	How Do I…….
	

	Open Excel  
	START: All Programs:  it should be there snuggled in with the Microsoft options.  

	Add a new Worksheet?
	INSERT: Worksheet

	Rename a Worksheet?
	At the bottom right click the tab of the current worksheet.  

	Enter data?
	Click in a cell and start typing.  When finished, Tab moves you horizontally to the next cell while Enter moves you to the cell below.

	Stop it from changing my data to something weird?  
	Right click on the cell (or highlight all the cells and right click).  Select Format Cells: Number and choose Text as the format.

	Select an entire column or row?
	Click on the far left of the row (or top of the column) on the number that indicates that row.  

	Add a column or row?
	Select a column/row.  INSERT: Row (Column).  This will add above/left of the selected row/column.

	Move a column or row?
	Select a column/row.  Click and hold on the side edge of the row, drag and let go.   

	Widen/Narrow a column?
	Select the column.  Click on the right side of the column, hold and drag to the appropriate width.  Notice – if you select a bunch of columns, it will widen all the selections.

	Change the color of an entire column or row?
	Select a column/row.  On the toolbar, click on the pull down option to the right of the Font color button (it is an A with a color below it).  Choose your color 

	Uh oh – all I see is #####
	Your column is too narrow.  Widen it (above).  ( 

	Fill a box with color?
	Select the cell. On the tool bar, click the pull down option to the right of the fill button (looks like a paint can).  Choose your color.  

	Find the sum of a row/column?
	In the cell where you want to put the sum, type =sum(  .  Click on the first cell of the series and hold and drag to the last cell of the series.  Notice that the formula will fill in for you s/a B2:J2.  Type the end parentheses and press enter.  

Note – if you click on the formula option to the left of the typing area (fx), it will give you a functions list.  Sometimes it will automatically fill the data it thinks is correct.  You may have to change it.

	Find the average of a row/column?
	Same as above, but use =average(

	Divide a sum by a total number (anchored), such as with test grades?
	Place the cursor in the cell where you want the student’s class average to be.  Type the equals sign.  Click on the cell that has the total number of points (notice – Excel will fill in the location of the box), type the slash (/) then click on the box that has the total number of points.  Remember to insert the dollar sign ($) in front of the row AND column designation of the total number of points.  This “anchors” it so when you cut/paste into other cells everything continues to work.  

	Border a selection?
	Select the cell (cells) to border and click the pull down menu to the left of the fill button.  This is the border button.  Choose the border you want.   

	Turn the text vertical? 
	Click on the cell (or row).  Right click, choose Format cells: Alignment.  Drag the orientation line until it reads 90(


CAPITALIZED WORDS indicate menu choices at the top/bottom.  

Ctrl is the Ctrl Key

Ctrl C = Copy



Ctrl V = Paste

Ctrl Y = Do again (can only be used immediately after an action, such as changing text color, but can be done multiple times)

Ctrl Z = Undo what you just did.  Can be used to back up a number of steps.  

Bolding indicates the beginning of a formula, such as =sum(   Don’t forget to put in the ) at the end.

