Microsoft Excel Project 2

· Creating formulas, formatting and charts

· Start excel, enlarge window

· A1, “High-Tech Stock Club”

· Type in chart handout

(alt-enter to add more lines to a cell)

· A8 – type “Total” down-arrow, “Average”, “Highest”, “Lowest”, “Percent Gain/Loss” in cell A12, then click F3 cell

· Formulas:  compute initial cost  (class should try formula)

· In F3,    =D3*E3

(the “=” is very important, Excel knows you are typing a formula)

· Click on H3 (have class try formula again)

‘=’ then click on cell D3 ‘*’ then click on cell G3

· Click on I3

Type ‘=’ then click H3.  Type ‘-‘ then click on F3.  Press enter.

· Copy the formulas using the fill handle.  Click F3 and drag fill handle through F7

· Select H3 & I3, drag fill handle to H7 & I7

· Determine the totals using the Autosum button

Select F8 click autosum button twice

Select H8-I8.  Autosum button twice.

· Now compute avg, max, min, for # of shares in col D

Select D9, type ‘=AVERAGE(‘

Click cells D3 through D7 and press enter

Highest.  Use max function

Select D10, click ‘=’ in the edit formula box

Max(d3:d7)  enter

Lowest – use min function

Copy average, highest and lowest d9:d11  to I11

· Enter % Gain/Loss

In d12 type ‘=I8/F8’

· Save

· Formatting

· Change font and center title

A1, courier new, size 20

Double-click a1 to edit, drag through character ‘H’ then click font size 28.  Make all first letters this size.

Select a1:i1, merge & center, enter

A1, click fill-color, button arrow select

Click font-color, click borders

· Select a2:i2 bold, center, heavy bottom border

· B3:b7 center, d3:d12, center

· E3:i3, hold control f8:I8, currency button

· E4:i7, comma style button

· A7:i7, border button

· Currency style

E9:I11, $button

· % formatting

d12, % button

click increase decimal button twice

· a12:d12 bold

· changing width of columns and height of rows

double-click right boundary of column heading for best fit

drag column boundaries

drag boundary below row 2, click row 9, cntr-click row 12, drag larger

· check spelling with button

· Add a 3D pie chart

A3:a7 hold ctrl

H3:h7

· Click on chart wizard, pie chart, 3D pie chart, chart options

· Title ‘portfolio breakdown’

· No legend

· Show data labels,next

· New sheet, finish

· Format chart titles and labels

Title 36, color red

· Red 5, data labels click on one

· Font 12

· Move data labels away from chart

· Click compaq slice twice (but not a double-click), fill color red

· Click each slice and recolor it

· Explode chart, click on compaq, click again

· Drag slice to desired position

· Chart, 3D view, up, 25

· Rotate chart, right, rotate 190

· Save

