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What is Microsoft Excel?  It is called as a SPREADSHEET program.  But what is a spreadsheet?. A spreadsheet is the computer equivalent of a paper ledger sheet—perhaps similar to those a bookkeeper or accountant would use or perhaps a researcher in recording field notes and then analyzing the resulting data. Let us look specifically at the Excel spreadsheet.
First, load Excel into memory of your computer.  (Point to and click on Excel icon on your list of programs as you START your computer.)  Then, when Excel opens, click on New “Blank Workbook”(if a new black book is not already opened).
The Excel spreadsheet should open. The “blank workbook” consists of a grid made of COLUMNS and ROWS.  The columns are labeled with letters of the alphabet—A-Z, but then they keep going—from AA-AZ, BA-BZ, and all the way to IV.  Using your cursor and/or the right arrow key, take your cursor as far the right as it will go! So how many columns are there on our spreadsheet?  (A-Z = 26 rows, AA-AZ = 26 more rows, etc.)  So, there are A-Z, AA-AZ, BA-BZ, CA-CZ, DA-DZ, EA-EZ, FA-FZ, GA-GZ, HA-HZ, and finally, IA-IV—almost 26 x 10, but not quite.  How many columns are there?  
______​​ total columns on an Excel spreadsheet!(This is significant, because it’s actually 28.  And, remember that computers like to do things in powers of 2!)

Now, are there the same number of rows? (numbered 1 - _________). What power of 2 is THAT?  

2___ 
So, now, we can refer to any CELL with a column designation and a row number.  For instance, the very first cell on the spreadsheet (upper left cell) is cell A1.

What is the last cell you see on your page monitor/screen now?  

_______  

The cell I see at the lower right of my screen is O39.  That’s the letter “O”—not the number 0 (zero).  Yours certainly may be different than that!
How many total cells are there on an Excel spreadsheet?
_______
So, the spreadsheet is MUCH larger than what is visible at any one time!  (You may want to write yourself some notes now in your own words to describe what Excel is as you see it now!):

Next, we need to determine how we can move from a “blank workbook” to something that is USEFUL to us!  Let us look at an example of a paper ledger and the Excel workbook.  The completed workbook looks very much like a paper/pencil ledger.  However, it is an environment that can make number manipulation much easier than with a paper ledger. 
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The math that goes on behind the scenes on the paper ledger can be overwhelming. If you change the loan amount, you will have to start the math all over again (from the beginning). But, let us take a closer look at the computer version above and our blank workbook.  
Looking at our example, it seems pretty evenly matched. Right? WRONG! The nice thing about using a computer and spreadsheet is that you can input 

names or labels (for example, “car loan” or “interest rate”),

numbers or values (for example, “9.6” or “12000”), AND

mathematical formulas (which you can’t SEE on the Excel workbook sheet!).

This ability to enter MATHEMATICAL FORMULAS using the VALUES entered in OTHER cells is the beauty of Microsoft Excel!

Let’s try to demonstrate:

1. Move your cursor to cell A1.

2. Type in “ASSIGNMENT”

3.  and hit enter key.

4. Move the cursor to cell A2.

5. Now, type in “assignment 1.” (Do not be concerned that the typing runs over into cell B1.)
6. Hit enter and move the cursor to cell A3.  
7. Type in “assignment 2” in this cell.
8. Keep moving down the column typing in assignment numbers until you have 8 assignments (through column A9).
9. Now, move the cursor to cell C1, type in “GRADE,” and hit enter.
10. Move cursor to cell C2, and give a grade to assignment 1 (say, 4).
11. Give grades (1 to 5 or whatever you wish) to all 8 assignments.
12. Now, we want to compute an average for the 8 assignments.
13. First, type in cell A11 “TOTAL.”
14. Move cursor to cell C11. THIS IS WHERE WE DO SOMETHING REALLY DIFFERENT.
15. With the cursor at cell C11, type =SUM(C2:C9) and hit enter key.
16. What is the result?  It SHOULD be the sum of the values in cells C2 through C9.  If not, let us know so we can help you get if fixed!)
17. Now, change the score for one of the assignments.  What does that do to the total in C11?
18. When that works, move the cursor to cell A13 and type in AVERAGE.
19. Move the cursor to cell C13 and write the formula to compute the average.  It will be this:  =C11/8
20. What was the average assignment score/grade?
So, once you understand that there are three different kinds of things that can be entered into a cell, you are ready to use Excel.  Then, it will just be a job to figure out what all ways you can use Excel in your work!  WRITE IN YOUR OWN WORDS NOTES TO YOURSELF ABOUT USING EXCEL:

 The good thing about Excel is that you can experiment with numbers without having to RE-DO all the calculations. So, if on our example, you change the interest rate and then the number of months, you would have to redo the calculations if you were using a paper ledger. With Excel you let the COMPUTER do the calculations! Once you have the formulas set up, you can change the values of the variables that are used by the formula and watch the changes. 

	Change the Interest Rate
	
	Change the Number of Months
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So why do it on a computer with Excel? Do that on paper and you better get your calculator back out and get an Eraser and hope you punched all the right keys on the calculator and in the right order. Spreadsheets are instantly updated if one of the entries is changed. 
NO erasers! NO new formulas! NO calculators! NO hand calculations!
Spreadsheets can be very valuable tools in data analysis, engineering, business—any instances in which numbers and calculations are involved. They are often used to try out a series of what-if scenarios! (much like our car purchase here) or to do repetitive tasks such as calculating grades.
Can you think of and write down a list of possible uses of Excel spreadsheet workbooks for your use:

1.

2.

3.

4.

5.

6.

Finally, when you get a worksheet developed, you can SAVE IT for use again:  Move the cursor to upper left and click on File, Save as, and then give the worksheet a file name and hit enter.  It should be saved.  You can now exit Excel!
