UNIT 2 CLAIT – Help sheet- you can use this sheet during an assignment.

Putting your spreadsheet into LANDSCAPE VIEW
1. Select FILE > PAGE SETUP 

2. Click on LANDSCAPE

Adding a HEADER AND FOOTER
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I Page Setup.

Footer.

To format text: select the text, then choose the font button.

Toinsert a page number, date, tme, fie path, fiename, or tab name: positon the
insertion pointin the edit o, then choose the appropriate button.

Toinsert picture: press the Insert Picture button. To format your picture, place the
‘aursor in the edit box and press the Format Picture button.
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Select VIEW > HEADER AND FOOTER
2. Click on CUSTOM FOOTER
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You should see the screen opposite
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Use the ICONS to add automatic entries as shown.

5. Click OK when you have finished
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Using the SUM FUNCTION

The SUM FUNCTION adds up a RANGE of cells. Below is an EXAMPLE!
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Decide on the RANGE of cells you wish to add up. In this case it is B2 to B6.
1. In the cell you want the answer to appear type the following: =SUM(RANGE). In this case =SUM(B2:B6)
2. Hit the enter key.
Using the replication function.

Instead of typing similar formulas over and over again you can REPLICATE them to save you typing!!!

1. Make sure your formula works!!

2. Find the little black square in the bottom-right corner of your formula’s cell.

3. Click and drag the little black square to REPLICATE the formula through the cells required.

Inserting a new column

1. Right click on a column letter
2. Select INSERT. Job done! 
Basic formulas!!!

1.  All formulas begin with the EQUALS sign (=). Don’t forget this!!!!!

2.  You can multiply, add, subtract and divide the numbers in cells. Here are some examples:

3.  =B4+B5 adds the contents of B4 and B5 together
4.  =B5*C6+D6 multiplies B5 and C6 together and then adds D6.

Printing and printing tricks!!!

1. When printing ALWAYS use Print Preview.

2. If you need to make changes to your print out such as BORDERS, GRIDLINES, ROW & COLUMN HEADINGS etc. Click SETUP
3. Click on the TABS to find PRITNING OPTIONS. For example the SHEET TAB allows you to print GRIDLINES & ROW & COLUMN HEADINGS
WHEN IN PRINT PREVIEW THE AMOUNT OF PAGES NEEDED TO PRINT IS SHOWN AT THE BOTTOM OF THE SCREEN. 


Deleting a row

1. Right-click on the row number you wish to delete.

2. Select delete! Easy really! 
Changing Decimal places.

1. Click on the cell you wish to change decimal places on.
2. Either increase or decrease the number of decimal places by clicking on either of these.                   No decimal places makes it an integer
 Formatting a cell to currency
1. Click on the cell you want to change to currency

2. Click on the currency icon.

Drawing borders
1. Select the cell or range of cells you wish to put a border on.

2. Use one of the border options on the border icon.

Chart/Graph Wizard

1. Highlight the cells of data you wish to display a graph on.

2. Click the Chart Wizard icon. 

3. Choose which type of chart you need.

4. Click NEXT.

5. If the graph is looking as you want it click NEXT again. 

6. From this screen you can enter TITLES, LEGENDS, and DATA VALUES etc.

7. When you reach the end of the wizard you will be asked if you would like to display your chart on a separate page or not. It is up to you.
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WEB HELP:  http://peltiertech.com/Excel/ChartsHowTo/index.html 

                        http://www.internet4classrooms.com/on-line_excel.htm 

