Microsoft Excel Session One

Welcome to your self-guided tour of Microsoft Excel. You may choose to do any or all of these
lessons. There are some that must be completed before you go onto a subsequent lesson, but
most are self contained.

When going through these instructions or when doing one of these activities on your own, keep
in mind that some of the settings or processes are slightly different on different versions of
Microsoft Word. These lessons are applicable to other versions besides Excel XP, but may have
a few variations. In those cases, usually there is a similar logical route. These programs were
designed by people and usually follow a general logic if you stop to look at the options.
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Introduction:

Microsoft Excel is a spreadsheet application. It is used to record, sort, and manipulate
data to make it easier to understand.

This data usually involves numbers, however Excel can be used to sort other types of
lists as well.

As it is so good to use with numbers, spreadsheets that show budgets, running totals,
and other mathematical or quantifiable (countable) data are its strong points, however
there are many ways to use it that do not directly involve numbers.

In this session, we will concentrate on using it to manipulate quantifiable data.
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Inputting Data
Open up Microsoft Excel

You'll notice it is set up with letters across the headings for the columns, and numbers
along the side for the rows. The very first cell is called Al.

In Al, type in Date and press enter. Your cursor will now be in the cell A2.

Type in 1/14/03 and enter. Type in 1/15/03 and enter.

You have now typed in enough of a pattern for Excel fo recognize that you are typing in
each day of the month. As a timesaver, whenever you are entering data that follows a
pattern, Excel has a way of continuing the pattern as far as you'd like.

To have Excel complete the pattern, click and drag to highlight the cells that have the
beginning of the pattern. (Cells A2 and A3).

You will know it is highlighted by the darker box surrounding the cells—many get
confused because the cell where you started does not look highlighted, but as long as
it's in the box, it's fine.

Now put your mouse on the bottom right corner of your highlighted cells. You should see
a thin plus sign—not the kind with arrows on each end.

Ed Microsoft Excel - Book1

@ File Edit Mew Insert Faormat  Tools  De
I e | . This symbol can
Even though the first cell does DeRdu sy sidh - contin?.lle a pattern
not look highlighted, it is az - F e / that you’ve started.
surrounded by a dark black line. A | B | C© | D
[ ——— Date

Lok —

! | 1/1/2003
1/2£2003 +

Click and drag down to A9 and unclick. The pattern will continue through January 22",

Jﬂi

To format the date differently, highlight the whole column by clicking on the A heading.
Now click on Format—Cells—Number—Date. Pick one of the types of dates and click OK.

llFormat cells

: This is also where you

Choose how you want Nurnber | Alignment” | Font | Eorder | Patterns I Protection | format your font,
to format your date— Category: anl alignment and other parts
or other number here. \ e Bl | of your layout.
There are options for e RA———
almost any type of ﬁm
number you might e
need to use. sdenific

gﬂ:fi;L j Locale {location):

IEng\ish {United States) j

Date Formats display date and time setial numbers as date values, Except for
items that have an asterisk (*), applied formats do not switch date orders
with the operating system,

oK I Cancel
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You can also format the cells o show currency symbols (without having to type them in),
percentage signs, time in different formats, numbers with different numbers of decimal

places (it will round or extend it to any given place value), etc.

Now click back in the cell Al. To move to the next cell to the right, you can just press

tab. You are now in cell Bl. Type in the words Low Temperature. (Let's see just how cold
it has been). When you type it in, you'll see the whole word, but it will overlap into the C
column.,

To resize the cell to fit the whole word, first press enter.
Now move your mouse in between the B and C heading. When you see a thick vertical line
with arrows on either side, click and drag the mouse till it fits the all of the text.

EAd Microsoft Excel - Book1

Fle Edit iew Insert Format Tools  Data  Winc
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Now, starting in B2, type in the following temperatures. To use
the keypad on the right of the keyboard, make sure the Num
Lock light is on (otherwise, press the Num Lock key—then you

ture

can use the keypad).

6raphing

Put your

mouse over the
line and drag it
to fit your text.

To create a graph, highlight the data, from Al to B10.
Click on the chart wizard on the toolbar (it looks like colorful books on a bookcase).

Pick a Column Graph and click Next.

