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Open Excel
Start Screen

?
Excel Search fo onine templts p |:|
ense ist oan Wi

Suggested searches:  Budget  Invoice  Calendars

Recent

6291765
Desktop

[ Open Other Workbooks

Back to school checklist Budget for fundraiser event

1. Double | i ck on t he Excel il con on your
All Programs, Microsoft Office, and on Excel 2013.
2. Doublelick omBlank workbook.

FILE is BACKIhe round Office button is gone. To get to options like Open, Save,
Save as, Print, etc., click on File in the upper left corner.

H @ & -

FILE HOME INSERT PAGE LAYOUT FORMI

e -
Jb Cut Calibri MW
ER Copy -

Paste S -

- ~' Format Painter B I U - & L
Clipboard [F] Font

File menu options
This looks a bit different, but on the left are the familiar chaitassorsee
details about the spreadsheet youore

okl -
Protect Workbook Properties
Contrel what types of changes people can Size

Title

Tag

Categories

Related Dates

odifi

Versions Related Pecple
71 There are no previous versions of this file. - I:l
Browser View Options
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File/Open recent

Bookd - Excel

Open
Recent Workbeooks

Q@
() Recent Workbooks

&@ SkyDrive
E\tl Computer
==

Add a Place

ESRES i < > < I < I < Sl < < O <

Open recently saved files by clicking on the file on the right or navigate to a file or folder.

Save a Workbook

Save, save,andsaveagdit! 6s | mporsantyouodsaovoée bbb
work by accident. Do this in the beginning and then click on the Save icon button on
t he QAT, i Fileand bndSawve briuse Ctd+Sor o n

1. The first time you save, cli€klesnd then oBave as (or use F12)

Save As

Recent Folders

2. Choose wheyeau want to savé firobably theesktop, a specific folder, or a
flashdrive. Insettieflashdrivefirstinto a USB port on the comJutdind a
specific folder or location, click on the Browse button.

3. Type in a workbook name, since Excelevitl Baok 1.

Save it as an Excel2®D3 Wrkbook (*.xIs), if not using EXc&ld26pen
the file. If you are using Exd& 206u can saveag an Excel Workhook

4. Click oBave.
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Print
Click
Notic

aworksheet/workbook

on Filand on Print.ou can alsmcess Print by using the Ctrl+P shortcut.
e Print Preview is shown on the right.

Excel Basics Alfa Clothing 2013 - Excel

Printer
;  KONICA MINOLTA C652Seri...
Toner Low
Printer Properties
Settings
D Print Active Sheets
Only print the active sheets
Pages: 2l to =
Print on Both Sides
<
Flip pages on long edge

MZDTE Collated

123 123 123

D Portrait Orientation
D 817211
8.5"x11"
1| Normal Margins
Left: 07" Right 07"

[ Mo Scaling

[lio  print sheets at their actual size

Page Setup

You have lots of options here. You can change the printer, if necessary by

clicking on the down awnder PrinteFhe default should be the printer
nearest you.

The default choice under Print range is All, but you can change it to Current
page or specific pages, suckbas 11, 5, 10

Under Print what, you can choose a selection or range, Active sheet, or Entire
Workbook (all worksheets in the workdtook)

You can also print multiple pages by typing a number in the window next to
Number of copies under Copies.

When youbve made all Rrinte necessary
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Blank spreadsheet

. H Q- BookL - Bxcel 2 - x
File button HOME | INSERT  PAGELAVOUT  FORMULAS  DATA  REVEW  VIEW
I Yela _— E = = X Autosum - A,
Calibri R General - | B [ &= Bx v
e B 0P c \ | Formatas Cal 1 IEE:Q FEI e Szrt& rﬂﬁu
S Pormatponter B T W - DA $-% r o e~ sele

uuuuuuuuu

Name box | %
A B C D E 3 G H 1 J K L M N o P Q R S T U [+
Active cell 1 — \ /

1

E

B Formula bar Column headigs

:

;

.

. IR
10

Row headings< 2 Scroll bars

13

14

Active sheet |z
Status bar

Navigating througsheets in a Workbook

To geto the beginning of a group of spreadsheets, hold down Ctrl and click on the
left arrow.

