
APPLICATIONS SOFTWARE OFFICE – Excel 
TERMINOLOGY 

· active cell – the cell that you’re presently working with, it will be displayed with a thick border around it  

· cell – the point where a row and column intersect - field or block where information is entered

· column – vertical line of cells – identified with alpha characters along the side of the spreadsheet
· data - basic facts and figures processed into information

· formula - actions that perform simple arithmetic operations or calculate mathematical expressions -arithmetic expression that solves a problem

· formula bar – area that displays the active cell contents
· function – routines that allow for calculations without having to type long, complex, formulas
· name box – displays the active cell’s reference

· row – horizontal line of cells – identified with numbers along the top of the spreadsheet

· spreadsheet - page with rows and columns for recording financial data 

· tab scroll buttons – buttons to scroll through the worksheets in Excel

· workbook - Excel file - spreadsheet page, where you work and store your data 

· worksheet - pages within an Excel workbook

· worksheet tabs – way to add pages to an Excel document – these appear as Sheet1, Sheet2, Sheet3 at the bottom of your workbook window 

LECTURE / COMMENTARY: 
1.  WHAT IS EXCEL?

· Excel is a spreadsheet program with worksheets for data entry – it helps organize, analyze, manipulate, and present data attractively and efficiently – it can help you manage your personal and professional life. 
· Once data is entered, it can be edited and formatted using the same tool bars and menus that you used in Word and PowerPoint. 
· Formulas and functions can be added to a spreadsheet to perform calculations and analyze data.

· Data entered into a worksheet can be put into a graph and include a legend. 

· Excel has an unlimited amount of uses - it can be used to show growth in a business or to keep track of grades in a classroom. There are many activities and projects that work well with spreadsheets. 
2. ENTERING INFORMATION and MOVING AROUND THE WORKSHEET

Activity

· Open Excel – go to Start, Programs, MS Office, and choose MS Excel. The first thing you’ll see is a blank worksheet of cells, and the Task Pane at the right. We’ll cover the Task Pane later. What you’re looking at is called a worksheet, although many people call this page the spreadsheet. 
· Move through the worksheet - use the tab key to move to the right, use the enter key to move down, and use arrow keys to move up, down, left, or right.
· Click your mouse in a cell in the middle of the worksheet – enter your first and last name and hit Enter on your keyboard - by default, Excel left aligns text 
· Your name will spread into the empty cell to the right. If the cell next to your name wasn’t empty, your name would be truncated – cut off (it is still there, but not showing completely). There are ways to change the width of the cell and we’ll get into that in Week 06-2
· Erase your name in the cell – (this is not the same as removing entire rows or columns), click on the cell, click the backspace, space bar, or delete key on your keyboard.

Activity

· Look for the letters along the top of your worksheet and look for the numbers along the side – find the cell where letter B and number 2 meet – this is the intersection. Click with your mouse in that cell and type the number 987 and hit Enter on your keyboard - by default Excel right aligns numbers
· To enter numbers using your keypad, click the Num Lock key.  

· TIP: Excel cannot tell the difference between a number that is not a value (such as a zip code) and a number that is a value. A way to tell Excel that you’re adding a number that should be considered text, is to type an apostrophe ‘ before the number. For example, if 06-08 is typed into a cell, Excel will format it automatically as 8-Jun, but if you type an apostrophe before 06-08 the cell will display it exactly as you enter it - 06-08. 
· To align data in a cell, to override the default (Excel puts all text to the left and all numbers to the right), or to indent data, use the toolbar buttons 

· To align text or data vertically (place text in the center from all sides of the cell borders for example), go to Format, click Cells, click the Alignment tab, click the Vertical black down arrow, make a choice, then click OK. 
3. WORKSHEETS   
Just as there is more than one page in a Word document, and more than one slide in a PowerPoint presentation, there is more than one page in Excel – as mentioned previously, these pages are called worksheets. 

In Word you progress through the pages by clicking on arrows, and you move through a document using scroll bars. In PowerPoint you progress through the slides by clicking with your mouse or by going to another view, and you also use scroll bars like you do in Word to move through your slide page. In Excel you scroll through a single page using scroll bars, but to get to another page in your Excel spreadsheet you use the worksheet tabs.