Date Low Temperature
1/15/2003 10
1/16/2003 18
1/17/2003 9
1/18/2003 -9
1/19/2003 -8
1/20/2003 14
1/21/2003 9
1/22/2003 1

Check that the Data Source is accurate. If you're not sure if your data is listed in

columns or rows, try each and see which makes sense. Click Next.

Fill in the chart
title, X and Y
axis labels.

Chart Wizard - Step 3 of 4 - Chart Options

e | Gridlines I Legend I Data Labels I Data Tab§|//

2lx|

Choose to place the chart As a new sheet and click Finish.

Low Temperature
50
45
40 i
35 il
b I i
25 [ ! —+— LowTemperatur]
20 1 %
= 1 ] 1
Second cabegory () axis: L] ||J I'L Ir'l \
e s
2l alu af af afu
Second value (V) axis: T T S
SEE @
@l Cancel | < Back | Mext = I

Sometimes you
want to show your
data in a neat
package with the
graph. Click here
and select Show
Data to do this.

esh | Click Next.
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Manipulating the Graph
To change aspects of the graph, like the color of the lines, the background, the font
(size, alignment, etc.) first click on the graph area once. Double click on the date

information right in the middle of the graph (had there not been negative days, these
would show up on the bottom.

In the box that appears, choose Alignment. Sometimes because of the number of
entries that you record data for, not all of the labels show up. You can align the text on

it's side so that you can fit more in. Click OK.

jl Format Axis

1
1 Patternsl Scale I Fanl
i
1

T i 0-left
’—Rlext dirteon:

Drag the
alignment tool to

rrientation
' Autamatic

how you want to
view the text.

IE Degrees

Offset: 100

I Mumnber  Alignment |

IContext hd

AN

[ o 1|

Cancel |

\ You can also change

the font, the size--both
smaller and larger, a
color, bold, etc.

To change the color of the background, double click on the grey area and choose from
many options. Kids like the Fill Effects where they can blend different colors.
Save this graph to the Floppy Disk as Cold Graph.

6raphing Multiple Series

This time you will graph multiple series of data.

Type in the following data or put in your own student data using the Tab to move
horizontally along the rows or Enter to move vertically. (Do not type in the A,BC. . . at
the top or the 1,2,3 . .. on the left—those are indicating the Column and Rows)

A B
1 9/23
2 Sue Rodriguez 65
3 Phil Johansen 40
4 Mary Lind 88
5 Lila Gillmore 36
6 John Smith 84
7 Bill Adams 78

CcC D
9/30
73
35
75
50
96
80

62
57
79
45
80
95

E

60
45
77
34
70
80

F

66
56
80
48
84
89

G

74
64
75
60
85
90

Widen the A Column to fit all the names—click between the A and B column and drag it

to the width you need.
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Notice the heading row is not complete. In addition to completing simple (+1) patterns,
Excel will automatically fill in things in series - such as once a week dates.

Highlight the 2 dates. Move cursor to the little square in the corner. Cursor will change
from fat plus sign to a skinny plus sign. Drag to 61 to fill in the rest of the dates.

X Microsoft Excel - ClassMathGraph

ﬁﬁile Edit Wiew Insert Format Tools Data ‘Window Help

DSHESRY $BRS o o a®= £ 4% |0®d 0w - B

e -w - BrUE=EE 8%, B FEE A
Bl hd =| 9/23/2002
A D | E [ F [ G [ H [ | [
1 | !:..-'".:I_
2 |John Smith 23 28 33 39 35 40
3 |Mary Jones 12 17 x2 26 26 27
A4 15ne Rodrinnes AR an R? R? RR R7

6raphing the Class Data:
Highlight the whole chart by clicking in A1 and dragging to G7.
Click on the Chart Wizard icon.

Step 1 of 4 - Choose a line graph. Next.

