Microsoft Excel Project 1

· Creating a worksheet and embedded chart

· Excel – organize data, complete calculations, makes decisions, graph data, develop reports, worksheets

· Start excel, enlarge window

· Workbook 


Contains sheets (max 255)


Rows, columns, cells, reference by column/row (C5)


Active cell, gridlines


Mouse will be displayed as a plus sign in the worksheet


Each worksheet has 256 cols and 65,536 rows


Note your scroll bars

· Title bar, menu bar, standard toolbar, formatting toolbar, formula bar (top), status bar (bottom), 

· std tool bar – file, cut, copy, paste, undo, web, sort, chart, map, draw, zoom

· format toolbar – fonts, merge & center, number styles, decimals, indent, borders, etc.

· formula – as you type data appears, active cell reference is displayed

· status bar – mode indicators, autocalculate area

· select a cell – use mouse or arrow keys

select A1 – “computer discount daily sales”

After typing the first character, excel displays three boxes – cancel, enter, edit formula

-excel displays the overflow characters in adjacent cells to the right as long as these cells contain no data.

Autocorrect is working – tools autocorrect

B2  “computers” right-arrow “monitors”, “printers”, “software”, ”totals”

A3 “mail order” down-arrow “telephone”, “web”, “total”

B3  31721.59, right-arrow, 14012.47, 17103.45, 19364.32

B4  33329.53, right-arrow, 15371.75, 24823.87, 23987.33

B5 39398.30, right-arrow, 19015.41, 31925.49, 35752.30

Calculating a sum


Excel has math functions built in


B6, click the autosum button =sum(b3:b5)


Click the autosum button again

Use the fill handle to copy a cell to adjacent cells


Click B6, 


Drag the fill handle to select C6:E6

Highlight  F3:F6, click autosum

Formatting the worksheet


A1, bold, size 16


A1:F1, merge & center


A2:F6, (rectangle) [autoformat]


Format, autoformat


Click the style you want

Adding a 3D column chart to the worksheet


Select A2:E5


Click the chart wizard button


4 steps



click the 3D column chart, 2,3,4 finish


move chart


sizing handles


save

Autocalculate


Select range of cells


Right-click

