EXCEL – 
A spreadsheet is a grid of rows and columns that helps organize, summarize and calculate data. Spreadsheet usage is an everyday part of many professions, including accounting, statistical analysis, and project management. In addition, many people use spreadsheets at home for their own personal pursuits. You can create a checkbook register or a household inventory list to track serial numbers in a spreadsheet. You can also use Excel to create business forms, such as invoices and purchase orders.

The interface of the spreadsheet looks a bit different from a wordprocessor since there are intersecting lines, but the menus are very much the same as in other Windows programs. 
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1 Title Bar

2 Application Control Window

3 Menu Bar

4 Help box

5 Workbook window controls

6 Standard toolbar

7 Formatting toolbar

8 Active cell name

9 Formula bar

10 Active Cell

11 Mouse pointer

12 Sheet scroll arrows

13 Worksheet tabs

14 Scroll bars

15 Status bar

At the intersection of each row and column is a cell into which you can type information. Each cell has a unique name consisting of the column letter and row umber; for example, the top-left cell is A1.

Navigation: The cells are numbered down the left side of the sheet from 1 to ?? (I stopped at 50,000) and lettered across the top from A to IV. This leaves enough space for any imaginable sheet of data. The easiest method of moving around is to use the scroll bars.
· To scroll a little bit at a time, click a scroll arrow at one end or the other of a scroll bar

· To scroll more quickly, drag the scroll box

· To scroll one screenful at a time, click above or below the scroll box

Using the scroll bar does not change the active cell; it only changes the cells that are visible onscreen. The active cell could potentially not be visible at the moment. To bring the active cell into view, you can press Contl+Backspace. To change the active cell you can navigate with the arrow keys, click on the desired cell or use keyboard shortcuts:
· Arrows: One cell in the direction of the arrow]

· Home: Beginning of current row

· Ctrl+Home: Beginning of the worksheet

· Ctrl+End: Bottommost, rightmost non-blank cell in sheet

· Page Down: Down one screenful

· Page Up: Up one screnful

· Alt+Page Down: Right one screenful

· Alt+Page Up: Left one screenful

· Enter: To beginning of next row (or beginning of data range in next row)

· Tab: One cell to the right

· Shift+Tab: One cell to the left

We will create our own worksheet

Type the Field names in the first row: Name, Address, City, State, Phone, Age, Birthdate

Now fill in the information on the next line. Create three rows of data which we will work with.
Save your work. Explore the Save/SaveAs command.

To open a file that you have saved you can choose FILE and click on the workbook’s name at the bottom of the menu or utilize the TASK PANE on the right side of the screen when you first open Excel. Both list the last 4 files that you have saved. If the file is older you will have to use the File/Open command and navigate to where you saved the file.

You can customize the view of the spreadsheet:
· Zoom in and out

· Toolbars: Hide or display special purpose bars

· Formula bar: on by default

· Status bar: On by default

· Full Screen for more rows in view

Cells have properties which can be changed. You can make each cell look just the way you want it.

Resizing rows and Columns – make sure that the data you are entering fits into the cell and does not overlap. You might lose some of the information if you overlap.
· Position the mouse pointer between the column headings (the shaded blocks with the column letters in them) and double-click. The column to the left of the divider resizes itself to fit the longest entry in the column.

· Position the mouse pointer between the column hadings an drag to the left or right. The column to the left of the divider changes width.

· Click in the column, or select it and then select Format/Column/Width. Enter a number of characters and then click OK. The column width is measured in characters of the default font (10 point Arial); the default setting is 8.43 characters.

To adjust the column width of all columns based on the text, select your entire document and then select Format/Column/AutoFit Selection

You can also adjust the row heights, although this is not quite as important because row height adjusts automatically to accommodate the largest font used in that row. To adjust the row height, drag between the row numbers, just like with columns. If you set a cell (or multiple cells) to Word Wrap, and the cell is not wide enough to accommodate all text, the row height adjusts automatically to allow for multiple rows of text within the cell To set Word Wrap, select the cell and then select Format/Cells. On the Alignment tab, check the Wrap Text checkbox.

Format Text/Color using the formatting toolbar.

