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 XE "Guide to Excel Screen" 

Introduction to Microsoft Excel 97
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Excel is a spreadsheet program. Spreadsheets allow you to display numbers and do calculations on them.

· Log on. Find Excel 97 on your desktop and double click on it. (You can also run Excel by clicking on the Start button on the bottom left, then Programs, Applications, Microsoft Excel 97).
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Spreadsheets are grids with labelled columns and rows. The columns have letters for labels, and the rows are numbered. A cell is a grid square on the sheet, labelled with a letter and number, e.g. cell A1 is the top left cell. You can type text by clicking on a cell.

Creating your first spreadsheet

1. You can move around using the mouse, but for typing data the keyboard and cursor keys are easiest. Start by typing Country in cell A1. To go right to cell B1, press the right cursor control key on the keyboard. There is no need to press ENTER after typing data if you use the cursor control keys like this, although you can press ENTER if you wish.

2. Type in the following data. (Don’t worry when C5 shows as 61.7 rather than 61.70). In cell B6, as soon as you press D Excel will fill in the word Dollar for you, since you have already typed it in this column. Just type the D and press Enter to accept Excel’s suggestion of ‘Dollar’.


A
B
C
D
E

1
Country
Currency
Rate



2


£1 
£10
£100

3
Australia
Dollar
2.47



4
Austria
Schilling
20.97



5
Belgium
Franc
61.70



6
Canada
Dollar
2.35



XE "Currency Format"

XE "Formatting Numbers"

XE "Decimal places"3.
Number format  Currency normally has two decimal places. You will have seen that cell C5 should have 61.70, but Excel shows it as 61.7. This is because, mathematically, 61.7 and 61.70 have the same value. To make the number have two decimal places, you need to use Format–Cells.
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· Make sure your cursor is on cell C5.

· Click on Format, then on Cells.

· In the list of categories, click on Number.

· Two decimal places are shown as standard, so click OK.

The value should now be displayed as 61.70.

XE "Saving files"4.
Saving  In case you make a mistake you should get in the habit of saving your work often. Do so now by clicking on File-Save, or just click the save 
[image: image1.png]


 button. Because this is the first time you have saved this file, a window will appear asking you for the filename. Type Exchange Rates and click on OK. The work will be saved and at the top of the screen it will now say Exchange Rates rather than Book1.


File names The file name should be a short phrase which describes what the file is so you can return to it later. Don’t use full stops in a file name.


AutoSave Excel automatically asks every ten minutes if you wish to save your work. Generally you click on Save when this happens – it helps reduce the chance of you losing any work.

XE "Formulae"5.
Calculations  It is clear that £10 will get you 24.7 Australian Dollars, and that £100 will get you 247 Australian Dollars. It is possible to tell Excel how to calculate this automatically.

· Go to cell D3. Type the following carefully          =C3*10           and press ENTER.
The * key (asterisk) is used to denote multiplication. You can find it at the top right of the number keypad, along with –  + and / (divide). Don’t forget the = sign.




The value of the formula will appear — 24.7.

· Some of the rest of the formulae you need are shown below. Type them in, then work out how to fill in all the missing formulae for all four countries and type them in also, but DON'T bother fixing the format to two decimal places — there is a fast way to do this later.


A
B
C
D
E

2


£1 
£10
£100

3
Australia
Dollar
2.47
=c3*10
=c3*100

4
Austria
Schilling
20.97
=c4*10
=c4*100

6.
Formatting a selection of cells  Columns C, D and E contain numbers which should all have two decimal places. You could change the format of each formula individually, but there is a faster way.

· Go to cell C3. Click on it and hold down the button.  Still holding down, move right slowly, and down slowly, until all the cells from C3 to E6 are highlighted in black. Let go of the mouse button. (If you go too far, don't let go — instead, just drag back as far as needed).

· Click Format-Cells, choose Number (with two decimal places) and click on OK. All the numbers will now have two decimal places.

· The cells are still highlighted in black, so now click on any cell in the sheet to stop the cells being highlighted.

7.
Column width 

· Go to cell A7 and type European Union. Since the column is not wide enough, the words will spread across into column B.

· Go to B7 and type Euro. 

· Type 1.51 in C7.

· XE "Column width"

XE "Width of columns"Clearly column A needs to be a little wider. To make it wider, position the mouse pointer on the vertical line between the letters A and B at the top of the window. The pointer should change into a different shape, like this: 
[image: image2.wmf]  Keep holding the button down and drag to the right a little. When Column A is wide enough, let go.

8.
The full list of countries appears below. Complete typing in your list now.


A
B
C

1
Country
Currency
Rate

2


£1

3
Australian
Dollar
2.47

4
Austria
Schilling
20.97

5
Belgium
Franc
61.70

6
Canada
Dollar
2.35

7
European Union
Euro
1.51

8
France
Franc
10.01

9
Germany
Mark
2.99

10
Greece
Drachma
471.22

11
Hong Kong
Dollar
12.64

12
India
Rupee
65.35

13
Ireland
Punt
1.18

14
Italy
Lira
2940.50

15
Japan
Yen
210.55

16
New Zealand
Dollar
2.78

17
South Africa
Rand
8.13

18
Spain
Peseta
253.16

19
Switzerland
Franc
2.45

20
USA
Dollar
1.63

9.
Highlight all the new numbers in column C, then use Format-Cells, choose Number and click OK, to give two decimal places.



