Using Excel: Basics

Workbook/Worksheet

When you open Excel, you are opening a Workbook that initially contains 3
worksheets. Worksheets can be added or deleted to your workbook. Worksheets
contain a number of cells arranged in rows and columns. You can click to move
between cells, or press Return to move down a column, press Tab to move across a
row or use the arrow keys to move around.

Here's an Excel workbook window: Workbook Title

Each cell is named by the column and

/ row in which it is located.
| el Al
2 /

| Sheers

/ et s

Worksheets

In terms of recordkeeping by the benchmarks, this gives you the option to create
workbooks by subject area, individual student, particular project, etc. The
workbook is really just like having a binder containing several individual sheets.

Saving Excel files

When saving Excel files the default name is Workbook1.xls (Mac) or Book1 (PC).
Replace the name "Workbookl" with a file name that you can easily identify but
keep the .xIs extension on the name. When moving files from one computer to
another, this helps to identify the softfware used to create the document.
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Moving around the Excel window

Tab - moves you across a row one cell at a time
Return - moves you down a column one cell at a time
Arrow keys - move you one cell at a fime in the direction chosen

Choosing Multiple Cells, Rows or Columns

* Choose multiple cells in a spreadsheet by clicking then dragging across the
cells you wish to select.

* Choose an entire row by placing your mouse on the row number and clicking
one time. Select more than one row by clicking and dragging across more than
one row number.

* Choose an entire column by placing your mouse on the column letter and
clicking one time. Select more than one column by clicking and dragging across
more than one column letter. E
* Click on the diamond in the upper left corner

of the document to select the entire document. If you don't see this
diamond, click on the blank box to the left of Column A above Row 1.

Adjusting Column width

Column width can be adjusted by placing

your mouse oh the border between two

columns. When you do, you'll see a line

with opposite facing arrows similar to the one in this picture. Hold your mouse
down and drag to the left to decrease the width or to the right to increase the
width.

Adjusting Row Height

Row height can be adjusted by placing your mouse
on the border between two rows. When you do,
you'll see a line with opposite facing arrows similar
to the one in this picture. Hold your mouse down

and drag up to decrease the height or down to increase the height.
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Page Setup

Go to File and select Page Setup. This allows you to do several things with the

worksheet currently active.

Page Setup
[ Page | Margins | Header/Footer  Sheet
Orienkati c .
b Set the page orientation
Ii & portrait Ii _ Landscape
[ Options...
Scaling
oy Page Setup
By Fage Marging Header Foouern | Sheeal
Top: Hezader:
Firs L = 0.5% ;
Prin
1 | Options...
i Rig hit
0.75 1750 - Set the margins on
all sides of the
worksheet.
Battorm: Footer:
1* z 0.5" «' Recommendation: Leave
the top margin at 1” and
-enter on page set all other margins for
" Horizentally [ vertically 0.5”
( Cancel ) { OK ﬂ'}
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Page Setup

Fiage . Marging Header | Fooner Sheet

Header

{none} = ]
‘ | [ Options...
(Customize Header. | Click on Customize Header...
Fonrer

(none) - ]

[ Customize Footer...

Header

To insert the Fage Numier, Murm ber of Pages, Dane, Tirre, File Path, File Marme, or Sheer Mame, | Ik |
click the section you want, and then clidk the button for the item pou want b2 insert.

Cancel |
To insert a pecture, dick the Insert Picture Buitan

To forman vex, select the text, and then click the Forman Text butoen.

To format a picture, click the section that contains the picture, and then click the Format Ficture buttan.
Al (=] (Ea) (G (CH] = (B |-
Left section Center section Hight sechian
[

Type in the information that
you'd like to have appear at
the top of your worksheet
when it is printed.

Click on the text tool to adjust font, size and style.

Click on OK to return to the page setup.
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Print titles

If your worksheet is large enough so that it will need to be printed on more than
one sheet of paper, you can choose the rows that should appear at the top of each
page and columns that should appear on the left side of each page.

Click to place a cursor in the appropriate field ( Rows or Columns) then select the

rows or columns on your worksheet that should repeat on each page and click on
OK.

Page Setup

Fage ' Margins Header /Footer | Sheert l
Rows to repeak at top &

Columns to repeat at left: Z .
— i Options...

Primt

piaes  Check this box so that grid-lines will

appear-ondyournprinted worksheet.