Z
2]
24

Previous
Next

Add a new worksheet

Sheetl @

Zoom tool
Click and drag on the pointer to decrease or increase the screen view.

fH M -—F————+ 100%

Normal
Page Layou

Page Break Previey

Page Layout views
Normal is the default. To see what a completelpakdikeillif you print it, click
on Page Layout view and then back on Normal view.
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Excel info
1 Calibri is the default font style and the font size is 11.
1 Click on theilebutton for standard options like New, Open, Save, Print, etc.
17 Excel has48576 rows and 16,384 columns.
1 Each cell has a cell address, the combination of the column letter and row
number, such as Al.

Quick Access Toolbar (QAT)
You can add more options, if desired. Click on the down arrow and click on the
options you want to &ppe

=] g E
HOME | INSER® Customize Quick Access Toolbar natd
o ¥ Cut . New _
B Copy ~ Open =
Paste B = =
¥ Format Painter v Save = 7
Clipboard Emai
Qui
Al -
v Prin d Print
A B spelling
4 v Undo
5
K v Redo
6
7 Sort Ascending
3 Sort Descending
9 Touch/Mouse Mode
10
Mere Commands...
11
1 Show Below the Ribban
13

Insert a worksheet

Click on the Insert Worksheet button next to the Worksheet tabs at the bottom or use
the Shift+F11 key. To delete a workshedickigintthe worksheet tab and click

on leftlick on Delete.

Sheetl )
Home tab

The Home ribbon haddhsic formatting options, such as font style and size,
alignment, cell color, font color, number and formatting styles, adding and removing
cells, AutoSum, filtering, and more. The Home groups are Clipboard, Font,
Alignment, Number, Styles, Cells, &nd.Edi

@ = Bookd - Excel ? B - ®
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEV
_ o e 3
T s == 8. =uw - E 3 = Ex Autosum + A

Calibri 1 A A == % Er Wrap Text General 7 N T B B Ead H

BIU-["- -A- === =35 EMageacenter - § - % » | & g5 Conditional Formatas Cell Insert Delete Format Sort& Find &

inter & B . ® 3 Formatting~ Tabler Stylesw -+ o+ v &Clear~ Filter = Select ~
Font 5 Alignment o Number I Styles Cells Editing ~
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Insert tab
Addtable, picturesshapes, chartines, columnstext boxVordArt, and more.

H 9 Q - Bookl - Excel 7

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

& D Ldl @ gy WEX G LW F S G D) o G

T SmartArt PSR i ;
PivatTable Recornmended Table  Pictures Online Appsfor Recommended : PivotChart  Line Column Win/  Slicer Timeline Hyperlink Text Header
PivotTables Pictures @ Screenshot™  Office - Charts - - - Loss Box & Focter
Tables Hlustrations Apps Charts o Sparklines Filters Links Text Symbols

Page Layout tab
Change font effects, page setup, print gridlines, and headings.

H ©- Q- Bookl - Excel
HOME ~ INSERT | PAGELAYOUT | FORMULAS  DATA  REVIEW  VIEW

B Colars - @ @ IE IE% .% E':@:! o, Width: |Automatic = Gridlines  Headings i 0 E[}: ||E|

Fonts - ED Height: |Automatic = | [+ View [V View

Themes Margins Orientation Size  Print Breaks Background Print e - i Bring Send  Selection Align
. [OlEffects~ - - ~  Arear o~ Titles 7l Scales W00% < Print Print  Fomward = Backward=  Pane -
Themes Page Setup [F] Seale to Fit ] Sheet Options [F} Arrange

Formulas tab
Insert and create functions and formulas andilag®alc

H ©- @ = Bookt - Excel T @ -
HOME  INSERT  PAGELAYOUT  FORMULAS | DATA | REVEW  VIEW /]
&1 [‘j& DD @ D FP [ Connections l Y E’% ’j Eig -4 E-n:l E‘, |2E %

From From From From Other  Existing  Refresh 7| St Fiter U Tetto Flash Remove  Data  Consolidate What-If Group Ungroup Subtotal
Access Web Text Sources  Connections — Allw : Toeadvanced  Columns  Fill  Duplicates Validation - Analysis - - -

Get External Data Connedtians Sort & Filter Data Tools Outline ]

Data tab
Get external data from other files, sort and filter, and remove duplicates.

