Spreadsheet

Parts of a Spreadsheet
1. Open Microsoft Excel.
2. Explore the spreadsheet setup for a while.
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Active Cell Address Entry Bar
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3. Move your mouse pointer around and notice how it changes.
a. It looks like your word processing I-beam when it is in

the Entry Bar.
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b. It is the shape of a cross when you are within oy the cells

area.

c. It is a line with arrows pointing up and down when you are on the

line

Ea

between 2 row headings.

d. It is a line with arrows pointing to the left and right when you are

on the line between 2 + column headings.




Inserting a Header and a Footer

1. Go up to the top menu, click on View and drag down to Header and

Footer.
Page Setup E
Page | Margins {FHeadarfracter?| sheet |
The Mineral Industry of Hlingis Prink... |
2. This is what you will prct Preview |
see. Click one time on Header: ot
" . Options. ..
th e c u StO m H ea d e\ IThe Mineral Industry of Tlinois j
b Utto n. ‘ Cusktom Header. .. Custom Footer. .. |
Foater:
I(nonej j
[o]4 I Cancel |

3. Click one time on the Font button; select how the font size and style

you want the heading to have. | typed the heading in the middle to
center it over the spreadsheet. Click on the OK button.

Header EHEd |
To Format text: select the text, then choose the Font button, ok |
To insert a page number, date, time, filename, or tab name; position the insertion poink
in the edit box, then choose the appropriate button, cancel |
€Drlal mol algl
Left section: Center seckion: Right section:
Y L] Y Y
The Mineral
Industry of
- . . - -
i emie

4. Click one time on the Custom Footer button. Type in your name in the
left section. Change the font the way you did in number 3 to suit how
you want this information to show. Click on the OK button.



. Mace cell A1 active by clicking 2 | B | C | D | E

. When you return to the window you saw in number 2 above, click on

the Print Preview button. You can see what the heading will look like
then close the window to return to your spreadsheet.

Entering Information, Moving from Cell to Cell

in it. Type District in cell Al, 1 |District  Product  Production $/Metric TeTatal §
click on cell B1, type Product,
tap the Tab key one time (another way to get to the next cell), type
Production, Tab, $/Metric Ton, Tab, and finally type Total $.

. Make cell A2 active, type District 1.

. Make cell B2 active, type Sand & Gravel, tap your Enter key, type

Unspecified-Sand & Gravel, Enter, Coarse Aggregate, Enter, Fine
Aggregate, Enter, Agricultural (Lime), Enter, and finally type in
Unspecified-Crushed Stone.

(Please remember to save often while you are working.)

Changing the Cell Size

You have noticed that the words cross over into the next cells. If you type in
those cells you will no longer see that portion of your writing. Easy to fix.

1.

Go up between columns B and C. Make sure your mouse looks like
this...

. Click and hold your mouse button, then drag to the right as far as you

need to go to get all the words to fit in the cells.

. Release the mouse button when you have it the size you wish.

. Do this for all your columns.



Number Formats

. Make cell C2 active, type in 4, 350,000 and tap Enter. Notice that the
commas do not appear.

. Make cell C2 active again.
. Go up to the top menu bar, click on Format, and drag down to Cells.

. This window appears. Click on the box next to Use 1000 Separator,
also give yourself 0 Decimal places. Then click on the OK button.

Format Cells 2| x|
Mumber | Alignment | Fant I Border I Patkerns | Prntectionl
Cateqory: amnple
|General A.I 4,350,000
Currency Decimal places: ID E‘

Accounting
Date
Tirme W Use 1000 Separator ()

Percentage
Fraction
Scientific -

Megative numbers:

Text 1,234
Special (1,234}
Custom = iz =l

Murmber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue.

Ok I Cancel I

Notice the change in your number.

. Let’s make that whole column know that we want this number format
for all of the cells. Click one time on the C column heading. The whole
column becomes highlighted.

. Repeat steps 3 and 4 from above.

. Make cell C3 active. Type in 219000 and press Enter. Notice that the
commas were placed for you.

. Type in the following to finish this column... 898000, tap Enter,
918000, Enter, 0, Enter, 8660000 and Enter.



9.

Now we move on to putting in dollar amounts per metric ton. First click
on the D column heading to highlight the whole column.

10.Go up to Format and drag down to Cells. You will see the same window

as in step 4 above. This time just click on the word Currency and then
OK.

11.Make cell D2 active.

12.Type the following.... 4.05, tap Enter, 4.70, Enter, 5.51, Enter, 4.10,

Enter, 0, Enter and finally 5.23.

