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How to open and save a hew Spreadsheet?

To open a New document:
« Click onthe [2€lon to open Excel and thenont his [jto open a new spreadsheet

To save a New document:

Go to “File” (at the top of your screen) and select “S ave As”. A new
window will pop up:

* Click on the arrow for a drop down to appear

* Select “My documents”

* A list of folders and document will appear, scroll through it and you
will find the folder you created for yourself

* Double click on your folder

» Enter a name for your document in the “File Name” box and click on
HSaveH- "y |
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How to change a column width?

To automatically resize the width of a column/row to the size of the longest

word, double click on the line in the letter/number row.

Double clicking on this line
will resize column A

Thens |
Alternatively, you can click on the line and dragi  tto the left or right as
appropriate.

How to highlight/select data?

To highlight an entire row or column, click on the relevant number (for rows) or
letter (for columns).
To highlight certain cells next to each other, left




How to sort data alphabetically?

 To sort your data alphabetically, you must highligh t your entire database. Itis
important that you do otherwise your cells will be sorted but data relevant to
them will not, e.g. you will get your planets in al phabetical order but the number
of moons that relates to them will no longer be cor rect

* Click on “Data” and select “Sort”. A pop up will appear ; In the first drop down,
you should select “Planets” (the primary data you wan t to sort). Ensure that the
“Header row” option is selected otherwise it will als 0 sort your titles (you want
those to stay at the top!). ==

Select the primary data you Sorl r? |FE|
want to sort here \.fm =
[ -| © 4eerdns

(™ pescending
Should you then want to Then by
sort by the second column, &
you would select it here ='I- .:J = Asgerding

Then by When you have finished
= & Accench selecting your options,
I =] - : click on OK
Descanding

If you have titles in your
database, ensure that this

option is selected P> & Hesdarpow Mo W




:+— ¢ How to use the sum function?
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e  Click on the cell where you want your calculations to be. —ﬁ Brothers Sisters  Total
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e Clickonthe sumicon E =1d straight aftertha t select all the cells you want to

How to use the average function?

* Click on the cell where you want your calculations to be.

* Next to the sum icon, you will see a facing down ar  row, if you click on it a drop
down will appear. Select “Average” and straight afte r that'select all the cells you
want to calculate the average for. Press “Enter” on y our keyboatd, the cells you
selected will be averaged.
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How to insert a bar Graph?

You must select the cells you want to compare in yo ur pie chart
(highlight your titles too if you want them to auto matically
appear on your chart)

Click on “Insert” and select “chart”

A pop up will appear. Select the “Column” option and click on
“Next”. Keep clicking on “Next” until your chart appear son
your Spreadsheet. Chart Wizard - Step 1 of 4 Chart Type al

Select the column option

From then on, click on
“Next” until your
Spreadsheet appears