Review tab
Spell check, add comments, protect worksheet/book, and track changes.

H ©- a - Bookl - Excel

HOME  INSERT  PAGELAYOUT — FORMULAS  DATA | REVIEW = VIEW
AVB,C Q [—_ ] @' 3 D ’_D ,_g '@ Protect and Share Workbook
4 IS Show All Comments [E3 Allow Users to Edit Ranges

Spelling Research Thesaurus  Translate New Protect Protect Share .
Comment 5 shawInk Sheet Workbook Waorkbook [+ Track Changes ~

Proofing Language Comments Changes

View tab
Change workbook views, add gridlines, adjust zoom, amekfreeze pa

H %- B = Bookl - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW | VIEW

7 AR i Q (3 B F F B0 ==

:Hide

Normal Page Break Page Custom (] Gridiines [v] Headings Zoom 100% Zoomto  New Amange Freeze Switch  Macros
Preview Layout Views Selection  Window Al Panes- Windows =~
Warkbaok Views Shaw Zoom Window Macros

© Boone County Public Librarywww.bcpl.org
JU10/13 6



Creating a Worksheet
To create an effective worksheet, identify your goal and plan how you want to
present the informatdm n 6t f orget _t o save your
information from time to time. M T T
Prior to printing, click orFtleand on the Print::.
Preview (@ddPrint Preview and Pworthe QAT) to
see how many rows or golumns wi[ll fit
great way to save paffenformation in cells is outside
of the dashed lines, it will print on a different page.
You may need to create a spreadsheet in |
Landscape, rather than portrait view, as shown pn the
right. :

§ 15,000.00

Click on Page Layout, Orientation, and the*n on
Landscape. ;

Working with Formulas
Excel does math for you! It acts |i ke
program, because itheillp prevent mistakes.

A formula is a combination of cell addresses and numbers linked together in a
mathematical expression (=B2+C2+D2) to calculate values in a cell.

To begin any formula, you must use the = sign.

The basic mathematical operatidrisctted performs are:

Addition + Plus Sign =5+10
Subtraction - Dash =155
Multiplication * Asterisk =5*15
Division / Forward slash =153
Exponentiation * Caret =10"2

You can also perform calculations using cell addresses:

Addibn =A1+A2
Subtraction =ATA2
Multiplication =A1*A3
Division =A1l/B1l

Exponentiation =A1"2

© Boone County Public Librarywww.bcpl.org
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Createa chart using multiplication

ok whE

9.

Click orfrile on New and thenBlanko open aewblank workbaok
In cell AL, ty@pplies
In cell C1, type&imber Ordered
In cell D1, typrice per item
In cell E1, tyfdetal
Type the following list in cels5A3
A3i Markers
A4i Pens
A5i Papr(this is spelled incorrectly on purpose)

. In cells &35, type the following amaeunts

C31 5
C4i 10
C5i 8

. In cells B35, type the following amaeunts

D3i 1.50

D4i 2.75

D5i 4.20
In cells EB5, use multiplication to figure the result.
Click in cell E3, typezisegn, followed by the for@8t3r you could
type =5*1.8oucan use lowercase letters.

[Tonpooarg FOTt AITGTITETT TIOTET
| AVERAGE - (0 X« f| =c3*d3
A B ] D E F G

1 |Supplies Mumber or Price per it Total

2

3 |Markers [ 5] 1.5]=c3d3 |

4 Pens 10 275

5 Papr 8 42

6

i

10. PresEnteiand the total will be in cell E3.

11. Finish the data entry, by figuring the totals for cells E4 and E5. You can click
on the lower rigtand corner of cell E3 and click and drag down to use

Clipboard = Font = Alignment = Numb
| E4 - e |
A B G D E F G
1 |Supplies Mumber or Price per it Total
2
3 Markers 5 1.5 7.5
4 |Pens 10 2.75
5 Papr 8 42
6
7

Auto Fill to copettormulas for those cells.

