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INSERT for Step 4

GETTING TO KNOW THE BASICS OF A SPREADSHEET

Go to Start. Click on programs and drag to Excel to open the program.

What you now see is a spreadsheet. Columns are labeled across the top  alphabetically.  Rows are numbered down the side. The area where a portion of the row is within a particular column is called a cell. You can tell which cell your mouse is located in by the cell’s outline in black
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In the first white box in the top left hand corner of the screen is a box that will indicate which cell your cursor is located.

The long white box is where you can type or where you would write out formulas.

Changing the Size of Columns and Rows

You can change the size of rows by moving the cursor in the boxes that indicate the number of the row. Notice the cursors becomes an arrow and points at the number. Notice it becomes lines when pointing at the lines in between the numbers.

The change of row or column size can be done individually or as a group to obtain uniform size in all of the cells.
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INSERT for Step 4 (con’t)

To change the width of a column, place your cursor on the line between the columns. When the cursor changes to a line with horizontal arrows, it is ready to be dragged in either direction to make the column wider or more narrow. 

To change the height of a row, place your cursor on the line between the numbers. When the cursor changes to a line with vertical arrows it is ready to be dragged in either direction up or down. 

To make the changes apply to all of the cells, see the example above for the spot to click to highlight all of the cells.
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INSERT for Step 5

ENTERING DATA ON A SPREADSHEET

For this exercise, the spreadsheet built in the steps below will track how many books some students read during certain months.  

Go to  cell A1. Type ‘Name’. Hit the tab key on the keyboard and type October. Hit the tab key and type March then repeat and type June. Your spreadsheet will look like this.
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Now click in cell A2.

Type the name of a child. Hit the return  key to go down to A3 and repeat these step until you have 4 names typed.
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Go to cell B2  

Begin to type the number of books the child read. Make up some numbers for all three months.

Arranging the Data in ABC order

Careful.  Always begin the highlighting in the cell of the column and row you want to change. The data assigned to that column will follow.
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In this example the cursor began in cell A2 and was dragged down and over until all of the data was highlighted. Notice that cell A2 is white to indicate this is the cell of origin.

INSERT for Step 5 (con’t)

Click on the first child’s name and drag over and down until all the data is highlighted

Go to the top menu bar and look for    A    

                                                             Z

Click on it. This will rearrange the lines, while keeping the data and student together.


Notice that the book counts followed the students when the names were arranged in alphabetical order.


Inserting Rows and Columns

    Oops! If you have forgotten a student, you need to insert the student and the data.

Place the cursor on the number of the row you want to come after the newly inserted row. 

In the example the cursor was placed on the ‘4’ at the beginning of the row with Matthew’s name.

 Go to the top menu bar and Click on Insert. Drag down to Row.

 As you can see in the example, there is now a new row before Matthew’s name.

The same steps are used to insert columns. 

Click on the letter of the column you want to come after the newly inserted column. In this example C was clicked. 

Go to Insert and drag down to Columns. 

Once done, a new column C will appear. 

Data that was once in C has now shifted to become the new column D.

Now that you have added a column and a row, enter some data to complete the sheet.

INSERT for Step 6

PERFORMING BASIC CALCULATIONS WITH DATA
To Obtain an Average for the Items in Rows or Columns

You want to know the average number of books each student read. 


Highlight the  row of numbers next to the student’s name. 


Click the small arrow next to the ( symbol for sigma. located in the top menu bar. Drag down to ‘average’. 

The average now appears in column F. 

If these were student grades written as numbers  (98 for 98% ) the same steps would be used to calculate the averages for grades.

The same steps can be used to add the data.  Click on the arrow next to the ( symbol and drag down to Sum.


If you are using an older version of Microsoft, please follow the steps below.


Place the cursor in the cell next to the items you want to average.


Click on the fx  symbol.


A mini screen will appear.


Scroll down to highlight  the Average.





Click okay.

INSERT for Step 6 (con’t)

A new screen will appear.  You must enter the cells that you wish to have averaged.

In this case starting with column B, row 2 or B2 and ending with column D row 2, or D2.

You must enter B2:D2 in to the area next to Number 1.  Then click okay.  See the image below.




Repeat these steps for each student.
The last cell in each row will have the average recorded when done.



Average

INSERT for Step 7

NAMING, PRINTING AND SAVING YOUR SPREADSHEET

Now that you have your data on the spreadsheet, there may come a time that you will want to print it.  The following are steps to use if you would like your spreadsheet to contain these elements.

Or a page with gridlines 


Naming

At the top of the screen in the Menu bar go to View.  

Scroll down to Header or Footer. 

A mini screen will appear. Click on Custom Header.  Another mini screen will appear.  Decide on a title for your spreadsheet.

Decide where you want the title to appear.  In the example above the title was centered in the middle of the page.

INSERT for Step 7 (con’t)

Type your title in the text box that matches where you want the title to appear.

When done, click OK.

Printing

First go to the upper menu bar. Click on File.  Scroll down to Page Set Up. A mini screen will appear. 


This screen contains the image of 4 tabs; Page, Margins, Header/Footer and Sheet.

Use the Page tab to decide the orientation of the paper. Select either Portrait or Landscape.

Click on the Margin tab to see the screen that will allow one to change the margins.

Click on the Header/Footer tab to see the screen that will allow you to add a header or footer to the document.

Click on the Sheet tab to see the screen that will allow one to add gridlines to the document. 

When done, click OK.   Then click Print.

Saving the Document

When you are finished working with the document, go to File. Scroll down to Save As.

Name your document if needed.  Click OK.  For more detailed directions on saving, see Microsoft Tips

INSERT for Step 8



CREATING CHARTS AND GRAPHS

Highlight the information from the spreadsheet you want to have included in the graph. Be sure to start from cell A1.

Go to the top menu bar and look for the bar graph icon. Click on it.

A smaller screen will appear.  This is the Chart Wizard. By following the prompts, you will create a graph of the data.





You have several chart types to choose from.  For this exercise, use the default, the column and the first highlighted subtype.

Click next.

You will see the next screen.  It is showing you an example of what your data will look like.  Click next.

INSERT for Step 8 (con’t)

Now you must apply labels to your graph.

First give the graph a title. Type   Book Contest  in the Chart title textbox.    1

Next, type Name of Students for the Category X axis.    2

Then type Number of books for the Value of the Y axis.   3

Click next.






Now click in the bubble to have your chart open as a brand new sheet. Click finish.

INSERT for Step 8 (con’t)

You now have a graph showing the data that was recorded on your spreadsheet.

Helpful Hint:  To save ink when printing the graph, remove the background color 


Click on the item you wish to have change colors.  A mini screen will appear with color options. Make your color choice, then click Okay.


In this example, all of the cells were changed so that all the cells are the same. This was done by clicking in the square          to highlight the entire screen, then making the changes.





Notice in this example Row 1 and Column 1 are larger.





1





2





3
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