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A. Microsoft Office Button 
Return to the top of the document.   

 

    
 

B. Quick Access Toolbar             
1. Select items    
2. More Commands    
3. Minimize the Ribbon 

Return to the top of the document.   

   
 



C. Ribbon  
1. Can change - It is dynamic, it changes based on the tab selected to provide more specific choices.   
2. Can be changed by selecting an item such as a picture within the document. 
3. Can be minimized. 

Return to the top of the document.   

 

 
 

 
 

 
 
D. Name Box  

1. Cell name often refers to location including column and row information.   
2. A cell or a group of cells can also be named an actual name.  

Return to the top of the document.   

 
 



   
 

 
 
E. Formula Bar 

1. Formula can be added to the cell or the bar. 
2. Formula must begin with =. 
3. Check mark selection applies the formula. 

Return to the top of the document.   

 
 



 
 

 
 
F. Work Area  
Return to the top of the document.   

1. Please add the following information to your Excel document. 
2. Note what happens to the status bar as you work in Excel.  
3. Navigate the work area 

a. Double clicking on cell edges 
b. Moving cursor 
c. Identifying cell in Name Box 

 
 



 
 
 

4. Add calculations/formulas  
 a. Total Points Calculation 
  i. Column Heading 
  ii. Calculation 

iii. Apply calculation with the checkmark 
iv. Drag calculation to next cell(s) 

 

i.       ii.   



iii.                
 

iv.                
 
 

b. Average Calculation  
  i. Column Heading 
  ii. Calculation 

iii. Apply calculation with the checkmark 
iv. Drag calculation to next cell(s) 
v. Format column F values to be a percentage.  

 
 



i.           ii.  
 

iii.              
 

iv.       
 
 



Important Questions:  
1. Why did we use $E$9 in 4B iii?  The value in E9 should be used for all calculations.    
2. Should there be a zero in E8? No, remove it. 
3. Should there be a zero in F8? No, remove it.  
4. Should the value in F be less than 1?  We have at least two choices.  You can add a (*100) to the calculation or you can format the cell to 
be a percentage.  We will format the cells to be a percentage by right clicking and selecting Format Cells.   

 

v.       
 

     
 
5. Format the Excel document to look like a table. 
 a. Title 



  i. Use the Merge and Center button to center the title over the table.  

 ii. Format the font to Tahoma 16 with a color of your choice.  
b. Column headings 
 i. Format the font to Tahoma 12, bold, in the color of your choice.  
 ii. Note that two of the cells are too small for the content.   
  a. You can adjust the size of the cell by dragging the edge of the cell or by double clicking between cells.  
  b. You can format the cells for text wrapping.   
c. Row headings 

 i. Use the Format Painter to copy the format for the column heading to the row headings.   
 ii. A9 will most likely need a size adjustment or be formatted to wrap text.   

d. Add borders to the table.   
e. Add shading to the table to make it easier to read. 
 

     
  

6. Sort vs. Filter 
 



 
 

a. Sort - Organizes -- Orders  
 
 

    
 
 

b. Filter  - If you filter all data, it can organize.  You can select or filter the data to limit visible data. 
 



           
 

 
 
 
G. Sheet Navigation 
Return to the top of the document.   

 
 

1. Move from sheet to sheet             2. Rename sheets                          3. Add additional sheets 
 



               
 

H. Scroll - Horizontal can be adjusted 
Return to the top of the document.   

 

    
 
I. Status 
Return to the top of the document.   

 
 

 
 
J. Page Layout 
Return to the top of the document.   

 
 



1. Normal     
 
 

2. Page Layout  
 



3. Page Break Layout   
 

Changes in breaks     
 



K. Zoom   
Return to the top of the document.   

 
 
L. Freeze Panes  -  Cursor is in F3 
Return to the top of the document.   

 

 
 



 
 
 

M. Split Screen 
Return to the top of the document.   

 
 

 
 
 
N. Creating a graph from the Excel table.   
Return to the top of the document.  



1. To compare student progress on unit tests, select the data for the students in each unit and insert a column graph.  But first I would have 
to make sure that I was comparing the correct values.  I would have to compare scores on quizzes of equal value or I would have to 
compare percentages per unit test. 
 

   
 
 
 

2. You could compare the students based on the average of the scores.  Use the control key  when you select the students and the average 
score to make the bar graph. 

 

 
 

3. To compare the students on the unit tests, right click on the graph and choose Select Data Source, where you can switch your row and 
column values.  
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4. You can also compare just two students by using control to select discontiguous data and shift to select contiguous data.   

 
 

5. To complete your graph you can select the graph in the Excel document.  The Chart Tools tab will appear.  The Chart Layouts icon will give 
you choices that will match your final goal.  The Design, Layout, and Format tabs under Chart Tools will give you more options that you will 
probably ever use.   
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O. Print 
Return to the top of the document.  
 

1. Office Button  
 

    
 

2. Set Print Are first 


