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Objectives:

The learner will:

· Become familiar with terminology used in Microsoft Excel

· Create a simple workbook

· Write a simple formula

· Create a simple chart

· Sort a simple text chart

· Formatting Cells

· Adding Columns

· Borders
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Terminology
Worksheet, Spreadsheet, Workbook

Worksheet  = a row-and-column matrix sheet on which you work

Spreadsheet  = this type of computer application

Workbook  = the book of pages that is the standard Excel document.

Cell

The workbook is made up of cells.  There is a cell at the intersection of each row and column.

A cell can contain a value, a formula, or a text entry.

Rows, Columns, and Sheets

The Excel worksheet contains 16,384 rows that extend down the worksheet, numbers 1 through 16384.

The worksheet contains 256 columns that extend across the worksheet, lettered A through Z, AA through AZ, BA through BZ, and continuing IA through IZ.

The Excel workbook can contain as many as 256 sheets, labeled Sheet 1 through Sheet 256.  The initial number of sheets in a workbook, which can be changed by the user, is 16.

Cell references

Cell references are the combination of column letter and row number.  For example, the upper-left cell of a worksheet is A1.
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Typing into Cells
1. In cell A1, type Keyboarding – 4th Period Grades
2. Type as follows:

· Cell A2 type Student’s Name
· Cell B2 type Test1
· Cell C2 type Test 2
· Cell D2 type Test 3
· Cell E2 type Average
3. Type in cells: A3 – Adams, Jane; A4 – Smith, Jo; and A5 – Thomas, Ann
4. Type in cells: B3 – 90; B4 – 75; and B5 - 95
5. Type in cells: C3 – 75; C4 – 80; and C5 – 75
6. Type in cells: D3 – 90; D4 – 85; and D5 – 85
7. Type in cell A6 – Average
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Changing Cell Size
1. Point with your mouse between the A and B columns.  When the cursor changes to a line crossed by a double-sided arrow, hold down the left mouse button and drag the column to the right.  This will make the A column wider.

2. Point with your mouse between the B and C columns.  When the cursor changes to a line crossed by a double-sided arrow, quickly double click the left mouse button.  Notice that the column automatically adjusts to fit the text.

3. Adjust the width of all columns through E.
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Making Text Bold

1. Select cell A1 by clicking on the cell.  Then, point to the B icon on the tool bar.

2. Bold the text in cells: A2; B2; C2; D2; E2; and A6.
[image: image40.png]Document soft Word

| Bl Edi View Insert Fomat Took Table Window Help
eI I Y
|

Normal

OE=0o/DT ~ -

JDvawv m G| agoshepes- N NOOE 4 E &-A-=8 2
e i e o

[Jhios @mn@ﬁf@@iﬁ@?ﬁf

l\.ﬂmou IF=Eme 2

[Page 1 sect o jwr i Gt

st | CEREEAms ||




[image: image6.png]E3 Microsoft Excel ise. =18]
) Fle Edt iew Insert Fomat Tooks Data Window Help -8 x|
FHLERY BRI - LR U
B %%, 83 L-5-A-

Keyboarding — 4th Period Grades
A B[ C[0D E 3 [ " I J K L =
nLKe!hnzrdmg —4th Period Grades

Students Name Test1 TestZ Test3 Average
: Adams, Jane 9o 75 @
4_|Smith, Jo 75 80 8
5 |Thomas, Ann 9% 75 8
6
7
8

g Excel practice exer

arial -0 -|B 2z U
Al

Average

22

315 31 e, Sheevt 4 Sheatz 4 Shests 7
oraw~ [y auoshapes » N\ W 0O B 4l
Readly UM

st EEEEAM S ||l | #segminge | [ Microsort... || HRBLA ZBa 5P





Bold icon

Merge and Center
Point to cell A1, hold down your left mouse button and drag through cell E1 to select all cells.  Release the left mouse button.  With your mouse, click the Merge and Center icon on the toolbar.  This will center your heading.
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Merge and Center Icon

Using a Formula

1. Click in cell E3. 
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With your left mouse button, click the = mark located on the formula bar.
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In the box to the left of the equal sign, a word will appear with a drop down arrow option beside it.  Click the drop down arrow and choose AVERAGE.
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The following box will appear.  This is simply asking if the range of cells B3 through D3 are the cells you want to average.  This range is correct so click OK.
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Copy formula to other cells
4 Point to the right bottom of cell E3 until you get the plus sign.

5 When you get the plus sign, click and hold down the right mouse button.

6 Drag through cell E5

7 Excel will automatically fill in averages for Cells E4 and E5.
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8 Now use the same method as above to find the average for Test 1, this will be in Cell C6.  Use the drag method to calculate the averages for Tests 2, Test 3, and Average.
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Creating a Simple Chart

Select cells A2 through E6.

1. Choose the Chart Icon from the toolbar in version 2000
In version 2010, select the Insert tab   
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2. The Chart Wizard dialog box will appear:
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3. Select a Column Chart and click the Next or OK button.
4. The following dialog box should appear in Office 2000
 Read the dialog box, make sure the range is correct and then click the Next button.

