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By Cheryl Malsom

Excel is a spreadsheet program.  It can be used to organize information, make calculations, and graph information.

· Click on START

· Go to PROGRAMS
· Find MICROSOFT EXCEL
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You are now in the Excel program.  A spreadsheet or chart will be on the screen.  Each entry is named by a column and row.  For example the name of this entry (or cell) is known as A1.  As you enter information it will appear in this box
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The information you enter into the cell can be edited by using the toolbar.  For example: font, size of lettering , color of lettering or back ground.  This is done the same way it is done in WORD.

If you need to change the size of a column or row:

· For one row or column place the mouse arrow between the rows or columns you want to increase or decrease.

· A heavy black line with arrows on either side will appear

· Hold the left button and drag to desired size

If you want to change the size of several rows or columns the same size:

· Select the area you want by clicking on the first cell and drag to the last cell

· FORMAT

· Choose ROW or COLUMN
· Select HEIGHT or WIDTH
· Enter desired measurement and click OK
You will need to set your print area:

· Highlight the area you want to print

· FILE

· PRINT AREA

· SET PRINT AREA
Only this area will print, not the whole enormous spreadsheet

To change the look of your spreadsheet by adding lines:

· Highlight area you want to create a graph for




· A menu will come up; click on the graph that you want.

Adding a column or row:

· Click on column or row where you would like to add on

· INSERT

· COLUMN or ROW

Making a title for your chart:

· Click on row 1 (if it is not empty insert a new row)

· Make this row the size you want (see above)

· Highlight

· Click on merge icon

· OR you can click on 

FORMAT


CELLS


ALIGNMENT


MERGE CELLS

(if you use this method you can make several changes at once instead of using the toolbar)

In FORMAT you can develop you spreadsheet:





To make a math table:

1. Enter the desired math table in first cell (example:1X2)

2. Enter the next problem in the series (example: 1X3)

3. Highlight those two cells 

4. Click on the little black box on the outline of the cells and drag down

For the answers:

1. Enter the first answer in the same row but next column

2. Enter the next answer in the series

3. Follow steps 3 and 4 from above

To hide the answers:

Click on the column heading (example: column B)

· FORMAT

· CELLS

· CUSTOMS
· Type in ;;;  (3 semi colons)

· OK

To show answers again:

· FORMAT

· CELLS

· CUSTOMS

· GENERAL

· OK

To make a calendar:

1. Type the beginning of your series in the cell where you want to start (example: “Sun” in A1)

2. Click on the little black square in the lower right of that cell and drag

3. When you lift up on the mouse button the cells will fill in with the rest of the series 

(This will also work in columns or if you want to use the months of the year)

To enter the numbers:

1. Start in the correct cell

2. Enter the next number in the series

3. Highlight those two cells

4. Click on the black square in the lower right and drag

5. Fill in the next two dates and follow step 4

6. Then highlight those two rows and follow step 4

7. Delete the dates at the end that do not belong

In Excel you can add and average columns and rows by using the functions on the toolbar.






This will fill in the grid.





Will change color of background.





Will change the color of text





�





This will set your numbers, dates, time, etc….





Changes the angle





Will wrap text in the cell





Merge cells





Auto Sum

















Paste function





Auto sort:


Ascending


Descending





Chart Wizard—this function will graph your information.  Just follow the cues in the menu screen





In Chart Wizard you can change the backgrounds, colors of lines and text and add graphics.  It is the same process you would use in Word.

















Wrap text





Merge text