DON'T bother typing an any formulae for the £10 or £100 rates — a fast way to do this is coming later.

10.
Saving again  Now that you have typed in some more data, you should save your work by clicking on File-Save, or just click the save 
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 button. You will not be asked for a file name this time, since you have already given the sheet the name Exchange Rates, so the saving process will happen very quickly and you may not even notice it.

XE "Copying formulae"

XE "Replicating cells"11.
Copying formulae  It should be obvious that the formula in cell D7, for £10 worth of European Union Euros, should be     =C7*10. There is no need to type this. Instead

· click on cell D6. Hold down and drag to E6, so that both cells are highlighted.
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At the bottom right of the highlighted section there is a small square. Hold the mouse button down on this square and drag down to cell E20, then let go. The formulae should be copied and the correct figures should appear.

· To check that the formula have been pasted correctly, click on cell D8. The formula, which will be shown at the top of the screen, should be =C8*10. Go to a couple of other cells and check that they are also correct. It is important to get into the habit of checking things have worked like this.

·  XE “######### error - how to fix” [image: image47.wmf]0
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Cell E14 shows ########, which means that the number is too wide for the column. Make column E wide enough by putting the cursor between E and F and double clicking. 

12.
Highlight cells C3 to E20 and use Format-Cells, and choose Number, then OK.

13.
 XE "Headers - putting your name on your work" Using Headers to put your name on your work.

· Click File-Page Setup.

· Click on the Header/Footer tab at the top.

· Click Custom Header

· [image: image48.wmf]Click in the Center Section and put your name, such as Fred Jones.

· Click on OK to go the Page Setup window, then OK to finish setting up.

XE "Printing"14.
Click on the printer 
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 button. A copy of your work will be sent to the printer. Keep the print out in your file.

15.
If it is the end of the lesson, stop Excel by clicking on File-Exit. (or click the  close [image: image5.bmp]  icon at the top right). You may be asked if you wish to save your work — you should indicate yes by clicking on OK.

Practising with Excel – A Results Table

Review of features learnt so far

Typing in text
Formatting Numbers
Copying formulae
Saving

Typing in formulae
Highlighting ranges of cells
Changing column width
Printing

Use of headers

You will now create another simple spreadsheet to practise these skills.

1.
Log on and run Excel. (If you are still using Excel from the last sheet, make sure it is saved, then use File-Close, then click on the new worksheet 
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 button at the top left)

· Type in the data from the table below. Start with the title, Test Result Sheet, in cell A1. Although it won't fit into column A, it will stretch across into column B automatically when you finish. Don’t worry about column widths yet.


A
B
C
D
E
F
G
H

1
Test Result Sheet







2









3
Surname
First name
Form
Maths
French
Geography
Total
Average

4









5
Smith
James
UMS
78
86
80



6
Bailey
Peter
UMB
67
72
71



7
Hussain
Shahzad
UMN
87
75
82



8
Kazi
Jatinder
UML
76
71
77



9
Burns
Aidan
UML
76
81
79



10
Rahman
Sanjay
UMS
85
91
87



11
Melough
Joseph
UMK
92
87
83



2.
When you have typed in all the data, take the precaution of saving your work, using the title Test Results
XE "Text, Alignment"

XE "Right alignment"

XE "Alignment of cells"3.
The headings in row 3 could be better positioned. Surname, First name and Form should look all right, because they appear on the left, along with the names underneath them — Excel usually puts text on the left.



The other columns are not OK, because they have a heading, which is text, and consequently is on the left, with a column of numbers underneath. Excel normally puts numbers on the right, with the result that the headings and numbers don't match up.

· To fix this, highlight cells D3–H3 (click on D3 and drag right to H3, then let go).

· Click on the Right Alignment 
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 button. The headings will then match up with the numbers beneath. (Note: As a matter of course, you should strongly avoid using the space bar to do things like this, or for centring headings — there is always an easier way.)

4.
 XE “SUM function”What do you suppose the formula should be in G5, to give James's total score for all three subjects? It could in fact be one of two things: either    =D5+E5+F5


or      =SUM(D5:F5)        (it doesn’t matter whether you use capitals or small letters for formulae)

· This second formula,     =sum(d5:f5)    using a function called SUM, is probably best, so go to G5, type it in and press ENTER. The value for James will appear — it should be 244.

· What should G6 be? It ought to read    =SUM(D6:F6)     — type it in.


You will remember that there is a way to copy formulae. We will use this for rows 7–11 later.

5.
 XE "AVERAGE function" Go to H5. We need a formula to show James's average score for the three subjects here. Again, there are two ways to do it. The first is   =G5/3   while the second is   =AVERAGE(D5:F5)          The second formula, using the AVERAGE function, is best. This is because you could add a new subject later by inserting a column after Geography, and the AVERAGE formula would take this into account more easily.

· Type =AVERAGE(D5:F5)    at cell H5 and press ENTER.

The value of the formula will appear. For James, it should be 81.33333. Five decimal places aren't a good idea here — perhaps 1 decimal place would be better.

· Make sure you are on cell H5.

· Click on Format-Cells, then Number. Change the number of decimal places to 1 and click OK.

