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Introduction

This is an instruction guide to teach users concepts such as setting up a workbook, working with data

and data tables, performing calculations on data, and changing document appearance. Every concept

has exercises by which the user can follow instructions and understand the concepts.



Creating Workbooks

In this exercise, you will create a new workbook, save the workbook under a new name, assign values to

the workbook’s standard properties, and create a custom property.

BE SURE TO start Excel 2013 before beginning the exercises.



1. Click the File tab and then click New.

The New Workbook dialog appears.

2. Click Blank Workbook.

A new, blank workbook appears.

3. Click the File tab, click Save As, click Computer, and then click Browse.

The Save As dialog box appears.



4. In the File name field, type any name you want to name your workbook.

5. Click the Save button.

Excel 2013 saves your work, and the Save As dialog box disappears.
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6. Click the File tab, click the Info button, in the right panel, under the Properties button, and click

Show Document Panel.

The Document Properties panel appears between ribbon and workspace.



7. In Keywords field, type exceptions, regional, percentage.

8. In the Category field, type performance.

9. Under Document Properties, click Advanced Properties.

10. Click Custom.

The Custom tab appears.

11. In the Name field, type Performance.

12. In the Value field, type Exceptions.

13. Click the Add button and then click OK.

The Book1 Properties dialog box disappears.

14. In the File tab, click the Save button to save your work.



Modifying Worksheets

In this exercise, you will insert a column and row into a worksheet, specify insert options, hide a column,

insert a cell into a worksheet, delete a cell from the worksheet, and move a group of cells within a

worksheet.



1. Open a Blank Workbook (as shown in the previous example).

2. On the worksheet, select cell A1.
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3. On the Home tab, in the Cells group, click the down arrow of the Insert button and then click

Insert Sheet Columns.

A new column A appears.

4. On the Home tab, in the Cells group, click the down arrow of the Insert button and then click

Insert Sheet Rows.

A new row 1 appears.

The Insert Options button appears (picture of a brush).

5. Click the Insert Options button and click Clear Formatting.



6. Right-click the column header of column E and click Hide.

Column E disappears.

7. On the tab bar, click the May 13 sheet tab.

The worksheet named May 13 appears.

8. Click cell B6.

9. On the Home tab, in the Cells group, click the down arrow of the Delete button and then click

Delete Cells.

The Delete dialog box appears.
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10. Select the Shift cells up option button and then click OK.

The Delete dialog box disappears and Excel 2013 deletes cell B6, moving the cells below it up to

fill in the gap.

11. Click cell C6.

12. On the Home tab, in the Cells group, click the down arrow of the Insert button and then click

Insert Cells.

The Insert dialog box appears.

13. Select the Shift cells down option button and then click OK.

The Insert dialog box disappears, and Excel 2013 creates a new cell C6, moving cells C6:C11

down to accommodate the inserted cell.

14. In cell C6, type 4499 and press Enter .

15. Select cells E13:F13.



16. Point to the border of the selected cells. When your mouse pointer changes to a four-pointed

arrow, drag the selected cells to cells B13:C13.



Entering and Revising Data

In this exercise, you will enter a data series by dragging the fill handle, enter data by accepting

AutoComplete values, enter cell data by using pick From Drop-down List, and control how Excel 2013

formats an extended data series by setting the program’s Auto Fill Options.
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OPEN the Series workbook.



1. On the Monthly worksheet, select cell B3, and then drag the fill handle down until it covers cells

B3:B7.

Excel 2013 repeats the value Fabrikam in cells B4:B7.

Note: The fill handle is the bottom-right corner of a selected cell.

2. Select cell C3, hold down the Ctrl key, and drag the fill handle down until it covers cells C3:C7.

Excel 2013 repeats the value January in cells C4:C7.

3. Select cell B8 and type the letter F.

Excel 2013 displays the characters abrikam.

4. Press Tab to accept the value of Fabrikam for the cell.

5. In cell C8, type February.

6. Right-click cell D8 and then click Pick From Drop-down List.

A list of values in column D appears below cell D8.



7. From the list that appeared, click 2Day.
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The value 2Day appears in cell D8.

8. In cell E8, type 11802.14.

The value $ 11802.14 appears in cell E8.

9. Select cell B2 and then drag the fill handle so that it covers cells C2:E2.

Excel 2013 replaces the values in cells C2:E2 with the value Customer.

10. Click the Auto Fill Options button and then click Fill Formatting Only.

Note: The Auto Fill Options button appears when you fill in the data by dragging the fill handle.



Excel 2013 restores the original values in cells C2:E2 but applies the formatting of cell B2 to

those cells.



Moving Data Within a Workbook

In this exercise, you will copy a set of column headers to another worksheet, move a column of data

within a worksheet, and select paste options for copied data.

OPEN the 2013Q1ShipmentsByCategory workbook.

1. On the Count worksheet, select cells B2:D2.

2. On the Home tab, in the Clipboard group, click the Copy button.

Excel 2013 copies the contents of cells B2:D2 to the clipboard.

3. On the tab bar, click the Sales sheet tab.

The Sales worksheet appears.

4. Select cell B2.

5. On the Home tab, in the Clipboard group, click the Paste button.

Excel 2013 pastes the header values into cells B2:D2.

6. Click the Paste Options smart tag and then click Keep Source

Formatting.

Excel 2013 retains the cells original formatting
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