© Boone County Public Librarywww.bcpl.org
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12. To figure a Grand Total of your order information, click in cell E6 and then
click on thautoSunbutton and then pré&sger

EF i I3
A B C D E F G H

1 |Supplies Mumbered Price per iltotal

2

3 |Markers a 1.5 75

4 |Pens 10 275 27a

5 |Papr g 4.2 336

5] 65.6

7

8

13. To make the dollar amounts look more orderly, click on cell D3 and then hold
down th&hiftkey and click on cell E6 and this will select the whole range.
Then click on tfi®&utton on the Formatting toolbar or use Ctrl+Shift+$. This
will put the number columns in Currency style.

14. To finish this worksheet chart, unhide the data labelssh aatls C
make them fit properly, by clicking and dragging across to select them. Click
on the Wrap text button on the Home tab/Alignment group.

Spell check the worksheet

Click on cell A1, on the Review tab, and the®petiittigeand Grammean or
press F7.

This will pick up that Papr was spelled wrong.

TITRooara = FOTTT FTTTTETTT
A5 - I Papr
A B C D E F €] H I J
Number Price per
1 Supplies . Fares o itoun Tntal -
2 Spelling: English (United States) l 2 &J
3 |Markers Mot in Dictionary: L
5 |Papr 1 B |
6 Ignaore All )
7 Add to Dictionary | | [
8 Suggestions: -
s T - Change :
10 Pap
Par = i
11 Papa Change All |
Pair
1‘_2\ Papp - AutoCorrect 3
14 Dictionary language: | English [United States) IZ| :
16
17 y y y y y
1

To correct the spelling, cli¢kapein the list of choices, if necessary, and then on

Change. I€k orOK

© Boone County Public Librarywww.bcpl.org
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Createan Address List

1. To create an address list, click dletheheet button tle bottom of
the worksheet or use the shéiteighift+F1

2. In cell Al, type the hea@ielgbrity Address List

3. Incells AE2, type the following headings, presdiagkég after
each one.
Name Street Address City State Zip code

4. In cells AB10, tye the list data, pressing #idxey to move across
and pressing teateikey at the end of each Zip code to move you
down to the next row.

Celebrity Address List

Name Street Address City State Zip code

Martin, Steve 111 Bedford Drive Beverly Hll CA 9021(
Aniston, Jennifer 222 Beach Road Malibu CA 9999¢
Cruise, Tom 333 Lift Drive Burbank CA 9999¢
Pitt, Brad 444 Read Drive Beverly Hills CA 9021(
Madonna 555 Mull Drive Beverly Hills CA 9021(
Smith, Will 666 Hope Road Burbank CA 9999¢
Leno, Ja 777 Tower Road Beverly Hills CA 9021(
Vaughn, Vince 888 Carol Drive Beverly Hills CA 9021(

5. To move the state abbreviations o0\
on row D to highlight it, and then click on the ARigihtietton on
the Alignent group on the Home tab.

6. To center the title, Celebrity Address List, click and drag across cells Al
E1 to highlight them, and then in the Alignment group, Mieigen the
andCentebutton. While the title is still selected, click on the down arrow
next td-ont Sizand click on 16.

7. Toincrease th®nt Sizef the heading labels, click and drag across
cells AZE2 to select them, and then click on the down arréwniext to
Sizeand choose 14.

8. I n order to see al lthecells,mMove¢hedat a t F
pointer to the division line between cells A&B, until you see a line with two
arrows*+> Then, doublgick. This trick automatically changes the
column width to accommodate the data. Do the same for the division lines
between B&&hd C&D.

© Boone County Public Librarywww.bcpl.org
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Sort a list
1. To sort the address list, click and drag to highlight the data, beginning with
cell A3 and move across and down to cover all the information through
cell E10 arlick on cell A3 and then hold doBhitlkey and leffick
in celE10. This will select the entire block of data.
2. Click on th®ort Ascendibgtton in the Edit group on the Home tab, and
then on Sort A to Z.