6.
Work out what the formulae for G7, H6 and H7 should be and type them in. Make sure that the average scores are shown to 1 decimal place.

7.
The formula for totals and averages can of course be copied automatically. To do this, highlight two such formulae and copy them.

· Go to cell G7. Hold down and move right, so that G7 and H7 are both highlighted in black. Let go.

· Hold down on the small black square at the bottom right corner of the highlighted section and drag down to H11. The correct values should be pasted in.

· Check by clicking on one of the formulae that have been pasted in, and making sure it is correct.

XE "Bold text"

XE "Text, emboldening and enlarging"8.
Formatting text You have already used Right Alignment to move some headings over to the right of a column. You will now make the headings bolder.

· To highlight rows 1-3, go to the label 1 to the left of row 1. Hold down on it and drag down to row 3, then let go. All three rows will be highlighted in black. (NOTE: you should be highlighting with the normal cross [image: image8.wmf] cursor, not the special cursor 
[image: image9.wmf] which changes the heights of rows.)

· [image: image49.wmf]Click here
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Click on the Bold 
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 button. The headings will get bolder. The bold button will remain 'pressed in' to show that the text is bold.  Click on any cell to stop the rows being highlighted.

· Click on cell A1 and change its size to 12 point using the font size button at the top of the screen.

( Now make all the columns the correct width automatically by clicking on the box between A and 1, then double clicking on the join between two columns, then clicking on any cell to stop highlighting the whole sheet.
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9.
Add your name to the page header as follows:

· Click on File-Page Setup

· Click on the Header/Footer tab.

· Click Custom Header

· Click in the Center Section and type in your name

· Click OK and OK again.

10.
Print your sheet by clicking on the printer 
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 button. Put the print out in your file.

11.
Save your sheet again, then choose File-Close, and go on to the next piece of work.

Further Practise – Newspaper Deliveries

Review of Techniques introduced on the last sheet

Formatting text to the right
  Making text bold
AVERAGE and SUM functions

Making all columns the correct width in one go

XE "Shared Documents folder, loading files from"1.
This spreadsheet has already been typed in for you. To copy it, do the following:

· [image: image50.wmf]Minimise

Maximise

Close

Minimise any open window on your screen by clicking the minimise icon at the top right.

· Double click on the Shared Documents folder on your desktop.

· Double click All Users

· Double click ReadAllUsers
· Double Click Excel
· Find News and right click on it.

· Choose Copy. (Nothing seems to happen)

· Close all the windows you have just opened.

· Find your My Work folder on the desktop and double click on it.

· Find a blank white space inside Mywork and right click, then choose Paste.

· Finally, to start work, double click on News.
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2.
 XE "Width of columns - changing all columns automatically" The first thing to do is alter the width of the columns to match the data.

· Click on the box between Column A and Row 1 to highlight the whole sheet

· Double click between column A and B.

· Click on a cell to stop highlighting the whole sheet.

· Column A will be very wide (for the heading in row 3). Make Column A narrower, so that it is wide enough just for the titles of the newspapers.

3.
The heading Bert's Newsagent should be bold. Click on cell A1 and use the bold 
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 button to do this. Now change the second heading, Sales for week 1st-8th January, to bold italics.
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4.
XE "Currency Format"

XE "Formatting Numbers"The prices in column B are all in pence. This can be displayed as follows:

· Highlight all the prices (from B7 to B16), then

· Click Format-Cells.

· Click Custom

· In the Type: window, type 0p (a number zero, then a small p)

· Click OK.


All the prices should now be displayed with a small p after them.

5.
Now put in the formula for the total number of papers sold in the week.

· For the Sun, this will be in cell H7, and should be =SUM(C7:G7). The total displayed should read 165.

· Use the small square at the bottom right of cell H7 and drag it down to copy this formula for all the newspapers. Correct totals should appear for each paper.

6.
( Now put in the formula for the amount of money for each paper. This should be the price of the paper times the number sold. So for the Sun, this will be in cell I7, and is    =B7*H7


This however will show a large number — it should read 4620. This is because the price was in pence, so the total is also in pence. To show it in pounds, you need to divide by 100.

· Click on cell I7. The formula for the cell is being displayed at the top of the screen.

· Click at the top of the screen to the right of the formula =B7*H7.

· Add   /100 to it, so it now reads    =B7*H7/100    and press ENTER. It should now show the value 46.2.

7.
To change 46.2 into £46.40, do this:

· Click Format-Cells

· Click Currency

· Click OK

8.
Now copy the total formula for all the newspapers using the small square on I7 and dragging to I16 in the normal way.

9.
The Grand total, in cell I18, should be the sum of cells I7 to I16.

· Put in an appropriate formula in I18 using the SUM function — the value displayed should come to £439.75.

· Make sure that the format of the value displayed is in currency format.

10.
( Highlight cells H18 and I18, and use the bold 
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 button to make them bold. You may well find that the words Grand Total do not fit in the column, or that you have already made the column very wide to fit them in. This is not necessary — instead:

· click on cell H18, and use the right alignment 
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 button. This makes the words fit up against the right hand edge of the cell, and since there is nothing in cell G18, Excel will stretch the words over to the left.
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XE "Inserting rows"

XE "Rows, inserting"11.
You will now insert daily totals of papers sold. These will go a couple of rows under the Times.