Step 2 of 4 - Click Next
Step 3 of 4 -

Chart Wizard - Step 3 of 4 - Chart Options

itles | fxes I Gridlines I Legend I Daka Labels I Data Table |

On Titles tab Chart title:

Fill in Chart title [math Fact Tests Math Fact Tests
&0 -
S

13 . —_—] n
Fill in Value (Y) axis. Cateqgary (¥} axis:
60 4——
—=— Mary Jones

50
\ Yalug (¥) axis: b = - Sue Rodrigue
\ I# Correct in 3 Minukes| Phil Johansen
Second category (%) axis:

30
20 % | | =t Gilmers

—+— Eill &damz
Second walue () axis:

|
Cancel < Back | Mext = I Finish

—s— John Zmith

oo

B Correct in 3 Minates

Q002
Q02002
10072002

100 442002
100212002
10025/2002

Chart Wizard - Step 3 of 4 - Chart Options

/Titles/'nxes | aridlines I Legend I Data Labels | Data Table
Primary axis———————————

Click on Axes tab.
. _— [ T — Math Fact Tests
Click on Category P :
Click Next > (__E....'." C , o
* iategary | g
 Time-scale E= i ey
¥ Yalue () axis w o0 — —a— Mary Jones
g = Zue Rodrigue
j A—ﬁ Phil Johanzen
£ —a— Lila Gillmore
8 10 — —— Eiill Adame
"

Cancel < Back | Mext = I Finish
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Click Finish

Choose As new sheet J————

\
Cancel | < Back | Mext = Einish

Chart Whzard - Step 4 of 4 - Chart Location

Flace chart:

1l * A5 new sheet:

You can change the line weight (thickness) or color by double clicking on a line.

To change the color
or weight, click on
these.

Sorting Data

lFormat Data Series 20}
{Patterns | Aiis | *f Error Bars | Data Labels | Series Order | Options |
i Marker
=+ Automatic * automatic
" Mone 1 Hone
£ custam " Custom
Style: | - Stle: * -
Color: I Automatic | T Foreground: Aukomatic T
Weight: I v Background: Autormnatic ¥
™ Smoathed line
Seei [5 =] pis
rSample T
I™ Shadow
- .
Gancel

You can sort data alphabetically, by score, or whatever type of field you have.

Click on Sheet 1 (at the bottom left corner) to see the original spreadsheet again. To
sort, click on Data—Sort. Choose column to sort by Column A (their names) and choose
ascending order. Click OK.

Pick which column you
want to sort by.

21X

Sometimes you might
want to sort by more
than one category.

The header row won’t
be sorted. Most of the
time you will want this
checked.

e Ascending
"~ Descending

Ik kv im B e

e Ascending
" Descending

Iy list hias

* Ascending
" Descending

¢ Header row

Options... |

" Mo header row

[ o |

Cancel
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You can sort to see the rank in scores to find out who has done well on a topic, or who
needs more work in an area.

Filtering Data to See Specific Entries

On the Menu, click on Data—Filter—Autofilter. When you do this, little arrows (for
pull-down tabs) will appear at the top of each column. Click on the arrow in the B column.
You will see a list of scores, ALL, or Custom. Pick Custom.

Pick is less than or equal to and type in 60 in the right field. Click OK.

Custom AutoFilter A | Type in 60. You
Shaws roves where; / WLH see all records
9130 ‘Wwnose scores are
Choose what / ﬂ/ less than 60
criteria you want equals '
to apply to the
records you see. does not equal | H
is greater than
is greater than or equal ko
ulis less than
is less than or equal to
WMhegins with s
does not begin with b
ends with oK I Caniel |
does not end with i

o T IE

You will see all students who scored less than 60 this test. You will see two records.
Now click on the column B filter (the arrow) and choose All.
Click on the Column A filter and choose a name to filter by.

You will now see just two rows—the heading row and the record.

Highlight this information and click on the chart wizard.

This time choose a column, bar, cylinder, cone or pyramid graph.

Make sure you check both columns or rows in Step 2 of 4 to get the correct data

source.

Add chart title and label Y (or Z) axis.

Continue moving through the steps and choose to place the graph as an object in Sheeft 1.
This way you can then look at the data right below the spreadsheet. Click on the filtering
arrow above the name. Choose a different name—the graph changes with your choice (this
is a great way to create individual progress reports for students or parents).
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Creating a 6raph Template for your Students

Sometimes you want the students to use a computer generated graph, but spend more
time on analyzing the graph than actually creating it.

To create a femplate for your students, open a new excel spreadsheet.
In Al, put the title, My Favorite Cookie.

In A4 put the heading Cookies. In B4, put the heading People. Under Cookie, write Oreo,
Chocolate Chip, Oatmeal, Sugar, and Molasses. Widen the column to fit the text.
Under People, use the data collected on the poster in the room.

