Computer Science 1A
Introduction to Computer Science
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Lecture Notes for Fall Semester, 2009

Topic 4 - Excel

» Assignment #2 0 Spreadsheets in Excel

» Quiz next class on H/W & Excel
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» Excel is a electronic spreadsheet

It is good for
2 Calculations
2 Organizing Data
Can use as a small database

2 Tables

B3 Microsoft Excel - tutorial2
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» Goto File A Open
Click on the file you want to open

Open FIX
Look in: | 53 Excel_Tutorial v @-3|Q X i E - Tools~
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My Recent | E]tutorial2
Documents

7"7:} Type: Microsoft Excel Worksheet

Date Modified: 4/11/2004 12:41 PM
Size: 24.5KB

My Documents
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My Computer

‘:ﬁ File name:

My Network

Places Files of type: | all Micrasoft Office Excel Files v
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» Left clicking on a cell will activate a
cell

» When a cell is active you can
Enter data
Enter a formula / function
Format the Cell

» NOTE You must hit enter or activate
another cell to deactivate your cell

£ Microsoft Excel - tutorial2
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» EXxcel references cells by column letters
and row numbers

Columns

E1 Microsoft Excel - tutorial2
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, A workbook is the entire file
The workbook is the name of the file

s A worksheet is one sheet in a file

Worksheets are named on tabs at the bottom of the
workbook

» There can be many worksheets in one workbook

This allows us to organize our work, we can put
related worksheets in one workbook

, To access a worksheet click on the tab
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» To rename a worksheet
right click the tab and click on rename or double left click the
tab

» Worksheets allow us to organize our work
Related sheets can be places in 1 workbook

» ToO create a new worksheet
Right click a tab and click on insert A select worksheet
By default 3 worksheets are created with each new work book

» To delete a sheet
Right click the tab and click delete
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» Scroll barscanbe s W B|EE| - & A -
used to navigate e T
around your
spreadsheet

\4

<«———Scroll Bars .,
¥
MUM

Topic 4: Excel 9 of 25

> YOu can navigate by using the arrow keys
> Clicking on another cell
> Use scroll bars

~

~
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> Or using somectrl combinations
Home A Takes you to Al
EndA Goes to last row, col, cell
Down A Last cell in col with data
Up A goes to first col with data
Right arrow A goes to last right hand cell with data
Left arrow A goes to last left hand cell with data

~
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