Excel tasks

1. Open a workbook

Open a blank workbook from the available templates — note that your screen may show something
different to that shown below, but the blank workbook should be shown regardless

A B C
1 | ;
o . -> My Cashflow Stock Analysis
3
: Take a il
: nl il 2R
: tour RLLIML Y
7
Blank workbook Welcome to Excel Cashflow analysis Stock symbols comparison
Project Planner =i - Project To Do List
My Calendar 42 .
— 141 e — Empeerbe
- o P —
o n| =
I — — - =
. -
o N
1 ] z F
Calendar insights Gantt project planner Travel expense calculator Project to do list

Save the workbook as Excel Practice File = Save As
2. Enter numerical data
Click in the top left hand cell in the worksheet

The highlighted cell has a reference number of Al. A for column and 1 for row. This reference
number appears in the drop down box on the right hand side of the screen.
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When something is entered into this cell, the text also appears in the fx (function) bar
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3. Format numerical data
The format of data entered as a number into a cell in excel can be changed.
Highlight a cell or cells, right click on the mouse and select ‘format cells’.

In the ‘number’ tab, click on each of the options, and view the example in the ‘sample’ box, and the
description.
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4. Insert a column
To insert a column, click on the letter at the top of the column.
Right click on the mouse and select ‘insert’ to add a new column to the right of the column.

The data already entered has now moved to column B

5. Enter text data
Text data is entered in the same way as numerical by typing in the cell or function cell.
Text can now be added in column A

Have a go

H oS-

Enter the data as shown into your worksheet.
Home Insert Page

Add headings to the data —in this example the text data in

o8 column B ‘Final Score’ will become the chart title.
The chart, including the title, can be modified after it is

A B . € | created.

1 |Name Final Score

2 |Anita 100

3 |Tim 101

4 |Jo 102

3 |Stacey 103

6 _Dave 104

T _Jen 105

& |lon 106

8 |Chris 107

10 |Andrea 107

11 |Michelle 107

12 |

13
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6. Graph data

Graphs are an excellent way to show the relationship between data in a visual way.

Select the text
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On the insert tab, choose the type of chart from the options
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When you select a chart, a graph using the data you have highlighted will appear on the worksheet
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Choose which elements you want to see on your chart by ticking or unticking options in the pop up

box
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Click on a chart element to edit it
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Have a go:
Create the graph and experiment with the different edit options to see what you can do
Activity:

1. Click on Sheet 2 to move to a blank worksheet
2. Enter the series of numbers in the table below into column A from cell A2 down
3. Save the worksheet (file — save).

15
64
78
85
89
4

87
9

4. Add a column of text to the right — your choice of context.
5. Make sure you add suitable headings in cell A1 and B1
6. Create and edit a chart.
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