Worksheet Area and Cells

Microsoft Excel is a program that lets you create graphs using data. This
tutorial will help you in learning the basic steps in creating cool graphs.

Some sections may include small movies to help you do the steps. When
you see this picture, ™1  click on it and a movie will appear. The movie
will show you the steps you need to take in order to finish the problem.

If you have any questions, be sure to ask anyone of us for help.

When you first open Excel, you will see the following screen:
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Notice that the screen has many different parts. This screen is called the
worksheet. This is the place where you will put all of your data so that you
can graph it later.
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Below is a description of some of the basic parts that you will need to
know.
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Thispart of the worksheet is caled
the work area. This is where you put
al of your data.

Each little rectangle is called a cell. There are thousands of cells in each
worksheet.

Your data will be put into each of these cells.
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Each worksheet is made up of thousands of cells that are arranged into
rows and columns.

The rows are named by numbers along the side.

The columns are named by capital letters along the top.
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There is a special way of naming each cell in a worksheet. Think of it like
each cell having a first and last name, just like you!

To name a cell, you figure out which column itis in (first name) and then
figure out which row it is in (last name).

o EXAMPLE:

The cell A4dis located in column A and in row 4.
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An example of the location of cell A4 is shown below:
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Notice that column Ais g
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S highlighted in blue. g
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Copying and Cutting Cells
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You can copy and cut cells to paste in other places.

There are a couple of ways to copy and cut cells.
methods for cutting/copying and pasting cells.

b

1. You can use the Copy _— or Cut
These are located at the top of your screen.

Below are some

@

and Paste _~— functions.
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2. You can also use the Edit menu, and the Copy, Cut and Paste

commandes.
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EXAMPLE:

Suppose you wanted to copy cell A5 and paste it in cell C3. To do this,
we can use either method shown above. Let us try to do this using the

first method. You can view the movie clip to help you along:

1. First, type your name into cell A5.

B

:

|Mr. Kelley _|
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. Select the Paste button

. We want to copy this cell and paste it in cell C3.

. Select cell A5.

BRy

. Click the Copy button , at the top of the worksheet. You will

notice that the cell has a dancing border. This means that you have
successfully copied the cell.

. Move your mouse to cell C3 and click to select it.

.E', at the top of the worksheet. Your
name has now been moved from cell A5 to cell C3.
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EXAMPLE:

Suppose you wanted to cut cell B2 and paste it in cell D6. To do this,
we can use either method shown above. Let us try to do this using the

second method. You can view the movie clip to help you along: '

1. First type in your favorite color A B | C

in cell B2.

3
4

[~
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2. We want to cut this cell and paste it in cell D6.

3. Select cell B2.

4. Click on the Edit menu. Select Cut.

You will notice cell B2 with a

dancing border. This means that you have successfully cut the cell.

5. Select cell D6, then Edit > Paste.

6. You should now have your favorite color in cell D6.
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Coloring Cells
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You can also color each cell by using the Fill command,

e EXAMPLE:

Suppose you wanted to fill three different cells, three different colors.
1. Select cell A3. Type in your first name.
2. Select cell C3. Type in your last name.

3. Select cell E3. Type in your favorite subject.

A B C D E

Ginno Kelley Math

L B —

4. We want to color the cells the following colors:

e First name > Red

e Favorite Subject > Light Blue

5. Select cell A3 (first name). Click the Fill button,

6. Selectred.
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7. Your cell should now be filled with the color red.
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You can follow the same steps to color the other two cells.

Once you are done, your cells should look something like this:
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You can view the following movie to help you with filing cells

with color; '™
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Creating Graphs
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Once you have put all of your data into the worksheet, you are ready to
create your graphs.

In this example, we are going to create a Line Graph.

Copy the data you see to File Edit Wew Insert Format Tools Data Window
the side into your DEES®% S&E Y § BEBRER-< «-

worksheet. Be sure that all - pJwinersp | = arial .10 - B I U =
of the data is copied E24 - s
correctly. A G C D
1 Name TestScore Project Score
2
3 James 92 100
4 |Mary 77 100
5 Jamie ar a0
6 Tobias 99 93
7 Kyle 87 88
& Katherine 65 90
9 Jennifer a9 ar
10 Matt 75 77
11 Linda 79 81
12 Katie 100 87
13 |Thomas 7a a2
14

Now you are ready to graph this Fle Edit View Insert Format Tools Data  Window

data into a Line Graph. NEEag SAY L BE-<? o-
. . P4 Miner3p _ - Arial -12 - B I U E

Begin by selecting all of your Al - & Name
data with your mouse. Your A | B | C D
worksheet should look like this: 1 |[Name Test Score Project Score

2

3 |James 92 100

4 |Mary 7 100

5 [Jamie a7 90

6 |Tobias 99 93

7 |Kyle T 88

8 [Katherine G5 90

9 [Jennifer 89 a7

10 |Matt 75 77

11 |Linda 79 81

12 |Katie 100 T

13 |Thomas 78 82

14

Excel Tutorial: Basics



Once the data is selected, click on the Graph button, ﬂ :

When this screen appears,
look at the left side, Chart

Type.

Line

This tells us what type of
graph we want. Since we
are making a Line graph,
highlight Line.

You will see the different types of
Line graphs Excel lets you create on
these are called
Highlight the first line

the right side,
Sub-Types.
graph as shown:

Click Next two times on the bottom.
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your toolbar.

Standard Types l Custom Types l

Chart type:
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Chart sub-type:
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categories,
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Press and Hold to View Sample

2

Cancel Finish

| Mext = |

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types ] Custom Types ]

Chart type: Chart sub -
|l Column - —
= Bar il \/NL
2
i Pie
. XY (Scatter) \/\‘_-
M re2 VSl Iy
&y Doughnut
iy Radar —
el Surface [
®: Bubble
i Stock ]
Line. Displays trend over time or
categories,
Press and Hold to View Sample |
@ Cancel | Mext = | Einish |
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Once you have clicked Next two times, you will see the following screen:
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On this screen, you can add the Title of your graph. You can also name
each axis of your graph.

On this screen, type the following:
Chart Title: My First Graph
Category (X) axis: Student Name

Category (Y) axis: Score

When you have finished typ|ng’ Chart Wizard - Step 3 of 4 - Chart Options

our screen ShOUId IOOk ||ke Titles Axes Gridines | Legend | Datalabels | Data Table
y
HP. Chart title:
th IS. |M3" First Graph My First Graph
Category (X) axis: 120
|SU.|dent Mame 100
Value () axis: H :2
|5core A 40
20
| 0
R
| Erudent Name
Click Next.
@ Cancel | < Back | Mext = | Einish
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The last screen you will see will ask you whether you want your graph to
be in your worksheet, or whether you prefer to have your graph on a

separate sheet of paper.

Chart Wizard - 5tep 4 of 4 - Chart Location

Place chart:

New Sheet adlM B

In the worksheet - QL‘LE
o)

" As new sheet: |Chart1
+ Asobjectin: S |
Cancel | < Back | | Einish |

In this case we are going to choose to have our graph on a separate

sheet. So, click the first button.
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CONGRATULATIONS! You have now created your first graph. ©
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