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This is Excel, Microsoft’s Spreadsheet programme. It was the first commercially successful general application developed exclusively for a computer. It is a matrix of rows and columns producing cells identified by Letters and Numbers.
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You can move around the spreadsheet by either using the cursor-control keys, or by clicking on the desired cell with the mouse button.

An ‘entered’ cell is shown ‘high-lighted’ and the high-lighted cell is indicated by it’s cross-reference as shown in the box above column 'A'.

The contents of the cell is shown in the ‘formula bar’ to the right of the = sign.

To enter data or text, just start typing.
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Here the data 234 has been typed into cell B2. As it has not been ‘Entered’ by pressing the ENTER key or by ticking the ‘tick’ to the left of the = sign, it appears at the left-hand side of the cell.

[image: image3.wmf]Here the entry has been confirmed (data jumps to the right of the cell) by either:

1
Clicking the tick

2
Pressing the enter key

or it could be ‘confirmed’, almost by default, by moving onto another cell.

To Change cell contents:
¶ If the entry is incorrect, then it can be removed by:

Entering the cell, then pressing the Back-space (commonly called Delete) key.

¶ If the entry is incorrect, then it can be totally re-written by:

Entering the cell and re-typing.

¶ If the entry is incorrect, then it can be modified by:

Clicking twice in the cell & modifying the contents by standard W.P. methods.

[image: image4.wmf]Typing in Data.
Excel will accept both numbers and letters.

Text is set to the left and numbers to the right by default.

The position of each can be altered at will.

Excel ‘expects’ that text at the head of a column and to the left of numerals is a title for that data.

A title for a column or row does not have to be along the top line or down the first column, but it often is.

You can high-light a row or column, then globally change the shape, colour, text-style or data-content by selecting appropriate menu options.

Specifying  Cell Content:
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[image: image11.wmf]Entering Data. 
Always make sure that you designate the cell contents correctly.

Under the Format menu, the Cells option allows you to set any previously selected cells to the correct data-format.

[image: image12.wmf]Charting:
These are two of the automatic charting tools, usually seen as an icon on the icon-bar. To create a chart, highlight the data in the cells required to be charted, click either the left-hand (as shown here) icon for the Charting Wizard or the Multi-choice icon (shown on the right) and select the chart-of your choice. 

The Chart will appear and can be re-sized by dragging.

Pointing at individual items and clicking the mouse button within the chart will produce a pop-up text box explaining the chart details.

To remove a chart: 
With the chart highlighted, from the Edit menu choose Clear and select ‘All’ or right button-click on the chart and select the ‘cut’ option.

Formulas:
[image: image13.wmf]This is a vast and complex area in the use of spreadsheets, but there are functions commonly used which are easy to master.

The commonest function is AutoSum, this is its icon.. 

When it is required, click into the cell where you want the ‘sum’ total to appear, click the AutoSum icon, and the SS will ‘activate’ the most likely cells around it by putting a fuzzy dotty box around them.

 If the SS has ‘chosen’ the correct cells, then press the ENTER key.

However: ……….

If the SS has missed out the correct cells, then click and hold down the mouse button in the first cell of the series and drag the mouse over the cells to be calculated.

As you drag, then you will see the cells being identified in the Formula line.

Manual calculation:
If the cell requires a formula that is ‘out of the ordinary’ such as individual cells, not in a series, then the formulas can be created by starting first with an = sign.

This tells the SS that what follows is not data, but requires a calculation based on data available in the cells you identify.

Basic calculation processes:
+ is addition

- is subtraction

* is multiplication

/ is division

[image: image14.wmf]Tools  > Macro > Record new Macro.

 


In this example, the cell E7 contains a formula shown on the Formula Line. 

The formula is the contents of:

Cell E5 - Cell E6

What is shown on the SS is not the formula but the computers calculation of the cell’s formula. If the contents of either cell E5 or E6 were to change, then the shown calculation in cell E7 would change immediately.

Filtering Information:
When you have a great deal of information in a SS and wish to see ‘the wood form the trees’ Auto filtering is an excellent way of viewing only relevant information.

[image: image15.wmf]Give your macro a title

 

Click on the title line above the data, and then click Data Menu and move down to Filter and select AutoFilter. 

This will put a small down-arrow at the head of each column and by clicking this arrow, an example of each entry in that line is displayed. It also displays these options:

Top 10  (which can also be bottom 10 or 5 etc:)
Custom   (you decide)

Blanks

Non-blanks

Within these options, most wished variations can be selected. 

To switch off Filtering, go back to the Data Menu and de-select the Filter option.

Spreadsheets and Macros.

Macros: Automating tasks you perform frequently.

[image: image16.wmf]If you perform a task repeatedly in Microsoft Excel, you can automate the task with a macro. A macro is a series of commands and functions that are stored in a Visual Basic module and can be run whenever you need to perform the task. When you record a macro, Excel stores information about each step you take as you perform a series of commands. You then run the macro to repeat, or "play back," the commands. 

[image: image17.wmf]Record a macro to do a task in one step Before you record or write a macro, plan the steps and commands you want the macro to perform. If you make a mistake when you record the macro, corrections you make are also recorded. When you record macros, Visual Basic stores each macro in a new module attached to a workbook.
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In this example, I have asked it to ‘Goto a selected Cell’ 

This is done from the ‘EDIT’ menu, or using the two keys Ctrl + G.

The dialogue box (left) appears.

I have typed in the cell reference H44

Clicking OK sets that action into the Macro.
[image: image19.wmf]For example, if you often enter long text strings in cells, you can record a macro to format those cells so that the text wraps. Select a cell in which you want text to wrap and start recording. Click Cells on the Format menu, click the Alignment tab, select the Wrap text check box, click OK, and then click Stop Recording

Make a macro easy to run 

You can run a macro by choosing it from a list in the Macro dialog box. To make a macro run whenever you click a particular button or press a particular key combination, you can assign the macro to a toolbar button, a keyboard shortcut, or a graphic object on a worksheet.
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In this example, the action button is part of the ‘Forms’ Toolbar. By clicking the button-icon, a button is created and an ‘action macro-selection’ dialogue box opens.
In this example, clicking ‘movedown’ links the button to the action of moving to H44.

The text on the button can be altered at will and moved to any position on the SS.

View and change macros After you record a macro, you can view the macro code with the Visual Basic Editor to correct errors or change what the macro does. The Visual Basic Editor is a program designed to make writing and editing macro code easy for beginners, and provides plenty of online Help. You don't have to learn how to program or use the Visual Basic language to make simple changes to your macros. 


This is the ‘Basic’ computer text instructions for the Macro ‘movedown’


The Reference R44C8 is Row 44 and Column 8. We read it as H44!

Keeping that in mind, we can alter the macro manually by changing the Ref and saving by closing the box.

Cells default to (start off as…) unspecified, General number format with 15 decimal places on the formula bar and 9 within the cell





The default with Dates, in this version shown left, is:


Month/Day. (USA Settings)





Other options are probably more familiar in GB.





You can select another option by clicking and choosing in the R.H. box.








There are various options offered, the default with Number being, 2 decimal places, negative numbers shown with a - sign before the data.
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