H - B = Bookl - Excel x
HOME = INSERT ~ PAGELAVOUT ~ FORMULAS ~ DATA  REVIEW  VIEW a O n

2 3 Cut Lo == um - (A !

O Calibri - AN TE= ¢ Wrap Text General A d H
paste B COPF me ===|& o C Sort & Find & 'OU
* S romapanter BT U Ho DA === = EMegeacone - § - % 0 S8 S Filter = Select -
Clipboard ] Font ] Alignment ] Number Editi 3| SortAtoZ ~ the th i rd
A3 Fe || Martin, Steve -
A B c D E G [y = "t f f
: : P om r 0 Kk b M N Sy h 5t Fow Or1 INTO,

1 Celebrity Address List

> Name Street Address  City State Zip code [

3 Martin, Steve 111 Bedford Drive Beverly Hills  CA 90210

wa s S

4 Aniston, Jennifer 222 Beach Road Malibu CA 99999

5 |Cruise, Tom 333 Lift Drive Burbank CA 99999

5 Pitt, Brad 444 Read Drive Beverly Hills CA 90210

7 Madonna 555 Mull Drive Beverly Hills CA 90210

s Smith, Will 666 Hope Road Burbank CA 99999

q Leno, Jay T77 Tower Road Beverly Hills  CA 90210

10 Vaughn, Vince 888 Carol Drive Beverly Hills  CA 90210

1

Hiter a list
This is handy for when you want to print specific lists of data, such as only the
people who live invBey Hills.
1. Click on one of the data cells in column C.
2. Click on the Home ribbon, on the Sort & Filter button in the Editing group,
and then on Filter. You will see little down arrows appear at the top of
each column.

B Hd S & = Baokl - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
¥ L. - Jr-,
b cut Calibri cJn A General | &) 7 ¢ 5 X LI| > Autos:
B Copy - = - = Fill
E; i B I U- - - A- g Cond | Formatas Cell I Delete Fon
¥ Format Painter = - % Formatting~ Table~ Styles~ £ i
Clipbaara 5 Fant 5 Alignment 5 Number [ styles ceils
cz - Fe || malibu
A B c ) E F G H 1 J K L ™M N
1 Celebrity Address List
> |Name ~| Street Address|-| City ~ | State~ | Zip code |~
3 |Aniston, Jennifer 222 Beach Road Malibu lca 99999
4 |Cruise, Tom 333 Lift Drive Burbank ca 99999
5 |Leno, Jay 777 Tower Road Beverly Hils  CA 90210
& Madonna 565 Mull Drive Beverly Hils  CA 90210
7 |Martin, Steve 111 Bedford Drive Beverly Hils  CA 90210
& |Pitt, Brad 444 Read Drive Beverly Hils  CA 90210
o |Smith, Wil 666 Hope Road Burbank cA 99999
10 |Vaughn, Vince 888 Carol Drive Beverly Hils  CA 90210
1
1

3. Click on the down arrow in cdymm the box next to Select All to
deselect it, on the box next to Beverly Hills, and then on OK.

© Boone County Public Librarywww.bcpl.org
JU10/13 11



This will sort out the Beverly Hills entries from the rest of the list. If you
print this list, you will only see the Beverly Hills entries. Ydlecan save
sorted list separate from the otiginay clicking on File and Savg[zes.
in a new file name, such as, Beverly Hills list and click on Save.

A B [ D
1 Celebrity Address List
2 |Name ~| Street Address~ | City < State -
3 |Aniston, Jennifer 4] sortato? lea
4 |Cruise, Tom il SertZtea CA
5 |Leno, Jay Sort by Color , |CA
6 |Madonna — CA
7 |Martin, Steve CA
g |Pitt, Brad CA
9 |Smith, Will Text Filters » CA
10 Vaughn, Vince CA
0 Search re
12 o] (Select A

{¥] Beverly Hills

13 [ Burbank
14 LImalibu
15
16
17
18
19
20
2 [ ok | [ cnea
22

When you want to see the entire list again, click on the Sort & Filter button
and then on Clear.

