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🟩 1. Introduction to Excel Interface

🟩 2. Entering and Managing Data

🟩 3. Formatting Cells and Data

🟩 4. Basic Formulas and Functions

🟩 5. Managing Worksheets

🟩 6. Sorting, Ranking, and Organizing Data

🟩 7. Creating Charts and Visualizations

🟩 8. Practical Examples

ChatGPT: What topics to cover in an Excel for Beginners class



Practical Examples: a small business payroll and a mortgage payment schedule
• Entering and editing data (numbers, text, dates, etc.)
• Using AutoFill
• Short cuts: Undo (CTRL-Z), Redo (CTRL-Y), Copy (CTRL-C), Cut (CTRL-X), Paste (CTRL-V)
• Relative vs. absolute reference (e.g., D7 <--> $D$7), (CTRL-T)
• Basic arithmetic: +, -, *, /
• Functions: SUM, LOOKUP, PMT, IPMT
• Inserting and formatting columns and rows, formatting data, ranking, sorting
• Freezing and unfreezing panes
• Creating charts/plots
• Page setup, set print area, printing (CTRL-P)

List of Topics

Introduction to Excel layout, terminology, and interface



Reinventing the Wheel?
Search “Excel for Beginners” on YouTube



EXCEL on Apple Mac

Slightly different but similar on Windows
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Tools for Insert tab



Tools for Data tab



Tools for Formula tab

Sum
Average
Max
Min
…

D

8

9 17.53

10 23.17

11 11.25

12 16.30

13 13.77

14 7.89

15 19.23

16
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19

ß “=AVERAGE(D9:D15)”

ß “=MAX(D9:D15)”

ß “=MIN(D9:D15)”

109.14

15.59

23.17

7.89

SUM(number1, [number2, …])

ß “=SUM(D9, D10, …, D15)” or “SUM(D9:D15)”

To find the sum of all values from D9 to D15 

SUM(range)



Tools for Formula tab

PMT(Rate, Nper, PV, FV, Type)
    Rate: Interest rate (monthly)
    Nper: Number of periods (months)
    PV: Present value (loan or initial investment)
    FV: Future value (0 or investment goal)
    Type: Payments due at the start (1) or end (0) of periods

D E

8 Interest Rate 4.5%

9 Year 15

10 PV (Loan) $400,000

11 FV

12 Monthly payment

=PMT(E8/12,E9*12,E10,,)

Example: Monthly payment for a 15-year mortgage 
of $400,000 at a 4.5% interest rate

PMT: Calculates the periodic 
(usually monthly) payment 
for an investment or a loan, 
finding the fixed amount 
needed to reach a future goal 
or to repay a principal

D E

8 Interest Rate 5%

9 Year 10

10 PV 0

11 FV (Investment goal) $50,000

12 Monthly deposit

=PMT(E8/12,E9*12,,E11,)

($321.99)

Example: Monthly deposit to accumulate 
$50,000 in 10 years at a 5% interest rate

($3,059.97)

IPMT(Rate, per, Nper, PV, FV, Type): Calculate interest portion of the perth payment



• Small Business Payroll
• Entering and editing data (numbers, text, dates, etc.)
• Using AutoFill
• Short cuts: Undo (CTRL-Z), Redo (CTRL-Y), Copy (CTRL-C), Cut (CTRL-X), Paste (CTRL-V)
• Relative vs. absolute reference (e.g., D7 <--> $D$7), (CTRL-T)
• Basic arithmetic: +, -, *, /
• Functions: SUM, LOOKUP
• Inserting and formatting columns and rows, formatting data, ranking, sorting
• Page setup, set print area, printing (CTRL-P)

• Mortgage Payment Schedule
• PMT(Rate,Nper,PV,FV,Type): Monthly mortgage payment
• IPMT(Rate,per,Nper,PV,FV,Type): Interest payment for a given period
• Freezing and unfreezing panes
• Creating charts/plots

Practical Examples

Hands-on




