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Introduction

Microsoft Excel is an example of spreadsheet software. A spreadsheet is
used to store information in columns and rows, which can then be organised
and/or processed. Spreadsheets are designed to work well with numbers
but often include text. They are used in thousands of applications for
doing calculations and creating charts for example:

» Recording marks for a class of pupils and tracking progress;

* Planning budgets and working with financial data;

» Calculating daily or monthly average temperatures of a city;

Getting Started

» Click the Excel icon on the shortcut bar or go to Excel via Start
and Programs.

* A spreadsheet page appears. In Excel, spreadsheets are referred as
workbooks. A workbook can contain several worksheets named Sheet 1,
Sheet 2, Sheet 3 etc.

A worksheet is made up of cells arranged in columns (256) and rows
(16,384). You can only see a few of these.

* The columns are labelled A, B, C.... The rows are labelled 1, 2, 3...

R
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» This arrangement may look daunting to children so it may be better if a
page is set up first by the teacher with a limited number of cells.
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* To do this highlight the cells that you want to make up your page e.g.
click in cell Al and drag across the page to 130.

* (o to File and slide to Print Area. Follow the arrow and click on Set
Print Area. The area set up remains black. Go to View and slide to Page
Break View. The area you have highlighted is the only part of the page
in view. To revert to the whole page go to View and slide to Normal.

* Go to the Zoom window and scroll to 100% so that the page is big
enough to work in.

Inputting Data

When you open a new workbook, cell A1 will be highlighted, showing that it
is the Active cell. When you start typing the letters or numbers will
appear in this cell and into the Formula bar at the top of the spreadsheet.

To move between cells you can either:

* Move the pointer using the Mouse and left click in the cell you want.
* Use the Arrow keys to go up, down, left or right.

* Use the Tab key to move to the cell immediately to the right.

* The Return key will take you to the cell beneath the current cell.

» Use the Page Up or Page Down keys.

NB by pressing Ctrl-Home you can return to cell Al

Editing Data

To edit data click on the cell, the data appears in the formula bar. Click in
the formula bar and alter the data. I you are entering new data you can
simply type over the text in the cell.

Deleting Data

* To delete the contents of a cell, click in the cell and then press the
Delete key.

* To delete a whole column, right-click on the column header and select
delete from the shortcut menu that appears.

» To delete a row, right-click on the row number and select delete from
the shortcut menu.

NB. In the same way you can choose to insert columns or rows. From the

shortcut menu select Insert.
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Using Excel to calculate

Using a formula Excel will perform calculations for you automatically.

The following symbols are used:

+add

- subtract

* multiply

/ divide

% percentage

Excel requires that EVERY
formula begin with an equal
sign (=). 1T you just type
without this symbol, Excel
treats the entry as text.

() brackets are used whenever necessary

Formulae are entered using cell references. S
For example to do a simply addition

 Enter the data.
e Click in cell A4.

* Type an equals sign to tell Excel that you
are about to enter a formula.

Type a2+a3 so that the formula appears as shown above.
Press Enter (Return key). The answer appears.

Subtraction

SUM 7% v =] =c2-c3
A | B | ¢ D
| 1] Add Subtract
| 2 345 4567
| 3 567 3241
| 4 | a12 [o2c3 |
5
Multiplication
SuM =[x v =| =c27c3
A | B | ¢ D
| 1 | Divide mAultiply
| 2| 8785 345
| 3 12 67
| 4 | 5654167
5

|j X v =| =a2+a3

A | B | ¢ | D

Add
345
567
=aZ+a3 |

ol el

Division
SuM | x v =| =ava3
A | B | ¢ | D

| 1 | Divide

| 2| 8785

3 12

4 [=a2a3 |

5

Automatic re-calculation

The great thing about spreadsheets
is that once you have entered a
formula, you can change the
contents of the other cells and the
answer will still be right.

NB. Instead of typing formula you can use the mouse to point to the cells
in the formula. Eg. In cell A4, type = and then click the mouse in cell A2.
Type + and then click the mouse in cell A3. Then press enter. You could
even customise your toolbar to contain the symbols needed, so you only

need to click on them as well.

Newcastle City Council - ICT Centre - Excel Guide - Page 4



Using the Autosum

The Autosum tool will calculate totals for you so you don't need to type in
the formula.
* Click in the cell at the bottom of the S 7| X o =] =SUM(AZATE)
column of numbers that you wish to total. _S‘p_eﬁ_ngf" s [ ¢ o |
« Click on the Autosum button on the ]i
standard toolbar. ]g
 Excel guesses which cells you want to total 124
and a dotted line will appear around them. ﬁ
« Press Enter. The answer will appear. e
IT you don't want to add the whole column,
you can choose the cells you want to add by
‘clicking and dragging’ over them either
before or after clicking on the Autosum
button.

