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OPENING MICROSOFT EXCEL ON YOUR COMPUTER
How To Open On a Mac Machine
There are many ways to open an application on a computer. Opening an app
on a Windows PC and opening it on a Mac are very similar. In both cases,
just click or double-click on the application icon. Sometimes it can be
difficult to find the applications stored on your Mac.
 
Launch Excel Through the Mac Dock
The start menu function on Mac is to launch and find programs on the
computer. On Mac, you use an interface similar to the start menu called the
Dock. The Dock is a long array of icons at the bottom of the Mac screen.
 
The Dock can be customized and rearranged. You can add frequently used
programs to the Dock menu by dragging the icon to where you want it to
appear. It also shows the status of applications, such as what program is
currently running and its functions. This is the method to launch Microsoft
Excel on Mac through the Dock:

Click the Launchpad icon in the Dock to reveal/show all
your apps.

Click the Microsoft Excel icon on the Launchpad.

Excel will open.
Start Excel Through the Applications folder
The Applications folder is equivalent to the Windows Program Files
directory. It's located in the root directory of your Mac's startup drive. The



Applications folder is a place from which you can access and launch
programs by simply double-clicking the application icon. You can also drag
and drop the app from the folder to the dock. Here are the steps to launch
Excel from the Applications folder.

To access the Applications folder, click the Finder icon in
the Dock or by clicking an empty area on the Desktop.
Click Go.
Click on Applications.

A window will open. It will show the different contents and applications of
the Applications folder.

Choose Microsoft Excel by double-clicking on the icon.

If Excel is not already in your Dock, you can add it using the following
procedure.

While the application is running, right-click the Excel icon in the
Dock menu.



A pop-up menu will display, click on Options.
Click Keep in Dock.

How To Open On Windows (Particularly Windows 10)

All programs
Go to Windows taskbar
Click on the Windows Start button. It will show the start
window.
Click on all Apps: It will display all the apps on the computer in
alphabetical order.
Go to the letter M: Category for Microsoft.
Click on Microsoft Office: Expand all office programs

 



THE EXCEL INTERFACE
Excel Ribbon

Now let's move on to one essential feature of Excel - the ribbon. The ribbon
is similar to those found in other Microsoft Office applications, such as
Word, PowerPoint, etc. The ribbon buttons you will use are on the tabs. The
ribbon contains links to commands in Excel. You can customize the ribbon
by removing or adding tabs and buttons. But you'll probably see the
following tabs by default.
 

This ribbon has several menus and submenus at the main interface's top.
They give us access to most of the built-in features of the program. The
truth is that we will have a lot of features and capabilities here, so let's
check some of the basic features of the ribbon.

File: Create a new workbook, open an existing workbook, save, print, and
share workbooks.
Home: Manage notes, fonts, alignment, numbers, style, cells, and editing.

Insert: Insert tables, graphs, images, links, etc.



Layout: Customize the spreadsheet theme, layout, scaling, and sheet
options.

Formula: Select a formula, or function from the library, and check the
formula.

Data: manage data, use data tools, analyze, group, separate, etc.

Review: Use tools to check spelling, thesaurus, language, opinion, and
more.

View: Change the view of the workbook, what to show, zoom in or out, and
work with windows.



 



THE EXCEL SHEET

Excel is excellent/powerful spreadsheet software that permits users to
perform various calculations and operations on data. Excel is the world's
most popular spreadsheet software and is used by millions worldwide. An
Excel sheet looks like a grid made up of rows and columns whose
intersection creates the cells.
A cell is identified with a column letter and a row number.
A unique coordinate identifies each cell, for example, A2, B4, and C10.

To widen/narrow a column, position yourself between the end of the
column itself and the starting of the next one and drag/move the mouse
while holding the left button. Similarly, proceed for the lines.
To understand how many rows and columns the sheet is made up of, simply
use the key combinations Ctrl + arrow down (to get to the end of the rows)
and CTRL + arrow to the right (to get to the end of the columns)
To insert content into the cells, click the left mouse button on the cell in
which you want to write (called the active cell), type the content you want,
and then press the ENTER key to confirm the insertion.
Sheet Management



Excel offers users the ability to work with multiple sheets, each of which
has a new grid. To shift/move from one sheet to another, you may use the
tabs located at the bottom.
You can also move using the keyboard only, using the key combinations
CTRL + Page Up and CTRL + Page Down.
To zoom in, simply long-press the CTRL key and turn the mouse wheel.
Turning upwards increases the zoom; downwards, it decreases.
The name of the sheet should always make it clear what data has been
entered. 
To change the name of a sheet, simply click twice on the tab containing
the name, then change and confirm with the ENTER key.
To insert a new sheet, simply click on the tab placed after the worksheets
used.
To change the order of the sheets, it is necessary to drag the tab of the
sheet to be moved with the button of the left mouse.
There are several ways to make a copy of a sheet.
METHOD 1
The fastest method is to move the tab of the sheet you wish to copy a little
further to the right or left while pressing down the CTRL key.
METHOD 2
Another way to copy a worksheet is to right-click on the sheet name and
choose the "Move or copy…" function.
In the next window, it is essential to select the item "Create a copy" located
in the lower part. If necessary, it is also possible to specify the position of
the new sheet using the list under the heading "Before sheet:"
After confirming with the OK key, the new sheet is displayed, to whose
name a progressive number is added in brackets.
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