Excel Tutorial

1.
Click on the X icon or select Microsoft Excel from Programs.

2.
You will be brought into a blank spreadsheet.  Each box on the spreadsheet is 
called a cell.  Cells are labeled with a letter and number  (ex. A1).  To enter 
information into a cell simply click on the cell and type in your information.  

3.
Type in the following information.  
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2 JJon 9% 75 85
3 |Jeff 80 %0 90
4 {Amy 75 70 9%
5 [Kim 90 &0 75
6 |Anthony 100 85 &0
7 |Jane 70 a0 a0





4.
Finding Sums -  [image: image2.png]



        a.
Click on cell G2


        b.
From the toolbar click on the AutoSum Button. 

        c.
The computer will automatically assume that you are adding up the test scores for 

John.  When you press the Enter Key your test scores should add up to 


345.

        d. Continue to find the sum of all the test scores.  When you get to Amy the system 

no longer assumes you will be adding test scores, so after you click the AutoSum 
Button you need to drag your mouse over Amy’s test scores.


5.
Finding the Average -  [image: image3.png]



        a.
Click on cell H2
        b.
From the toolbar click on the Paste Function.

        c.
Highlight the function Average and click OK.

        d. From here you can either highlight all of John’s test scores or type in the cell 
number for the test scores you would want to average.  If you type in cell 
addresses be sure to press the Tab Key after each address.

6.
Now go back and change one of your test scores.  What happens to your sum and 
average?

7.
Try to find the average grade for each test.  

8.
Chart Wizard - [image: image4.png]





        a.
Click on cell B10, then click on the Chart Wizard.
        b.
You will then be asked to select the type of chart you will be using. 


 (Ex. bar, line, pie)  Highlight the chart you would like to use anc click on the 

 
 Next Button.

        c.
Then highlight the information that you would like to appear in your chart by 
dragging your mouse over the cells. ( You will probably have to move your chart 
wizard to outline your cells.)

        d.
A preview will display of your graph; depending on what was highlighted and the 
type of graph you selected you might need to adjust the column and row 
information.

        e.
You will then have to decide if you want a legend, titles, data labels, etc. on your 
chart.  

        f.
A sample chart for you spreadsheet might look something like this





9.
Now see if you can enter a spreadsheet and chart of your own.  
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