Objective: demonstrate step by step how to:

· open an existing excel file 

· use the Fill Handle

· format cells

· insert a row

· apply statistical functions

· group and outline 

·  “freeze panes”

· save a file

Demonstration Problem
Opening a Demoproblem5.xls file

· Click on the second icon on the Menu Bar that looks like an open folder

Find the Excel file named “Demoproblem5” and double-click on it

Demonstration Problem Continued

The Fill Handle

· Select cell B23

· You will see a thin cross on the lower right corner of the cell

· Click and drag the cross over the empty cells C23-K23

· The zeros are now copied to the selected cells

· Do the same for cells C43-K43 and C47-K47

Demonstration Problem Continued

Format Cells

· Right-click on cell L25 and select format cells

· Under the Number  tab, click on number 

· Change decimal places to 2 and uncheck Use 1000 Separator

[image: image1]
Demonstration Problem Continued

Inserting a Row

· Right-click on row 25 

· Choose Insert

· The program always inserts rows or columns before the selected one!

· Label the new row Average per year
Demonstration Problem Continued

Statistical Functions

· Click on cell B25

· Click on Paste Function from the Menu Bar

· Choose Statistical from the list on the left and Average from the list on the right

· Type the range of cell you will extract the average for or on main Excel screen 

· Click on the first cell we need B3 and drag all the way down to B24

· Click OK and then repeat for all the remaining years
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Demonstration Problem Continued

Group and Outline

· Highlight row from 27 to 49

· Click on Data from the Menu Bar

· Choose Group and Outline and then Group

· You can hide the selected rows in case you want to closely compare Total sales of 
passenger cars for a particular year with total passenger and commercial vehicles 
per year. 

Demonstration Problem Continued 

Freezing Panes

· Highlight column B3 and click on Window from the Menu Bar

· Select Freeze Panes

· This, regardless of the scrolling, will keep the main column A “scroll proof” with 
all the names of the countries on the spreadsheet

· When finished with all the tasks click on File from the Menu Bar and select 


Save As… 

· Choose an appropriate name and drive for the file so that you and your instructor would find and recognize it 

· Click Save
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Options for each format





Types of formats 
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