MS EXCEL TRAINING DOCUMENT
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Open the Excel file ‘excercise2FORMATTING’
First: Working with Excel interface
Spreadsheet

Worksheet 

Workbook

A. Worksheet
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Task 1. ‘Right Click’ on the Worksheet bar 

1. Insert 4 new worksheets

2. Rename sheet1 as Soharstu, and sheet2 as Class1.
3. Delete sheets 3 and 4.

4. Select ‘tap color’ and change the colors of Soharstu to red and Class1 to green
B. Cell Address and content:
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Column                                       A
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Row                                             2
Cell Address                              A2

Cell content or data                Sohar College
To select a cell or to make it active:

· Click the cell or use the KEYBOARD  ARROWS   

Do not worry about writing over the content of other cells. This is a case of formatting.

C. Data types:

	Labels > words and headings that describe the required data or information

Examples: The word

Student number …..  means you input a number

student name .... means you should put a name
	values> data used in mathematical calculations (see you notes)

numbers, 
time, 
date, 
include  +    =   @   #   $, 
negative number (1889)
	Formula > begins with equal sign (calculations)

=

See you note book


D. Entering Data: 

Task 2: write the following (5 minutes)

‘A1’  write the heading ‘SOHAR COLLEGE OF APPLIED SCIENCES’

‘A2’                                  ‘COMP5001’

‘A3’                                   leave blank
‘A4’   write the labels             ‘serial NO’

‘B4’                                            ‘Student ID’
‘C4’                                            ‘Student Name’
‘d4’                                            ‘Assessment’        

 ‘e4’                                            ‘total’
‘f4’                                            ‘Result’ 
‘d5’                                            ‘OS’

‘e5’                                            ‘Excel’

‘f5’                                             ‘PowerPoint’ 
‘d6’   write the values          ‘15’

‘e6’                                           ‘20’

‘f6’                                            ‘15’
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E. Editing cell content: Using the mouse
1. Merge and center:     1)  A1-J1   and 2)  A2 –J2
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2. Resize the columns to fit the text length. [image: image5.png]



To resize the column go to the 
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3. Moving a cell to another place:

· Select cells ‘E4:F4’ with the content ‘Total’ and ‘Result’

·  Move them to ‘G5:H5’.

You can also copy them.
4. Fill in data:

· Write 5 ID numbers under the label ‘Student ID’ 

· Write 5 names under the label ‘Student Name’

· Write marks under the  values 

5. Data Fill: Excel can create a loop without you fill in Data each time
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6. Writing formula:

Formula starts with ‘=’
Write the mathematical operation for calculating the TOTAL ---(
Write the Excel formula for calculating the ‘TOTAL’ -------------(
a. Write ‘=’ under the label

b. Click ‘D6’ that has the value ‘15’

        c. Press Shift and + at the same time
d. Click  ‘E6’ that has the value ‘20’
e. Repeat steps   c  then d with ‘F6’

f. Press ENTER. 

g. Use ‘data fill’ to calculate the other marks 
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Fill in the first two cells


Write number ‘1’ in ‘A7’   


Write number ‘2’ in ‘A8’  


Drag the mouse to the other cells
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In the ‘RESULT’ Column write ‘Pass’ for marks more than 25 and fail for marks less than 25.


Change the font of ‘Sohar College of Applied Sciences’ to Arial, 18, Bold





NOW COMPLETE THE EXCERSIZE IN YOUR HANDNOTES. 
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