Toturn off AutoFilter, click on the Sort & Filter button and then on Filter to
remove the drop down arrows.

© Boone County Public Librarywww.bcpl.org
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Filtering numbers
You can filter numbers as a way to quickly see high numbers, low numbers, etc.
1. Insert the flash key into any USB port ont thietfre computer and
wait for the file list to appear.
2. Doublelick on the Alfa Clothing file.
3. To filter a list of stores with sales of more than $25,000, click and drag
over columns A to B to select them.
4. On the Home tab, click on the Filter & Sort-bet.
5. Click on the down arrow in cdBunest the mouse pointer on Number
Filters, and click on Greater Thar
6. In the window to the right and type 25000. Click on OK.

A B (o D E
+ |Alfa Clothing
2
3 |City -/ Total Sales|-
4 |M|aml 2l st to Largest
5 Phoe'%l o Smallest
»
6 Los A
> Sales[- 12 [l

7 |Chica 000.00
s |Cincir  MemberEiers » Equals -

Louisi o= 5| DoesNot Equal.. 000.00 — o 5] =

is greater than or equal to
9 |Louis L (Select All Greater Than... 000.00 gﬂ and D,q
10 |New Y ; Dstsioom Greater Than Or Equal To.. 000.00 — = =
+-[]519,000.00 Ls
" +-[]525,000.00 LE 000.00 Use ? to represent any single character
12 i-[]$32,000.00 € 000 00 Use * to represent any series of characters
13 +~[]538,000.00 Bel . .
+-[]548,00000 Cancel
12 Io 000.00
Be
Cus

This will sort out all the data entries with $25,000 or @soi¢on sah
print the list from here, by clickifigedPrint, and then on OK. You can also save
this list, as we did with the Beverly Hills address list above.

To see the entire list again, click on the down arrow and then on Select All.

© Boone County Public Librarywww.bcpl.org
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B Miami

H Phoenix

M Los Angeles
M Chicago

W Cincinnati
o Louisville

MNew York

Create &ie Chart
To make a quick pie chart for this simple data, click and drag over the cities and
sales numbers to select theatis AB10.

Click on thesertah onRecommended Charts, and on the Pie Chart, but
note there are other options.

IR Q-
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
E? El E ’:g! r;?zhap:;'mmchan (1) - ._ - [ - - [EER==)
PivetTable Recommended Table  Pictures Online boma
PivotTables Pictures i Screen:
Tables Tllustrations — Pie
A4 * Miami Chart Title
L H =11 I ‘_I [ I
1 |Alfa Clothing B
2 e
3 |City - Total Sales{|| ~——
4 [Miami $ 25,000.0! ! =
5 |Phoenix $ 19,000.00
s |Los Angeles  §$ 38,000.00| A% .
7 |Chicago $3200000 A
¢ |Cincinnati $ 15,000.00 — .
9 |Louisville $ 17,000.00
10|New York $ 48,000.00
11
12
13
14
IS

What ddhe chart buttons represent?

< | | Chart Elemen@add, remove, or change elements sl
as titles, legergtjdlines, and data tables.
<" || Chart Style$ set a style and color scheme for your c

% | Chart Filter$ edit what data points and names are vi

© Boone County Public Librarywww.bcpl.org
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Print Preview
To see what the chart wil/l | ook |1 ke,
Print Previeand Print button on @&T or oRile and Print

Click on the Back arrow to go back to the spreadsheet.

Note that once youdve used Print Pr
spreadsheet that define the page bountiatetsyou see what will be printed on
each page.

Changing the appearance of a pie chart
You can change colors of the sections ohatpighich can be handy if printing
in black and whitearying shades of gray to black work well for black and white
printing.

Firmly click on a section of thioyar,d the center point of the
pie, until you see the sizing handles aroutidhe Bas can be tricky.

If little round sizingndles appear around the entire pie, click toward the
center point again.

Rightclick on the data marker and clibke diown arrow next to the Fill
Color bucket to choose a new color.

Chart Title

l# Format Data Point.

You caklickon More Colgn§ necessary.
Click in a blank cell when finished.

