Excel – Workshop April 26, 2005

I. Start Excel

a. Open Microsoft Office 2004

b. In Project Gallery Open Excel Workbook (Apple + Click on icon in Dock-select Keep in Dock to leave icon on the Dock)

c. PC - Go to Programs

II. Worksheet Windows – 

a. Columns - Labeled alphabetically (A, B, C, etc.)

i.  Cell pointer – dark rectangle highlights the cell you are working on

ii. Name box in Formula Bar displays the active cell address

b. Rows are numbered (1, 2, 3, etc.)

c. Each page is called a worksheet – a collection is a workbook
III.
      Toolbars

a. Standard Toolbar- contains buttons that effect operations within the worksheet – icon show the action

i. Clipboard

ii. Arrange from A to Z

iii. Arrange from Z to A

iv. Make a chart

v. Get a SUM (Sigma symbol)
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b. Formatting Toolbar – buttons that change the worksheets appearance

i. Change font and text color

ii. Alignment, currency and % symbols, borders and shading
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c. Formula Bar

i. Under View

ii. Tells active cell cursor is in, includes calculator in 2004

iii. Type entries

iv. Begin all formulas with = (equal sign)
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d. Not all buttons available are showing – click on the black triangles to show more buttons

e. Formatting Palette – (many options, for example) – Under View
i. Add graphics

ii. View or hide gridlines in the printing

iii. Change orientation

f. Sheet tabs below worksheet grid organize workbooks and contain 3 sheets, more can be added

IV. Navigate in the Spreadsheet

a. Click on the cell you want to work in

b. Use the arrows keys to move around spreadsheet

c. Use the enter/return key to move to the next row

d. Use the tab key to move across the rows to the right

e. Click and drag mouse to select more than one cell

i. Cells need to be selected before you enter data or formulas or format text

ii. Select an entire row by clicking on row or column heading

iii. Select more that one nonadjacent row or column, press Command (Apple on Macs) – (Control on PC) and click on your row or column headings one at a time

V. Formulas

a. No different than performing calculations on paper

b. Numbers can be manipulated with speed

c. As one number is corrected in chart, all numbers are adjusted

d. Operator


Name

     +



addition

      -



subtraction

      *                                       multiplication

     /



division

VI. Charting Basics

a. Create titles for your data labels (date and temperature for example)

b. Enter your data in the proper cells

c. Select all cells that contain data, both numbers and data
d. Go to Insert from pull down menu – or Chart Wizard Key on Standard Toolbar – select Chart
i. Step 1 - Choose the type of chart in the Wizard – Use Press and Hold to View Sample button – click to highlight your choice, then next 
ii. Step 2 – select whether to have data in rows or columns, see what both ways look like before you choose
iii. Step 3 – Important –add titles for labels, legend options, X axis is at bottom of chart, horizontal, Y Axis is vertical on the left side
iv. Step 4 – choose if you want your chart on the same sheet as your data, good to see if you add changes to chart your graph will be adjusted too
VII. Printing Spreadsheets

a. Highlight to define a range to print

b. Print either chart, graph or both

c. Control these in Page Set Up dialogue and Print dialogue box

i. Page Set Up – under File –

1. Page tab – fit to one page

2. Sheet tab – control printing of gridlines and row column headings
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ii. Print Dialog Box – from File menu

1. Selection – under Print What, need to have a selected range of cells for this option

2. Always good to go to Print Preview before you print
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