Excel Activities Contents

Module 1

Podcast 1: Introduction to Microsoft Excel (20:40)

The Microsoft EXcel SCreen........occeieueieccivinicivniceniceceneeeeens
MoVINgG the CUISOT ......cccueviiriiiiccreieir ettt
The Scroll Bars ...
The GO TO Command........ccccueereeurirecrrenecreenecreeneceeeneesenseesensenens
Entering the Cell Reference .........cccooveccuevecuvneccrninecinenecrenecneenenens
Entering Labels into Cells .........cccoeeueurmnnnccceinrcccccereeaes
Closing the Spreadsheet ........c.ccovvevccerrnnrccccerecceene
Entering Values into Cells.........ccccoceuiirninicccnninnneccceieeececaes
Entering Formulas into Cells...........ccccvueuniiiniiincinicnicicricniennes
Adding Labels to Formulas...........cccovuvcurnecnnicnnicenicrencceeeens
The Value of a Spreadsheet..........ccccceururvrnccceinnncccceerces
Other Types of FOrmulas.......c.cccevrnccceeernnenccerennneneceseneeeeene
Printing Spreadsheets ..........ccccevrnevccennnnnccccrecceenee
Erasing the Contents of a Cell .......c.ccoccevcurnncnncnncereceenee
Practice EXercise 1-1 ...
Spreadsheets Assignment L.........ccoovuevveinnecnieenseeniecnnecnsecnnns
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Podcast 2: Formatting Cells (20:00)

Formatting Single Cells .......c.cccovnnrcceirrnccceerrceccceeene 01:07
Formatting Groups of Cells .........cocoveeeeuirnnncccerrrecccieeeenne 01:46
Formatting Values to CUITENCY ......coceeeueueirinineccrcreirireeccieneneenne 02:50
Formatting Values to Per Cent ........cccccceuvurnnineccreinnnineccenennnnn, 03:54
Changing Column Widths........ccccccviiiiiininiiiiiiicicienes 04:29
Manually Adjusting Column Widths .......cccccceirnnncccinnnnccaes 05:57
Automatic Column Widths.........cccooiiiiinniicceen 06:44
Approaches for Entering Spreadsheets..........cccoevvveecccceinnnnnccnes 08:13
Entering the Labels and Values ..o 09:05
Entering the Formulas..........ccccoiviiinniiccccicicnes 09:27
WIAP TEXL ottt e 10:20
Formatting Non-Adjacent Cells........ccocerrnnncccrennnneccceennen. 11:31
Increasing Decimal Places.........ccccocueuiininnincccreininnnccccreieeeccaes 12:29
Underlining Using Borders...........ccceevvrereccreininnncccerenennnnecenes 13:22
Entering the Main Headings.........ccccoocuvicuniciniiinciiivcinicinciiciniennes 14:57
Centring Across SeleCtion..........cceveeueueeeerrineernineerneeereneeneneeens 15:26
Adjusting the Row Height.......cocociiiinniiiicccceces 16:56
Saving and Printing..........ccccccccernnnencccnnnnccceeneeeeeneeeene 18:04
Spreadsheets Assignment 2..........ccocveevveinnverniecnnecnnsecsnsecsssennns 18:42

Podcast 3: Further Formatting (16:32)

Loading the Sample Spreadsheet..........ccoecececeueirinnnencccennnccaes 00:33
Saving the Spreadsheet ..........ccccvvecccciinnncccccccee, 01:19
Formatting the Values..........cccccvveeirccinnccinnccrccccecceeeees 02:01
Formatting the Table Headings .......c.cccoeeururnnencccinnnnccccenne, 02:53
The Format Painter ToOl........cocooeoeeuerinnininccceerrecccieeeeeeaes 05:05
Floating Palettes.........ccvvuveveeucieirininieccieeirrieeccreieseeeesesesenenene 05:56
The Borders Palette ..o 06:19
The Fill Colour Palette........cccceveeurinicrrinecieinecirinecieenecreenecneneans 07:27
Closing Floating Palettes .........ccocccoeveeininecrnnccinecinececcneeenens 08:08
Adjusting Column Widths........ccccceurirnnincccennrneccceeenecenes 08:34
Practice EXercise 3-1 ... 09:04
Printing FOrmulas ..., 11:56
Spreadsheets Assignment 3.........ccccovuevveenreenrnensnensnensnensnenssennees 14:16