Having multiple pages or worksheets allow you to start a new spreadsheet within a spreadsheet. 
Why would you want to do this? If you have a spreadsheet with first quarter grades for example, you can create three more worksheets within that same document and have one new spreadsheet for each quarter – a lot easier to find one document titled Grades 2004-2005 instead of having to look for Second Quarter Grades 2004-2005, Third Quarter Grades 2004-2005, etc. 
Worksheets keep all like-data together and makes it easier to compare data. 
At the bottom of your worksheet, look for the words Sheet1, Sheet2, Sheet3 – clicking on these tabs will take you to a blank worksheet. By default these are the three worksheet tabs that Excel offers upon startup, but you can add as many as you want at anytime. We will use these tabs in the following activities to create new worksheets, give your worksheets a title, rename the worksheet titles, and organize the worksheets. 
Adding / Deleting Worksheets

Activity:

· Click with your mouse on the Sheet2 tab 
· Go to Insert, choose Worksheet, and a worksheet is displayed titled Sheet4 
· This time right click with your mouse on the tab labeled Sheet4, and click Insert, click on the Worksheet icon and click OK – Sheet5 appears
· Right click with your mouse on the Sheet4 tab
· Choose Delete and Sheet4 is gone, delete Sheet5 too
TIPS: 
· Once you delete a worksheet all the data is deleted with it and you cannot get it back. Ever. 
· If you have enough worksheet tabs spanning the bottom of your document, you can move through the tabs quickly by using the tab scroll buttons at the bottom of your spreadsheet, to the left of Sheet1  

Rename a Worksheet
Activity
· Right click with your mouse on Sheet1
· Choose Rename – type your first name and click with our mouse elsewhere in the spreadsheet to deselect
· Double click Sheet2 tab - notice Sheet2 is highlighted - type your last name – click Enter to deselect, or click elsewhere in the spreadsheet to deselect
Move or Copy a Worksheet
Sometimes you may want to organize and move a worksheet to another location, or maybe create a copy of a current spreadsheet. 

Activity

· Click with your mouse on Sheet3 
· Go to Edit and choose Move or Copy Sheet, or right click and choose Move or Copy
· In the window that pops up, click the tab with your first name, click OK – Sheet3 tab appears before your first name tab
· Note: In this window you can choose to place a worksheet from your current Excel spreadsheet into another, previously created, Excel spreadsheet – you would click the black submenu arrow to locate another Excel document
If you want to copy the worksheet and not move it, select the box to the left of Create a copy box at the bottom and click OK – now you have duplicate worksheets (you might want to do this if you’re creating another quarter grade book because it will save you from having to enter student names again)
· Another method of moving a worksheet is to hold your mouse button down, click on a tab, and drag your mouse to a new location. A black arrow appears, and when you release the mouse button the worksheet tab will be inserted where the black arrow appeared. Move your last name tab before your first name tab by selecting it first with your mouse then dragging your mouse to the new location.
· TIP: after you move a worksheet tab, the undo feature is not available, simply move the tab back to where it was originally   
Apply a Color to a Worksheet Tab
Activity

· Right click with your mouse on Sheet3
· Choose Tab color – choose yellow and click OK – the worksheet tab has a color across the bottom
· Remove the color - go through the same procedure, but choose No color, OK
4. WEEK 06-2 

Close this document and open the document Part 2. 

Return to this document when you’ve completed Part 2. 
5. CHANGING MARGINS - we’re going to change margins 
Why would you want to change margins from the default? Changing margins will allow for more white space between the data and the edge of your paper (maybe to allow for letterhead or a logo). 
Activity: 

· Go to File, Print Preview, and click on the Margins button. 
· Position the mouse over a margin you want to change, the magnifying glass changes to a crosshair - drag the margin to a new location 

· At the bottom left area of your screen you will see a display showing the distance in inches between the margin and the edge of the page, click close to exit
· You can also go to file and page setup and change the margins there 