Formulas

We want to find out total cost of production. We need to multiply the
numbers in column C by the numbers in column D.

1.

2.

Click on cell E2 to make it active.

Type in the following formula.... =(C2*D2) ... You can type in the cells
or click one time on the cell you want identified and it will appear for
you.

. Click on the check mark you see _
next to the formula you just typed in S| =] X o =] =(C2D2) or
tap enter.

. You will notice that it is not in the correct number format. Repeat steps

from Number Format only this time choose both Currency and Show
Separators for Thousands.

. Now | only see # symbols. This means the column isn’t wide enough.

Make the change and you will see the number as it should be. (Look
back at directions on the bottom of page 3 if you don’t remember how
the change the column width.)



6. | don’t wish to have to type the formula for each cell, so lets make it
easy. Click and hold your mouse button down on cell E2, drag down to
cell E7. This will highlight the cells we want this formula to be in.

7. Go up to the top menu, click on Edit, drag down to Fill, and slide over
to Down and click on your mouse button. (Quick keys to do this job....
Control + D)

8. Your cells should fill in with the correct numbers.

Text Format in Cells
Let’s change the font, size and style of the titles for the columns.

1. Click on the number 1 row heading. This should highlight the whole
row.

2. Look above your spreadsheet to find the following area that looks like

niuE=
this...

3. Make your choices for font, size, style, etc. you want to use. You will
see things change as you make each choice.

J.ﬁ.rial - 12 =

4. Change the other cells by highlighting the ones you want to appear the
same. Click on the first one and drag across all the ones you want, or if
they are in the same row, just click on the row number and drag
through the row numbers of the ones you wish to change.

5. Don't forget, if you change the size to be bigger you may need to
change the widths and heights of your columns and rows.

Your spreadsheet should look something like this...

| A I B I C I D I E
District Product Production $/Metric Ton Total$§_ |
2 |District 1 Sand & Gravel 4 350,000 4.0 $17 B17 50000
3 Unspecified-Sand & Gravel 219 000 $4.70 $1 029 300.00
4 Coarse Aggregate 895 000 $5.51 $4 947 9E0.00
] Fine Aggregate 913,000 $4.10 $3,763 800.00
B Agricultural (Lime) a $0.00 $0.00
7 Unspecified-Crushed Stone g BR0,000 $5.23  $45 291 ,800.00




Copy Information to Another Cell

Let’s put information from District 2 in.
1. Click on A9 to make it active. Type in District 2.

2. Go up to cell B2 click and hold, drag down to cell B7. This should
highlight all of the cells that have the product names in them.

3. Go up to the top menu, click on Edit and drag down to Copy. (Shortcut
Keys—Control + C)

4. Click on cell B9 to make it active.
5. Go up to the top menu, click on Edit and drag down to Paste.
(Shortcut Keys—Control + V)
Fill in the information for Production and $/Metric Ton.

Copy the formula from E2 and paste it into the cell E9. Then do a Fill Down
(refer to the bottom of page 5) for the rest of the cells.

Now you can put in the information from other districts making changes to
things the way you want them to look

Making Charts

The first chart we will make will show the percentage of each product mined

in District 1. Chart Wizard - Step 1 of 4 - Chart Type
Standard Types | Custom Types |
1. Look at your buttons across the top o _ Ctabips
1y (o @3
of your spreadsheet. Find the Chart OD 92| @8
Wizard button. » E
=
ie. Displlays the contribution of each value
2. Choose Pie in the left column, and F”t”ta'
then choose the first chart sub-type. Press and Hold o v Sape |
Cancel | < Back | Mext = I Einish I




3. Click on the Next button at the bottom of the window.

Source Data |

[ata Range I Series |

: il:?::cc;?ir:dvfﬁland i Grave 4 . G O b a C k tO yo U r
P Do Aggregite spreadsheet and
In: Aggregake A .
m agriculura Lime) highlight the cells you
O Unspecified-Cruzhed Ston

are using to create the
graph. Or you can type
B2...D7 in the Data

= Range box. If you do it

Dataranget |-sheet114842:4047] the second way make
Seriesin: " Rows sure you click on the
& Columns

circle next to the word
Column.