© Guided Computer Tutorials, 2007



Contents

Podcast 4: Copying Cell Data (17:20)

Fill RIGOE et
Fill DOWNL..coviiiiiiciiicccc s
ATLOTIL ...t eane
AULOfIll OPLIONS ...ttt aeans
Fill SETIES ot eeane
Filling Common [tems.........ccccueurirnneccecinirineccceeseeeieieseeeeene
Clearing Cells With Autofill..........cooeeeeiinnccircccee,
Absolute and Relative Cell References..........ccocccuvvecevenecrrenecennncace
Loading the Template .......c.cccceuveveeirircerrinecinieceicceeceeeneeeaens
Entering the Formulas.........coooveoeiiinnncccccccceieeceaes
The Grocery Store Template .........cccoeevrerercccrerninnencccereieeneeenes
Entering the Food Formulas.........cccccevnivccvcennnnccccrceneccees
Copying the Formulas .........ccccccevniccininnncccecrccccen,
Entering the Totals Formula ........ccccovvcuenicnnncnniccncecceeeens
Drawing Borders ........ccoceiceinincininicinicnneceeceeecseeeseneens
Erasing BOrders .........cccceueueurininecccieieineecceieteeeseeceesesene e
Saving and Printing...........cccccernnnvccennnnccceeneeeceeeeene
Spreadsheets Assignment 4..........coovevvveiinveinirecnneennsecnnsecissennns

Podcast 5: Larger Spreadsheets (11:15)

Loading the Prepared Template .........ccocoeeeeccreirinnncnccceinnnniccaes
Freezing Titles.......ccceiniicieincccccceeeee e
The Horizontal Split Bar ..o
The Vertical Split Bar ......c.ccvvrvceceiiinrccceeerecccceeeeeaes
Removing Split Bars........ccevveeeeccreinininineccceieeseeccnerete e
Inserting ROws o1 COIUMNS ......cccueueriininiriiccreiirrececeretee e
Editing Cell Contents........c.ccoveeeeeucrernirniniccereieineccerenesenseesenes
Sorting on Labels.........cccciiiiiiiiiicicccccaes
Sorting 0n ValUes .......c.occcuevviceiniceiricecceeceeeeeeseceneneans
Spreadsheets Assignment 5........cccceveeveenecnreenscnsecnscsscnssennens
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Podcast 6: Using Worksheets (16:11)

Loading the Prepared Template .........ccocoveveeererninnncncccreieinneccaes 00:46
Saving the Prepared Template .........ccccceueueirinnneccnininncccenennen, 01:29
Naming a Worksheet ..o 02:04
Copying Data to a New Worksheet...........cccccocuvieiviciniiincnincininnnes 02:41
Changing the New Worksheet Data .........ccocoveveeueeeurnnencnccecnennenen. 04:03
Duplicating @ Worksheet...........ccccccueveirnnncccennnneccceeeecenes 04:42
Moving @ WOrKsheet .........cceuvecccreriinninicccreieeecccreteeeceeaes 05:48
Changing the Sheet Tabs Displayed..........ccccoceveccereinrnnincccrennnnne. 06:51
Moving Through Worksheets..........ccoccevecuenecrrneccnnicrenecrenenens 07:36
Deleting WOrksheets...........couccuevrecerrinicreinecininicieniceneceeeneeeeens 08:10
Using the Shortcut Menu .........cccccecueveurinenecececeerninninecciereieeeeneesenes 08:52
Setting Tab ColoUrs........couveccueirinrincccieierreccee e 09:27
Displaying the Equation DUmp.......cccceveeeeeecrereininneccerenennneecaes 10:12
Copying @ WOrKsheet...........cccuccuvieiniciniininiiriciniciniecciceicsienaes 10:36
Turning on the Formulas .........cccccencnnvcnnincnnicencecceeeens 11:13
Adjusting the Page Setup.......cococveeeuerrirninerccereierreneccerete e 11:53
Spreadsheets Assignment 6..........cocveeereienrernirennneenneesssecesseennns 12:59
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Podcast 7: Displaying Data in Charts (14:00)

