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Guide to using Spreadsheets – Intermediate 1

How to create a spreadsheet and format it
	Point
	How to…

	X 1 Text alignment
	Highlight cell(s). Click on Format and select Cells.  Select the Alignment tab. The format cells window allows you to change the horizontal and vertical alignment.
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	X 2 Wrap text
	Highlight cell(s). Click on Format and select Cells.  Select the Alignment tab. In the format cells window select Wrap text.
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	X 3 Format fonts, styles and sizes
	Highlight cell(s). Use the format menu bar to select a font style and size.


	Point
	How to…

	X 4 Format cells to currency, date, decimal places
	Highlight cell(s).  Click on Format and select Cells.  Select the Number tab. 
[image: image4.png][X]Microsoft Excel - Book1

|E) Fle Edt Vew Insert Fomat Took Data window Help

DaRY | smad o-|= £ 8 &M o 3w -0 7 u
Al ~ =
A B C D E F G H J
1 Jan Feb Mar
2 |Glasgow N 500 400 3001
3 |Glasgow S Chart Wizard - Step 1 of 4 - Chart Type HE|
4 |Glasqow W
[ T |
5 Chrt type: Chart sub type:
I
: I ear e H
% e
10 @ P
i i % (catter) {
] My Area
13 @ Doughnut
] Iy Radar —
] @ surface
18 o Bubtle
g iz Stock
19 lustered Column. Compares values across
20 ategories.
21
2
5 Press and Hod o iew Sample
24 =
2 )| Concel | <back [ _hext>) Einish =
[« 4 [¥ b\ sheet1  Shestz7sreer T ﬂr‘
Ready | Bum=3259 [ S ]

Asat|| 4 & HERE S

|| ) Doeument. | B o [Epookt | E)LmcaTIONS|

== s






	X 5 Insert and delete columns and rows
	Select the column or row you want to insert a column or row in front of, by clicking on the column heading e.g. B, or row e.g. 7.  The whole row or column will be highlighted.  Click on Insert and select Columns or Row.

	X 6 Hide and unhide columns and rows
	On the Format menu, point to either Row or Column, and then click Hide. To unhide on the Format menu, point to either Row or Column, and then click Unhide.

	X 7 Adjust column width and row heights
	On the Format menu, point to either Row or Column.  Select height for rows or Width for columns. Type in desired width or height. Or select Auto fit.

	X 8 Sort data to one criterion
	Click on a cell in the column or row you would like to sort by. Point to Data and select Sort.
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	Point
	How to…

	X 9 Use formulae to add
	= A1+B1

This formula must only be used when adding 2 cells together. Any other time you are asked to add a range of cells you must use =Sum(A1:F)

	X 10 Use formulae to subtract
	= A1-B1

	X 11 Use formulae to multiply
	=A1*B1

	X 12 Use formulae to divide
	=A1/B1

	X 13 Use sum function
	=SUM(A1:D1) or

Select the cell you want the answer to be in, and click on the sum button.  Check that the cells you want to add up are highlighted and hit the enter key.
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	X 14 Use formulae to calculate the average
	=AVERAGE(A1:D1)


	Point
	How to…

	X 15 Replication of formulae
	Select the cell you want to replicate.  Click on the square in the bottom right-hand corner and drag to highlight the cells you want to replicate the formula into. 
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	X 16 Create a pie chart, bar or column chart, or line graph
	Select the cells that contain the data that you want to appear in the chart. If you want the column and row labels to appear in the chart, include the cells that contain them in the selection. Click Chart Wizard. Follow the instructions in the Chart Wizard. 

[image: image8.png][X]Microsoft Excel - LOCATIONS
J.me £k Yew Insert Fomat Took Data Window Hep

D\é@v\%%av\n-\zf-zm\gmn%- 2| il =10 zu
=[ Glasgow N
A B © D E[FIGIAIT[I] K T
1_[LOCATIONS AND TURNOVER OF COMPETITORS
2
ARFA
3 |sHop LocaTio| RIEEE (2]
4 Jun
5 o Mmber bgwert | ot | corder | pattens | prtectin | 510
6 [Glasgow 5 Text slgnment vintation 410
T Clasgow W Horizontal Indent 27
8 |Glasgow E S - 416
9 |Glasgow City 1 General = b= £
10| Glasgow City 2 — 400
11 Glasgow City 3 E— 398
12 Edinburgh Bypas: 09
13 | Edinburgh City 1 352
14| Ednburgh City 2 335
15 | Edinburgh Centre | fuxt conrol b= e | || 27
16 |Livingstone - — 315
17 [Stirling P raptext 25
18 East Kibride [l 21
19| Falkirk I perge cels 28
2
21
2
23 Concel =
2 —

[« "4 [P Tpi\sheet1

Readly

Sheet? / shests

Asat|| 4 & HERE S

e — dJﬂ

I
|| E)Document] - Mi. | B Guids to using .. | EJBook1

=F UM [ =1

|[itocarions | |[BEE 135





To save the Chart save to a New Sheet and print out your chart from there.


	Point
	How to…

	X 17 Label charts 
	Select the chart you want to label.  On the Format menu point to Chart Options.  
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Print worksheet and extracts of worksheets

	Point
	How to…

	X 18 Show formulae view
	Select the Tools menu and point to Options.  Choose the View tab and select Formulas.
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	Point
	How to…

	X 19 With and without gridlines, row and column headings
	Select the File menu and point to Page Setup.  In the Page Setup window click on the Sheet tab.  You can then select Gridlines and Row and Column Headings.
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	X 20 In portrait and landscape orientation
	Select the File menu and point to Page Setup.  In the Page Setup window click on the Page tab.  You can select Portrait or Landscape orientation.

	X 21 With headers and footers to display name, date and time
	Select the File menu and point to Page Setup.  In the Page Setup window click on the Header/Footer tab.  Select Custom Header or Custom Footer.  Click on the appropriate button to insert name, date and/or time.  
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	Point
	How to…

	X 22 Print chart embedded in worksheet
	Click on the chart to select it and print.

	X 23 Integrate data from a worksheet and a chart into a word processed document
	Highlight the data or select the chart you want to integrate.  Select the Edit menu and choose Copy. Open the word processing document. Select the Edit menu and choose Paste.
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