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· Columns – letters

· Rows – number

· Cells – each little box (Cell1-A)

· Tab button will take you straight across the rows. 

· Return will take you down to the next row.

· To merge cells -  Click between columns and strech.
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· To merge and center -  use the little box with the a in it.

· You can put 10 in one cell, 20 in the next cell, highlight one number, put the curser in the corner until you get a crossbar and drag.  It will keep going with the pattern.
[image: image4.png]L —=

]I 1] L2 | 8 s
[ Fle Edt vew Dt Fomat Took Dta Widow belp

DR ERY sRBF v-= @z £ 85| @BH0 -0

[ <o B 2zu B 8%, ua L-2-A-
Ha B SUM(B4:G4)

mbive

mred
mgreen
ayellow
mbrown

morange

2

[ «I¥TH\Sheet: (Sheetz 7 Shests

Readly IT
st

B
sl -dD‘
] T mM [

JCAWINNTPrfiesAlL..| BF]Document - Microsolt... | &wekcome tothe TTL Ac.. | [[E]Microsoft Excel @ ar3pm




[image: image5.png]L —=

[Eie 5 tow ot rrna: Tods ta indow b

]I 1] L2 | 8 s

DR ERY sRBF 0

.= i8R SG‘“U% 50,

S0 -

B %%, @

-AVERAGE(E9.B12)

Jean
Penny
Renee
Beth

Jackie

| Average

Jean
Penny
Renee
Beth
5 | Jackiz

333333 S00000 T Beee7

RN A |

Readly

u «Ibpil\sheet1 {Shestz £ Shests

mbie
mred
moreen
oyelow
mbrown

morange

| Sum=20.68867 [

R Start| CAWINNTProfies\Al U..| B)Documentt -Mistasolt... | &]weleome tothe TTL Ac... [ Microsoft Excel

INuM [ ==

& @ wmPM




[image: image6.png]L —=

]I 1] L2 | 8 s
[ Fle Edt vew Dt Fomat Took Dta Widow belp

DR ERY @S w - &= £ 45 Igemn% fE)

[ s u B s %, W
B13 B -AVERAGE(BY:B12)

Jean
Penny
Renee
Beth

Jackie

| Average

mbie

mred

moreen
oyelow
mbrown

Jean
Penny
Renee
Beth
5 | Jackiz

u «Ibpil\sheet1 {Shestz £ Shests

morange

Ready |~ Sum=a1 [l

Start| CAWINNTProfies\al U..| B Documentt - Mictosof .. | &]welcome tothe TTL Ac. |.Mlcmsnll Excel G @S aa0pm





· Highlight a row of numbers, click on the e at the top.  That will give you the range.  Press enter – that will give you the sum of those numbers

· Marching ants give you your range

· Highlight your numbers, click on the f up above, highlight average, click o.k. click o.k. again.  It will give you the average number for the cells that you had lit up.


· Click on the = in the cell where you want the answer at

· Click on a cell with a number in it

· Click on the +

· Click on another cell with a number in it

· Click enter

· Click yes
The / above the 8 on the number pad (on the right side of the key board) is the division.  The * above the 9 key is multiplication.

If you put parenthesis around some numbers, it will do that first.


· Click insert

· Choose worksheet

· Put in the different colors of your m&m’s for example

· Under the colors put in how many of each

· Highlight both rows

· Click on the chart wizard button

· Select the chart that you want to use

· Click on next

· Fill in the title and what you want the y and the x axis called

· As sheet 1

· Click finish

· Click on the bar until arrows appear

· Go to paint can and fill in the appropriate color


· Click on the number in the cell and change it

· As students eat the M&M’s their graph lines will slowly disappear

· Double click on the Title right on the chart
· This allows you to choose the color, font and alignment of the title

· Click in a cell

· Click on the f button

· Select sum

· Click o.k.

· Click o.k. again
To get the sum or the 


· Get the sum or average for 1 row of boxes
· Click on the number
· Crossbar will appear
· Click on crossbar and drag – it will do the whole row for you

· Highlight the row
· Click the decrease decimal button
· Continue clicking on decrease decimal until it becomes a whole number


· Make a chart using the chart wizard
· Click o.k.
· Click on Chart that appeared on the tool bar
· High light 3-D
· Click on apply


· Click in the box between the A and the 1 to select the whole spread sheet
· Click on the 1 to select a row
· Click on the A to select a column
· You can also use format and then font on the toolbar also.  It will format what ever you have highlighted

· You can change 1 cell by clicking on the line between the letters or numbers, left click and drag

· Highlight the row

· Go to format on the toolbar

· Select number

· It will let you use numbers in a variety of ways- percentages, text, currency, date time etc.  select whichever you’d like to use.

· Click on Format
· Click Cells
· Click on Alignment
· Use the arrow to slant words or numbers
· Use the pull down menu to move the text where you would like it in a cell

· Click format
· Click on Cells
· Click on border
· Choose a border and color if you choose
· Click on the border box with the 4 cells
· Click o.k.

· You can change the color with the paint can

· To change color and texture – format-cells-patterns-choose a color-choose a pattern – o.k.

· To make rows stand out do a row light color, next row darker color, 

· The format painter (the paint brush on tool bar) is to use to make all the cells that you want to look alike.  Highlight the cell or cells, left click on the paintbrush and drag into the other cells that you would like to have the same as that cell.

· Click on View
· Click on Page Break Preview
· Left Click on the blue lines and pull to however you want your page

· Click on File
· Print area
· Set Print area
· Click on File
· Click on page set up
· Choose Landscape for portrait or landscape
· Choose Margins to set how you want your margins
· Choose Header/Footer to add notes to top or bottom
· Choose sheet if you want to have the same headings at the top of each page, to change grid lines, to make the chart black and white, row and column headings(don’t click if you don’t want the cells numbered and lettered) or what order you want the pages to print.










