Your Name
Microsoft Excel Exercise “A”
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To create a worksheet and add text

1. Open Microsoft Excel. A new workbook opens.

2. At the top of the worksheet, right-click the B (column header) and click Format Cells.

3. On the Number tab in the Category box, click Text and then click OK. This keeps the student numbers in this column exactly as you type them.

4. Click cell A3. Type “High Score”. Click cell A4.

5. Type a student name, last name first (for example, Jensen, Camille). 
The words may not be entirely visible in the selected cell. The information is still there, and later, you will format the column so you can see all of the information.

6. Click cell B4 or press TAB.

7. Type in the student’s ID number.

8. Click cell A5.

9. Type the next student’s name, press the right arrow, and type the student ID number.

10. [image: image2.bmp]Continue to type each of the names and student numbers for the students in one class. For this exercise, enter in data for at least five students. 

11. Double-click the Sheet 1 tab in the lower-left corner and type “Attendance”.
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To add dates to the attendance worksheet

1. Click cell C2 to select it.

2. Type the first date of class in mm/dd/yyyy order. 

3. With the cell still selected, place the pointer over the lower-right corner of the cell until the pointer       turns into a plus sign.

4. Click and drag the pointer across the next 4 cells in the row. Excel automatically fills in the next four dates.

5. Click cell H2 and repeat steps 2-4 to fill in the dates for the next week. For this exercise, two weeks will be sufficient. 

6. On the left side of the worksheet, right-click the row 2 header and click Format Cells.

7. On the Number tab in the Category box, click Date.

8. In the Type list, select the date format you want and click OK. All the dates change to the selected format.

To adjust column widths

When “#######” appears in a cell, the cell is too narrow for the data to be displayed.

Select the columns in your worksheet by clicking the A column header and dragging across to the last column in which you have dates entered.

Move the pointer over the border between any two column headers until the pointer changes to a double arrow.

Double-click. The columns automatically adjust the width to the longest text in their respective columns. 

On the File menu, click Save As and type “Attendance” in the File name box.

To alphabetize names

1. Select cells A4 through the end of the list in column B so that all names and student numbers are selected.

2. On the Data menu, click Sort.

3. Under Sort by, select Column A and then click Ascending. 

4. Click OK.
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