 0 0 a 0
T
8 |[EXpenses
9 [Mortgage orrent 12001200 1200 1200 1200 1200 1200 1200
10 |Car 200 200 2004 200 200 400 4005 400
11 [Phone 50 50 50 50 50 50 50 50

12 |Health Insurance 100 100 100 100 100 100 100 100

e

o
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Step 8: Repeat steps 4 to 7 for the expenses.

Step 9: Add a Short/Extra row.

B C D E F G H 1 J K L M (N O

Budget

1

2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Year
3 |Income

4 |Salary 2000 2000 2000 2000 2000 2000 2500 2500 17000
5 |Dividends 1000 100 100 100 100 100 100 100 800
6 Total 21002100 2100 2100 2100 2100 2600 2600 0 o 0 o 17800
7

g |[EXpenses

9 |Mortgage orrent 1200 1200 1200 1200 1200 1200 1200 1200 9600
10 | Car 200 200 200 200 200 400 400 400 2200
11 |Phone s s 50 50 50 50 30 50 400
12 |Health Insurance 1000 100 100 100 100 100 100 100 800
13 |Food 3000 300 300 300 550 600 600 600 3550
14 (Total 1850 1850 1850 1850 2100 2350 2350 2350 0 0 0 0 16550
15

—
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INVOICING IN EXCEL
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Efficiently create professional invoices with
item details, totals, and automated numbering
for streamlined business transactions and
record-keeping
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INVOICING IN EXCEL

Step 2: Remove Step 1. Openm T

Gridlines a New Blank

Tools Data

Open...
v TEME  Open URL...

WorkbOOk :ﬂtT Open Recent

Time
.\ Busir
Workbook3
- = - =) - Persc¢
:ﬂ—.aHH X @0 & 0 RS TR Ad SR RIETI()
| Home Layout Tables Charts SmartArt Formulas Data Review Busir
Page Setup LR Gra
[Py — g i = ald P xcel Workbook
- v | ridlines *—— . it ~
I L b el (2 \ Bl »&@ O Share
nation  Size  Margins Breaks Background "::ggr& Normal Page Layout 'Y Show the lines between rews and columns g Head
Al | € fx

A | B C D E F G H 1 J K L
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Step 3: Create an

Invoice Header

® |71 Workbooki
o =1 LY eI = 7 el =
PEHOH®= %O & - 2.*%-:;*'\‘62*[@]_& 100% = | (@
# Home Layout Tables Charts SmartArt Formulas Data Review
Edit Font Alignmant Numiber
[ & Fill = Arial (Headings] |~ |14 || Aas| A abc* 'v Wrap Text * General -
Paste ,__/ Clear * i‘ I Q = Font Size L . E E [ Merge |~ I_Eél - ‘!J'h b ¢Dg 1}03 [[
BS . fx| [Your Company Name]
A | B | a2 5] | E F G H I

" N

o
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INVOICING IN EXCEL

ﬁ“\

Step 4: Add Invoice Payment Due Date
& Invoice Number

[Your Company Name]




\\

\INTRODUCTION TO / 4.,
INVOICING IN EXCEL

Step 5:Enter the Client’s Contact
Information

[Your Company Name]

To: [Mame)
[Client Name]

[Phc:llnuj

l/f/;"



L

LU
g

N
e

\\n i ,'

INVOICING IN EXCEL

\\INTRODUCTION TO /7

Step 6: Create an Itemized List of
Services and Products

® - 1 Workbook1

- o 1 - -] \ . M v = A —_—— | &
PEOA® X0 & ©-&- T2 (@ E &y oxs @

A Home Layout Tables Charts SmartArt Formulas Data Review

Tasle Cptions Tadle Styles

-Hie bipreini o T == EES== Cooo- EZEees oo .. foooo [ el [ e
Last Column e O e SO ;‘,_:3--;;,7:_;,: === &

New Dansuad Qowg Banded Columns XXX - s ] ) B s

rt a table
s7 = fx
B8 C D E F G H 1 ] K L M N
1
a1l Logo NnvAaIcCAa
HH Nam LU\M oice

2 B mll 'Y

3

)

5 [Your Company Name] Date: Decamber

6 Due dato: Secember 29, 2920
EA Customer ID: ABG12345,

8

9

10 To: [Name)

11 [Chent Name]

12 [Strect Address)

13 [Cy. ST 2IP Code)

14 [Phone)

e

o
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INVOICING IN EXCEL

Step 7: Use the SUM Function to
Calculate the Total

H25 = _fx
-t A B = D E F G H
5 [Your Company Mamae] Dabe; Cecerris o, 24020
= De date: Uecernbs 20, 20210
7 Customer I0: [ABS12345]
B
]
10 Ta: piame]
11 [Climm Name]
12 [Street Address)
13 [City, ST ZIP Code]
14 Phane]
15
16
17
18
19 Oty Product name Description Unit Price Discount Line Total
20 0
21 100,00
2z 200,00
23 350,00
24 Total Discount
25 Subtota
26 Sales Tax
2 Total
28

e

o
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\\INTRODUCTION TO,
INVOICING IN EXCEL

Step 8:Enter the Client’s Contact
Information

H25 = _fx
= A B = 8] E F c H
5 [Your Company Mamae] Dabe; Cecerris o, 24020
= De date: Uecernbs 20, 20210
7 Customer I0: [ABS12345]
B
]
10 Ta: plame]
11 (Gl Hame|
12 [Eireedt Address)
13 [City, ST ZIP Code]
15 Fhane]
15
16
17
18
19 Oty Product name Description Unit Price Discount Line Total
20 0
21 100,00
2z 200,00
23 350,00
24 Total Discount
E Subtota
26 Sales Tax
27 Total
28

e

o
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INVOICING IN EXCEL

Step 8: Include payment terms and
other additional notes

ﬁ\

Payment terms: Due within 20 days via credit card.



\\INTRODUCTION TO /7
INVOICING IN EXCEL

Step 9: Save and Send Your Finished
Invoice

ﬁ\

Payment terms: Due within 20 days via credit card.
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