
Excel Basics – Week 2



Excel Basics

• basics of using a 
spreadsheet

• basic formatting

• basic formulas

• Autofill

• sorting and filtering

• Printing

• Graphs

• Mail Merge.

What we will cover:



Exercise 1
Mike’s Lunch Bar

Type in the following spreadsheet, and format it to look like 
the sample below



Type in all text and numbers 
shown in the spreadsheet below



Format all numbers with 
appropriate formats



Centre the spreadsheet heading 
“Mike’s Lunch Bar” across the 
spreadsheet



Format all text as displayed in the 
sample below



Create formulas to display a total 
for each item in the Lunch Bar



Create formula to calculate the total 
sales and average for the Lunch Bar



The following spreadsheet shows 
the formulas you need to 

complete the spreadsheet. 



Apply all borders and shading (colour) 
shown in the sample below, feel free 
to experiment with your own colour
schemes.



Exercise 2
Stationery Order

Create a spreadsheet using the 
following information. You have 

been tasked with creating a 
spreadsheet to generate a 

stationery order for the month of 
March. 



Enter the raw data below, applying 
as many presentation features (font, 
font size, font colour, number formats and 
colour, cell shading, text rotation, etc) to it 
as you wish.



Description Quantity Cost per item
Note Pad 202 2.85

Highlighter Pen 280 2.95
Ball Point Pen Blue (pkt) 520 2.50
Ball Point Pen Red (pkt) 340 2.50

Ball Point Pen Green (pkt) 250 2.50
Exercise Book 1B 35 4.95

Cello-tape 75 2.95
Manila Folders 100 2.95
A4 Refill Pad 90 5.95
Writing Pad 86 3.95

Pencil Sharpeners 110 0.95
Crayons (pkt) 80 3.85

Pencils 603 0.5
Colour Pencils (pkt) 50 2.95

Felt Pens (pkt) 40 3.95
Staples (pkt) 75 3.50

Stapler 30 9.95
Hole Punch 25 14.95
Ring Binder 45 10.95



Apply appropriate number formats 
to your numbers.



Centre your spreadsheet 
horizontally on the page 

(Page layout, margins, custom margins)



Give your spreadsheet an 
appropriate title and centre it 
across your spreadsheet.



Select the best page orientation for 
your spreadsheet



Adjust the column width and row 
height to suit the layout you have 

selected.



Create formulas to calculate totals 
for each stationery item



Create a formula to calculate the 
order total for the month



Create a formula to calculate the 
GST component of the order.  

Note all prices exclude GST and 
the value of GST is 15% or 

multiply by 0.15



Create a formula to calculate the 
GST inclusive total of the order for 

the month.



To calculate the amount of GST to 
be added to an exclusive price

• Multiply the figure by 0.15 to get the GST amount only, 
Then add to the original figure to get the full GST inclusive 
amount. 

• OR multiply by 1.15 to get the full amount with GST 
included. 

Example:
Value of Goods $1,500.00
GST at 15% $225.00 (1500 x 0.15)
Total Price $1,725.00 (1500 x 1.15)



If you don’t have a calculator 
here’s how to work out 15%:

1. Calculate 10% by dropping off the last 
dollar digit, rounding as necessary. 

2. Calculate 5% by halving the 10% figure 
already calculated. 

3. Add the 10% figure and the 5% figure 
together. 

E.g.
10% of $1,500.00 = $150.00 
5% of $1,500.00 = 1⁄2 of $150.00 = $75.00 
10% + 5% = $150.00 + $75.00 = $225.00 



To calculate the GST component 
of an inclusive price:

Multiply the figure by 3, then divide by 23. 

OR divide by 7.66666666. 

Example 1: Example 2:
Value of goods $1,725.00 Value of goods $1,725.00 

1725.00 x 3 = 5175.00 1725 / 7.66666666 = 225.00 

5175.00 / 23 = 225.00 





If you want to find the formulas 
used in an existing table…



Exercise 3
Drinks Survey

Create a spreadsheet using the following information. You 
have been asked to prepare a spreadsheet using the results 
of a survey on the types of fizzy drinks people prefer. 3000 
people were asked what their favourite fizzy drink is, and 
what their next preference would be if their favourite was not 
available.



Enter the raw data below, applying as many presentation 
Features (Font, Font Size, Font Colour, Number Formats 
and Colour, Cell Shading, Text Rotation, etc) to it as you 
wish. 



Drink 1st Preference 2nd Preference
Pepsi 342 403

Coca Cola 359 367
7Up 238 290
Lift 215 190

Mountain Dew 321 311
Fanta 103 80

Ginger Beer 180 380
Leed Lemonade 217 120

Lemonade 215 105
L&P 425 414

Vanilla Coke 203 67
Don't Knows 182 273



• Apply appropriate number formats to your numbers

• Centre your spreadsheet horizontally on the page

• Give your spreadsheet an appropriate title and centre it 
across your spreadsheet

• Select the best page orientation for your spreadsheet

• Adjust the column width and row height to suit the layout 
you have selected



• Change the colour and thickness of the borders around 
your spreadsheet



• Create formulas to calculate the percentage of the total 
number of people surveyed that preferred a specific fizzy 
drink as their first preference

• Create formulas to calculate the percentage of the total 
number of people surveyed that preferred a specific fizzy 
drink as their second preference





Inserting columns
• Select the column to the right of where you want the new 

column to be placed

• Click insert

• A column will be inserted to the left of the column 
selected.



• Or choose the drop down menu with the arrow to select 
what you want to insert.

• Excel will automatically put a column to the left of your 
cursor or a row above your cursor.



Absolute Reference

• When you copy formulas across or down using autofill, 
the cell references in the formula will change accordingly.

• An absolute cell reference is used when you want a cell 
reference to stay fixed on a specific cell. Use a $ sign in 
front of each letter and number e.g. $A$1.





Understand error values
• ##### The column is not wide enough to display the 

content. Increase column width, shrink contents to fit the 
column, or apply a different number format. 

• #REF! A cell reference is not valid. Cells may have been 
deleted or pasted over. 

• #NAME? You may have misspelled a function name. 

Cells with errors such as #NAME? may display a color triangle. If 
you click the cell, an error button        appears to give you some 
error correction options 


