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ComputerPals is run by volunteers who provide their own knowledge and experience free 
of charge. Whilst we endeavour to give the best advice possible there is no guarantee on 
the information given. Our handout sheets attempt to provide the easiest method to 
achieve the goal for the target audience, it should be noted that changes in computer 
type, manufacturer and software versions may invalidate some of the examples provided. 
E&OE. 
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Similar to:
• LibreOffice ‘CALC’ 
• Open Office ‘CALC’
• … and many others

Number Crunching:
• you can use it for anything 

from adding up a few numbers 
to producing an entire 
mathematical calculation.

Number Crunching:
• Mathematical processing tool
• The best way to create tables
• Numbers, Graphs, Words, 

pictures and diagrams
• Multipage calculations

Excel is NOT best for:
• Creating sharable documents
• Text documents
• Large amounts of data 

It is a tool for NUMBERS as 
WORD is for text.

And much much more powerful than
• Microsoft Calculator

Which is free
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is a SpreadsheetTool
from Microsoft, and a part of 

Microsoft Office
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Number Crunching

Wow – that sounds really boring, but 
actually it can be fun 

More practically, you can make:
• Calendars
• Price lists
• Home Inventory
• and much more

Plus other magical things like:
• Graphs and charts
• 3D Maps
• Pivot Tables
• Sorting / Filtering data

©ComputerPals 2017

Allows you to:
• Add, subtract, multiply and 

divide
• Or even the following functions 

…
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Words

Numbers

Formulas

ROWS

COLUMNS

The Cells can 
be formatted 

too

EXCEL is all 
about 
CELLS
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Formulas

EXCEL is all 
about 
CELLS

Formulas 
/ 

Functions
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Number Crunch

Just a simple set of titles and 
numbers

• That can be automatically totalled 
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Month Electricity Gas
Jan 469 1627
Feb 220 2188
Mar 147 1290
Apr 108 640
May 143 572
Jun 122 292
Jul 119 213
Aug 155 214
Sep 100 213
Oct 123 393
Nov 223 1358
Dec 235 1492

Totals 2164 10492

And a pretty graph
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Number Crunching

Different Styles for the 
numbers, and headers and 

contents
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Month Electricity Gas
Jan 469 1627
Feb 220 2188
Mar 147 1290
Apr 108 640
May 143 572
Jun 122 292
Jul 119 213
Aug 155 214
Sep 100 213
Oct 123 393
Nov 223 1358
Dec 235 1492

Conditional Formatting
• Colours
• Colours and Bars
• Colours, Bars and Charts

Month Electricity Gas
Jan 469 1627
Feb 220 2188
Mar 147 1290
Apr 108 640
May 143 572
Jun 122 292
Jul 119 213
Aug 155 214
Sep 100 213
Oct 123 393
Nov 223 1358
Dec 235 1492

Month Electricity Gas
Jan 469 1627
Feb 220 2188
Mar 147 1290
Apr 108 640
May 143 572
Jun 122 292
Jul 119 213
Aug 155 214
Sep 100 213
Oct 123 393
Nov 223 1358
Dec 235 1492
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Built In Options

Different Excel Types can be 
created, complete with pictures 

and background watermarks 
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Budgeting
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Multiple Categories
• Figures
• Charts
• Graphics
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Cricket 

Automated Fill-in Boxes
• Batsman
• Opposition
• Venue
• … etc.

Multiple Sheets
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Music Indexing
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List of Artists, Albums and 
Tracks

• See not just Numbers
 Can be just Words!

PIVOT TABLE: List by Artist and total Track count
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Excel is NOT best for:

Creating sharable documents

• You should ‘SAVE AS’ – PDF
• NB: The Microsoft Excel Viewer 

is a small, freely redistributable 
program that lets you view and 
print Microsoft Excel 
spreadsheets if you don’t have 
Excel installed.
In addition, the Excel Viewer can 

open workbooks that were 
created in Microsoft Excel for the 
Macintosh.
. Visit 

http://www.microsoft.com/downloads/details.as
px?familyid=1CD6ACF9-CE06-4E1C-8DCF-
F33F669DBC3A&displaylang=en

Presentations or Words
• Use PowerPoint for 

presentations (like this one)
• Use Word for documents
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HOWEVER …
• Anything is possible, 

just ask       

Excel is NOT good for:
• Large amounts of data
• Lots of information lookups

 Use Microsoft ACCESS
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So WHAT do YOU
want to try today?

Just Ask a Volunteer
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Also (if you want)
in this series of

any of the 
following programs 

√
Done 

√
Done 

The small print: ComputerPals is run by volunteers who provide their own knowledge and experience free of charge. 
Whilst we endeavour to give the best advice possible there is no warrantee on the information given. Our handout 

sheets attempt to provide the easiest method to achieve the goal for the target audience, it should be noted that 
changes in computer type, manufacturer and software versions may invalidate some of the examples provided. EAOE. ©ComputerPals 2017
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