2/18/2009

Using Spread Sheet Programs
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» A spreadsheet is a
tool that lets you
organize data.

* You can use a
spreadsheet to create
lists, tables, charts
and graphs.

+ The most common
Way to Organize data @_] B Edt Uew Deert Fomat Took Dat Uindon Hép

in a spreadsheetisto Jodidd@- 94t i !gw "
create a table. K v b
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What are cells?
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* Cells are individual '\ 4g5/= 150/ 00as%zs

boxes thathold single|s i u|z = =|m v avivivav
- - - f h =
pieces of information. —*=—————
1
2 name oountry age birthday 376
3 |JavierRamiro | Mexico u G477
4 \PierePepin  |France x5 SIS
5 |HiroshiNagato |Japan 5 1376
o |Dimifilvanov  Russia b 12108 m
7 |EricBaker  |USA 5 21976 13
8 | Albert Simpson u 112974 1
9 | Thomas Reeder 2 namy 13
T

To enter information into a cell

E‘ﬂ File Edit View Insert Format Tools

* Click the cell and JEHdR S B@&-19-1#4

begin typing. AS v 5
A | B | ¢ | D
1 |name date address
2 |Joey
3 |Cathy
4 |Lily
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» Cells are organized into rows and columns.

« Arow is a horizontal group that usually contains
information about the same topic.
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1

2 name country age birthday meters

3 Javier Ramire |Mexico 24 6/14/77 7.50

4 | Pierre Pepin France 26 5/4/75 7.65

5  Hiroshi Nagato |Japan 25 3/M13/76

= Dirnitri lvanow Bussia 23 1210078 T IT

7 |Eric Baker [usa 25 2119176 7.33)

rJamarca 2Z7 TIZ9T7T & 7T

s | Thomas Reeder 22 711279 7.28)
—a

row
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A column is a vertical group that usually contains
the same information for many different topics.
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1
2] name country age birthday meters
3| | Javier Ramiro lexico 24 614177 7.50
" 4| |[Pierre Pepin tance 26 5/4/75 7.65
_5 Hiroshi Nagato Apan 25 3M13/76
" 6| || Dimitri Ivanov lussia 23 1210/78 777
7| | Eric Baker 1SA 25 21976 7.33
_5 Albert Simpson pmaica 27 1/29/74 7.19
" a| || Thomas Reeder | | 22 712179 7.28
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Moving around on a spreadsheet

There are many ways to | fle & fomaliew set Toos

move around on a ELEEIERE LR RN SR K
spreadsheet. { B U
One way is to use your | 8 kX =l

= | Al Y VY IV AV Bv

mouse to click on § : ; ‘ : f
individual cells. ' ,
) 2| name country age bithday mers

Another way IS to use 3 |JavierRamio Medeo I {1 750
your enter or tab key to |« pereain e L
move to the next cell. 5 Hioshi Nageto |JaparE. | VK13

§ | Dimitilvanov  Russia pil 1210178 n
You can also use your 7 EioBaker Sk B 13
arrow keys to move to b |Aber Singson Jamaica 7 w1
different cells o [Thonas Reeder
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|dentifying the cell

| Fie Edit_FomalVew nsed Toos
. RAES 1O TN UOeN g
« Eachcellina | e
{B.’Uiii»\ml Y VIV AV v
spreadsheet has a : e Rani
name. Toidentifythe ||+ Jl &= ¢ 5 ¢ [ ¢
. 1
Ce”l fIrSt IOOk at the L— ame oounfry e bithdzy mefers
top of the column and E]Jauerﬂaiv Jieis T T
find the letter. Then befon o o/ S B
5 |Hiroshi Nagaio Japan % g 141
look for the number at | oo rse N m m
the beginning Of the 1 |EicBaker  USA 5 1976 13
5 Albert Simpson Jamaica 2? 11294 119
row. g | Thomes Reeder noomm 12
10
1
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To select a certain cell

» Let’s say you want to select a group of
cells in your spreadsheet. To do this, click
on the first cell in that group and drag your
mouse to the end of the group.(Drag the
mouse by holding down your left mouse
button)

* YOU can also select entire rows or
columns by clicking on the row
number or column letter.



To delete a column or row

- To delete a column or™ - = == = -

row click on the
column or row you
want to delete. Then
click on delete in the
home ribbon.
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How to Iinsert a column

* Toinsert a column
click on the right of
the column you want
to insert. Then go to
Insert menu and click
on columns. A new
column will appear to
the left of the column
you highlighted.
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1
2 figme country meters
3 Javier Ramiy - Mexicn 1450
4 Plerme Pegin  [France 185
5 |Dimirilvanoy ~ [Russia 1
6 FricBaker  [USA 3
7 | Abert Simpson [Jamaica 119
8 Thomas Reeder|Ausiraia 12
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Creating a new label

TFi Eol Fomallew et ok
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» A labels or title help
make columns easier

fixvs
to read. \nla N
. 1
+ They summarize the O = |
information in the t e
I 4 (PerePeh  France 16
column. § |Dimiti henov  Russia m
§ [ErcBaker  USA 13
7 |Aber Simpson Jamaica 9
8 (Thomas Reeder Austaia I
g
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To make your cell longer

" Fie Edit FomaiView Insert Tools
IRAES =120/t H0e%s
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» Spreadsheet columns
start out as a standard o N
size. Sometimes they are v [ s | ( ho) ] ¢ [ 7|
too small for the
information typed.
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+ To make your cell longer ‘
double click the line to the A ——— m
right of the column. This EET) %
will automatically make 1 MerSimson anats &
3
4
L]
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iame oty s nthefa  melers
Javer Ramio - Mesieo Ik

PlerePepn  France 165

the column wide enough s e "
to fit the information.




