how to use excel 2013

How to Use Excel 2013

Microsoft Excel 2013 is a powerful spreadsheet application that allows users to organize, analyze,
and visualize data effectively. Whether you are a student, a professional, or someone who simply
wants to manage personal finances, Excel provides the tools necessary to accomplish a wide range
of tasks. This article will guide you through the fundamental features and functionalities of Excel
2013, helping you become proficient in using this essential software.

Getting Started with Excel 2013

Before diving into the features of Excel 2013, it is important to understand the layout and basic
components of the application.

Understanding the Interface

When you open Excel 2013, you are greeted by a clean and organized interface. Here are the main
components:

- Ribbon: The ribbon is located at the top of the window and contains tabs (File, Home, Insert, Page
Layout, Formulas, Data, Review, View) that house various tools and features.

- Quick Access Toolbar: This customizable toolbar is situated above the ribbon and allows you to add
frequently used commands for easy access.

- Workbook: The primary workspace in Excel consists of one or more worksheets, which are made up
of rows and columns that intersect to form cells.

- Status Bar: Located at the bottom, the status bar displays information about the current workbook
and can show functions like average, count, and sum.

Creating a New Workbook

To create a new workbook in Excel 2013, follow these steps:

1. Open Excel 2013.

2. Click on the File tab in the ribbon.

3. Select New from the menu.

4. Choose Blank Workbook or select a template that suits your needs.
5. Click Create.

Now you have a new workbook ready for data entry.



Data Entry and Formatting

Entering data into Excel is straightforward. You can input numbers, text, dates, and formulas into
cells.

Entering Data

To enter data:

1. Click on the cell where you want to enter the information.
2. Type the data.
3. Press Enter to move to the cell below, or use the arrow keys to navigate.

Formatting Cells

Formatting helps improve the readability and presentation of your data. To format cells:

1. Select the cell(s) you want to format.

2. Go to the Home tab on the ribbon.

3. Use the options in the Font, Alignment, and Number groups to apply formatting such as bold,
italics, cell color, font size, date format, etc.

Here are some common formatting options:
- Font: Change the font type, size, color, and style.
- Alignment: Adjust text alignment (left, center, right) and vertical alignment (top, middle, bottom).

- Borders and Fill: Add borders to cells and fill cells with colors.
- Number Formatting: Format numbers as currency, percentages, dates, etc.

Formulas and Functions

One of the most powerful features of Excel is its ability to perform calculations using formulas and
functions.

Creating Formulas

To create a formula in Excel:

1. Click on the cell where you want the result to appear.

2. Type the equals sign (' =") followed by your formula. For example, to add values in cells A1 and
A2, you would type "=A1+A2".

3. Press Enter to see the result.



Using Functions

Excel provides a wide range of built-in functions to simplify calculations. Some commonly used
functions include:

- SUM: Adds a range of numbers. Example: '=SUM(A1:A10)

- AVERAGE: Calculates the average of a range. Example: '=AVERAGE(B1:B10)

- COUNT: Counts the number of cells with numeric entries. Example: '=COUNT(C1:C10)

- IF: Performs a logical test and returns one value for a TRUE result and another for a FALSE result.
Example: "=IF(D1 > 10, "Over 10", "10 or less")’

You can access more functions by clicking on the fx button next to the formula bar.

Creating Charts and Graphs

Visualizing data is essential for analysis and presentation. Excel 2013 provides various chart types to
help you represent your data visually.

Inserting a Chart

To insert a chart:
1. Select the data you want to visualize.
2. Go to the Insert tab on the ribbon.

3. Choose the chart type you want from the Charts group (e.g., Column, Line, Pie).
4. Click on your desired chart style to insert it into the worksheet.

Customizing Charts

Once your chart is created, you can customize it:

- Click on the chart to activate the Chart Tools on the ribbon.
- Use the Design and Format tabs to change the chart style, layout, and elements (like titles,
legends, and data labels).

Sorting and Filtering Data

Sorting and filtering data helps you manage and analyze large datasets effectively.



Sorting Data

To sort data:

1. Select the range of cells you want to sort.

2. Go to the Data tab on the ribbon.

3. Click on Sort.

4. Choose the column you want to sort by and select the order (ascending or descending).
5. Click OK.

Filtering Data

To filter data:

1. Select the range of cells containing your data, including headers.

2. Go to the Data tab and click on Filter.

3. Click the drop-down arrow in the column header to choose the criteria for filtering.
4. Select or deselect items to display only the data that meets your criteria.

Saving and Sharing Workbooks

After you've created your workbook, it's essential to save your work to avoid losing data.

Saving a Workbook

To save a workbook:

1. Click on the File tab.

2. Select Save As.

3. Choose the location where you want to save the file.
4. Enter a file name and click Save.

Sharing Workbooks

Sharing workbooks is easy with Excel 2013:

1. Click on the File tab.

2. Select Share.

3. Choose one of the sharing options (e.g., email, SharePoint, OneDrive).
4. Follow the prompts to share your workbook with others.



Conclusion

Excel 2013 is a versatile tool that can greatly enhance your productivity and data management
capabilities. By understanding its basic features—from data entry and formatting to formulas,
charts, and data analysis—you can unlock the full potential of this software. Whether you are using
Excel for personal projects, academic purposes, or professional tasks, mastering these functions will
enable you to make informed decisions based on your data. Practice regularly, and soon you will find
yourself navigating Excel 2013 with ease and confidence.

Frequently Asked Questions

How do I create a new workbook in Excel 2013?

To create a new workbook in Excel 2013, open Excel, click on 'File' in the top left corner, select
'‘New', and then choose 'Blank Workbook' or select a template.

What is the formula to sum a range of cells in Excel 2013?

You can use the SUM function. For example, to sum cells Al to A10, type =SUM(A1:A10) in a cell
and press Enter.

How can I format cells in Excel 2013?

To format cells, select the cells you want to format, right-click and choose 'Format Cells', or use the
options in the 'Home' tab under the 'Font' and 'Alignment' groups.

How do I create a chart in Excel 2013?

To create a chart, select the data you want to include, go to the 'Insert' tab, and choose the type of
chart you want from the 'Charts' group.

How do I use conditional formatting in Excel 2013?

Select the range of cells, go to the 'Home' tab, click on 'Conditional Formatting', and choose from
options like 'Highlight Cells Rules' or 'Data Bars' to apply formatting based on conditions.

How can I filter data in Excel 2013?

To filter data, select your data range and go to the 'Data' tab. Click on 'Filter' to add filter arrows to
your column headers, which you can use to sort and filter your data.

What is the difference between absolute and relative cell
references in Excel 2013?

A relative cell reference (e.g., A1) changes when you copy the formula to another cell, while an
absolute cell reference (e.g., $A$1) remains constant regardless of where the formula is copied.



How do I freeze panes in Excel 2013?

To freeze panes, go to the 'View' tab, click on 'Freeze Panes', and choose either 'Freeze Panes',
'Freeze Top Row', or 'Freeze First Column' as per your requirement.

How can I use the VLOOKUP function in Excel 2013?

Use the VLOOKUP function to search for a value in the first column of a range and return a value in
the same row from a specified column. The formula format is =VLOOKUP(lookup value, table array,
col index num, [range lookup]).

How do I add a hyperlink in Excel 2013?

To add a hyperlink, select the cell where you want the hyperlink, right-click and choose 'Hyperlink',
then enter the URL or select a file or location within the document.
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