· Click on the number 18 to the left of row 18. The whole row will be highlighted in black.

· Click on Insert-Rows — a new row will be inserted.

· Do Insert-Rows again, so a total of two rows have been inserted. The Grand Total will now be in row 20.

· In B18, type Daily Totals.

· Click on the right alignment 
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 button for this cell.

· In C18 put a formula to add all the papers sold on Monday (i.e., the figures in column C).

· Now copy this formula to apply to Tuesday–Friday (cells D18-G18).

12.
Use File-Page Setup to add your name to the header.

13.
Print a copy of the sheet and put it in your folder.

14.
Save your work again and close the file.

XE "Autosum"

 XE "Vertical centering of text" 

XE "Text, centering across columns"

XE "Centering text across columns"

XE "Edit-Copy"AutoSum, Centring text across columns,

and copying formulae with Edit-Copy

1.
Copy the file ToyWorld Sales from the Shared Documents folder into your MyWork folder and double click on it. For detailed instructions on how to do this, read the top of page 10 in this booklet.

2.
Click on A5 (Southern Region). Click Format-Cells-Alignment. Click on Wrap Text and then OK. The heading will now appear over two lines. This feature can be handy.

3.
Do the same Wrap Text on A12 (Northern Region).
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4.
(
Highlight cells B5 to G5 (the headings) and click on the Right Alignment 
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 button.

· With the cells still highlighted, Click Format-Cells, then alignment, then in the Vertical box click Center. Click OK. 

5.
Do the same as 4. For cells B12 to G12.

6.
Click on cell F10 (Total for Southern Region) and use the Right Alignment button.


Do the same for F17 and F19.

7.
Click on G6. You need a sum here of the sales in January – May. Instead of typing in a formula, click on the Autosum 
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 button. Excel will highlight the row from B6 to F6 automatically, so just press ENTER and the correct SUM formula will be put in for you. This is a handy feature.

8.
Copy the formula down to cells G7, G8 and G9 using the small square in the bottom right hand corner of cell G6, as usual.

9.
Click on G10. Click on the autosum 
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 button. Since there aren't any figures to the left of this cell, Excel will automatically highlight the numbers above it, which is what we want, so just press ENTER.

10.
It would be useful to have the same formulae in cells G13 to G17 for the Northern Region. However you can't use the small square to copy as usual since this would also copy onto G10, G11 and G12, wiping out some headings. Instead, do the following:

· Highlight cells G6 to G10. Click Edit-Copy (or use the 
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 button). A flashing border will appear around G6-G10.

· Now click on G13, then click Edit-Paste (or use the 
[image: image21.png]


 button). The formulae will be entered correctly.

· Press the Esc button to stop the line flickering around G6-G10.


This method of copying formulae is worth remembering, since not all spreadsheet programs have the small square on cells which you can drag down to copy easily.

11.
Click on cell G19 and type an = sign. DON'T press ENTER or move with the cursor keys. Click on G10, then press +, then click on G17. Press ENTER. The total should read 1360. This method of entering formulae, by clicking on the cell directly, is easier than typing in the cell name.

12.
Click on cell A1, Toy World plc. Click Format-Cells, then Font. Choose:

· A different font

· 14 point size

· Bold text

· Red text


Then click OK.

13.
 XE "Merge and center" Highlight cells A1 to G1 by clicking on A1, holding down and dragging to G1, then let go. Now click on the Merge and Centre 
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 button. The heading will be centred across the page. (Note: to undo this later, you would have to click Format-Cells, Alignment, and deselect the Merge Cells box).

14.
Add your name to the Header and print the file. Save the file again and close it.

An example for you to practise

1.
A record shop keeps a simple record of their sales for the first four months in a year. The data is as follows. Start a new worksheet and type in the data. Adjust the width of the columns to fit appropriately.


A
B
C
D
E
F

1
Wild West Records Ltd






2







3
First Quarter Sales, 1998






4







5

Jan
Feb
Mar
Apr
Total

6







7
Singles
175
194
183
201


8
Extended Plays
22
14
19
28


9
LPs
48
52
39
56


10
CDs
124
113
132
128


11
CD Singles
13
19
12
21


12
Tapes
98
107
114
102


2.
Save the work as Record Sales
3.
Put in a formula in F7 to total the sales of singles for the four months.

4.
Copy the formula for all the types of record, down to row 12.

5.
In A14, put TOTALS. Put a formula in B14 to total the sales of all types of record in January. Copy the formula across to column F.

6.
Make a column of averages in column G. Make sure they include Jan-Apr, but obviously should not include the total. Make them have 1 decimal place. Put a heading Averages in cell G5.

7.
Make a row of averages in row 15, with 1 decimal place. Put the heading Averages in cell A15.

8.
Make A1 bold and enlarge its text size. Centre it across columns A-G.

9.
Centre A3 across columns A-G.

10.
Make the headings B5-G5 Italic and Right Aligned.

11.
Add your name to the header of the page and get a print out.

12.
Save the worksheet again and close it.

13.
On the print out, put a ring round cells D14 and G9, and write in what the formula is for them, together with what the value represents. F8 is done for you here as an example:


F8=SUM(B8:E8), and stands for the total number of E.P. records sold in the months Jan-Apr, 1998.

