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What is a Spreadsheet?

• A spreadsheet contains data in rows and columns. Some types of 
spreadsheets have a standard layout such as an Income 
Statement. However, you can design yours as you like. 

• The general layout usually puts the items as the rows and the 
particulars of the item in the columns.



Creating Your Spreadsheet

• It is suggested that you map out your spreadsheet layout on paper 
first. However, Excel has the flexibility to add and subtract rows, 
columns and sheets so easily, you can create the layout as you 
insert the data. You can even use the Transpose function to flip the 
rows and columns if you decide later that your spreadsheet works 
better that way.

• It is not necessary to enter your data in a specific order. You can 
use the Sort function later organize it.



Online Tutorials and References for Excel

• Basics of Excel - Complete Tutorial
• Basic Tasks in Excel - Microsoft Support
• How to Use Microsoft Excel: Complete Beginner's Guide 40+ Tips

https://www.excel-easy.com/basics.html
https://www.excel-easy.com/basics.html
https://www.excel-easy.com/basics.html
https://www.excel-easy.com/basics.html
https://support.microsoft.com/en-us/office/basic-tasks-in-excel-dc775dd1-fa52-430f-9c3c-d998d1735fca
https://support.microsoft.com/en-us/office/basic-tasks-in-excel-dc775dd1-fa52-430f-9c3c-d998d1735fca
https://support.microsoft.com/en-us/office/basic-tasks-in-excel-dc775dd1-fa52-430f-9c3c-d998d1735fca
https://support.microsoft.com/en-us/office/basic-tasks-in-excel-dc775dd1-fa52-430f-9c3c-d998d1735fca
https://www.wikihow.com/Use-Excel
https://www.wikihow.com/Use-Excel


Search for Excel Link



Sign In to Your Excel (Outlook Email) Account or 
Create a New One



Create a New Excel (Outlook Email) Account



Enter Your Email Address



Verify



Enter Your Alias Information 

Do not give your real information.

• Create an Alias name and 
birthday

• Use it for all new accounts 
except those that do require 
correct information such as 
Banks or Airlines 

• Use it consistently
• However, use a different 

password for every account 



Save Your Document to OneDrive



Rename Tabs – Right Click on Tab



Enter Your Column Titles
Without Autofit on With Autofit on



Enter Your Data



Edit Your Spreadsheet and Data Layout

• Insert or Delete Rows or Column
• Right click on row(s) or column(s)
• Click on your choice 

• Custom Sort Data by Columns/Rows
• Select the column or the row or all data if you want the adjacent items to be 

included in the sort (Ctrl A.)
• Click on the Sort button on the Ribbon 
• Select Custom Sort
• Select the correct column letter
• Check My Data has Headers if required



Insert Formulas

Numbers: =Count( ) +, -, *, / =Sum( )
Items: =CountA( ) 

AutoSum



Finance
• Add Tabs for Each Revenue or Expense 
• Create an Income Statement
• Link Tab Totals to Calculate 
• Copy – Pull down using THIN CROSS
• Autofill – Fill enough cells to indicate pattern, 

Select  and pull  down using THIN CROSS 
• Borders -



Formatting Dates and Numbers
Currency   Decrease Increase
Type  Decimal    Decimal



Tab Example – Meeting Expenses



Save Your Document to Your Device



Access Your Document Online and on Your 
Device
• Online:

• https://excel.cloud.microsoft/en-
us/?wdOrigin=MARKETING.EXCEL.OPEN

• Your Device: 
• File Explorer, Downloads

https://excel.cloud.microsoft/en-us/?wdOrigin=MARKETING.EXCEL.OPEN
https://excel.cloud.microsoft/en-us/?wdOrigin=MARKETING.EXCEL.OPEN
https://excel.cloud.microsoft/en-us/?wdOrigin=MARKETING.EXCEL.OPEN
https://excel.cloud.microsoft/en-us/?wdOrigin=MARKETING.EXCEL.OPEN


Accessing Your OneDrive

Onedrive.live.com
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