providence public library

Office button

Excel 1:Basics

www.provlib.org @Classes and Events2Technology & Computer Classes

General T

[ & ~ %

s || %68 570 |
To get borders on the

Cio replaces the File Click to save ol iui = cells: Select the cells Number o
i/~ menu and allows you H I the current or parts of the sheet
to save and print document for Click Undo if and click the borders Use the Formatting buttons to
later use you _make a button, thgn choose the  change the look of text to things
mistake style you like like money or dates
Home | Insert Page La 77777 R:wew View = @ . x
J 2y |Copy i — PN Use the Autosum
Pacte and B, B o O e ;‘ﬁ\&ﬁ\ button to automatically
- 7 |past )f’ | St Fon | Bveoma- | - e S |~ % add a row or column
Clipbogsed” ™= Styles Cells Editing el together
Clipboard ™= 01 5|
A F G H N ]
1 '[N The Formula bar displays
Calibri *l11 - 3 £ = text from the selected cell
- "' or a formula in the cell. It
Use the Font and Font 4 will not show the answer of
; a formula
Size buttons to change 5 Product Sold List Price  Discount Sales Tax Sales Total % of sale
the appearance of text in
6 Oven $550.00 $75.00 d
your document. N
7 Refrigerator $825.00 $95.00
Active cell - the cell that | & Washer $27.00 = + H
is selected. This is where |5 bryer $390.00 e TR To Change the
the action will take place . 9
10 Heater §200.00 $10.00 width or height of
11 Freezer $375.00 $55.00 a row or column,
| put your cross
12 Stove $680.00 $115.00 between the
To Edit a Cell L headings until it
1. Double-click the 13 Dishwasher $430.00 $86.00 | ding
) . 14 -| turnsinto a double
Ce” you Want to edlt 4 4 » ¥ | Jax's house Formulas Maimerge - Sheet3 %1

2. Make your

Ready

N —— arrow, hold mouse

changes.
3. Press the ENTER

General x

different sheet in a workbook. Sheets

Click a Sheet tab to switch to a

are like pages in a book.

button down and
drag away.
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Format Menu and Numbers
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Allows you to change the

look or put a mask over
the information.

It saves you time by
changing numbers to
money, dates,
percentages
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Mo specific format

Number
cost of clothing

Currency
cost of clothing

Long Date
cost of clothing

Time
cost of clothing

Percentage
cost of clothing

Format Cells
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Dedmal places: | 2

Symbol: |5

Megative numbers:

Change some of
the other options
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(§1,234.10)
($1,234.10)

Choose a category
for your cells oK




Editing Tools

Cut

Select the text and click the cut.
Then click where you want the
text. Click the paste button

Copy

Select the text and click copy.
Then click where you want the
text. Click the paste button.

Clipbpard ™

Paste
Click the paste button as many times as
you want the item

Undoing a mistake

Click the left
arrow to undo
one step at a
time

Click the right
arrow to redo
one step at a
time

Use the small arrow to
see the list of actions to
undo or redo
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Cell Size

1L RowHeight... :\r:lo;:vs_ yﬁtu tfo change
. . e height of a row or
AutoFit Row Height X
SRRt Row el the width of a column
= Column Width...
Use for the choice

AutoFit Column Width
format cells for even

o Borders

Borders

EBottom Border
Top Border
Left Border
Right Border
Mo Border

All Borders
Outside Borders
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Thick Box Border
Eottom Double Barder
Thick Bottom Border
Top and Bottom Border

Top and Double Bottom

Top and Thick Bottom Border

Many people assume the
lines they see in Excel will
print out automatically.

In fact only the lines or
borders you put in will print
out.

Choose the cell or cells
that you want to border
and then click on the arrow
next to the borders button
and then choose the type
of border

Border

Angle Counterclockwise
Angle Clockwise
Vertical Text

Rotate Text Up

Rotate Text Down
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Text alignment Orientation /

Horizontal: +* - 4
General E /’

Vertical: é&'
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Justify distributed .
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Text control .
[V]irap text!

[ Merge cells\

Wrap text allows the
text to automatically pk
go to the next line
inside a cell
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] [ Cancel

-@;" Format Cell Alignment

Allows you to change the direction
of your text or data.

Sometimes it is best to arrange
your information vertically rather
than horizontal to save space

Use for the choice format cell
alignments for even more options
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Save a copy of the document

ﬁ:‘ Excel Workbook

Ml | Save the workbook in the default file
format.

@ Excel 97-2003 Workbook

| Save a copy of the workbook that is fully
compatible with Excel 97-2003,

Decide on the format to save in

To keep a document
for later you must
Save as first.

Give it a name and
location

Change

1] Save As
@ (@1 B Desktop
Wy Organize ~ 5= Views ~ B 1%

Templates il
IEl Documents
B Deskiop

Change
location here
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M Computer
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==

Mere »

»

name here

#hame: blueberries.doc N

Save astype: |Word 97-2003 Document (*.doc) -
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Once it has a name and location, click the save button to

save changes




