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Excel Tips: Some tips on how to create a spreadsheet 

OVERALL NOTES:  

1) Excel has tutorials within the program you can use and you can find these when you open excel: 
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2) There are lots of free tutorials online and videos on Youtube so if there is something you want to learn you can 
google it       For example: https://www.youtube.com/watch?v=XyvWSy8KkMs&list=PLFEeyzc1BStzieKwlLJijGQBFC-
ovfKrn 

3) There are multiple ways of doing different things in Excel.    
a. Below are some examples ways of doing different tasks.   
b. You will likely find multiple different methods of doing things as you work in the software and access online 

learning resources. 

 

 

 

 

https://www.youtube.com/watch?v=XyvWSy8KkMs&list=PLFEeyzc1BStzieKwlLJijGQBFC-ovfKrn
https://www.youtube.com/watch?v=XyvWSy8KkMs&list=PLFEeyzc1BStzieKwlLJijGQBFC-ovfKrn
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Action Notes Picture 
How to find excel If you have 

Microsoft 
Office you 
probably have 
Excel. 
 
If you are 
unsure, you 
can search 
your computer 

 
Starting a document When you 

open Excel 
you will get a 
home screen 
that shows 
what kind of 
documents 
you can open 
and options 
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Open a blank workbook This is what a 
blank 
workbook 
looks like 
before you 
make any 
changes 

 
Save your workbook File – save as – 

insert file 
name – save to 
file 
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See Video from Microsoft on the above steps: https://www.youtube.com/watch?v=qhzJeyO0ZMs 
Video also talks about template options available 
 
Add Text  Type in 

information to 
your 
workbook… 
you can 
change the 
type size and 
format of text – 
pick the 
column and 
row you want 
to type into 
and start 
typing 

 
Add other headings to 
outline your chart 

Decide what 
you want to 
show in your 
chart and how 
it makes sense 
to organizing it 

 

https://www.youtube.com/watch?v=qhzJeyO0ZMs
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Resize Columns or 
rows 

You can select 
your own size 
for these or 
have excel 
resize – go to 
top of column 
and drag to 
change size  

Add data Add the inputs 
you want into 
the rows and 
columns – in 
this example 
we have 
added $500 
per month as 
child support 
owing for 
2011, 2012 
and 2013  
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Make changes Say you want 
to make a 
change to your 
headings 
because you 
want to 
organize the 
information 
differently – 
click on the 
cell you want 
to change and 
type in the 
new heading 

 

Input a complete the 
calculation 

Say you want 
to calculate 
the amount 
owing per year 
from the 
information 
you have 
already 
inputted… you 
can add a 
formula 
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Complete the 
calculation 

After you have 
inserted the 
formula you 
want hit the 
Tab key and 
your formula 
will calculate 

 
Change your formula For example if 

you realized 
child support 
for 2011 was 
only payable 
for 10 months 
(not 12) you 
can change 
your formula 
by typing in 
the 
adjustment 

 
 
Type in change to 10 
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Hit Tab key again and it will recalculate 
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Add formulas to other 
cells 

Repeat the 
same steps for 
other 
calculations 

 
Once you have done 
that you can calculate 
the total of all of the 
child support owing  

Use the Sum 
function in 
Excel… start 
by typing 
=SUM into the 
cell you want 
the total in 
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Pick the totals you 
want  

You can do 
this by writing 
them in or 
highlighting 
the cells you 
want totaled. 
And then hit 
the tab key 

 
You will have the total 
of the sum of the three 
years 
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Delete a row Lets say you 
don’t want to 
include 2011 
in your 
calculations… 
right click on 
the row you 
want deleted 
and select 
delete.. it will 
delete your 
row 

 
Check your numbers If you have 

inputted your 
formula 
correctly the 
row will be 
deleted and 
your formula 
will also be 
updated to 
reflect the 
change 

  

NOTE: there are many different formulas you can use in your spreadsheet.  For example: 
https://www.simplilearn.com/tutorials/excel-tutorial/excel-formulas 

https://www.simplilearn.com/tutorials/excel-tutorial/excel-formulas
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Add gridlines to your 
chart 

Select the 
cells you want 
to have a grid 
and use the 
boarder 
function 
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Consider the format 
you want to use for 
your table 

Go to format 
dropdown 
menu and 
select the 
format you 
want … the top 
picture is in 
“general 
format” and 
the second 
picture is in 
accounting 
format. 
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Consider if the format 
you have selected is 
appropriate? 

