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 i  •  Course Information

EXCEL 2019: GETTING STARTED  AND THE PART OF 
TENS

This course covers such fundamentals as how to start the program, identify the parts of the screen and 
the secrets of the Ribbon interface. It also covers the ten most useful facts, tips, and suggestions. 

LEARNING ASSIGNMENTS AND OBJECTIVES 

As a result of studying each assignment, you should be able to meet the objectives listed below each 
individual assignment.

SUBJECTS

The Excel 2019 User Experience
Top Ten Beginner Basics
The Ten Commandments Of Excel 2019
Top Ten Ways To Manage Your Data
Top Ten Ways To Analyze Your Data

Study the course materials from pages 1 to 55
Complete the review questions at the end of each chapter
Answer the exam questions 1 to 10

Objectives:

• Recall where functions and commands can be located. 
• Identify the most fundamental skills required to successfully use Excel 2019
• Recognize the most important do’s and don’ts when using Excel.
• Identify the most important features for managing large amounts of data.
• Recall the most essential features for analyzing spreadsheet data.



 ii  •  Course Information

NOTICE
This course is sold with the understanding that the publisher is not engaged in rendering legal, 
accounting, or other professional advice and assumes no liability whatsoever in connection with 
its use. Since laws are constantly changing, and are subject to differing interpretations, we urge 
you to do additional research and consult appropriate experts before relying on the information 
contained in this course to render professional advice.This course and test have been adapted 
from supplemental materials and uses the materials entitled Excel 2019 for Dummies by Greg 
Harvey, PhD. Copyright © 2018 by John Wiley & Sons, Inc. Displayed by permission of the 
publisher, John Wiley & Sons, Inc., Hoboken, New Jersey. All rights reserved.

Limit of Liability/Disclaimer of Warranty: While the publisher and author have used their best 
efforts in preparing this book, they make no representations or warranties with respect to the 
DFFXUDF\�RU�FRPSOHWHQHVV�RI�WKH�FRQWHQWV�RI�WKLV�ERRN�DQG�VSHFL¿FDOO\�GLVFODLP�DQ\�LPSOLHG�
ZDUUDQWLHV�RU�PHUFKDQWDELOLW\�RU�¿WQHVV�IRU�D�SDUWLFXODU�SXUSRVH��1R�ZDUUDQW\�PD\�EH�FUHDWHG�
or extended by sales representatives or written sales materials. The advice and strategies 
contained herein may not be suitable for your situation. You should consult with a professional 
ZKHUH�DSSURSULDWH��1HLWKHU�WKH�SXEOLVKHU�QRU�DXWKRU�VKDOO�EH�OLDEOH�IRU�DQ\�ORVV�RI�SUR¿W�RU�DQ\�
other commercial damages, including but not limited to special, incidental, consequential, or 
other damages.

The End User shall be permitted to use the Licensed Content for internal purposes only and 
not for resale or distribution. The Licensed Content is provided on an “as is” basis and with-
out any warranties of any kind, express or implied. CCH INCORPORATED AND ITS LICEN-
SORS AND AFFILIATES DISCLAIM ALL WARRANTIES WITH RESPECT TO THE LICENSED 
CONTENT, EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO, WARRANTIES 
OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, NON-INFRINGEMENT, 
TITLE, QUIET ENJOYMENT AND INFORMATION COMPLETENESS, CURRENCY OR AC-
CURACY.

End User assumes all responsibilities and obligations with respect to the selection of the Li-
censed Content to achieve End User’s intended results. End User assumes all responsibilities 
and obligations with respect to any decision or advice made or given as a result of the use or 
DSSOLFDWLRQ�RI�WKH�/LFHQVHG�&RQWHQW��&&+�DQG�LWV�OLFHQVRUV�DQG�DI¿OLDWHV�DUH�QRW�HQJDJHG�LQ�WKH�
rendering of legal, accounting, tax or other professional advice or services. If legal, accounting, 
tax or other expert assistance is required, the services of a competent professional should be 
sought.

This course is sold with the understanding that the publisher is not engaged in rendering legal, 
accounting, or other professional advice and assumes no liability whatsoever in connection 
with its use. Since laws are constantly changing, and are subject to differing interpretations, we 
urge you to do additional research and consult appropriate experts before relying on the infor-
mation contained in this course to render professional advice.

��3DFL¿F�&3(��/3�����

Program publication date 11/5/2018
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EXAM OUTLINE

• TEST FORMAT: 7KH�¿QDO�H[DP�IRU�WKLV�FRXUVH�FRQVLVWV�RI����PXOWLSOH�FKRLFH�TXHVWLRQV�
DQG�LV�EDVHG�VSHFL¿FDOO\�RQ�WKH�LQIRUPDWLRQ�FRYHUHG�LQ�WKH�FRXUVH�PDWHULDOV�

• $&&(66�),1$/�(;$0��/RJ�LQ�WR�\RXU�DFFRXQW�DQG�FOLFN�7DNH�([DP��$�FRS\�RI�WKH�¿QDO�
exam is provided at the end of these course materials for your convenience, however you 
must submit your answers online to receive credit for the course.

• /,&(16(�5(1(:$/�,1)250$7,21��7KLV�FRXUVH�TXDOL¿HV�IRU�2 CPE hours.