—
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Built-in functions

A function is a formula used in a calculation. Excel provides over 200
functions to help with business, scientific and engineering applications. We
have already used one example above. We entered the Sum function by
pressing the Autosum button. You can also enter a function by typing it into
the cell.

To carry out the same calculation as above:

* Click in cell A16

» Type =sum( in the cell(including opening bracket)

* Click in cell A2 and hold the left mouse down as you drag down to cell A
15. (notice Excel is automatically filling in the formula as you do this).

* Type ) to finish the formula.

* Press Enter. The answer will appear.

The Average function works the same way as the Sum function.
To calculate the average spelling score:

* Click in the cell where you want the average to appear.

» Type =average( in the cell

* Click and drag over the cells you want included, type ) to finish the
formula.
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* Press Enter. The answer appears.
In the same way you can calculate the Maximum and Minimum number.

Type =max( or =min( and repeat the steps as above.

Using the Paste Function tool

The Paste Function tool allows you to use many mathematical functions
including those already mentioned.

* Click in the cell where you wish the answer to appear.
 Click on the Paste Function tool button on the Standard toolbar.
 This window will appear.

Paste Function K |

Function categary: Funckion name:

Maosk Recently Used

All

Financial {5 F¥s

Dake & Time IF

Makh & Trig HYPERLIME

Skatiskical COUNT

Lookup & Reference SIM

Database SUMIF

Text PMT

Logical STDEY

Information ﬂ ;I

AYERAGE{numberl,number?z,...)

Returns the average {arithmetic mean) of its arguments, which can be
numbers ar names, arrays, or references that conkain numbers,

0] 4 I

Zance|

» Select the function you want to carry out.
* Click OK

_ _ [ averace |~[ X J[ = =AVERAGE(AZ2:A17)
* A new window will appear. ..
* You can change the cells Number1 | TEISE ] = {12;14;15;13;12;16
that have been selected Nurnber? | A=

= 13.71428571
Returns the average (arithmetic mean) of its arguments, which can be numbers or names,

if you need to.

¢ Click OK. arrays, or references that conkain numbers.
. . Numberl: numberl,numberz,... are 1 to 30 numeric arguments For which vou want
* The answer will appear in the average.
the Ce”. @l Formula result =13.71428571 ol I Cancel
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Formatting Numbers

You'll notice that when you start entering data that it is automatically
right-justified. 1t is nearly always best to leave numbers right-justified so
that the decimal points, units, tens, hundreds etc line up.

When using a mixture of whole numbers and decimals the spreadsheet can
appear untidy. To tidy them up.

» Click and drag over the cells to highlight them.

* Click the Increase Decimal button in the Formatting toolbar.

» Clicking twice results in all the numbers being displayed to 2 decimal
places.

» Click the Decrease Decimal button to display the numbers to 1
decimal place.

+.0
00

How to produce a chart

* Click and drag across the cells to highlight the data which is being used
to produce the chart.
« Click on the Chart Wizard button on the Standard toolbar.

A dialogue box will appear like the one below:

Chart Wizard - Step 1 of 4 - Chart Type 7 x|

| | » Choose the type of chart you want to

Standard Types | Custom Types

S e sy produce from the Chart type column
= Mﬂ on the left hand side. Click to select.

ol |

» Then choose the 2D or 3D type you
want from the Chart sub-type
selection. Click to select.

eE

Clustered Column. Compares walues across
ateqgories.

* Then click on Next at the bottom of
the box.

Press and Hold ko Yiew Sample |

@I Cancel | < Back I Mext = I Finish |

» The Step 2 box will appear. You don’'t need to change anything unless you
want to change the data range.
* Click Next.
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. The Step 3 bOX appears Chart Wizard - Step 3 of 4 - Chart Dptions EE3
. In the Chart tltle bOX, type a I Axes | Gridlines I Legend I Data Labels I Data Tablel

title for your chart. ChTt - :
« In the Category (X) axis box oy ot 4
type in a label for the X axis. ia'lue () axis: 4
« In the Value (Y) axis box type in S — 1 ~| }‘ HH i
a label for the Y axis. Second valus (V) ais: o ﬁ;l_ |_§«-
e Click Next. & &
o cocs | <ok [ > | pwen |

» The Step 4 dialogue box will

appear Chart Wizard - Step 4 of 4 - Chart Location
* You can choose where you want R
the Chart to appear It can |_._|_ " As new sheet: IChartl

either be placed on its own in a
new chart sheet, or it can be
placed in the current sheet,
alongside the table.

* Now click Finish.

" As ohject in: AT -
Cancel | < Back | Mext = | Einish I

IT you have chosen to have the chart as an object on sheet 1, it will appear
like this.