14.
Give the printout to your teacher for checking. Explain to him how you copied the formula in F7 to the rest of column F.

XE "Scrolling quickly around a document"Moving quickly round a large worksheet

You may well be used to moving around windows using the controls described below. If you are, please ignore this sheet and go directly to the next page.

This page tells you some ways for moving around a worksheet rapidly, when the worksheet is too large to fit onto one screen.

 XE "Split screen button" 

 XE "Scroll Arrow" 1.
Copy the file Sixth Form from the shared work folder into your MyWork folder and open it (see page 10 for details on how to do this).
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2.
Moving around the worksheet  The data on this sheet goes down to row 62, so you can't see it all on screen at any one time.


The scroll box gives an indication of roughly where you are in the document.


To move around the screen, you can use the following:

Keyboard action
Mouse action
Effect on screen

Up or down arrow cursor key
Scroll Arrow
Goes up or down one line

Hold down on the cursor key
Hold down on a scroll arrow
Scrolls up or down several lines

Page Up or Page Down
Click in scroll bar
Goes up or down one screen full


Drag the scroll box
Moves rapidly between several pages


Try using these controls for a while. See if you can find out the maximum number of rows and columns possible. Although the columns are not numbered, you should be able to work out how the column lettering works, and so calculate how many columns there are (it is a different number to the number or rows allowed).

3.
Close the file.

4.
Since the file is no longer needed, delete it:

· Minimise Excel

· Open your MyWork folder

· Find the Sixth Form file and right click on it

· Choose Delete
· Click Yes to confirm the deletion.

XE "Charts, Chart Wizard"Charts and the Chart Wizard

Excel really excels (apologies for the pun) at making charts from your data — line charts, bar charts, pie charts, etc.

Drawing a chart

1.
Start Excel, or start a new sheet in Excel if it is already running. Type in the following data, then save it as Tuck Shop.

Sweet
Number Sold

Mars
12

Twix
5

Lion bar
8

Rolo
9

Flake
7

Snickers
8

Dime Bar
2

2.
Highlight all the data, i.e. cells A1 to B8.


Click on the Chart Wizard 
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 button.
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3.
The Office Assistant (a paperclip icon) should pop up and offer you help.

· Click Yes to say you want help.

· Click on ‘Example of the selected chart type’. A screen explaining each type of chart will appear.

· Maximise the help screen so you can read it better.
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· 4.
Having looked at the help screen, close it using the close icon. You will now [image: image58.png]Numbers of Cars and Motorcycles in
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be looking at the first of four screens in the chart wizard.

5.
The first window asks what type of chart you want. A column chart is shown, with the first type (clustered column) selected).

· Click on the ‘Press and Hold to View Sample’ button to see what this will look like with your data. Let go.

· Click now on the next type down, called ‘clustered column with a 3-D visual effect’. Hold down on the ‘Press and Hold to View Sample’ button again to see what it will look like.

· This is the type you will choose, so now click on Next >
6.
This second window confirms which cells you are drawing a chart from.

· Click on Rows to see what affect this has

· Click on Columns again

· Click Next >
7.
The third window is called Chart Options, and has several tabbed headings at the top to look at.

· On the titles tab, change Chart Title to say Tuck shop sales for Monday
· Change the Category (X) axis to say Type of Sweet
· Change the Value (Z) axis to say Number Sold
· On the legend tab, de-select the Show legend box.

· Click Next >
8.
On the fourth window, just click Finish >
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9.
You may well notice that not all the names of the sweets show on the graph which has been drawn. To fix this, click on one of the small black squares at the left or right edge of the graph and drag it to make the graph wider. Adjust the width of the graph until you can see all the names of the sweets. If the graph now obscures the data on the sheet, move the whole graph downwards by clicking and dragging.

10.
To make even more room for the graph,

· Click on Number Sold and press the Delete key to remove it
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Click on Type of Sweet and press the Delete key to remove it

11.
 XE "Vary colours by point in charts" To give a colourful effect, double click on one of the bars in the bar chart, choose Options, and click Vary Colors by Point, then OK.

12.
Changing the data One of the advantages of using a spreadsheet program to draw charts is that you can easily change the data.

· Click on cell B4, which should be the data for Lion Bars. Type 14 and press ENTER. The chart will change instantly and the Lion Bar's share will increase.

13.
Save the work again.

 XE "Charts, printing" 

 XE "Printing charts" Printing charts

There are two ways to print a chart – either on its own filling a whole page, or alongside the original data.

1.
Make sure that you still have the Tuck Shop sheet loaded from the last page.

2.
Printing the chart with the data
· Make sure that the chart is NOT selected by clicking somewhere else on the sheet. The small black squares at the edges of the chart will disappear

· Click the Print Preview 
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 button. A page showing what the print out will look like will appear. It should have the data and the chart. (If it only has the chart then close the preview and make sure that the chart is not selected, then preview again).

· Click Setup, Header/Footer, Custom Header, and put your name in the center section. Click OK.

· Try to click Next. If it is grey then the data and chart are fitting onto one page which is what you want. If you can click Next, then the chart has spilled over onto a second page. To fix this, close the Preview screen and move / adjust the chart so that it fits onto one page. You will see a dashed line indicating the edge of the page to help you. Click somewhere else to make sure that the chart is no longer selected, then click Print Preview to check that the chart and data do now fit on one screen.

