Introduction Microsoft Excel 2000
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 Class 3 - 

 Microsoft Excel 2000

  Data Forms and Creating Charts

Using Data Forms 

There are many ways to enter data into an Excel spreadsheet. In this exercise you will use the Data Form tool for creating a spreadsheet.

1. Start Excel

2. Open a new workbook

3. Delete worksheet 2 and 3 by selecting them then going up to the Edit menu then down to Delete Sheet.

4. Rename Sheet 1 to Slackmyer’s

a. Double click on the tab for Sheet 1

b. Once the tab is highlighted type in the new name Slackmyer’s

5. In cell A1 type – Slackmyer’s Preowned Autos
6. Merge and center Slackmyer’s Preowned Autos across cell A1 to C1

7. Skip a row

8. Enter headers 

a. In cell A3 enter Car
b. In cell B3 enter Number
c. In cell C3 enter % of Total
9. Shade in Header cells

a. Select the three header cells in row 3

b. Go to Format menu and select Cell

c. In the Format Cell dialog box select Pattern
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d. Select a light gray color. Remember in most cases you will be printing in black and white. If you are using a color printer you might want to use a fancy color.

10. Using Data Forms

a. Select the Header Cells with the words Cars 

b. Go to Data in the main menu then down to Form

c. You will now get the data form and you can start entering data. Use the tab key to move to the next field and use the enter key to move to the next record.
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d. Enter the following data

	Olds
	50

	Ford
	39

	Buick
	15

	Cadillac
	5

	Toyota
	39

	Volvo
	25

	Lexus
	10

	Datsun
	20


11. Skip a row at the bottom of your table and in cell A13 enter Total
12. Bold and italics row 13

a. Click on the number 13 from the left hand border to select the entire row. 

b. Select Bold and Italics from the formatting toolbar.

13. Create the Total for number of cars

a. Select cell B13

b. Select the Sigma or AutoSum icon from the standard toolbar [image: image3.png]



14. Create the % of Total

a. Select cell C4

b. Start your formula with an = sign

c. Click in cell B4

d. Add the forward slash “ / “  (dividing symbol) which is located above the number 8 on your keypad

e. Click in cell B13 to select the total

f. To make cell B13 an absolute cell reference you must use the F4 function key now.

g. Your formula should look like this   =B4/$B$13
h. Convert the decimal into a percentage by selecting the % shortcut on the formatting toolbar [image: image4.bmp]
i. Then grab the pull handle and copy the formula on down your spreadsheet.

15. Delete the 0 % from cell C12

16. Add borders to the cells of your table

a. Select cells A3 through C13 by clicking on cell A3 holding down your left mouse button and dragging down to cell C13.

b. Go to the border shortcut on the formatting toolbar [image: image5.png]



1. Click on the little down arrow to see the rest of this menu

2. Then select All Borders  
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Create a chart

You can create either an embedded chart or a chart sheet. 

Embedded chart

A chart object that is placed on a worksheet and saved with that worksheet when the workbook is saved. Embedded charts are beneficial when you want to view or print a chart or a PivotChart report with its source data or with other information in a worksheet.

Chart sheet

A sheet in a workbook that contains only a chart. A chart sheet is beneficial when you want to view a chart or a PivotChart report separately from worksheet data or a PivotTable report.

To create a chart

1. Select the cells that contain the data that you want to appear in the chart. If you want the column and row labels to appear in the chart, include the cells that contain them in the selection. 

2. Click Chart Wizard [image: image7.png]



3. Follow the instructions in the Chart Wizard to create your chart.

4. To center your table and chart on the page

a. Add two columns to the left of the table

b. Go to File then down to Page Setup

i. Go to the Margins tab

1. At the bottom of the Margins tab select Center on Page, Horizontally and Vertically
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