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EXCEL SPREADSHEETS

Excel is software that lets you create tables, and
calculate and analyze data. This type of software
Is called spreadsheet software. Excel lets you
create tables that automatically calculate the
totals of numerical values you input, print out
tables in neat layouts, and create simple graphs.




Microsoft Excel
Vocabulary

MICROSOFT EXCEL VOCABULARY WORDS

Active Cell —The cell in your worksheet
that has been selected. It will have bolder
gridlines around it.

AurtoFill — A feature that allows you to
quickly apply the contents of one cell to
another cell or range of cells selected.

AutoSum — A function that automatically
identifies and adds ranges of cells in your
worksheet.

Cell —The rectangular shaped area on a
worksheet that is created by the intersection
of columns and rows.

Cell Address — The name of the cell is
determined by the name of the row and the
column intersecting, such as AB.

Cell Grid — The lines on your worksheet
that separate the columns and rows.

Column —In a worksheet, the vertical
spaces with headings A, B, C, and so on.

Drag — When you move the mouse while
holding down the mouse button (usually the
left) to select a range of cells.

File — A document that is stored on your
computer. In Excel, a file is also known as a
workbook.

Fill Down — A feature that allows you to
copy information in an active cell to another
cell or range of cells selected vertically.

Fill Right — A feature that allows you to
copy information in an active cell to another
cell or range of cells you have selected
horizontally.

Formula- A combination of numbers and
symbols used to expreas a calculation.

Formula Bar — A command line above the
worksheet where text, numbers, and formulas
are entered into a worksheet.

Function — A drop-down menu item and a
button on the standard toolbar that allows
you to select a formula that you wish to apply
to data in your worksheet.

Headings — The identifying letters and
numbers for columns and rows. Columns are
identified with letters, rows with numbers.

Label — The identifying name that reflects
the information contained in a column or row|
in a werksheet, such as name or date.

Row — In a worksheet, the horizontal spaces
with the headings 1, 2, 3, and so on.

Sheet Tabs — Tabs you see at the bottom
of your workbook file, labeled Sheet 1, Sheet
2, and so on. You can rename the tabs. They
represent worksheets within the workbook.

Workbook — An Excel file that contains
individual worksheets. Also called a
spreadsheet file.

Worksheet — A “page” within an Excel
workbook that contains columns, rows, and
cells.




Excel Rubric

Criteria

Score

Correctly open and use the file.

Correctly format the assigned spreadsheet, data, and chart.
Followed all the required steps and completed all tasks.
Correctly turn in the assignment when completed.

Correctly open and use the file.

Mostly correct spreadsheet, data, and charts.
Followed most of the required steps.

Completed most tasks.

Correctly turn in the assignment when completed.

Needed help to open and use the file.

Some mistakes in the spreadsheet, data, and chart.
Followed some of the required steps.

Completed some tasks.

Needed help to turn in the assignment when completed.

Needed help to open and use the file.

Many mistakes in the format of the spreadsheet, data, and chart.
Missing most of the required steps.

Missing most tasks.

Needed help to turn in the assignment when completed.




Accessing the File

Class Notebook  Assignments

Bike Sales Activity

ﬂﬂ i Bike Sales Activity

Use the direction boeklet to help you.

. Sign in to Microsoft Teams
. Login: sID#@phsd144.net

District Password
Click on ASSIGNMENTS

Click on Bike Sales Activity

Click on next to document
in MY WORK
Select OPEN IN EXCEL.



mailto:sID#@phsd144.net

Saving the Excel File

When saving the file click on the
picture of the disk.

Do not select File=—Save As
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Excel Spreadsheet

Spreadsheets consist of columns (vertical) and rows (horizontal)

A B C D
1
2 4@m ROW (Horizontal)
3
4
t The intersection of
a row and column
COLUMN IS called a CELL
(Vertical)

Letters indicate COLUMNS and Numbers indicate ROWS,




BIKE SALES
CREATING A SPREADSHEET
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TIP: HIGHLIGHTING THE DATA
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GREATING A COLUMN OR BAR CHART
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FORMAT GHART AREA
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CHART TOOLS - DESIGN

Chart Tools

Learing EXCEL - Excel

Format Q Tell me what you want to do

[ .
&l : - B
-~ THAN
Add Chart Quick Change - M 0 w1 1 & =
Element ~ Layout~ Colors~
Chart Layouts Chart Styles
Chart1 w7 S

H -

Home Insert Page Layout Farmulas

.-— .-l_l il

@ o (o

Switch Row/ Select Change Move
Column Data  Chart Type  Chart
Data Type Laocation

Chart Tools Learing EXCEL - Excel

Format U Tell me what you want to do

1L [@f e I ) I ' . . B I = I - il
AddChart Quick Change - 0 w1 | 1 === BEl= 8B ‘M B wm 0 | s _ SwitchRow Select Change
Element - Layout~ Colors~ Column Data  Chart Type

Chart Layouts Chart Styles Data Type

&

7 o O Q

e Sales +

o

1' . 160 5

' Notfe: Double clickon the | = T

120

1

' graph tfo open Chart Tools| |« |

By 80

16| 60

17| a0

18 | »

19

20| 0

21 1 lune Juty August

22: o O O

13



ﬂ Ho o -
Home Insert Page Layout Formulas Data Review

Chart Tools

Learing EXCEL - Excel

1 e [ .

" ol | =
Add Chart Change - 0 I | | 1« (S E =
Elermnent ors -
ih  Ages
Idh  Axis Titles 3
_ Primary Horizontal
gh  Chart Title »

. D E
ol 5 3
i DataLabels [Ihﬂm Primary Vertical
[d, Data Table »
iy Error Bars b More Axis Title Options...

- e NS

fii  Gridlines 4
|:|]:| Legend 4 76
L= Trendline r
6
?.

8_

g.

10 |
n o Steps
12

1. Add Chart Element

2. Axis Tifles

7 1 3. Primary Horizontal
4. Type in the Axis Title

,
160 &
Maove
140 Chart
120 Y ocation
100
80
O C .
60
40
0
June July August
T a1
O Chart Area |
Q
=
.0‘
'
o}
June Juby August
) ]
& Q
O O O

14



AKIS TITLES - VERTICAL
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LEGEND
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Does your screen look like this?
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