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Creating & Opening Workbooks

* Workbook: an excel file (like we had a document in Word)
o Blank or templates

* Worksheet: individual “pages” within a workbook; different tabs
% Pinning files: keeps them “at the top of your list”

Saving & Sharing Workbooks

% Save to Desktop if turning in right % Can be exported as PDF so that
away anyone can view the file

% Schoology will not display it
correctly

% Make sure you turn in the file
WITHOUT ~$




Columns = LETTERS (A, B, J, V)

Cell Basics

Cell - a rectangle; where a row Cell name/address = A1, B84, J105
and column intersect

Rows = NUMBERS (1, 84, 105)

Identifying cells

* Name appears in name box

% Cell Range = a group of cells
o ATA5 means Althrough A5
o Can be horizontal, vertical, or diagonal (A1:.C?"

Cell range A1:F8
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Inserting Content

1. Select cell (click once on it) Tips:
a. No need to double click

2. Begin typing

3. Hit return/enter when finished

% Use the arrow keys to navigate
from cell to cell

* Use the enter/return key to move
down a row OR when you’re
done typing

* Use the tab key to move across a
row

EC:J Used for selecting cells

l The |-beam - indicates that you may type text in this area.

+ The fill handle - used for copying formula or extending a data series.
- Used to select a whole row/column when positioned on the row number or column letter.
+ Appears at the border of the column letters. Drag to widen or narrow the width of a column.

* Appears at the border between the row numbers. Drag to increase or decrease the height of a row.

Cursor Options




Inserting Content

What can be inserted into the cells?

Text

1
2. Numbers

3. Formulas/Functions
4. Formatting Attributes (change the way the content is displayed; %, $, etc)

De I et| N g CO nte nt Delete content: erase what is in the

cells (like using backspace/delete)

vs Deleting Cells

Delete cells: make the rectangles
disappear and shift the other
rectangles up/over
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Cut, Copy, Paste

% Basically, all the same

* Many more paste options
o Just know they exist

% Drag and Drop cells (rather than cut and paste):
o 4 directional arrow
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Fill Handle

% FILLS in data, series, etc. * Copy series:

automatically o Select multiple cells in the series
* Copy cells: so Excel can pick up what the
o Select cell (click once) series is
o Thin, black 4 directional plus sign o Drag down/over

(no arrows)
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Modifying Rows, Columns, and Cells

-~ omer

COMPANY NAME

Modifying Rows & Columns

1407 Dusty Fawn Ln Seaptown, SD
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Double-click to autofit contents

PANY NAME CONTACT NAME

al Estate

Core Pharmaceuticals
6 Everly Publishing Felicia

7 Mass Airlines Miranda Lawson

Click and drag the mouse to increase or decrease the row height.




Modify all at once

* Can either drag
*  OR set actual size
amounts on ribbon

J | Customer Contact List
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Other Features

* “Move” = cut and paste
* Hide/Unhide = right-click on the row or column
* Doesn’t go where you want it to? UNDO!

Text Wrapping

* Keeps the width of the column
the same

* “Stacks” the information on top of
each other/on multiple lines

Home Tab -> Wrap Text

1[316-555-3454

913-555-3461




Merging Cells

* Combines cells into one larger
cells
* Perfect for headings or titles

* DON'’T use this when your
content won't fit within a cell!
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Select the cells to merge (thick white plus)
Select appropriate option
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Formatting Cells

Font Style

Font Size

Font Color

Cell Borders

Fill Colors

Cell Styles

Text Alignment (horizontal &
Vertical)
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% Format Painter:

o Copy formatting from one cell to
another

o Select the cell w/ the formatting
you want

o Double-click the format painter
button to “lock it on”
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. ¥ Format Painter

Clipboard




Number Formats

* Tells your spreadsheet what type of data you are entering
% Easier to read AND easier to use
* Selec the cells, apply the format
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Working with Multiple Worksheets

Working with Multiple Worksheets

% Default: at least one worksheet
* Sometimes helpful to have many worksheets

% Right-click options:

Move or Copy... <

September = October = November Sheetl




Multiple Worksheet Tabs
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Sometimes helpful to “group”
sheets
Make the SAME change on ALL
sheets at once

o BE CAREFUL: if they are not all

exactly the same, this won’t work!

Use the control (Ctrl) and click all
the sheet tabs you want to group
Ungroup: right-click
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Adjusting Page Breaks
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