Loading the Prepared Spreadsheet..........ccccccocueurirnnenccciinnnncncnes 00:39
Creating @ Pie Chart ..o, 01:07
Selecting the Chart TYPe .....ccccveveueuriceunirecirccrcceeceeeneeeaens 01:44
Setting the Chart Source Data..........cccociiiiiivcinicinicinicicicinnes 02:29
The Chart OPtions ......ccccceueurerererececreienneeceeieiee st eseesenes 02:50
The Chart Location .........ccccvieueieininiciniiceeceicceececeneeeens 03:45
Looking at The Chart......c.cccevevcceninrccceerecceereeeeeeaes 04:08
Adjusting the Size of the Chart.........cocceveecevnivcnnrcrrcereceenee 04:57
Modifying the Chart ... 05:47
Saving the Chart ..o 08:15
Changing the Chart TYPe......cccoevrrvercccrrnrnecccieereeeeieeeeeene 08:48
Turning the Legend Off ......c.coooviiiiiincccerrccccce e 09:09
Exploding a Pie SHCe.....c.ccovurmniicciieriiniiiccceieiccceieeneeceaes 09:29
Changing Slice Patterns............cccouocuvieivinincirinciniciniccscsicisienaes 10:23
Looking at Other Pie Charts........ccccocveccuvnecrniccreniceneceecneenens 11:02
Looking at Other Chart TYpes......c.cccevvrercecreinnrerecccreierreeenes 11:44
Printing Charts ......c.ccoerereecceinrrecceerneeeeeretee e 12:22
Deleting @ Chart ........ccccceeueirininicccreieincceereeeceerese e 13:04
Spreadsheets Assignment 7.........coveeeneiinecnnecnseennecsnecssseenns 13:22
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Podcast 8: More Detailed Charts (16:22)

Creating a Column Chart......c.cccovveecennnnrccceereec e, 00:48
The Chart OPtions ......ceeeeeveueveeeieeieeeeereresereseseeee e 01:32
Setting the Chart LOCation ......cocceureceevrenccinincciniecinccecceeeenes 03:00
Looking at the Column Chart .........ccccvicuniiiniiinciniciniciiicines 03:39
Adjusting the Chart.......c.ccoverceceinnrcceeeeeceee e 04:20
Changing the Plot........coveciinnncccerrrcecceereeeeene e 04:27
Changing the Axes Labels.......c.ccoovvevcceinnnnccccirccccen, 05:00
Altering Column Patterns.........cccccceuevvirinicccrerninnincccerereneeeeaes 06:04
Altering Background TeXtures..........occevecurenecrrineceeenecreenecnennenens 07:36
Other Bar and Column Charts.........cccceeeeurnecrnenecinnecrercereneeens 08:20
Saving the Chart ... 09:06
Line CRArts.. ..o esens 09:41
Altering Line FOrmats.......cocvveeecererrinininiccerereieieccnerenesenneesenes 10:45
Changing the Axis Scales .........cccooceuviiiniiininicciniciniccccciaes 11:42
Labelling AXES......couiueueiierriricieiieieitcieecieeecseseesesseae s seaens 12:21
CUstom Charts........cccevveierriceiriceceee s 12:46
Comparing ValUes.........ocovvccceirinninccceeiennneeeeseteseseeesesesesenene 13:21
Spreadsheets Assignment 8........cccoccevveivnveiiineinieinnnecnnseciseenns 14:58

Podcast 9: The Drawing Tools (17:26)

Creating the LOZ0.....ccccccuiiiiiiiiiciiciccicicccccciaes 00:50
Inserting a Text Frame........ccooeoevvineiinincicnnccnecccccnee 01:09
Shading the Text Frame........cccceevrnerccrerrnnneccceerseeeeneneeeene 02:08
Saving the File......cccccciciiccceecceeeecee e 03:52
Importing Graphics.......ccccevererecccrerninnincceeeccerenee e 04:23
Setting the Graphics Properties........c.ccoveeuverccurenecrnenecrnenecnneneeens 06:05
Printing the File ... 06:58
The Other Drawing ToOIS.......ccoeeucuerrirnineccereirrrrecccreieeeeeaes 07:35
Inserting Word Art......cccccceurinecccrerninecccneieeseececieseseseeeeseaes 09:08
USing AUtOSRAPES......cccuiuiiiiiiiicicreiei et 11:41
Using Fill Effects ..o 13:56
Spreadsheets Assignment 9..........coovevveinieinieenieinieennecnneennns 16:17
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