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Let’s Get Technical 

Microsoft Excel  

 

Introduction 

 

Microsoft Excel is a powerful spreadsheet application used for data organization, 
analysis, calculation, and visualization. This guide provides an overview of Excel's 
interface and key terminology to help you navigate and use the program effectively. 

 

Main Components 

The Excel interface consists of several key areas: 

 

Title Bar - Located at the very top of the window, displays the file name and Excel icon. 
Contains the Quick Access Toolbar on the left and window control buttons (minimize, 
maximize, close) on the right. 

 

Ribbon - The tabbed toolbar below the Title Bar containing commands organized by 
function. Default tabs include Home, Insert, Page Layout, Formulas, Data, Review, 
View, and Help. Each tab contains groups of related commands. 

 

Quick Access Toolbar - A customizable toolbar (usually in the upper-left) that provides 
one-click access to frequently used commands like Save, Undo, and Redo. 

 

Name Box - Located to the left of the Formula Bar, displays the cell reference or name 
of the currently selected cell or range. You can also type a cell reference here to 
navigate quickly. 

 

Formula Bar - Located below the Ribbon, displays the contents of the active cell. You 
can enter or edit data and formulas here. Shows the underlying formula or value, not the 
formatted result. 

 

Worksheet Area - The main grid of cells where you enter and view data. Contains 
column headers (letters) across the top and row headers (numbers) down the left side. 
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Sheet Tabs - Located at the bottom of the window, these tabs allow you to navigate 
between different worksheets in your workbook. You can add, delete, rename, or 
reorder sheets. 

 

Status Bar - The bar at the bottom of the window displaying information about the 
current worksheet, such as the sum or average of selected cells, page number, and 
view options. 

 

Scroll Bars - Vertical and horizontal bars on the right and bottom edges that allow you 
to navigate through large worksheets. 

 

The Ribbon Tabs 

Each Ribbon tab contains specific groups of commands: 

 

Home - Formatting tools, clipboard operations, font settings, alignment, number 
formats, cell styles, and basic editing commands. 

 

Insert - Add tables, illustrations, charts, sparklines, filters, links, text boxes, symbols, 
and other objects to your worksheet. 

 

Page Layout - Control themes, page setup, scale, sheet options, and arrange objects 
for printing. 

 

Formulas - Insert functions, define names, create formulas, perform formula auditing, 
and access calculation options. 

 

Data - Get external data, manage connections, sort and filter data, use data tools like 
Text to Columns, remove duplicates, and perform what-if analysis. 

 

Review - Proofing tools, language options, comments, protect/unprotect sheets and 
workbooks, and track changes. 

 

View - Change workbook views, show/hide elements, zoom, window arrangements, 
macros, and freeze panes. 

 



The Life After Prison 
www.thelifeafterprison.org 

Excel Glossary 

 

Key terms and concepts you'll encounter when working with Excel: 

Term Definition 

Workbook An Excel file that contains one or more worksheets. The entire 
document with a .xlsx or .xls extension. 

Worksheet A single spreadsheet within a workbook, represented by a tab at 
the bottom. Also called a sheet. 

Cell The intersection of a row and column where you can enter data. 
Each cell has a unique address (e.g., A1, B5). 

Cell Reference The address of a cell, combining its column letter and row number 
(e.g., C3, AA100). 

Range A group of selected cells, identified by the first and last cell 
separated by a colon (e.g., A1:C10 represents a rectangular 
block). 

Formula An equation that performs calculations on values in your 
worksheet. Always begins with an equals sign (=). 

Function A predefined formula that performs specific calculations (e.g., 
SUM, AVERAGE, IF, VLOOKUP). 

Absolute 
Reference 

A cell reference that doesn't change when copied to another cell, 
indicated by dollar signs (e.g., $A$1). 

Relative 
Reference 

A cell reference that changes relative to its position when copied 
to another cell (e.g., A1 becomes B2 when copied one column 
right and one row down). 

Active Cell The currently selected cell, indicated by a bold border. Its 
reference appears in the Name Box. 

Fill Handle The small square in the bottom-right corner of the active cell or 
range that you can drag to copy content or create series. 

AutoFill A feature that automatically extends patterns or copies formulas 
when you drag the fill handle. 

Freeze Panes A feature that locks specific rows or columns in place so they 
remain visible while scrolling through the worksheet. 
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Chart A visual representation of data, such as a column chart, line chart, 
pie chart, or scatter plot. 

PivotTable An interactive table that automatically sorts, counts, and totals 
data stored in one table or spreadsheet, allowing you to analyze 
and summarize large datasets. 

Filter A tool that displays only rows that meet specific criteria, 
temporarily hiding other rows without deleting them. 

Sort Arranging data in a specific order, such as alphabetically, 
numerically, or by date (ascending or descending). 

Conditional 
Formatting 

Formatting that automatically applies to cells based on specified 
conditions (e.g., highlighting values above a threshold). 

Data Validation A feature that restricts the type of data or values that can be 
entered into a cell (e.g., only numbers between 1 and 100). 

Named Range A descriptive name assigned to a cell or range of cells to make 
formulas easier to understand (e.g., 'SalesData' instead of 
A1:A100). 

Macro A recorded sequence of commands or actions that can be played 
back to automate repetitive tasks. 

Sparkline A tiny chart contained within a single cell that provides a visual 
representation of data trends. 

Operator A symbol used in formulas to perform calculations (e.g., + for 
addition, - for subtraction, * for multiplication, / for division, ^ for 
exponentiation). 

Argument The values, cell references, or ranges that a function uses to 
perform calculations (e.g., in =SUM(A1:A10), A1:A10 is the 
argument). 

Array Formula A formula that performs multiple calculations on one or more 
items in an array, returning either a single result or multiple 
results. 

Cell Styles Predefined combinations of formatting options (font, color, 
borders, number formats) that can be applied to cells. 

Print Area The specific range of cells designated to be printed, excluding 
other parts of the worksheet. 

Page Break A divider that indicates where one printed page ends and another 
begins. 
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Quick Tips for Getting Started 

 

Navigation Shortcuts - Use arrow keys to move between cells, Ctrl+Home to go to cell 
A1, and Ctrl+End to jump to the last used cell. 

 

Selecting Ranges - Click and drag to select multiple cells, or hold Shift while clicking to 
select a range. Ctrl+A selects all cells. 

 

Quick Calculations - Select a range of numbers and look at the Status Bar to see the 
automatic Sum, Average, and Count. 

 

AutoSum - Click the AutoSum button (Σ) on the Home tab to quickly add a SUM 
formula for adjacent cells. 

 

Column Width & Row Height - Double-click the border between column letters or row 
numbers to auto-fit content. 

 

Format Painter - Copy formatting from one cell to another by selecting the formatted 
cell, clicking Format Painter on the Home tab, then clicking the target cell. 

 

Undo & Redo - Use Ctrl+Z to undo actions and Ctrl+Y to redo. The Quick Access 
Toolbar shows a dropdown list of recent actions. 
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