Hitchhikers Guide to Spreadsheets | 1, o ke
(Example Used is Excel but most points also apply to Claris & Works. Excel is the most
sophisticated of the three.) Ctrl+_Z = undo
Ctrl + P=print
: Ctrl+C = copy
Use Spreg?pﬁgfor. Culv - e
O Gridlikelayoutsi.e. classlist Shift+Click = mult[

Q Statistical work (you can run G.S.T. accounts, add figures, find averages etc.)

Excel works like most other office products... clipart, toolbars etc are al the same. It allows you to have a grid structure
and do statistical/graphical analysis

Top Things to Know

Merge Cells... highlight cellsto merge... right+click over them.. “format cells’... alignment... merge cells
Rotating text ... highlight cell/s ... right+click over them.. “format cells’... alignment...choose

Borders... highlight cells... right+click over them.. “format cells’... border... choose

Wrap text... having longer text display itself within acell

To see how big your data/graph/chart is on the page choose, “file” ... Page Setup”. Check margins and say OK.. do
sizeswill show up on sheet. Don't forget to do a Print Preview before printing though.

ooooo

The screen snapshots on the below shows many of the skills you will need. REMEMBER: If you want to know what a
bar is for then, hover the pointer over it until alabel pops up.

Sort Data.
See also

X Microsoft Excel - Book1
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Currently selected cell.
Fill Handle

When you click on a cell the cell contents
appear here. You can alter the text/number by

clicking up here and
'\‘m changing/deleting/retyping the corrections you
wish-tomake.
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G

raphing —Making Charts

Pets Mumber
cats 3
dogs 4
1. Start Excel fis E 5
2. Put your datain the cells (columns and rows). Choose good headings.
3. Highlight the data (click + drag)
4. Click on the graph button and follow the wizard (Choosing and clicking on next)
Chart Wizard - Step 1 of 4 - Chart Type HE
e o
Chart bype: Chart sub-type: Axes | Gridiines | Legend | Data Labels I Data Table
= —— — B
ark title:
10
k]
Category (¥) axis: 5 I
; |
Hﬂ .Ir.'r Value (¥) axis: z
nlnnl : X
S— Second category \2) axis; 3
2
1
Second ) 0
Titles etc here Wlondsy  Tuscday  Wednesd
Clustered Column, Compares values across
akeqgories., @ | Cancel I < Back ||W
Choose main
chart/ graph Press and hold ko view sample I
tvpe-hex
@ | Cancel I < Back I Mexk = I Finish |
- To change colour click on bar once, the
" again. The handles should appear arou

| This is the X’ Axis Label

Do you have a specific title?

-
Pets of Runiy

Double Click to alter.

NS

double click to change the colour.

Use these handles to dre

E 4 / bigger size. (This will als
scale). You can manually
o E 3 4 ' by choosing (clicking on)
= right+click.. “format”.. “sc
D T T
cats dogs fish memm—’
Pet Types L
Cakegory fxis
This is the 'Y’ Axis Label /I/' n | Prl nti ng
1. Youcar
« Chart [x] wholeg
This is the ‘chart’ - ’— ’— clicking
toolbar. Use it to chart Areaﬂ M | !" ] | = ﬂ:ﬂ | %P (little be
change parts of the around i
chart. After you select :
an item on the graph Angle 2. TQ print
use this toolbar or Select part of Display by row ||  text.. if click on
right+click the mouse gg?n I?_eLe or Legen orcolumn grey select chart
and choose the e-click or f text first
“format” optios. click on it jn Change on/o 3. Chec_kt
Don't turn the bar off... the graph Change chart typ by using
just drag it around the patter%s/ Preview
screen if it is in the way colours of
plot area
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Visual Tips for Excel

speer | Far | i | e | semscn |
boar | = é T Q  Same types of b
Om Coov toolbars as other
N MS Office product:
3 pecte Q  Click here for morg
Roste i choices for a
Usi | Tnest.., o = particular button
sing en <
Right+Click r: i ] _
Menu. After RSl o st S = To hide or unhide a
you select youf il kst Compwmt B column/row right click
cells.. always Insert over selection and
right+click ﬂwu:_,_ Delete choose “hide” or FORMATTING
OVER the Picki Fr oo Led: « Clear Coptents “unhide” in the menu the display in
selection W( Eormat Cells/ — CESE)L%I
have made Column @it . i I
ide HIDING COLUMNS/
Wyrés ROWS =
tumber | algoment | Font | Border

Fresets

m Choose Qi Inside

line style [*
here

This is the entered data You can—

that has been apply

ighli borders td A - - -

different
parts of d u J

Sorting Data  sthy the cell_Lmgse

After entering data [T s o

highlight data (and T pescerdng You can

headers if you have /H{h,-v 9—  choose in

them). Go to “data”
..Sort Data” choose the
correct header or

which order the

data is sorted

[ =] e

T~ Descerding

rows/columns to stretch them.

and change or clicl
in editing window

Tip: Dbl-click on the line and
L_ Excel auto mgi eg th)n cell _ and Change
“ frial / -0 - B IO |
A2 ¥ j =| Monday
A I B | [ I

Temperaturg

14

To use “Fill” write fil
in enough cells to
establish a pattern
then highlight and
click and drag from
the small black
handle, bottom righ
of selection. This
example shows
days of the week
beine-filtee

here.
column label from the Then bry Tell Excel if [t
drop down lists Iﬁ e h ke your data has it HE §.
- < headers here
: bescerding m 5 Choose
SORTING Hy et ha= " _,V\ alignme
T Header pots € Mo hiader row Tk el and
DATA - rotation
A o] (orientat
Qptions. .. | o | concol ] _’::f \ herey
Wrap text
Shrink text to fit cell
To edit a cell.. = Merge cells togeth
H Ll
Click on the lines in between double click on cel — —I

For using most common formulae you will
1.Click in a cell where you want the
result i.e. at bottom of column of data.,
2.Choose the “fx” symbol on toolbar
3.Select function
4.Click+Drag over the data the function
is to be applied to
5.Press enter to complete choices.
Some comon/useful easier-to-use one’s|
are: average, forecast, countif, max,
min, median, rank..
Time Saving Tip: To copy a formulae
from one cell to another use the fill tool j
(to keep a formulae point ing to a 5
particular cell use “$” in the formulae. 5
See example which is a handwritten ?
8
9
7

percentage calculation that also uses

the percentage format display to do the
m|h1nn =i rlrl»{l-\." “ 4

et L]
B%)

9% & | i |

1M%

N%
13%
15%
17%
19%
100%
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