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M S Excel 2003 - Lesson 1: Get familiar with
M icr osoft Excel

Excel 2003 spreadsheet has a maximum of 256 columns and 65,536 lines; The maximum number of worksheets
you can add is 255 sheets. With this huge number, managing tables will become much simpler.

Parallel to the post about Microsoft Word being posted, TipsMake.com will give a series of articles about
Microsoft Excel spreadsheet. | hope that this knowledge will be really useful for you who are new to
Microsoft Office suite aswell asfor office workers.

Maybe some people who are familiar with Excel 2003 spreadsheets do not know that the spreadsheet you are
using has a maximum of 256 columns and 65,536 lines; The maximum number of worksheets you can add is 255
sheets. With this huge number, managing tables becomes much simpler because it is possible to store 255 tables
on 255 sheetsin an Excel file.

1. Data typesin Excel 2003 spreadsheet

When working with spreadsheets you will have to become familiar with alot of data types, but all those types of
data are based on 3 basic types: Number type, Font type and Formulatype.

a. Typeface:

Font data is always on the left side of the cell (cell), it includes letters, numbers and special characters. If a cell
has numeric data that you want to convert to text, you must have an apostrophe () in front of that cell.
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b. Number type:

The numeric data is always on the right of the cell. The values ??of date, time, currency, percent . are numeric
data (can be calculated plus, minus, multiply, and divide).

Note : the date value if you enter it correctly (usually month / day / year) will be on the right of the cell, if itis
entered incorrectly, it will be on the left of the cell (equivalent to the type)
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c. Formulatype:



Formula datais data that begins with the signs. =, +, -, * (most commonly, using the = sign).
- Calculation formulas in data types :

Add + Subtract - Multiply * Divide/ Percent%
The separator between decimal placesis usually aperiod (.), And the separator between thousands of numbersis
acomma (,). (Example: 1000000 = 1,000,000; also ¥2 = 0.5)

- Logical functions:

1. OR: function or
2. AND : function and
3. NOT : negative function

-In addition to the formula type, it will often be combined with calculation functions (this section will be
introduced in the next lesson)

2. Types of addresses

Each cell has a separate address to distinguish and calculate. The address of the cell is named after the column
symbol and the corresponding line number of that cell. (Example: cell C3 isin column C, line 3), the address of
the cell you will see on the left side of the Formular bar (the toolbar isjust above the worksheet).

Thereare 4 types of cell addresses you must remember : Use F4 to change between address types

- Relative address : is the usual address that you often see, this address will change the whole column when
copying the formula (this section will introduce later). The relative address symbol is: tencottendong ( Example:
C3)

- Absolute address line : is the address whose line does not change but the column changes. The symbol of the
absolute address lineis: tencot $ tendong ( example: C $ 3 is the absolute address of line 3)

- Absolute column address: is the address where the column does not change but the row changes. The symbol
of the absolute address column is: $ tencottendong ( example: $ C3 is the absolute address of column C)

- Absolute address : is the address where both the column and the row are not changed when copying the
formula. The symbol of this address is: $ tencot $ tendong ( example: $ C $ 3 is the absolute address for both
column Candline3)
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Address space : you will have to use the address space very much when making spreadsheets, this address area
shows which box you are choosing from. The address space symbol is as follows: tencotltendongl.
tencot2tendong2 (For example, you are selecting the areafrom cell C3 to H5, the address space will be C3: H5)

(Also)

Y ou finished reading the article "M S Excel 2003 - Lesson 1: Get familiar with Microsoft Excel” edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

