Introduction:Worksheets in Excel

Starting Excel (Standard Campus Load)
Save to/Send to (h:drive, InetPub, Private, Public Folder)
Navigation (mouse, PgUp, PgDn, Home, Ctl Home, F5, Name Box) 
Components of the Excel Window (Title Bar, Scroll Bar, Task Bar, Menu Bar, Standard Tool Bar, Format Tool Bar, Formula Bar, Cells in Rows and Columns)

Workbooks and Worksheets

Open, save, save-as (h:drive), close

Entering text, values, formulas and functions

Editing an existing sheet

Performing  “What-if”

Clear contents of cells (cell content and/or formats)

Using the Help system
Creating Worksheets with Excel
Considerations when Developing a Spreadsheet

Have a Purpose
Enter Data
Test
Edit
Document
Improve Appearance
Save/Print

  

· Purpose of a Spreadsheet

Have a Reason
State Result Needed
State Data Needed
State Calculations Needed

  

· Entering Data into the Spreadsheet

Labels
Values (Numbers)
Formulas: Order of Operations, Fill Handle,  Absolute verses (F4)/Relative
Functions PMT, SUM, MIN, MAX, AVERAGE, IF

· Testing the Spreadsheet

Enter test values with know result
Enter Extreme Values
Check calculations with pencil and calculator

· Editing the Spreadsheet

Spell Check
Delete Columns and Rows
Adjust Column Width
Move a Range
Undo

· Documentation of the Spreadsheet

Create a Worksheet (Tools-Options-Gridlines)
Add Cell Comments
Display Formulas (CTL `)
Check Properties of File

· Appearance of the Spreadsheet

Change Column Width
Insert Row
Center Title
Use AutoFormat
Use Headers and Footers (Page 3, Date, Time, File Name)
Adjust Cell and Text Color

· Saving/Printing the Spreadsheet

Use Page Setup
Print Preview
Print Selection
Use Landscape or Portrait

 

Formatting a Worksheet

Methods:

· Menu Bar

· Right Click

· Tool Bar

Types of Formatting:

· Number general, number, currency, accounting, date, and percentage

· Aligning Text in Cells

· Changing Fonts, Style and Size

· Clear Formats (Edit-Clear)

· Delete Cell Contents

· Change Borders and Color (Format Cells-Border or Toolbar)

· Add a Textbox, WordArt, AutoShapes

· Remove Gridlines (Tools-Options)

· Hide and Unhide Columns

· Format Painter

· Wrapping Text in a Cell (Format-Cells-Alignment-Wrap)

· Insert Rows

· Insert Columns

· Adjust Column Width

· Adjust Row Height

· Sort

· Add Cell Comments

· Use Conditional Formats

· Printing (Selection, Properties, Print Preview)