Step 1 of 4 Highlight from A5 to B9 (you don't have to highlight the Cookie or People.)
Click Chart Wizard and pick a pie graph. Click Next.

2 of 4 Make sure the data range is for columns, click Next.

3 of 4 Put a title on the graph, and click the Data Label tab at the top of the box.
Click on the Value box to show how many people liked each of the cookies. Click Next.

4 of 4 Choose to put the chart as an object in the sheet. Click Finish.
Move the graph so it is below the table you created earlier

When you’ve selected
. . . just one slide of the pie,
Now, erase all of the numbers in your table. Notice as the graph disappears. | it will put little black

squares around it to show

Put new numbers in table. The graph reappears with the new data. itis highlighted.

Click once on the graph area, now once on one of the sections of 7 y

the pie. This will select the individual slice for formatting. Now

double click on that slice and change the color. Do this to at least Z o 2el el

one more slice of the pie. You could change each slice to match
the cookie's color, or if you are graphing M&Ms, you can match
those colors, etc. 14

Yalue: 5 {14%:)

Now you'll want to format the rest of the page so it looks inviting for students.
Click on the title, click on Format—Cells—Font. Make the font size 20, bold, red.

Format Cells

2=

ber lignment | EBorder | Patterns | Protectionl
Epet? Font style; Size:

|P.ria| egular IZD
o [+ -
Ttali 16
You can format many aspects of Bt 0
the cell: font’ pattems I Arial Black. ;I Bold Italic LI 4
(background), border, Undetline: Celar: I bormalfont
. . - - Marrnal Fanl
alignment, what kind of [tione =] | —- |
numbers you are using, and Iﬁect revie
: : Strikethrough
rotection (if you want to lock -
D e I soasar AaBbCcYyZz
certain cells so they can’t be [ — - -
changed).
This is & TrueType font, The same font will be used on both your prinker
and your screen,
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Highlight both of the headers (Cookies and People). Format—Cells—Font. Make them

both bold and size 14.

Change the color of each of the Cookie categories in the table to match the pie graph

colors.

Delete all of the numbers so they are ready for student data.

To make this graph available to all of your

students, File—Save As.

Below the name, choose File Type—Template.

ﬂﬁ"_ 1
o]
Jebwork
laces

File name:

Save as bype:

Choose Template to
make this graph
available to all
students.

IBDDkl

Microsoft Excel Workbook,

Template

|k #T 2k Arlireib Ay

Then choose where you want to save it. You can save it onto the disk or directly to your

files.

Make sure you
pay attention to
this Save In
window. When
you save as a
template, the
program tries to Deskkop
saveittoa
special folder that
may not be where
you want it.

=
)iz

Tty Metwark
Places

Z7 Templates

4

& - & ¥ O EE - Tools -

H] Desktop =
3 My Computer

é 314 Floppy (A0
=3 Local Disk {2}
[:l Documents and Settings
[:l Ruryank,. 000
[Z1 Application Data
[Z7 Microsoft
Templates
@ Campact Disc (D)
=2 Sys on 'Twain' (F:)
=2 Apps on 'Twain' (&)
=2 Runyank on TwainiUsersiUse, ..
=2 Fac on 'Twain|UsersiShare' (5:)
=2 Everyone on 'TwainJsers\sh,..
=2 Mls on "TwaintSysiPublic' (:)
=2 Public on TwairiSys' (2:)
Ity Metwork Places
3 My Documents

R FTP Locations
=] Add/Modify FTP Locations -

To get to your
documents, click on
Your Login on Twain,
or if you want to save it
for your students,
wwuser on Twain. If
you just want to save to

the floppy, click on the 3
Y4 Floppy.

j Save

j Cancel
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Skills you have used in this Workshop

Inputting Data

Using Excel to Finish Series

Creating Graphs with One Set of Information
Creating Graphs with Multiple Sets of Information
Formatting Graphs for Color, Text, Alignment
Sorting and Filtering Tables of Data

Formatting Cells

Creating a Graph Template for Student Activities.

Ways to use these skills:

Create graphs to show data collected in the classroom or elsewhere—anything
quantifiable. (class daily surveys, experiments, attendance, frequency of visits, etfc)
Collect and view student progress in tests, assignments, homework.

Examine class data to see ftrends in achievement.

Set up graphs for students to analyze using real data that they can enter.
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