5. Again, click on the
Next button.

Cancel

< Back | Mext = I Einish |

6. Write in your
chart title -
District 1
Production.

7. Click on the
Legend tab to
place the legend
where you want
it. | will leave it
where it is.

Chart Wizard - Step 3 of 4 - Chart Options

IDistrin:t 1 Procuction District 1 Procuction

Category (4) axis;

I B Unspecified-Zand &

Walue (%) axis: Gravel
I O Caarse Sggregake

O Zand & Gravel

_ O Fine &Aggregate
Second categaory (x) axis;

I B Agricultural [Lime)

O Unspecified-Crushe
Etone

Second value () axis:

|
Cance| < Back | Mext = I Einish I




Chart Wizard - Step 3 of 4 - Chart Options

Titles Legend : Data Labels !

Data labels
(o Mone
" Show walue
% Show percent
£ Show |abel
" Show label and percent
™ Show bubble sizes

[ Legend key next ta label
¥ show leader lines

Cancel

District 1 Procuction 8 ' Cl IC k on th e
Data Labels. |
O Eand & Gravel Chose Show
gy ] E:u:f;-:ificd-s:md & Pe rce nt . YO u
O Coarse Aggregate Ca n See h OW
cax . O Fine Aggregate that Cha nged
B W Agriculkural [Lime] th e g ra p h ]
llLLﬁx O Unspecificd-Crushe
0% Ehane .
9. Click on the
Next button.
< Back | Mexk = I Einish |

10.You can choose to

Chart Wizard - S5tep 4 of 4 - Chart Location

have the chart as a  Place chart:
new sheet added to
™ s new sheet: har
your spreadsheet or I.l"} Ronewsheet:  [Chanz
as and object. Let’s
keep it as an object % + As object in: Mﬂ
for now.
Cancel | < Back | Mext = | Einish I
11.Click on the Finish
button.
E3=and & Gravel
12.1 want to change the colors in my chart. Click one B Unspecified-Sand &
time on the color square next to the item you wish to Gravel
make a different color; this will put handles around OCoarse Aggregate

the legend. Then click the square one more time to
get handles around it. (Do not double click on it)

OFine Aggregate
W Agricultural (Lime)

@ Unspecified-Crushed
Stane




13.After you have the handles around the square double click on it to get
the next window.

EEET TR T 1, oo the color
Patterns | you wish for that
pie slice and
Border —— [rs—— then click on the
& automatic ™ Aukomatic OK button.
o Mone o Maone
~
;”:;”m _ :::::'E:: 15.Do this for each
e | = EDCEDEEE of the items you
Color: I Automatic "’I B ECOHNE] want to Change
Weight: Iﬁ - color for.
OELONOEO]
I~ shadow IIDDIIIIF 16.You can click on
FillEFfects. . | — the Fill Effects
Sample to putin
_ textures, etc...
(] 4 I Cancel

Printing Your Spreadsheet

When you are ready to print your spreadsheet you will need to decide if you
want the grid lines to show or not.
1. Make sure there are no handles around your chart. Just click on your
spreadsheet somewhere.

2. Go up to File click and drag down to Print Preview. Click on the
Setup button at the top.

10



3. Click on the
Sheet tab. |
wanted to have
the gridlines
show so |
clicked iN{he
square nex
Gridlines.

4. Click on OK.

5. You can click on
the Print button
here to print
your
spreadsheet or
you can click on

Page Setup |

Cipkions. ..

Print area: I :H
Print titles

Fows [o repeat at bap: I :"J

Colurns ko repeat at left: I :H
Print

¥ cridines [~ Row and column headings

[ Black and white
[ Draft qualicy

Page arder

Comments: Il{r'-.lu:une]l

&% Down, then over
™ ower, then down

]
i) [t o]
T B

e e

o 1]

Zancel |

the Close button to go back to your spreadsheet and print from there.

6. This is how my
spreadsheet
looked in the
print preview
mode.

Take some time to
explore some of the
other options.
Watch as your chart
changes.
Experiment and
have fun making it
look the way you
would like it to look.

The Mineral Industry of [llinois

District Froduct Production | $Metric Ton Tots

Digried 1 Sand & Crave PR 405 7
Unzpacified-Sand & Grave 218,000
Coargs Agaragaies HE5.000: 34,847 28000
Fina Aqarada b 915.000: 34, M63 80000
Aariculural |Limea) a 30.00
Unspacitied-Crushad Sona 5,660,000 345.291,800.00

Distiricd 2

Oistrict 1 Production

BEand & Grave
B Unp acifiad-Band &
Gmave

O Coangs Aggragaie

OFine Aggragats

B A ariciulf ural {Limea)

B Unsp acifiad -Cad ghad
Shans
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