
Basic Microsoft Excel Training

Presenter: Lorraine Farrell
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Agenda
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Overview of Microsoft Excel

Organising files and Windows Explorer

Opening and saving files

Layout of a workbook

Format cells

Keyboard shortcuts

Printing

Formulas

Filters & sorting

Text to columns & convert to numbers

Attaching workbooks to emails
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Microsoft Excel
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What is Microsoft Excel?

• A software program created by Microsoft that uses spreadsheets to 
organise numbers and data with formulas and functions.

• Different versions of excel
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Online filing system & Windows Explorer

➢ Files should be saved in a logical, hierarchical filing 

system 

➢ Files should be saved in the same location 

➢ Files should be saved in the documents section of 
the PC not on the Desktop (or school preferred 

location)

➢ Use folders to store related files

➢ Use logical names for your files. 
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Online filing 

system 

(LIVE DEMO)
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Search in Windows Explorer 

(LIVE DEMO)
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Open Excel (LIVE DEMO)
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How to open a new file (LIVE DEMO)
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How to open an existing file (LIVE DEMO)
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Workbook Layout (LIVE DEMO)
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TABS

RIBBON
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Saving your file (LIVE DEMO)
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Saving your file (LIVE DEMO)
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Format cells (LIVE DEMO)
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Format cells (LIVE DEMO)
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Format cells (LIVE DEMO)
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Formula Bar
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Alignment

(LIVE 

DEMO)
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Commands and Keyboard shortcuts 

(LIVE DEMO)
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Format 

painter 

(LIVE 

DEMO)
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Undo/ Redo (LIVE DEMO)
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Keyboard shortcut
Undo - Ctrl and Z

Redo – Ctrl and Y
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Printing (LIVE DEMO)
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Keyboard shortcut
Print - Ctrl and P
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Printing (LIVE DEMO)
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Find (LIVE DEMO)
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Keyboard shortcut
Find - Ctrl and F
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Formula's (LIVE DEMO)
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• All formulas must start with =
• Cell referencing - =E9+E10
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Formula's (LIVE DEMO)
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Formula's (LIVE DEMO) Quick check
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Filters (LIVE DEMO)
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Sorting (LIVE DEMO)
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Sorting (LIVE DEMO)
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Text to columns(LIVE DEMO)
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Convert to 

numbers 

(LIVE DEMO)
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Attach file to email (LIVE DEMO)
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Thank you

Any questions please contact us on 

info@fssu.ie

Tel: 01 269 0677

mailto:info@fssu.ie
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