Excel 2000

About Excel 2000—Excel is a spreadsheet program in which information is recorded.  Once the data is recorded, it can be manipulated by inserting formulas or functions to perform mathematical or statistical operations automatically.  Excel also allows the user to sort data into meaningful categories for display or storage.  Once the data is recorded, you can create charts and graphs to graphically display the data.

Opening Microsoft Excel 2000

The Microsoft Excel icon is a white square with a green X on the square.  Double click on that icon.

Preview of the Excel Screen

1. Title Bar—Blue bar at top of page—displays the name of your program and document.

2. Menu Bar—(File, Edit, View, etc.)—displays menu names from which drop-down menus may be accessed.

3. Standard Toolbar—Row with little icons/pictures—(New document, Open, Save, Print, etc.  Pointing to and resting the pointer on a toolbar button displays the tool name.

4. Scroll Bars—Drag the bar on the bottom of the page to move the screen left or right.  Drag the bar on the right side of the page to move the screen up or down.

5. Status Bar—Bottom of the Excel window—displays information about the current mode, selected commands, or options.

Note:
· Keep in mind that almost every function in Excel, like Word, has multiple ways to be accomplished.  While I may show you only one way, there usually are other ways to do the same thing.

· When a command such as Bold is needed, either activate the command before you key the text, OR “select” the text and apply the command after typing.

Exploring the Worksheet
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1. The active cell is the cell that is ready to receive data.  The cell reference identifies the location of the active cell.

2. A worksheet contains 256 columns and 65,536 rows.

3. To scroll through a worksheet, click on the scroll arrows or move the scroll box. 

4. To move from cell to cell:

a. Use the tab key to move to the right

b. Use “Enter” to move down

Basic Worksheets

1. The status of a cell is determined by the first character entered.  When an alphabetical character or symbol is entered as the first character in a cell, the cell contains a label.

2. Each cell is approximately nine characters wide.  However, Excel will support up to 32,000 characters in a cell entry.

3. A value (numbers, dates, times) will be right-aligned by default.

4. Labels are left-aligned by default and begin by typing ‘.

5. Key in the following table.  Be sure to add an apostrophe in front of labels.
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6. Notice that the cells are too small to view the entire entry.  Simply click the vertical line and drag to enlarge or decrease the cell size.  Enlarge both columns A and C.

7. Cells can be aligned by aligned by clicking on the cell and clicking the left-aligned, right-aligned, or center buttons.

Using Formulas

1. A formula is an instruction to calculate a number.  It should be entered in the cell where the answer should appear.  (Keep in mind the order of mathematical operations when you key in formulas.)

2. Let’s average the grades for Test 1.  In cell A13, type the word “Averages.”

3. In cell B13, we want to place a formula.   To do this, click on the  = .
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4. Then click on the Down Arrow and click on the word “Average.”

5. A box will appear.  In the Number box, change the 12 to 11.  You want it to average B7 through B11.  Then click on “OK.”
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6. Highlight cells B13 through D13.  Click on “Edit,” “Fill,” “Right.”  That places the same formula (adjusted by cell location) in those cells.

7. In cell F4, type “Student.”  In cell F5, type “Average.”  Now average each student’s grades.    After calculating the first student’s average, click on “Edit,” “Fill,” “Down.”

Formatting Cells
To format cells, highlight the cells, then click on the formatting command needed.

1. To bold the title and column headings, click and drag beginning in cell A1 over to cell F6.  Then click on the Bold button on the toolbar.

2. To center headings over columns (A4 and A5 through F4 and F5), click and drag through all the column headings, then click on the Center button.
3. Notice that student averages have different numbers of decimal points.  To format that column, select the cells that you want to format.  Click on Format, Cells.  A box will appear.  With the Number tab in the front, click on Number.  Choose two decimal places.  Click OK.

Sorting Data
1. Highlight the data you want to sort, but don’t include row or column labels.  Include the names and other data.  (Be sure the data stays with the correct person/item.)

2. Click on the Sort Ascending or Sort Descending button on the Standard Toolbar, or click Data, Sort.  You may get dialogue boxes to help you determine the sort you want.

3. Let’s choose Sort Ascending to alphabetize the list.
Excel Quick Tips

· Click the right side of the mouse for shortcuts to popular commands such as cut, copy, and paste.

· To clear the contents of any cell, click on that cell and hit the Delete key on the keyboard.
· Use the Undo button (Edit, Undo) or Ctrl + Z to undo actions.  The Redo button (Edit, Redo) repeats the undone action.

