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1) Introduction to the Environment
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2) Moving Around the Worksheet

How to move around the worksheet:

	TAB key
	Move from column to column in the same row

	ENTER key
	Move from row to row in the same column

	ENTER key
	If you are filling in several columns on the same row, Excel will usually bring you back to the first column you were in after pressing the ENTER key. 

	CTRL HOME
	To go to Cell A1

	CTRL END
	To go to the furthest right and down cell used.


3) Putting Information into Cells

Excel is a powerful computing tool.  It allows simple or complex computation and good formatting capability.

a) Numbers (values) and Text

A cell can not be used in a computation if there is text in the cell.

Let’s try it.

Exercise 1

1. Open Excel (Start; Programs; Microsoft Office; Excel).

2. Type the word Apples in cell A1
3. Type the number 7 in cell B1
4. Type the word Oranges in cell A2
5. Type the number 14 in cell B2
6. Type the words “How many pieces of fruit?” in cell A3
What happened if the text was wider than the column?

7. Type the number 21 in cell B3.

What happened to the text in cell A3?

b) Formulas

There may be a better way to get the answer of how much fruit there is.

Exercise 2

8. Activate cell B3 (click your mouse in cell B3).

9. Type =(B1+B2) and then press the enter key.

What happened? 

Let’s try it a different way.

Exercise 3

10. Type the number 1 in cell C1
11. Type the number 2 in cell C2
12. Activate cell C3
13. Click on the Sum icon

What happened?

C1:C2 is called a range.  A range is a series of cells, in a row or column or both.  The first letter/number in a range is the upper left corner and the last letter/number in a range is the lower left corner.

14. Press the Enter key.

What happened?  

4) Editing Cell Contents

We can edit a cell whether it has text, numbers or formulas.

Exercise 4

15. Activate Cell A3.

You may notice that the full contents of the cell show up in the formula bar.

16. Click on the text in the formula bar and edit the contents to say “pieces of fruit”.

17. Press the Enter key when you are finished.

5) Deleting Cell Contents

Exercise 5

18. Activate Cell A3.

19. Press the Delete key on the keyboard. The contents of the cell are gone.

20. Click the Undo button on the standard toolbar.

The contents of the cell should be back.

6) Changing Column Width

Exercise 6 Method 1
21. Click the mouse on the column heading for column A (click on the letter A).  The whole column should be highlighted.

22. Position the mouse cursor between column A and B in the column heading area until it becomes a double arrow.

23. Press down the mouse button and drag towards column B to make column A bigger.

24. Click the Undo button.

Method 2

You can also change a column width by choosing Format; Column; Width and entering a number.  The number represents the average number of normal font digits held by that cell. 

Exercise 7 Method 3
25. Place you mouse at the right boundary of column A.

26. Double click the boundary when the mouse is a double arrow.
7) Filling 

We can automate some common data entry with using the filling feature.

a) Down and Right 

Exercise 8

27. Enter 10/2/02 in cell B5.
28. Enter 10/9/02 in cell C5.

29. Highlight cells B5 and C5.

30. Place the mouse cursor in the lower right corner of C5. You are in the right place when the mouse cursor changes into a small cross (.  Drag the mouse (that means move the mouse with the mouse button down) to the right 4 or 5 columns.

What happened?

Exercise 9

31. Enter the number 1 in cell A6
32. Enter the number 5 in cell A7
33. Highlight cells A6 and A7.  

34. Place the mouse cursor in the lower right corner of A7 – be in the right place for the cursor to change into a small cross (.  Drag the mouse down 5 or 6 rows.

Describe the sequence that is generated.

b) Using Edit/Fill

Exercise 10

35. Enter the number 2 in cell C8
36. Highlight cell C8

37. Move the mouse to the lower right corner (to create the “fill” mouse cursor).  Press the right (other) mouse button and drag down about 10 rows.

What happened?

38. With the area still highlighted, Go to the Edit; Fill; Series Menu.
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39. Choose Growth and Step Value 3 then Click the OK button

40. Try it again with the same Step Value but now choose Linear

Describe the sequences that are generated.

c) Recursive Formulas

If you want to try creating different sequences from your own recursion formula you can do so in excel by copying and pasting formula down a column. As an example take the factorial sequence with recursion formula un =nun-1 .

Exercise 11

41. Create a sequence 1,2,3,4 … in column A starting in cell A1. These numbers are your term numbers (n)

42. Enter 1 in B1
43. Enter =B1*A2 in cell B2. This is the recursion formula for the second term. Make sure you understand why.

44. Place the mouse cursor in the lower right corner of B2. Be in the right place for the cursor to change into a small cross (.  Drag the mouse down 5 or 6 rows. The result should be the factorial numbers.

You are finished the lab handout – now, after a break turn to the lab assignment. In the handouts folder
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