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MICROSOFT EXCEL 

Introduction to Microsoft Excel 
Microsoft Excel is an electronic spreadsheet. You can use it to organize your data into rows and 

columns. You can also use it to perform mathematical calculations quickly. It is an essential tool widely 

used for various tasks related to data management, analysis, and visualization. Excel provides users 

with a grid-like interface composed of rows and columns, where data can be organized, calculated, 

and presented in a structured format.  

It is a part of the Microsoft Office suite of productivity software and has been a fundamental tool in 

business, finance, education, and many other fields. It can be used for a variety of tasks, including: 

• Data analysis 

• Budgeting 

• Project management 

• Tracking inventory 

• Creating charts and graphs 

• Developing macros 

Need for Microsoft Excel for Teachers 
Microsoft Excel is a powerful tool that can be used by teachers in different ways as under. 

Charts and Graphs for visualization of concepts: To use these in a classroom, teacher can create 

one that can solve a specific problem. You can choose an easy-to-use template and fill it with 

information. 

Grade tracking: Excel can be used to track student grades, attendance, and other data. This can help 

teachers to keep track of student progress and identify areas where students may need additional help. 

Creating lesson plans: Excel can be used to create lesson plans, which can help teachers to organize 

their thoughts and ensure that they are covering all of the essential material. 

Creating assessments: Excel can be used to create assessments, such as quizzes and tests. This can 

help teachers to assess student learning and identify areas where students need additional practice. 

Data analysis: Excel can be used to analyze data, such as test scores or student surveys. This can help 

teachers to identify trends and patterns in student learning. 

Creating presentations: Excel can be used to create presentations, which can be used to share data 

and findings with students or colleagues. 

Collaboration: Excel can be used to collaborate with colleagues on projects. This can be helpful for 

sharing data, creating lesson plans, or developing assessments. 

Following are some specific examples of how teachers can use Microsoft Excel: 

• A math teacher can use Excel to create a spreadsheet of student test scores. This can help the 

teacher to identify students who are struggling and provide them with additional help. 

• A science teacher can use Excel to track student lab results. This can help the teacher to see 

how students are progressing and identify areas where they need more practice. 

• A history teacher can use Excel to create a timeline of events. This can help students to visualize 

historical events and understand how they are connected. 

• An English teacher can use Excel to create a rubric for grading essays. This can help the teacher 

to be consistent in their grading and provide students with clear feedback. 

• A music teacher can use Excel to create a schedule for rehearsals. This can help the teacher to 

keep track of student availability and ensure that rehearsals are efficient. 

  Working with MS Excel 
To work in Microsoft Excel, you will need to familiarize yourself with the following: 

The Excel interface: This includes the Ribbon, the Quick Access Toolbar, and the Formula Bar. 

Entering and editing data: You can enter data into cells in a variety of ways, including typing, 

pasting, and importing. 

Using formulas and functions: Formulas are used to perform calculations on data. Functions are pre-

written formulas that can be used to perform complex calculations. 

Creating charts and graphs: Charts and graphs can be used to visualize data. 

Managing worksheets and workbooks: Worksheets are the individual pages in an Excel workbook. 

Workbooks are the files that contain worksheets. 
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Printing and sharing spreadsheets: You can print spreadsheets or share them with others. 

Following are some of the basic steps involved in working in Microsoft Excel: 

1. Open Excel. 

2. Create a new workbook or open an existing one. 

3. Enter data into cells. 

4. Use formulas and functions to perform calculations. 

5. Create charts and graphs to visualize data. 

6. Format cells and worksheets. 

7. Print or share spreadsheets. 

Creating Spread Sheets 
To create a spreadsheet in Microsoft Excel, you can follow these steps: 

1. Open Excel. 

2. Click the File tab. 

3. Click New. 

4. In the Blank workbook section, click Create. 

A new workbook will be created with one worksheet named "Sheet1". You can enter data into cells 

in this worksheet. 

• To enter data into a cell, click the cell and type the data. You can also use the keyboard shortcuts 

Ctrl+Enter to enter data into multiple cells. 

• To use a formula in a cell, type the formula in the cell and press Enter. For example, the formula 

=SUM (A1:A10) will add the values in cells A1 to A10. 

• To create a chart or graph, select the data that you want to visualize and click the Insert tab. In 

the Charts section, click the type of chart or graph that you want to create. 

• To format a cell or worksheet, select the cell or worksheet and click the Home tab. In the Font, 

Alignment, or Fill sections, you can change the font, alignment, or fill color of the cell or 

worksheet. 

• To print a spreadsheet, click the File tab and then click Print. In the Print dialog box, select the 

printer that you want to use and the settings that you want. Then, click Print. 

• To share a spreadsheet, you can save it as a file and then send the file to the person with whom 

you want to share it. You can also share the spreadsheet online by uploading it to a cloud 

storage service such as Google Drive or Dropbox. 

Below are some additional tips for creating spreadsheets in Microsoft Excel: 

• Use labels to identify the data in your spreadsheet. 

• Use formulas to perform calculations on your data. 

• Use charts and graphs to visualize your data. 

• Format your spreadsheets to make them look professional. 

• Save your spreadsheets regularly. 

• Back up your spreadsheets to a cloud/google drive storage service. 

 


