Lexington School District One Technology


MS Excel
(Spreadsheet)
 
MS Excel is a spreadsheet software program.  

A spreadsheet is used to collect, manipulate, organize, and analyze data.

(Ex. – monthly budgets, expense accounts, sales reports, equipment lists, classroom surveys/graphs, lesson plans/objectives, etc.)

A workbook is the file in which you work and store your data.

Each workbook can contain many sheets. 

Switch between sheets using the worksheet tabs at the bottom of the workbook window.

There are 255 sheets (spreadsheets) in a workbook.

Each spreadsheet is composed of 256 columns and 65,536 rows.  

Cells – Area of Information/Data Input 

Label Cells (words, letters, characters), Value Cells (numbers), Formula Cells

The range is any group of cells. 

Cell Address – The specific column and row intersection forming a cell – Name Box - A5, B3, D22

The Excel Window Contains:  Title Bar, Menu Bar, Toolbars, Name Box, Formula Bar, Rows/Columns, Worksheet Window, Sheet Scrolling Arrows, Sheet Tabs

Working in Excel

Insert a Row or Column 

Click where you want to insert (Rows insert above; Columns to left) > Insert > Row or Column

(You can also right click where you want to insert a row or column > choose Insert)

Delete a Row or Column 

Select the entire row/column > Edit > Delete

(You can also right click where you want to delete a row or column > choose Delete)

Sort Data  

Go to Data > Sort > Choose Ascending/Descending (or use shortcut icons on the toolbar)

Insert Chart/Graph  

First, highlight (select) the areas on your spreadsheet you want included on your chart.

Go to Insert > Chart (or use the Chart Wizard shortcut icon on the toolbar)

Follow the directions to choose the type of chart/graph you want.  Edit as necessary.

Basic Formulas  

All formulas begin with =

A formula is placed in the cell in which you want the answer.

Add    =A2+A3 or use AutoSum shortcut icon

Subtract   =B10-B9

Multiply  =C3*D3

Divide   =E10/D10

Copy Formulas 

Select/Highlight the cell with the formula you want to copy. Place your cursor over the bottom right corner until it changes to a +. Left click and drag the formula down or across.

You can also select/highlight the formula cell, left click and drag to select the cells you wish to copy the formula to, then go to Edit > Fill > Down or Right

Relative formula - When copied, a cell reference within a formula is automatically copied relative to its new location.

Absolute formula – An absolute formula always cites a specific cell when the formula is copied.  It is used when you want to reference the same cell all the time.  

Use a $ before the cell reference to make the formula absolute.

Format Cells 

Go to Format > Cells > (Choose Number/Alignment/Font/Borders/Patterns)

You can also format a cell range by highlighting (selecting) the cells and using the Formatting Toolbar.

Format Rows/Columns 

Go to Format > Choose Rows or Columns > Height

You can also place your cursor exactly between an individual row/column heading, then click and drag to change the width or height or double click for it to automatically format to fit text size.

To Print Gridlines  

Go to File > Page Setup > Sheet Tab > Print Gridlines

To Set Print Area  

Click and drag to select total area of spreadsheet you wish to print >

Go to File > Print Area > Set Print Area
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