STUDENT NAME:


EXCEL SKILLBUILDER

Have you never used Excel before? 

Are you a little rusty? 

By working through the following exercises you achieve the following objectives. 

· To enter text labels, number and formulae in a spreadsheet 

· To change column widths

· Format numbers to a certain number of decimal places. 

· Use basic formulae and the sum function 

· Align cells
EXCEL SKILL BUILDER EXERCISES

Have you got the hang of cell references? 

1.
Here is a spreadsheet grid 
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Mark on the diagram above 

B2

C6

D3

A4

2.
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(e)
	
	


Using the words, cell, column and row, describe the cell references of (a), (b), (c), (d) and (e)

Mathematical operators

You will not find the divide or multiplication sign on the computer keyboard. 

Mathematical operators used in spreadsheets 

	Operator 
	Use 

	+
	Addition 

	-
	Subtraction 

	*
	Multiplication 

	/
	Division 


What can be put into a spreadsheet cell? 

Numbers 

These must be proper numbers and not telephone numbers, which contain dashes, or numbers with other characters in them such as A121X.

Text 

Text means any of the keys on the keyboard, this includes numbers, letters, punctuation marks and any special symbols.

Formulae

If you type in a formula to add two cells together like C4+C5 the spreadsheet will treat the entry as text. In order to distinguish between text and formula the equals symbol (=) needs to be typed in first. 

Here are some calculations and what they do. You can use upper and lower case letters. 

=A1+A2

adds the numbers in cells C3 & C4

=A1*B4

multiplies together the numbers in cell A1 & B4

3 * F2


multiplies the number in cell F2 by three

=C4/E3

divides the number in cell C4 by the number in cell E3

=30%*A2

finds 30% of the number in cell A2

Test yourself constructing formulae

Write a formula to do the following 

1. Add together cell A2 and B2

2. Subtract cell F17 from cell G14

3. Divide cell A6 by B3

4. Multiply cell B4 by itself 

5. Find 15% of cell F4 

Examples of data 

Here are some examples of data. You have to decide if they are text, numbers, currency, date, formulae, or functions. The first question has been done for you. 

	Description of data 


	Data 
	Type 

	Order Number 
	1234567890Z
	Text

	Price 
	£120.95
	

	Volume
	0.891
	

	Telephone Number 
	0161 282 9863
	

	VAT
	=B2*17.5%
	

	Discount 
	3%
	

	Total 
	£164.38
	

	Date
	01/03/75
	

	Total 
	=sum(A1:A6)
	


Spreadsheet One

In this spreadsheet you will learn how to 

· Enter data into a worksheet

· Enter a formula into a cell 

Follow the instructions in sequence. 

1. Load the spreadsheet software Excel. You should now see a screen like this 
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You are now ready to enter some data.

2. Move the mouse to position the cursor (the small black rectangle) on cell A2. Click once. 

3. Type Car into this cell. Press enter 

4. Move the cursor to cell B2 and enter the number 46. Press enter. 

Notice that numbers move to the right of the cell where as text moves to the left of the cell. 

The rest of the data needs to be entered in the worksheet in the same cells as in the screen shot below. 
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5. Enter the text TOTAL into cell A8. 

6. The numbers in column B represent the weekly amounts spent on each item. We now need to add the cells from B2 to B7 and put the result in B8.

Entering Formulas 

There are several ways this can be done. Move the cursor to cell B8 and enter the following formulae. 

=SUM(B2:B7)

Remember to press the enter key when you have finished. The amount should show as 160.

7. Suppose a mistake has been made for the weekly car amount. Change the contents of cell B2 from 46 to 56. 

8. To do this, move the cursor onto the cell, and type in the new value over the old one. Press enter to enter the new amount. 

If we change the number in any of the cells from B2 to B7, the spreadsheet automatically recalculates the new total. 

9. Save the spreadsheet and call it Weekly Expenses 1.

Spreadsheet Two 

In this exercise you will learn to widen columns. 

Follow the instructions in sequence

1. Load the spreadsheet software and start a new worksheet

2. Put the heading Place in cell A2

3. Put the heading Pupils in cell B2

4. Now enter the names of places in cells A3 to A6. Use the data from figure one.  Do not worry about the spill into the next column. This is what we are going to learn how to change. 

5. Your spreadsheet should now look like Figure One. (See page 8)

You can clearly see that Column A is not wide enough for several of the entries, especially the Kentucky Fried Chicken.  

To widen a column 

Move the cursor to the line separating column A and B. The cursor will change to a vertical line with a double-headed arrow. 

When you see this double click with your mouse and the column will automatically adjust to the widest entry in column A. 

Your spreadsheet should now look like Figure Two. 

FIGURE ONE
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FIGURE TWO 
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6. Save you spreadsheet; use the filename Places to Eat 2. 

7. Close the spreadsheet. 

Time to Check 
You should now have two files saved to a floppy disk or to your user area. 

To check you have these files, go to the desktop level, this is where you have all the folders listed down the left hand side of the screen.

Double click on the icon my computer 

From the list select 3 1/2 floppy disk and you should see the image below.



 You are now ready to start spreadsheet three.
Spreadsheet Three 

In this spreadsheet you will learn 

· How to insert a new row

· How to format numbers to a certain number of decimal places. 

· Use the sum function 

· Align cells 

Follow the instructions in sequence. 

1. Open the spreadsheet you created earlier, Weekly Expenses 1.

2. Your cursor should be flashing in cell A1. If is not hold down the control key (Ctrl) and press the home key one. 

3. Go to Insert on the menu bar and click once. From the drop down menu select Row. Excel should have inserted a new row for you. 

4. Do this again to insert a second new row. 

5.  Your spreadsheet should now look like the one below. 

6. In cell A1 enter the text JANUARY 

7. In cell B2 enter the text Week 1

8. In cell B3 enter the symbol $. 

The text and symbol have aligned themselves to the left. The numbers in column B are aligned to the right. 

9. Using your mouse highlight the cells B2 to B10. Go to the formatting toolbar and find the Align Right icon. Click once. 

10. Embolden the dollar sign 

11. Enter the data from the worksheet below. 

12. Use a suitable formula in cells D4 that can be copied down to cell D9.

13. Create totals in cell C10 and D10.

Inserting your name

14. Please use the header/footer facility to insert your name. The set up is different to Word so ask your teacher to help you. 

15. Make sure you save your work. Use File and Save As and call it Weekly Expenses 2
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It is important you have this work saved safely as you will be using it as a basis for future work. 





Make sure that you use the following skills. 





Align Right 





Bold 











Excel Skill Builder
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