· When the chart and data are on one page on Print Preview, click Print and OK to print the sheet, then close the Print Preview.
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3.
Printing the chart only


· Click once on the chart to select it. Click on the Print Preview 
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 button. You will see a large chart filling the screen, but some of the names of sweets may be missed out. To fix this do as follows:

· Click Setup
· Click the Page tab

· Click Portrait
· Click the Header/Footer tab, click Custom Header and put your name in the centre section. Click OK.

· Click Print and OK


This method will work, but prints the chart in a portrait style (ie top to bottom, rather than side to side)

4.
You may wish to print just the chart in Landscape format. It is unusually tricky to get Excel to display just a bar chart with all the labels showing in landscape format. Sometimes it works automatically, and sometimes you have to force the issue. This is how to force it:

· Click Close to close the Print Preview.

· Click on the names of the sweets. The little chart toolbar at the top of the screen will display ‘Category Axis’

· Click on the angle text upward 
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 button. The words will angle up at 45º. This works, but the angle may be a bit steep.

· To alter the angle, double click on the names of the sweets (or make sure it says category axis on the chart toolbar and click the Format 
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 button)

· Click on the alignment tab

· Change the value to 89º (90º doesn’t always work properly)

· Click OK. The chart should look all right now.

· Click on the chart and click Print Preview 
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· Click Setup

· On the Page tab, click on Landscape.

· Click on the Header/Footer tab to ensure your name is still there. Click OK

· Click Print and OK.

5.
Close the Print Preview screen, and save the sheet again.

 XE "Charts, changing the format" Changing the chart format

It is easy to use Chart Wizard again to reformat your chart to a different style.

1.
Make sure that you still have the Tuck Shop sheet loaded from the last page.

2.
Click once to select the chart, then click the Chart Wizard 
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 button.

3.
Step 1 of 4 – Chart type

· Click on Pie
· Choose the middle chart on the bottom row, ‘Exploded pie with a 3-D visual effect’

· Click ‘Press and hold to view sample’

· Click Next.

4.
Step 2 of 4 – just click Next.

5.
Step 3 of 4 – Chart options

· Click the legend tab.

· Click Show legend.

· Click on each of the placement options on this tab to see what affect they have. Finish with right on the placement options.

· Click the Data Labels tab.

· Click each of the data labels options to see what they look like. Finish with Show value and Legend key next to label.

· Click Finish
6. Click Print Preview 
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You may find that the legend is in the wrong place, in which case do this:

· Close the print preview

· Right click on the legend and click Format Legend
· Click on the placement tab

· Change the placement to Bottom
· Click OK

· Click Print Preview again to check.

7.
Assuming it looks OK, Click Setup to add your name to the Header and print it.

8.
Save your work and close it.

XE "Chart, displaying two sorts of data"Displaying two sets of data using a chart

Often you may wish to show a comparison between two groups of data by displaying them on the same chart.

1.
Start a new Excel worksheet and type in the following data, then save it as Cars

A
B
C

1

Motor cycles
Private cars

2
1920
100
120

3
1930
500
900

4
1940
300
2000

5
1950
400
2200

6
1960
1900
5900

7
1970
1100
11400

8
1980
1200
14500

9
1988
1000
18600

2.
Chart the data:

· Highlight from cell A1 to C9

· Click on Chart Wizard
· Choose a line chart
· Pick the first type of line chart on the second row, ‘Line with markers displayed at each data value’

· Click Next to go to step 2

· Click Next to go to step 3

· Change the Chart Title to: Numbers of cars and motor cycles in Great Britain (thousands)
· Click Finish
3.
Save the work again.

4.
Click on the chart, do a print Preview, add your name to the Header, and when you are happy with the chart, print it out.
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5.
Save the work again and close it.

XE "Sorting"Sorting data

Simple example

1.
Start a new worksheet and type in the names from this table.

2.
Save the work as Chess Players
3.
To sort:

· Click on any of the names

· Click on the Sort Ascending 
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 button

The names should now be sorted starting with Ahmed.






A

1
Evans

2
Ahmed

3
Wong

4
Lister

5
Shah

6
Hussain

7
Holmes

8
Davis

9
Reece

10
Jones

4.
Save the work again and close it.

More realistic example

1.
Open a copy of the Exchange Rate file you created earlier.

2.
Try a simple sort:

· Click on one of the countries and click the Sort Ascending 
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 button.


Unfortunately Excel will sort the headings as well, which is not helpful.

· Click the Undo Button 
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3.
Use a more controllable sort:

· Highlight rows 3-20.

· Click Data-Sort. A sorting window will appear

· Make sure that the ‘No header row’ box is selected. The window should indicate that the list will be sorted by entries in column A (ie the names of the countries)

· Click Descending next to Column A.

· Click OK. The data should be sorted with USA first and Australia last.

4.
A mistake to try (to learn to avoid it):

· Highlight cells A3-A20.

· Click the Sort Ascending 
[image: image34.png]


 button.

Look carefully at the names of countries and currencies. You will see that the currencies and exchange rates were not sorted with the countries, so everything is now mixed up. You need to take great care to select ALL the data which needs to be sorted.