As you can see 
from this 
example, 
“Accounting” 
might not be 
the best 
option for our 
chart as it 
shows the 
years 
represented in 
$ values. 

 

NOTE: you can look online to find out more about the different formats and which one you might want to use to display your 
dates https://www.goskills.com/Excel/Resources/Excel-number-format 
Use 2 formats in one 
chart 

You can use 2 
formats in one 
chart.  For 
example, by 
selecting the 
rows I want to 
use 
accounting for 
I can apply 
that format to 
only those 
rows. 

 

https://www.goskills.com/Excel/Resources/Excel-number-format
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Autopopulate a pattern I want to 
calculate child 
support from 
2012 to 2022… 
Excel will pick 
up the pattern 
form me and I 
don’t have to 
type all of the 
years out… 
 
Pick the cells 
with the start 
of the pattern 
(2012 and 
2013 in this 
case) and drag 
the bottom 
right corner to 
the designed 
end of your 
pattern. 
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Autopopulate the same 
data 

You want to 
insert that 
$500 per 
month of child 
support was 
owing for all of 
the years 2012 
to 2022… 
 
You can do the 
same thing 
(click the cells 
you want to 
copy and drag 
down the cells 
to the bottom 
of the area you 
want them 
copied) 
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Clear formatting of a 
cell 

Now that you 
are calculating 
from 2012 to 
2022 you don’t 
want the 
calculation to 
stay in Cell 
C4… You can 
clear the 
formula by 
using the clear 
all function for 
the cell you 
have 
highlighted (in 
this case the 
calculation of 
the sum of 
support owing 
for 2012 and 
2013. 
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Repeat a formula To use the 
same formula 
and inputs for 
all of the years 
after 2013 you 
can select the 
formula you 
want to copy 
and drag it 
down to the 
cells you want 
it copied in 
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Spell check your 
document 

Go to review 
tab and pick 
spell check 
function 

 
Text Wrapping  Insert text and 

format so it is 
all in one cell 

Before text wrapping: 
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Click on the text wrapping box and it will make all of the text in Cell A13: 
 



24 
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Recalculate the total 
owing for the additional 
years 

Use the sum 
function to 
add up cells.  
You can enter 
=SUM(C2:C12
)  
 

 
Make your table look 
the way you want it 
(adjust text, color and 
size) 

You just need 
to select the 
cells you want 
to change and 

Just like in word, you can bold text: 
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apply the 
appropriate 
formatting to 
them 

 
 
Change the font: 
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Adding highlighting Pick the 
column and 
row you want 
to add 
highlight to 
and pick the 
color 
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Review your chart and 
make further changes 

Is it easy to 
read? Does it 
convey the 
information 
you want to? 
Are the colors 
and styles 
appropriate? 
For example if 
you are 
printing this 
you might not 
want any color 
but if you are 
saving as a 
PDF and only 
using 
electronically 
color might be 
find. 
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Printing your 
document: Watch a 
how to video before you 
print!! 

Sometimes 
hitting Print 
does not work 
because your 
document will 
not be on one 
page – for 
example the 
spreadsheet is 
not that 
helpful if it 
prints on two 
pages..  
This can be 
very frustrating  

 

NOTE: How to video to print spreadsheets onto one page:  
https://www.youtube.com/watch?v=bz9Y5G5KfxI 
 
 
Common forumla summary: 

https://www.youtube.com/watch?v=bz9Y5G5KfxI
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Adding Add 
number
s 

In result cell, 
enter “=”, then 
one by one, 
click each cell 
to be added, 
followed by “+” 
 
SYMBOL: + 

 
 
 
 

SUM function Add 
number
s with 
less 
effort 

In result cell, 
enter “= SUM (“, 
then select all 
cells to be 
added, and end 
with “)”. Hit 
enter.  
 
e.g. 
“=SUM(A1:A10)
” 
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Subtraction Subtract 
number
s 

In result cell, 
enter “=”, then 
select first 
number, 
followed by “-“, 
number to be 
subtracted, and 
“-CELL” for 
each additional 
number to be 
subtracted. 
 
SYMBOL: - 

 
 
 

Multiplicatio
n 

Multiply 
number
s 

SYMBOL: * =A1*A2*A3 

Division Divide 
number
s 

SYMBOL: / =A1/A2 

 

 

  


