Chapter 7
Lab 1   
Introduction to Spreadsheets

Create and Project Salaries

1. Access Excel

Click Start, Programs, Microsoft Office, and Microsoft Excel.  An Excel button may be on the quick launch area of your task bar or in another are of the Start menu.

Once you see the spreadsheet on the screen with “Ready” in the message area, you can begin.  Be certain that you are in the correct cell for performing the designated actions that follow.
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2. Practice Moving The Cursor

· Practice moving from one cell to another using the mouse and the arrow keys.

· [image: image1.png]Page Layout

Formulas

Alignment

General

Number

53 o s

G- [$ - % o[58 8| Condtonal Fomat

cell Sort& Find &

Formatting * as Table - Styles - || [EJFormat - || 2 Fitter~ Select~

Styles

cells Editing

«




Move from cell A1 to cell C5.  Note what happens to cell C5 when you move the cursor there.  Notice that the pointer assumes the shape of a solid white plus sign       when inside the worksheet.

· Look at the current cell address located above the column A label.
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3. Practice Entering Data

· Type First Name in cell C5.

· Using the arrow keys or the mouse, navigate to cell C6 and type Last Name then press Enter. (Pressing the Enter button after typing data moves you one cell down.)

· Click on cell C6, press the space bar on your keyboard. (Pressing the space bar deletes the data contained in the cell.)

· Delete all practice data contained in the sheet.

4. Entering Spreadsheet Data 

Enter Data Labels 

· Click in cell A1 and type UNIT BUDGET, press Enter.

· Click in cell A3 and type Last Name.

· Click in cell B3 and type First Name.

· Click in cell C3 type Social press Alt + Enter on the keyboard (this moves you down a row in the same cell) type Security press Alt + Enter on the keyboard, type Number.
· Click in cell D3 type Care press Alt + Enter, type Level.
· Click in cell E3 type Current press Alt + Enter, type Salary.
· Click in cell F3 type Projected, press Alt + Enter, type Salary.
· Click in cell G3 type Difference.
Your sheet should look like this:
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To size your columns to appropriately fit the data Last Name & First Name, position your mouse in the gray area between the column headers directly on the line that separates the two columns, notice that your mouse pointer changes to a solid bar with an arrow to the left and an arrow to the right. Double click on the line directly between columns A and B this should cause column A to automatically increase in width to accommodate your data.  Repeat for column B.

Enter Data

Type the following data as indicated. 
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**You will need to adjust your Social Security Number column to accommodate the width of the data when you enter the actual numbers.

5. Create Formulas

Project a salary increase of 5% for each health care worker.

**NOTE

· Always, always start formulas with an equals sign =.

· The multiplication operator in Excel is Not an “X” it is the asterisks symbol* (Shift + 8 on your keyboard)

· Click in cell F5. Type = E5*1.05 press Enter.

· Click cell F5, place the mouse pointer at the bottom right of the cell until the pointer changes to a solid black plus sign. Click and hold and drag through cell F9 and release the mouse button.  This is your auto-fill feature; it automatically copies your formula from cell F5 to the rest of the cells.  Your sheet should look like this:
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· Click cell G5. Type =. Click cell F5. Type – (minus) sign. Click cell E5 and click the Green Check Mark on the formula bar.

· Place the mouse pointer at the bottom right corner of the cell F5 until the pointer changes to a solid black plus sing (auto fill feature). 

· Click, hold and drag through cell G9 and release. Your spreadsheet should now look like this:
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Using the AutoSum Function

Another way to calculate in Excel is by using the AutoSum button located on the Standard Toolbar in Excel.  This button looks like this I refer to this symbol as the “Greek looking E”.  It is on the Editing Tab Microsoft Excel 2007. Clicking on the small arrow on the right side of the button will produce a drop down menu that provided additional function features.


· Click in cell E10, and click the AutoSum button twice.

· Click in cell F10, and click the AutoSum button twice.

· Click in cell G10, and click the AutoSum button twice.

Your spreadsheet should now look like this:
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Add the following labels in the designated cells:

	Cell
	Label

	C11
	Average Salary

	C12
	Highest Salary

	C13
	Lowest Salary

	
	


Add the following formulas in the designated cells:

	Cell
	Label

	E11
	=average(E5:E9)

	E12
	=max(E5:E9)

	E13
	=min(E5:E9)

	
	


Your spreadsheet should now look like this:


6. Formatting The Spreadsheet

· Click in cell A1, click the small arrow next to the font button on your standard toolbar, this will drop down additional font choices.  

· Scroll through the list and click on Times New Roman.  
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· Next to the font choice on the toolbar is font size.  Click the small arrow next to font size and select 16.

· Click the Bold formatting button feature.
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· Select the range A1:G1, click on the Alignment tab, and check the box that says Merge Cells. Repeat for range A2:G2.
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· Select the range E5:G5, hold down the Ctrl button on your keyboard and select range E10:G10 (still holding the Ctrl button) select range E11:E13.  (Holding the Ctrl button on your keyboard allows you to select non-contiguous cells in a range). 

· Let go of the Ctrl button and click the Currency button on your toolbar.

· Click the Decrease Decimal button twice

· Select range E6:G9 and click on the Comma button on your toolbar.
· Click the Decrease Decimal button twice.
· Center your column labels and make any other necessary adjustments.

Your completed spreadsheet should look like this:
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· Click in cell A20 and type your name.
· Save your document using the format:  Chapter7_Lab1_Last Name_First Name
**REMINDER- I will check your formulas.  If you would like to see your formula format press the “Ctrl” button and the “~” button on your keyboard simultaneously.  Press again to change back to normal view.
Your “active” cell is outlined in black and indicated in your cell address block.
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