© Boone County Public Librarywww.bcpl.org
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Edit,Add or removditles, data labels
Clickon thewhite part of the chart, oiCthet Elements button (plus sign),
andclick othe appropriate choice(s).
I f you dothtle,unciveektheboa c har
What are Data labels? They will show percentages, dollar values, etc. on each
slice of pie.

Sales|. Chart Title I:‘ CHART ELEMENTS

Chart Title
,OOOOO & Data Labels
,000.00 $25,000.00

Legend
000.00
B
000.00 £17,000.00

000.00 ‘
$15,000.00

To select a slice to make it stand out from the others, click on the $48,000 piece
of pie (near t he helsghdstadollaramount dnedragit i c e ) |,
out, just a little bit from the others.

$19,000.00

Chart Title

$25,000.00

RATID hﬁ 19,000.00
$17,000.00 '
$15,000.00

= Miami = Phoenix = LosAngeles = Chicago = Cincinnati = Louisville = New York

To change the chart title, click on it to select the text box and click and drag over
the two words. Tyjlléa Clothing Sales.

Click on the outside edge of the chart andrdreg ¢bart below the data.

Click off in a blank cell Prinsko the pi
Previevbutton on the QAT to see how the whole page looks.
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Arrange the informatiam the page
You can click and drag over the title atodsgdtcall the information (cells Al
through B10OyYlove your mouse pointer to the upper left corner of the selected
information and drag it over to the beginning of column B.

Adjust the width of col&nto give more space between B and C, by
clickingn the line that separates the columns and dragging slightly to the right.

To fix the missing data in callftme ### signs mean the cell is not wide
enough for the datijubleclick on the libetweeolumng€ andD.

You camesize the chaftecessary, lajickngon the corner edge of the
chartand dragyng to the appropriate size.

Alfa Clothing

City Total Sales

Miami 25,000.00
Phoenix 12,000.00
Los Angeles 28,000.00
Chicage 32,000.00
Cincinnati 15,000.00
Louisville 17,000.00
Mew Yok 4% 000.00

o

LB

Click in the blank space and then on theedgedef thehart to move it.
Use the Print Preview button to check before printing. If only the clinmt appears w
you preview, I t6s because iIitbds select e
Click on the Back arrow to go back to the spreadsheet.

You can create all kinds of charts, column charts, graphs, etc. Select your
information and choose the style ofrychpice.
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Renaming the Worksheet
1. Doublelick on the selectueet taht the bottom the spreadsheet
window.
2. TypeAlfa Clothingaind then click anywhere on the active sheet.

Using the Average Function
1. To determine the average of a series ofattadadotirag to highlight the
data in cells €40.

Alfa Clothing

City Total Sales
Miami $ 25,000.00
Phoenix $ 19,000.00
Los Angeles $ 38,000.00
Chicago $ 32,000.00
Cincinnati $ 15,000.00
Louisville $ 17,000.00
New York $ 48,000.00

etz . Sheet3 . ¥J m m o

2. Look at the Status bar and you can see the average.
Ifitd oes ndot a u trighttliakton theaStalustvesee the w ,
available options. You can click on the down arrow next emAWdSum
on Average

JLEEEERE EE
NP Yz o mon

Count counts the number of items in a list
Numerical countounts the numbers in a list
Maxi finds the largest value in a list

Mini finds the smallest value in a list

Sumi’ adds the numbers in a list

= =2 =2=2=1
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Adding gridlines when you ptia chart
1. Click othe Page Layout tab and iBhieet Options grocik orthe
Print box under Gridlines.

Il = i @ <
HOME  INSERT | PAGELAYOUT = FORMULAS ~ DATA  REVEW  VEW
- RN | =

& e [ L & B

R Y D EE & ;
emes argins Orientation  Size  Print Breaks Background Print .

L [O]sects - - - Aear v Titles Tl Scale:
Themes Page Setup i) Scale to Fit

Wid
ei

Print a worksheet in Landscape view
Click on the Page Layout tab, on the down arrow under Orientation, and on
Landscape. Portrait is theuttefa

Click on the X in the upper rifplaind cornerto cloddS Ex c e | . Dondt f
save your changes!
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