= EBlack and white Comments: | (None _:!
| Dwaft guality
Page order

I:" [koivn, TREn owar

_ower, Then down

Cancel F oK )

If at any time you want to check what your document will look like when printed,
go to the menu bar to File and select Print Preview.
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Formatting Cells

[m Tools Data Windo

"~ Wrap text
| Shrink to fit

| Merge cells

alignment

Wrap text - sets the cell(s) text to wrap
Merge cells - create one cell by merging two or more together

Cells.. 1
First, select all the cells for which you'll apply — .
formatting. On the menu bar, go to Format and Sheet b
choose Cells... Notice the tabs across the top of =
) ] utoFormat...
this window. Conditional Formartting...
Style...
ormat Cells
Mumber Alignment Font . Border . Patterns . Protection
Text alignment Crientation
Horizontal: * .
- *
General (== . .
#) o v T _
o
Vertical: % Text *
t
& "
Bottom | 5 ] .
* -
0 E Degrees
Text control

Text alignment - adjustments can be made to the horizontal and vertical

Orientation - set the way text is oriented within a cell. This is useful

for setting text to be vertical in a cell instead of horizental,| C ok )

***On a Mac, you may also have the choice of viewing the Formatting Palette
(View > Formatting Palette) which is essentially a set of shortcuts for many of the

formatting options as well as other functions of the software.
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Insert Row or Column m Format TU[l

Cells...
To insert a Row: Rows
Click on the row number below where you'd like a new row to Columns
appear. This highlights the entire row. Go to the menu bar Worksheet
. Chart...
to Insert and select Rows. Your new row will appear.
List...
To insert a Column:
Click on the column letter to the right of where you'd like a Function...
new column to appear. Go to the menu bar to Insert and il :
Comment
select Columns.
Picture »
Mavie...
Object...
Hyperlink... 3K

Naming Worksheets

When you first open an Excel workbook, you'll
notice that the worksheet tabs contain just a | Sheetl |SheetZ | Sheet3 |
generic name: Sheetl, Sheet2, Sheet3.

To rename a sheet, double click on the name tab.
This highlights the name. Now you can type a new
name for the sheet. When you're done, press Return or click away from the tab
to set the name.

| Sheetl | SheetZ | Sheet3 |

Inserting New Worksheets

Although a new Excel workbook can begin with any number of worksheets, you can
as many as needed to suit your needs. With any worksheet active, go o the menu
bar to Insert and select Worksheet. A new sheet tab will appear at the bottom
of the window. To move this sheet, click on the tab, hold down your mouse and drag
it o the desired position. You'll see a small triangle as you do this. That tells you
where you're positioning the sheet. Name this new sheet accordingly.
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Copy or Move Sheet

In some cases, creating one sheet as a template will allow you o make additional
copies of that sheet so that the setup/format can be easily repeated.

Make sure that the sheet to be copied is active by clicking on the tab for that
sheet.

IEDY vier inzen Formar T

Go to Edit on the menu bar and Repest Auto Fill o
select Move or Copy Sheet... Cut x
Capy i
Faste ®W
Fasta Special...
Fill B
Clear [

Lplete
Cielere Skaet
Motz or Copy Sheet...

Find... HF
Replace...
Lo T0.,
This example is showing you that the sheet is going to a ave O LOpy
particular workbook. —— Muve seleciad sheets
> |2 hook

The sheet will be copied to a position before the sheet workbookl &1
you select in the list. It can also be placed at the end of | ... oot
any other sheets in your workbook. Student 1
(Keep in mind that, once the sheet has been B
copied you can still move it fo any position in B

your workbook.)

/ ) Create = copy

Click on Create a copy. Then click on OK. Cancel ) (0K )
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The copy that is created will have the same label as the femplate worksheet with
(2) after it to indicate that it is a second copy of that sheet.

G

Workbook 1

Benchmark Benchimark  Benchmark  Benpchmiark

Now you can rename that sheet accordingly.

Miscellaneous

Above the Excel workbook window you can have several toolbars available as
additional shortcuts to a number of functions. To select toolbars, go to View and
select Toolbars to see a listing. Toolbars shown on the screen are currently
checked. Minimally, you may find it most useful to have at least the Standard and
Formatting toolbars available. The Formula Bar should also be checked under the
View menu.

Other Information

Attached are additional information sheets describing other ways to use Excel in
your recordkeeping. These include: Adding Comments to Records, Conditional
Formatting and Creating a Drop Down Menu in a Cell.

Before you print...
0 Check the Print Preview - this will show you what the document will look like

and how many pages will be printed.
o Check your spelling - go o Tools and select Spelling
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