· Use the alignment (center, right, left, and justify) buttons to align cell entries.

· Use Print Preview before sending documents to the printer.

Putting It Together*(From Microsoft Online Tutorial)

· You can easily insert Excel 2000 data charts and graphs into PowerPoint 2000 presentations.  The next time you create a presentation, insert a data table and graph.  Any changes you make to the Excel 2000 worksheet are automatically updated in your PowerPoint 2000 presentation.

· Your monthly reports can be updated as quickly as you change the data.  In letters to your students’ parents, you can quickly update student scores and grades.

· Use Excel 2000 in conjunction with Word 2000 to send students or parents a customized letter regarding their class progress using the Mail Merge feature in Word 2000.

· Track club or classroom budgets.

· You can use Excel 2000 for personal record keeping, such as taxes and money management.

· With Excel 2000 you can create all kinds of graphs and charts that visually explain numerical data.  Create a budget and track expenses for school projects.

· Calculate interest rates, both simple and compound.

Examples of how to use Excel in the classroom with students:
1. Students can enter and add numbers in columns to check basic math skills.

2. Young children can sort a list of items in alphabetical or numbering order and even learn about complex sorts.

3. Children can learn the importance of collecting scientific data and transferring that data to a form where it can be stored and later retrieved for examination.

4. High school students can use the power of Excel functions and formulas to make calculations including simple statistical analyses of data and business projects.

5. Students can use Excel functions to learn about finance and money management such as computing the monthly payment on the car that their parents won’t let them have yet!

6. Students can reinforce basic mathematical processes using Excel 2000 to produce charts and tables.

7. By adding well-designed charts and tables to reports, students can enhance both their understanding of the content and their presentation of the information.

8. Have students plot their progress in your class.  A good starting activity is to have the students create the chart on graph paper so they can get an idea of what the chart will look like.  Then have students practice explaining what the chart is supposed to accomplish.  If the chart doesn’t help explain the data, it has not served its purpose.

9. Give students a completed chart and see if they can reconstruct the underlying worksheet.  This goes a long way toward helping them understand the relationship between the data and the chart.

10. Insist that reports and research papers contain some type of chart to help support their findings.  Encourage students to import other types of graphics and information from different electronic sources to enhance and complement their documents.

11. Have students visit a Web site related to a topic you are studying currently.  Have them find tables of information, download them, and plot the information in a chart.

12. Have students find charts in printed publications.  Discuss what the charts mean.

Examples of how teachers can use Excel in the classroom:

1. Use Excel to inventory classroom textbooks or supplies.

2. Create budget requests, purchase orders or departmentalized information with Excel.

3. Use as a database of student information such as names, addresses, parents’ names, etc.  That database can then be merged into Word documents for letters sent home, progress reports, etc.

4. Teach principles of accounting and financial management.

5. Demonstrate numerical concepts—for example, showing the relationship between numbers and their concrete representation in charts and graphs.

6. Demonstrate how different types of graphs can be used to represent the same series of data.  Compare how the data looks in a bar graph as opposed to a pie chart.

7. Store and analyze data from classroom experiments.

8. Compare data collected by a group of collaborating classrooms within one school or around the world.

Creating A Chart
The Chart Wizard is probably the easiest way to complete a graph/chart.  

1. Open the sample spreadsheet.  

2. Select the test data in the spreadsheet, including the headings and student grades, but not the main title or averages (Cells B4 through D11).
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4. On the Standard Types tab, in Chart Type, click Bar.  Click on the first sub-type.  If you want to see how your chart will look with different sub-type, click the button that reads Click and Hold to View Sample.  Click the Next button twice.
5. With the Titles tab in from, click in the Chart Name box.  Type the name of a subject.  Tab to the Category (X) axis box.  Type Students.  Tab to the Category (Y) axis and type Grades.  Before clicking the Next button, you might want to click on the different tabs to see some of the choices you can make.  Then click the Next button.  
6. Click As new sheet.  (Attaching the graph as a new worksheet makes it easier to print a chart.  You now have a readable and easy-to-understand chart.  Attaching the chart as an object has the advantage of providing an immediate view of changes to the chart as you change the data.)
7. Click Finish.

*Notice the worksheet tabs on the bottom of the screen.  You can switch between the spreadsheet and the chart.  Changes made to the spreadsheet will change the chart accordingly.
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