Rl s e e ook e g e algis
D AT e - o L s AN # 1)
i ' « Mo * L -
L | "
A B G L& E F & H B
| Fauourite Colous Buorber aff Childeen)
2 (B 7
3 |Black ! 2|
4 [Green EI ¥ = * - . L]
E. :D._rp|= | 3| Fascurile coleur
& (Hed B |
T il.'l.'hrrl | L é L
8 |Yelow 1 4| g S
g = 1
::' P HEH S H B E
iz O auw - ' iy o= |
]
13 L ) 'i-\llﬂl.l'.' J
14
15
15
17
18
19 -
b b B0 Sk | Bl et [l - _||"'I-:I_
=euh
] | @ ] E e [ 6 e 8 i | el [[Emans tne e BN e
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Editing a Graph

Once your graph is finished you can edit it.

* Click the Chart Area so that the black square handles appear.

To move the chart.

* Click and drag it into position.

To resize.

* Click and drag the bottom corner handle to resize without distorting it.

You can change the font style,

Format Chart Area 7 x|
size, colour etc. There are a | :
. | Font | Properties |
number of ways you can do this. Border area
& putomatic % sutomatic
 None " None
1. Right Click on the Chart £ Custom cabr!
" g ENEEEEER
Area and a Format Chart se: [——— - e
. . Calar: IW, EO0CORCOENEO
Area window will appear. o elslalslalel=la]
* You can now select a border e | | S IsI=l 151 1=
™ Shadow ER(EEEN
style and colour for the chart ™ Round comers
area and a colour to fill the rew— il efiects,. |
background if you wish. |
* Click on the Font tab. You can
now select font style, colour o | camel

and size.

Format Chart Area [ 7] x]

Patterns | Properties |

Font: Font style: Size:
IAriaI IReguIar IlD
i antique Olive B 2 B
B sntique Olive Compact = [Italic El
B Antique Olv (W1 Bold
| |pawiaic =] Ji1 =]
Underline: Calor: Background:
INDHE j I Automatic j IAutumatic j
fects review
I strikethrough
™ Superscript AaBbCoYyiz |
™ Subscript
¥ auto scale
This is & TrueType font. The same font will be used on both your printer and
yoUr SCYESn.

Ok I Cancel |

%raph showing Favourite Colour§

2. Another way is to Left Click on
the text you want to change. Here Number of
the title has been selected. Children

o E MNumber of
Children

= = ]
]

Blue Green Red Yellow

Colours
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* Now use the Formatting toolbar (Fig.1) to select font style, size and
colour.

* You can also edit the title.

* You can also fill the title box with colour using the fill button. (Fig.2)

* You can do the same for all the labels.

Fig.1
Font Colour
ﬁlbert.;s A1) - 10 |— l_ |§ 0% g o S +;§ e
Bold Underline
A .
Fig.2 ||! Autormatc |

Click on the
triangle for
more choices
of colour.

EEEEEEENR
. . HEEEEENEERERN
Graph showine Favourite Colour EDDEEEEE
ROCOECONNO
o OO L EE L

OmfdCOmEOm0dl
ER[ENEEN

To change the colours of individual bars in your graph.
» Left Click on one of the bars and you will see that all the bars become

selected.

» Left Click again on the bar you want to change. Now only that bar will
be selected.

* Using the Fill button on the Formatting toolbar select the colour you
want.

You will notice once you start changing the colours of the bars that the
Legend will change automatically. You can edit this as well.

Graph showine Favourite Colour
You can also fill the .
H Bl
background (Walls) of 6 He Legend
5 W Elack
the graph.
] 4 B Green
» Click on the Wall Number of 3
Children 5 W Furple
to select. /
Again use the Fill : med
4 aln use e i 0 .
b gtt Blue Green Red Y ellow O White
utton. Colours 00 Yellow
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Editing the Axis

To change the axis.

* Right click on the Axis to be altered. In this example the Y axis was

selected.

» Select Format Axis from the menu that appears.

* The Format Axis dialogue
box will appear.

* Click on the Scale tab to
alter the scale.

» To change the value of
the intervals alter the
Major unit number, e.g.
You may want the scale
togoupin2’s.

NB. You also have the

option here to change Font

(Click on the Font Tab),

Font Alignment (Alignment

Tab) and Axis Colour and

style (Patterns Tab).

Editing the table

Format Axis I

Patterns | Font | Nuriber | .ﬁ.lignmentl
Walue [ axis scale

auto

= Minirnurm: ID

v Maxirnumm: |8

= Major unik: |1

v Minor unit: ID.2

W Category (%) axis
Crosses ak: u]

Display units: INone vl ¥ show display units label on chart

[™ Logarithmic scale

[ walues in reverse order
[ Category (%) axis crosses at maximum valus

Ok I Cancel

You can change the appearance of the table as well.

To change font style, size, colour etc. Select the cell or click and drag

over a number of cells and adjust using the Formatting toolbar.