• PROCESSING: <RX� ZLOO� UHFHLYH� WKH� VFRUH� IRU� \RXU� ¿QDO� H[DP� LPPHGLDWHO\� DIWHU� LW� LV�
submitted. A score of 70% or better is required to pass. 

• &(57,),&$7(�2)�&203/(7,21��Will be available in your account to view online or 
print. If you do not pass an exam, it can be retaken free of charge.
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CHAPTER 1: THE EXCEL 2019 USER EXPERIENCE

Chapter Objective

After completing this chapter, you should be able to:
• Recall where functions and commands can be located.

In This Chapter

• Getting familiar with the Excel 2019 program window and Backstage view

• Selecting commands from the Ribbon

• Customizing the Quick Access toolbar

• Starting Excel 2019

• 6XU¿QJ�DQ�([FHO������ZRUNVKHHW�DQG�ZRUNERRN

• Getting things done with the Tell Me feature

Excel 2019, like Excel 2016, 2013, 2010, and 2007 before it, relies upon a single strip at the top of the 
worksheet called the 5LEERQ�WKDW�SXWV�WKH�EXON�RI�WKH�([FHO�FRPPDQGV�\RX�XVH�DW�\RXU�¿QJHUWLSV�DW�DOO�
times.

Add to the Ribbon a File tab and a Quick Access toolbar — along with a few remaining task panes (Help, 
Clipboard, Clip Art, and Research, to name a few) — and you end up with the handiest way to crunch 
\RXU�QXPEHUV��SURGXFH�DQG�SULQW�SROLVKHG�¿QDQFLDO�UHSRUWV��DV�ZHOO�DV�RUJDQL]H�DQG�FKDUW�\RXU�data. In 
other words, to do all the wonderful things for which you rely on Excel.

Best of all, the Excel 2019 user interface includes all sorts of graphical elements that make working on 
spreadsheets a lot faster and a great deal easier. Foremost is Live Preview, which shows you how your 
actual worksheet data would appear in a particular font, table formatting, and so on before you actually 
select it. This Live Preview extends to the new Quick Analysis and Recommended PivotTables and 
Recommended Charts commands to enable you to preview your data in various formats before you 
apply them.

Additionally, Excel 2019 supports a Page Layout View that displays rulers and margins along with 
headers and footers for every worksheet with a Zoom slider at the bottom of the screen that enables you 
to zoom in and out on the spreadsheet data instantly. Finally, Excel 2019 is full of pop-up galleries that 
make spreadsheet formatting and charting a real breeze, especially in tandem with Live Preview.
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(;&(/¶6�RIBBON USER INTERFACE

When you launch Excel 2019, the Start screen similar to the one shown in Figure 1-1 opens. Here you 
can start a new blank workbook by clicking the Blank workbook template, or you can select any of the 
other templates shown as the basis for your new spreadsheet. If none of the templates shown in the 
Start screen suits your needs, you can search for templates online. After you’ve worked with Excel for 
some time, the Start screen also displays a list of recently opened workbooks that you can reopen for 
further editing or printing.

FIGURE 1-1

The Excel 2019 Start screen enables you to open a new blank workbook or a recently opened 
ZRUNERRN��RU�¿QG�D�WHPSODWH�WR�XVH�DV�WKH�EDVLV�IRU�D�QHZ�ZRUNERRN�

When you select the Blank workbook template from the Excel 2019 Start screen, the program opens an 
initial worksheet (named 6KHHW���LQ�D�QHZ�ZRUNERRN�¿OH��QDPHG�Book1) inside a program window like 
the one shown in Figure 1-2.
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FIGURE 1-2

The Excel 2019 SURJUDP�ZLQGRZ�WKDW�DSSHDUV�LPPHGLDWHO\�DIWHU�VHOHFWLQJ�WKH�Blank Workbook 
WHPSODWH�LQ�WKH�RSHQLQJ�VFUHHQ�

The Excel program window containing this worksheet of the workbook contains the following components: 

• File button that when clicked opens the Backstage view — a menu on the left that 
FRQWDLQV� DOO� WKH� GRFXPHQW�� DQG� ¿OH�UHODWHG� FRPPDQGV�� LQFOXGLQJ� ,QIR�� 1HZ�� 2SHQ�
�VHOHFWHG�E\�GHIDXOW�ZKHQ�\RX�¿UVW� ODXQFK�([FHO���6DYH��6DYH�$V��3ULQW��6KDUH��([SRUW��
Publish, and Close. Additionally, at the bottom, there’s an Account option with User and 
Product information and an Options item that enables you to change many of Excel’s 
default settings. Note that you can press Esc to exit the Backstage view and return to the 
normal worksheet view.

• Customizable Quick Access toolbar that contains buttons you can click to perform 
common tasks, such as manually saving your work and undoing and redoing edits. 
This toolbar is on the left side and begins with the Save button in a new worksheet. The 
deactivated AutoSave button to its immediate left is automatically turned on after you 
PDQXDOO\�VDYH�D�ZRUNERRN�¿OH�LQ�WKH�FORXG�RQ�2QH'ULYH�RU�D�6KDUH3RLQW�ZHEVLWH�

• Ribbon that consists of a series of tabs, ranging from Home through Help. The tabs on 
the Ribbon contains the bulk of the Excel.

• Formula bar that displays the address of the current cell along with the contents of that 
cell.