· Click the Undo button 
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5.
Save the sheet again, and clear the screen with File-Close. No need to do a print out.

Using two sort keys

1.
Open the document you created called Test Results. 

2.
It would be useful to sort with Surname as first priority, and then by first name if anyone has the same surname. To do this, do as follows:

· Highlight rows 3-11.

· Click Data-Sort.
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Click on Header Row to show that your list has headings

· Make sure the top box, Sort by, says Surname
· Use the arrow next to the second box, Then by, to select First name.
· Click OK to do the sort.

You should see that the data has been sorted correctly (although the blank row between the headings and the data has been moved to the bottom).

3.
Get a print out, save the file and use File-Close.

Sorting using three keys

1.
Open the file Sixth Form from the Shared Documents folder (read page 10 for help on this).

2.
You want to generate a list sorted into forms, then by Surname, and finally by first name.

· Click on a cell containing some data.

· Click Data-Sort.

· Click on Header Row.

· Change Sort by into Form.

· Make the first Then by into Surname.

· Make the last Then by into First Name.

· Click OK to do the sort.


This should successfully have sorted the pupils into forms, and into alphabetical order within forms.

3.
Use File-Page Setup to add your name to the Header.

4.
Rather than waste paper with two sheets on a printout, you will now select some cells and just print those cells. This can be a handy feature, allowing you to print just a selected portion of a sheet.

· Highlight cells A1 to A30

· Click File-Print
· In the Print What section of the screen, click on Selection.

· Click OK to start the print.

5.
Save the file (in your n:\MyWork folder) and close it. 

 XE "Duplex (double sided) printing" 

 XE "Printing duplex (both sides)" Double sided printing (Duplex)
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With a multi-page document it can be very handy to print it on both sides of the paper, in order to save paper and produce a less bulky result. This is called Duplex printing.

Most modern printers can cope with duplex printing. Some printers have a Manual Duplex setting, which prints all the even pages first, then prompts you to take the pages out and feed them in again, and then prints the odd pages. More expensive printers can have duplex units which print on both sides of the paper automatically. The school’s Brother 1660 laser printer has a duplex unit.

Only do the instructions on this page if you have access to the Brother 1660 printer.

· Open the file Sixth Form

· Click File-Print.

· Check that the chosen printer is the Brother HL-1660 Series.

· Click Properties.

· Click the Layout tab. The properties screen should look like the one above.

· Click Duplex and choose the first picture, as above.

· Click Binding Offset and set the offset range to 10mm. This handy feature pushes the pages out from the edge by a given number of millimetres, to allow room for stapling or other binding into a project. Obviously if you aren’t going to bind your printout, you can use Duplex printing without a binding offset.

· Click OK.

· Click OK to do the print out. Note that the duplex unit ejects the paper out of the back of the printer, then draws it back in again to print the second side. Don’t get hold of the printout until it has fully ejected onto the normal output tray.

· Close the file.

Information on other options

· The options you chose were for Portrait layout, to be turned at the left edge. You can also choose to turn at the top edge (like a flip chart) and other options. 

· The Multi-Page option (which hasn’t anything to do with duplex) reduces the size of your pages and prints 2 pages per sheet of paper, or even 4 pages.

XE "MAX function"

XE "MIN function"Functions: MAX and MIN

Excel has a wide range of functions. You have already used two: SUM and AVERAGE. This page introduces the MAX and MIN functions. You will also format the sheet ready for the next page.

1.
Copy the file Play Station from the Shared Documents folder into your n:\MyWork folder and open it (see page 10 for help on this).

2.
Highlight cells F7-F10 and right align 
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 them.

3.
Make column A a suitable width.

4.
Format the heading:

· Click on cell B3

· Click Format-Cells, Alignment
· Choose Wrap Text
· In the Horizontal box, choose center
· Click OK.

· Make sure cell B3 fits into 2 lines by making it wider if necessary.

5.
Click on Cell A3 and use Format-cells, Alignment, and choose Center in the Vertical box.

6.
Highlight cells B5-B19 and centre 
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 them normally (ie horizontally).

7.
Put a formula in G7 to show the total number of entrants.

8.
Put a formula in G8 to show the average number of entrants.

9.
Put the following formulae in G9 and G10:


G9
=MAX(B5:B19)


G10
=MIN(B5:B19)


Clearly these formulae show the maxima and minima of a given range of numbers.

10.
Save your work.

XE "Borders"Using Borders to improve the look of your document

1.
Open your document Play Station.

2.
Insert two empty columns at the left of the page:

· Highlight columns A and B by clicking on the A at the top of column A and dragging across to column B.

· Let go.

· Click on Insert-Columns and two new columns will appear.

3.
Insert two rows at the top of the page:

· Highlight rows 1 and 2 by clicking on the 1 at the left and dragging down to the 2.

· Let go.

· Click on Insert-Rows and two new rows will appear.

4.
Apply a border to the data:

· Highlight from cell B2 to cell J22.

· Click Format-Cells.

· Click the Border tab.

· Click Outline
· Click on a reasonably thick line from the choice of line types.

· Click OK.

5.
Highlights cells F9 to I12 and use the same method to put an outline border round them.

6.
Make columns A, B and J half the usual width.

7.
Format the main heading:

· Highlight cells C3-I3

· Use the Merge and Center 
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 button
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Make the heading 14 point in size.