* To fill the table with colour. Click and drag to highlight the table and
fill using the Fill button on the Formatting toolbar.

* To put a border around it, click and drag to highlight.

* Click on the black triangle next to the border button
the formatting toolbar to view choices. You can also

do this for a single cell.

* Or goto Format on the Menu toolbar and Select Cells.

* A window will appear.

e Click on the Border Tab

Newcastle City Council - ICT Centre - Excel Guide - Page 11



Format Cells [ 7] x]

Murnber | Alignirment | Faont Borderl Patherns | Protection |

oot T N.B. You also have the
gire: option here to change
Font (Click on the Font
Tab), Font Alignment
(Alignment Tab) and Cell
colours (Patterns Tab).

Hone Qutline Inside

Border

Click here
to select
top and
bottom

Text

7 L

Caolor:

I sutomatic =

The selected border style can be applied by clicking the presets, preview
diagram or the buthons above.

Click here

[ o | concel to select
Changing Column Widths m . L=
A0 BT ARBT BTN N v
- L -:llr-l!u#n.'r.:------l.-.
You will notice in the table T *‘: S
that columns A and B are i v — i i A
wider than the others. e B 3=
: C e
To change the column width. |§ . h
: v
» Position the pointer so .
that it is on the line i
between column headers. [ === : R
. . b o) TL B | il L0 | L o R wn
* The pointer will change
to a double headed arrow. A <> B | C
* Click and drag to the right. 1
The column will widen. Or 2 |

» Position the pointer between the column headers.

* Double click.

* The column automatically widens so that the heading fits into the cell.
(This is called autosizing the cell width)

Adding A Title A [ B c
1 Class 6C
TO add a heading WhICh iS to be ; Favourite Colour MNumber of Children
centred across the top row. - :I:‘:k ;
e Select Row headers 1 and 2. 6 Green 5
« Right - Click to display the P -
shortcut menu. 1*; i
e Select Insert from the shortcut |u
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menu to add two new rows at the top of the page.

* Type the heading in Cell Al.

» Select cells where you want the heading to be. (In the screenshot Al
and Bl were selected). -

» Click the Merge and Centre button on the Formatting
toolbar.

* This makes the selected cells into a single cell.

Sorting Data

You may want to sort data alphabetically.

* The sort buttons allow you to sort columns of data in alphabetical
order, (A-Z or Z-A) or in numerical order.

* To see how these tools work, click on the cell at the top of a column,
then click the Z-A sorting tool button, notice what %l El
happens to your table.

» Click the Undo button from the menu to return to the original position.

» All individual columns may be sorted in this fashion.

Useful Tip

IT you are working with a lot of data that includes headings, you will notice
that you lose the headings as you scroll down. To avoid this happening;

* Left click in the first cell below the row that you want to keep in place.

» Go to Window on the Menu toolbar and select Freeze Panes.

» To undo go back to the Window Menu and select Unfreeze Panes.

* You can also freeze columns in the same way.

Previewing and Printing your Chart

You may want to print your chart. You can print just the chart, or the
chart together with the table.
To print only the chart.

* Select the chart.

* Click the Print Preview button @. on the Standard toolbar.
* You will see how your chart will appear when it is printed.
 Ifitis OK go to File on the Menu toolbar and select Print.

To print the chart and the table together.
* Click away so that the chart is not selected.
* Click Print Preview
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* You may find you have lost part of your chart especially if it is aligned
to the side of the table.

» Close Print Preview and reposition the chart or try setting the page to
Landscape.

Saving Your Work

* Click File on the Menu toolbar and then select Save as...

 The Save As dialogue box will appear.

Excel gives your workbook the default name Bookl. The name appears in

the File name boX.  rewrs 1]
The name will be Swep: |23 Deskop @ O - Took -
highlighted to
show that it is
ready for you to

| EMy Computer

|85 Netwark Meighborhood
_1Excal

_1Fonts

_1Orders 1. Click on the

[ 2000graph

Change |t If you |53 Shortcut to My Documents tl’lal"lg|e to ChOOSG
want to. the file’s location
When text is

selected you don't
have to delete it
before typing over
it.

* Type a new name. File parme: R
. Choose where Save as type: IMicrosoft Excel Workbook j — |

you want to save the spreadsheet (1).
» Click the Save button.

Useful Websites

b kented.org.uk/ngfl/home himll

Check out the Primary maths section for lesson plans and interactive
spreadsheets.
www.exnet.iastate.edu/Pages/Excel/

Useful books

‘Basic Spreadsheets for Schools’ and ‘Basic Spreadsheets for Schools,
Teachers Book and Photocopiable Worksheets' by Payne-Gallway Publishers
Limited.

‘Developing ICT Skills Year 5" and ‘Developing ICT Skills Year 6’ by
Hopscotch Publishing.
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