Chart Options in 2000
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Chart Options 2010
Hoover over the top left of the chart until the cursor becomes a star. Double Click
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The following dialog box should appear in Office 2010.  Notice the Format Chart Options
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Right Click on the chart and copy and paste it in Word, PowerPoint, etc.
Sorting
With Excel open, click on the icon that looks like a file folder (or Choose File ( Open from the menu bar).  The instructor will tell you where to locate this file.
Choose “Field Trip List”
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1. Click the square that is located above the number 1 and beside the A.


2. This should cause the entire sheet to change colors.

  
3. Choose Data from the Menu bar and Sort from the drop-down menu.
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4. In the Sort Dialog box, set the first box to Sort by: Homeroom
5. Set the second box to: Then by: Class Period.

6. Choose OK.

7. Notice that the students are now sorted by Room number and class period.

8. Next, make sure the entire sheet is selected again.

9. Choose Data from the Menu bar and Sort from the drop-down menu.

10. Change the Then by box from Class Period to (none) or (Delete Level)
11. Change the Sort by box to Student.

12. Notice the list is now sorted in alphabetical order by Student’s Name.

Through the sort box, you can sort by any column.  A HINT, if you select only one column, it sorts only that column.  Make sure you select the entire row before you sort or your data will become mixed and confusing!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
Formatting Cells

Using the “Field Trip List” which you have opened, click on the second tab at the bottom labeled “Student Information” which takes you to a different worksheet.
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1. Choose row 1 by clicking the box on the left with the number 1 in it.  The entire row should be highlighted.

2. Using the mouse, place the cursor on this highlighted line and right click with the right mouse button. 

3. On the menu that appears, choose Format Cells…

4. Choose the second tab: Alignment.

5. In the box for Horizontal, choose: Center.

6. In the box for Vertical, choose: Center.

7. In the Text control box, click to place a check beside: Wrap text.

8. Then, choose the tab for Font.
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9. Choose Font style: Bold   Size: 12   OK
When you look at the Excel sheet, you will notice the top of the sheet looks like this:
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10. Using one of the techniques we used earlier to adjust column size, adjust the columns to suit you.

Adding columns
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1. Place your cursor in box A1.

2. Right click and choose Insert, and Entire Column from the pop-up menu.

3. A new column should appear before A moving all the other columns to the right one letter.

4. In cell A2 – type the number 1.

5. In cell A3 – type the number 2.

6. Highlight cells A2 and A3:
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7. Move your cursor to the small square in the lower right hand corner of the highlighted area.

8. When the cursor turns into a plus sign, hold down the left mouse button and drag the box down until it includes all the cells located beside students’ names.

9. When you release the mouse button, Excel automatically numbers the remaining cells.
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10. Place your cursor between the A and B on the top row, moving the cursor until it turns into a two-sided arrow.  (Note: you may have to click on either the A or the B before the cursor will turn into a two-sided arrow.)  When you get the two-sided arrow, double click quickly with the left mouse button.  The first column should reduce in size to fit the typed text in the cells.

11. Click the cell at the top of the worksheet with the E in the cell.  This should select the entire column.

12. Click the Centering button on the Formatting toolbar: 
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13. Everything in the column should center.  If it does not, click the centering button one more time.  Sometimes it removes the centering command and has to be clicked a second time to apply centering to the entire column.

14. Center the columns for: Room, Sex, and Parent’s Work Phone using this same technique.

Borders

1. Select all cells that have typing in them:
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2. Using the mouse, place the cursor on the highlighted area and right click with the right mouse button.

3. On the menu that appears, choose Format Cells…
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4.  Choose the tab that says Border.

5. Under the Style: menu – choose the bold line 

6. When the bold line is highlighted, click the button that says: Outline
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7. Click the line that shows a narrower line

8. Click the Inside box

9. Click OK

10. Click anywhere on the Excel sheet to turn off the selection of the cells.

11. Your chart should now have a heavy border with thin lines separating all the cells.

ADDING COLOR

Select the cells that include the words: Students, Homeroom, Room #, Class Period, and Paid.

Right click on the highlighted cells and choose Format Cells again.

Choose the tab that says Patterns:
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Choose a color.

Click OK.

Your cells should now be colored.

TYPING ON MORE THAN ONE LINE WITHIN ONE CELL

It is possible to type more than one line within one cell.

Choose a cell below the last name on the list you just finished formatting.

Within the cell, type: This is a test.

Hold down the Alt key and press Enter.

Type: See it works.

Then, press Enter again.

Notice that both sentences appear in the same cell.

CONCLUSION

Congratulations, you can now use Excel to make your life easier.

Use it to make charts, graphs, and lists.  You can sort, add borders, and colorize.

Practice and enjoy!
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Select “All Chart Types" at the bottom.





The chart types will appear when you make the selection.
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