8.
Do a print preview to check the sheet fits on one page and looks neat. If it doesn’t fit to one page, try making columns B, C, I and J narrower. Add your name to the Header and print it.

9.
Save the work and close it.

Splitting windows into panes

1.
 XE "Split screen button" 

 XE "Freezing panes" Open the file Sixth Form. 

2.
Put the pointer at the top of the screen on row 1, column A.
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3.
( Put the mouse pointer on the split window icon on the vertical scroll bar — it is the tiny thin button above the scroll arrow.


The pointer will change shape, like this: 
[image: image39.wmf]
· Drag the pointer down — you will see a horizontal line move down the sheet — until the line is at the bottom of row 1.

· Let go.


Row 1 will appear twice for the moment.

4.
(
Now click on Window-Freeze Panes. The line under row 1 will become thin.

· Now use the scroll bar to move down the document. No matter how far down you go, you should still be able to see the top lines. This is a handy feature when you are looking at a large file with headings, and can be used for row headings as well as column headings.

5.
Save the file again, and use File-Close.

Practise with Freezing Panes

1.
Open the file you created earlier about a newsagent, News. Use the split window icon in the vertical scroll bar to put a line at the bottom of row 6. Now use the split window icon in the horizontal scroll bar to put a line to the right of column A.

2.
Use Window-Freeze Panes. This would allow for several weeks' data to be displayed, but the headings would remain visible.

3.
Save the file again, and use File-Close.

 XE "What if..." 

 XE "IF function" What if

One of the key benefits of using spreadsheets is that of being able to ask 'What if?'

The idea is that you set up the spreadsheet with all the required data and formulae, then you try out different scenarios, such as

· What if the interest rate goes up 1%?

· What if the price of tomatoes goes down?

· What if the winter is very cold and we sell more heaters?

This sheet will show you one example of What If in action.

1.
Copy the file called Christmas Cards from the Shared Work folder into your MyWork folder and open it.


This worksheet aims to show what the potential profit for charity might be based on the number of Christmas cards sold. The cost of manufacturing the cards depends on how many are sold.

2.
Notice that the profit on Card 1, is £3.50 for 50 sold (cell G6).

· Go to cell C6, type 49 and press ENTER. Now look at the profit in G6 — it will have dropped dramatically, since if fewer than 50 cards are sold, the manufacturing cost goes up.

3.
See if you can find out how many multipacks need to be sold to get the cheap manufacturing rate.

4.
(
Click on E6 and look at its formula at the top of the screen:  =IF(C6<50,4,3). This means that if cell C6 (the number of cards sold) is less than 50, then E6 (the price per card) will be 4, otherwise it will be 3.

· Now look at the formulae in E7, E10 and E11.

· Now try to alter the formula in E6 so that if the number of cards sold is less than 60, then the price will be 5, otherwise it will be 4.

· Check carefully if your change has worked by putting 59 into cell C6 (the price in E6 should show as 5p), then putting 60 into cell C6 (the price in E6 should be 4p).

5.
(
Try to alter the formula in cell E7 to have the same effect.

· Alter the formulae in E 10 and E11 so that if the number of cards sold is greater than 40, the price is 4p otherwise it is 3p. 

6.
To show what the formulae are, click Tools-Options, then the View tab, then Formulas. Adjust the width of each column to show the formula fully but not be too wide.

7.
Change the Page Setup:

· Click File-Page Setup, make sure that the Page tab is showing, then click Landscape.

· Click on the Sheet tab and click on Gridlines
· Click on the Headers section and put your name in the center part as usual.

· Click OK.

8.
Check the printout by clicking on the Print Preview 
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 button. When the work looks good and fits entirely onto one page, click Print.

9.
Save and close the file.

More on the use of IF

1.
Copy the file Car Wash from the Shared Documents folder into your n:\MyWork folder and open it.

2.
In F12 put a formula to show the maximum amount of money made by any one boy — in other words, the maximum value of the numbers in column F.

3.
In G4, put this formula:   =IF(F4=$F$12,"Greatest","")

Nothing will appear in G4, but you will see the formula at the top in the formula bar.


IF works like this. IF is followed by brackets, with three items separated by commas.
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The condition says "is the number in F4 the same as the number in F12"


If the condition is true, then Greatest will appear in G4.


If the condition is not true, then nothing (the "") will appear in G4.


The $ signs are necessary because you are going to copy the formula for the other boys in the list. The next formula down, G5, should be =IF(F5=$F$12,"Greatest", "")


The F4 changes to F5, but F12, which is the maximum raised by any boy, stays the same, hence the need for the $ signs.

4.
Copy the formula in G4 down to all the cells from G5 to G10, using the normal small square at the bottom right of G4. Now use the cursor to look at each of the formulae to compare them.

5.
When you have copied the formulae, the word Greatest should appear in G9, for Omar, since he raised the greatest amount.

6.
In cell E4, change the amount to £25. As soon as you press ENTER, the Greatest will appear next to Andrew's row rather than Omar's.

7.
Put your name in the Header and get a print out.

8.
Save the work and close it.
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Grand Total has been right-aligned so that it stops neatly at the right edge of the cell.
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