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EXCEL 2019: GETTING STARTED WITH 
SPREADSHEETS

This course covers the fundamentals of spreadsheets in excel. Topics include: starting a worksheet from 
scratch, entering different types of data, creating simple formulas, using the AutoCorrect and AutoFill 
features, built-in functions, and more. 

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

Creating A Spreadsheet From Scratch

Study the course materials from pages 1 to 57
Complete the review questions at the end of each chapter
Answer the exam questions 1 to 10

Objectives:

• Recognize how new worksheets are created
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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 
accuracy or completeness of the contents of this book and specifically disclaim any implied 
warranties or merchantability or fitness for a particular purpose. No warranty may be created 
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 
where appropriate. Neither the publisher nor author shall be liable for any loss of profit or any 
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 
application of the Licensed Content. CCH and its licensors and affiliates are not engaged in the 
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.

© Pacific CPE, LP 2021

Program publication date 11/5/2018
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EXAM OUTLINE

• TEST FORMAT: The final exam for this course consists of 10 multiple-choice questions 
and is based specifically on the information covered in the course materials.

• ACCESS FINAL EXAM: Log in to your account and click Take Exam. A copy of the final 
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.

• LICENSE RENEWAL INFORMATION: This course qualifies for 2 CPE hours.

• PROCESSING: You will receive the score for your final exam immediately after it is 
submitted. A score of 70% or better is required to pass. 

• CERTIFICATE OF COMPLETION: 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: GETTING STARTED WITH 
SPREADSHEETS

Chapter Objective

After completing this chapter, you should be able to:
• Recognize how new worksheets are created.

In This Chapter

• Starting a new workbook from scratch or from a template

• Entering the three different types of data in a worksheet

• Creating simple formulas by hand

• Fixing your data-entry boo-boos

• Using the AutoCorrect feature

• Using the AutoFill and Flash Fill features to complete a series of entries

• Entering and editing formulas containing built-in functions

• Totaling columns and rows of numbers with the AutoSum button

• Saving your precious work and recovering workbooks after a computer crash

After you know how to launch Excel 2019, it’s time to find out how not to get yourself into trouble when 
actually using it! In this chapter, you find out how to put all kinds of information into all those little, blank 
worksheet cells. Here you find out about the Excel AutoCorrect and AutoComplete features and how 
they can help cut down on errors and speed up your work. You also get some basic pointers on other 
smart ways to minimize the drudgery of data entry, such as filling out a series of entries with the AutoFill 
and Flash Fill features as well as entering the same thing in a bunch of cells all at the same time.

After discovering how to fill a worksheet with all this raw data, you find out what has to be the most 
important lesson of all — how to save all that information in a secure place, such as your computer’s 
hard drive or in the cloud on your OneDrive, so that you don’t ever have to enter the stuff again!

SO WHAT YA GONNA PUT IN THAT NEW WORKBOOK OF YOURS?

When you launch Excel 2019, the Excel Start screen with the Home tab selected similar to the one 
shown in Figure 2-1 appears, separated into two panes. In the left navigation pane, Excel lists the names 
of all the other tabs available when you first start Excel before you open a new or existing workbook file: 
New, Open, Account, Feedback, and Options.
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FIGURE 2-1

The Excel 2019 Start screen with the Home tab selected that appears when you first launch the 
program.

In the Welcome pane on the right side of the Start screen (which says “Good afternoon” in Figure 2-1), 
Excel displays a row of thumbnail images of several templates that you can use when starting a new 
workbook. Templates create new workbooks that follow a particular form, such as an event budget or 
daily work schedule. These new workbooks generated from a template contain ready-made tables and 
lists often with sample data and headings that you can then edit and change as needed. Then, when you 
finish, you can save the new customized workbook with a new filename.

The template thumbnails in the top row of the Start screen begin with a Blank Workbook template 
immediately followed by a Welcome to Excel template and Formula Tutorial template. To explore even 
more templates that you can use as the basis for your new workbook, click the Find More in New link 
under the row of the thumbnails or click the New tab in the navigation pane to open the New screen with 
several rows different style templates.

If none of the example workbooks offered by the list of templates displayed on the New screen suits your 
needs, you can use the Search for Online Templates text box to find many more templates that match 
the search terms you enter. Right below, you can also click any of the links (Business, Personal, Lists, 
Financial Management, and so on) in the Suggested Searches to bring up and display a whole hoard of 
templates of a particular type.
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Tip

I highly recommend opening the Welcome to Excel template at some point early in your 
exploration of Excel 2019. When you click its template thumbnail, Excel immediately 
opens a new Welcome to Excel1 workbook replete with no less than 12 worksheets: 
Start, Add, Fill, Split, Transpose, Sort& Filter, Tables, Drop-Downs, Analyze, Charts, 
PivotTables, and Learn More. The Add feature lets you experiment with the all-
powerful Sum function and the Fill worksheet lets you try out the Flash Fill feature 
both discussed later in this chapter. The Analyze worksheet lets you experiment with 
the new Quick Analysis feature . The Chart worksheet lets you test the Recommended 
Charts feature. After playing with any or all of these new features, you can close the 
Welcome to Excel1 workbook without saving your changes.

When you select any one of the template thumbnails other than Blank Workbook, Welcome to Excel 
and the other tutorial templates, Excel opens a dialog box that contains a larger version of the template 
thumbnail along with the name, a brief description, download size, and rating. To then download the 
template and create a new workbook from it in Excel, you click the Create button. If, on perusing the 
information in this dialog box, you decide that this isn’t the template you want to use after all, click the 
Close button or simply press Esc.

To start a new workbook devoid of any labels and data, you click the Blank Workbook template in the 
Excel 2019 Start screen. When you do, Excel opens a new workbook automatically named Book1 or 
the next unused name, such as Book2. This workbook contains a single blank worksheet, automatically 
named Sheet1. To begin to work on a new spreadsheet, you simply start entering information in the 
Sheet1 worksheet of the Book1 Workbook window.

The ins and outs of data entry

Here are a few simple guidelines (a kind of data-entry etiquette, if you will) to keep in mind when you 
create a spreadsheet in Sheet1 of your new blank workbook: 

• Whenever you can, organize your information in tables of data that use adjacent 
(neighboring) columns and rows. Start the tables in the upper-left corner of the worksheet 
and work your way down the sheet, rather than across the sheet, whenever possible. 
When it’s practical, separate each table by no more than a single column or row.

• When you set up these tables, don’t skip columns and rows just to “space out” the 
information. Later, you see how to place as much white space as you want between 
information in adjacent columns and rows by widening columns, heightening rows, and 
changing the alignment.

• Reserve a single column at the left edge of the table for the table’s row headings.

• Reserve a single row at the top of the table for the table’s column headings.


