Same as MS Works Spreadsheet

1.  Fill – Down, Right, Series, Autoseries – 2 new “fills” are UP and DOWN

2.  Increase column width so the information “fits” (same as Works):  either

· Up in the column header drag the dividing line, OR

· Highlight, click Format, Row (or column), Autofit

3.  Formula – still begins with an equal sign, includes cell names and math operation symbols 

(remember * is used for multiplication and / for division)

Similar to MS Works Spreadsheet

Center information across a row:  Highlight the cells – 


Format – Cells – Alignment tab – Horizontal-center across selection

Borders – Highlight the cells, click Format (in the Menu Bar),


click Cells, click the Border tab, make your choices

Graphs – Highlight the cells to use, click Chart Wizard, proceed.  Be sure to go to all tabs 


in order to completely and accurately label the graph – see separate instructions


Graphs may be displayed in the spreadsheet – great for demonstrating to class


Many graph types from which to choose; Pictographs can be created

Different from MS Works Spreadsheet

Your document is a “workbook” that may have multiple “sheets” which you can rename by double clicking on the sheet tab and typing in the new name (great for grade books).  Create new sheets by clicking Insert in the Menu Bar, then Worksheet; you may also copy, move, or delete a sheet from Edit in the Menu Bar.  You may print just a sheet or the entire workbook if you Print from File and indicate “Print what”.

Change text orientation (vertical or at an angle) – Format – Cells – Alignment – Orientation

 In Works you just had to “Freeze titles” to see the headings on each page as well as to print them on each page.  In Excel it is a 2-step process:

1) View heading on each page

a) Click in the cell beneath the row you want to freeze and to the right of the column you want to freeze

b) In the Menu Bar go to Window, click Freeze Panes
2) Print headings on each page

a) File – Page Setup – Sheet

b) Click in “Rows to repeat at top”, then click the row on the spreadsheet

c) Click in “Columns to repeat at left”, then click the column on the spreadsheet
This is also where you would indicate if you want to print gridlines (rather than setting your own custom borders in the spreadsheet)

 Protection (found in the Menu Bar under Tools)


You may protect the entire workbook or any of the sheets within the workbook – especially useful for templates and grades

 Inserting graph into word processing document


Click on the graph in the spreadsheet, copy, go to the Word document, paste – treat it like a graphic

 Clipart may be added to an Excel worksheet







