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When Excel opens, an option screen will be displayed.
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Click on the OK button to begin a new file.

Anatomy of the spreadsheet window.

Click here to close the
window
Accepts entry

Selected cell Math calculator
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HOW DO | WRITE TEXT IN A CELL?
Click the mouse in a cell or use the arrow keys to move to a cell. Type the text you want to enter.

The text will not show up in the cell until you press the “return” key. It will appear above the spread sheet.
See the anatomy of the spreadsheet, above. Make your spread sheet look like the one to the right.

Begin by entering in the information shown below exactly as it appears.

f & | E C | b
1 |Feiod
2 |Mame
_E |Time ta Final Velocity  dcceleration along
___ﬂ!-__gTr'aveI dlong at the end of  the
__§__ithe Ramp the track. track.
B =] imzs) im.s"Z)
s

HOW DO | CHANGE THE WIDTH OF A COLUMN?
SLOWLY, move the cursor horizontally along the letters at the top of the columns. The cursor will

change from “&r" to "+ When the cursor change to a “b* ho|d the mouse button down and drag the
line that defines the sides of the column to widen or narrow the column. Do this for column “C.”

ESESES B, ==
1 |Peiod i
2 |MName s
AL ;Time to Final '-.-'elu:-cit'_-,-'é dioceleration along
___4_-__§Tr'ave| Along &t the end of éthe-
__§__éthe Rarnp the track. Etrack.
& |(z) [rnds)
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HOW DO | CHANGE THE WIDTH OF A GROUP OF COLUMNS SO THEY ARE THE SAME
WIDTH?
(1) Drag the cursor through the columns to
be adjusted. In this case “A” & “B.”

(2) From the Format menu select Column and Width...

i é File Edit\ View Insert

Eﬁmar!\%a # [

Hilgii1 Toaols Data Windpw Help

E’g|m = |\x Column Width... .
IZ] Sheet AutoFit s
. T I . AutoFormat... HmE_
1 IFeind *— * i Conditional Formatting... Unhide 7
: ?N?'P.-. Style standard Width...
A T i
T |Time to Final Yelocity ' dcceleration along

=

4 | Travel dlong at the end of the

=2 {the Ramp the track: track:
& |:5:| Crnds) Crn.s"2)

For this example enter “9” for the column width. The column width is the average number of numbers that
will fit in a cell.

Column Width

Colarn width |

[ Cancel ] “
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HOW DO | CHANGE THE JUSTIFICATION OF MY CELLS TO CENTER ALL THE TEXT?

Drag the mouse through across or diagonally to highlight the cells you want to change. From the
Format menu go down to Alignment and then over to Center. Use this method to center the cells
shown at the right. then right align cells 1A and 2A.

(1) Drag the cursor diagonally to highlight the | A | C | o

cells you want to change. (In this example | 1 |Peicd

the mouse is used to highlight from “A3" to | ‘2 [Marme

“Ce.” | F |Time to Final Melogit: Acceleration along
4 |Travel Alonc at the end of the

|5 Jthe E;amg the track.  track.

6 (=) (i) (mns'2)
7
(2) Click on the Text Alignment Oiii Formatting Palette 5500008
bpen i the palerte shown here. ] Ttk
open up the palette shown here.
) ) ) ) _ Farrat |Etntr'|l |L|
Click on the icon with all the lines in 2 g
the center. Deoimal: 60 450
(Gerieva [*fla  [*]
Font style: B T u |=5-=E‘E
Font calor : | |

Horizontal:

. Indent : |

Yertical: = :l =
Orlentation: f _ahJ"H 5 B

[ wrap tesst [ Strink to fit ] Merge cells.
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HOW DO | ENTER DATA INTO THE CELLS?

To type information into a spreadsheet cell, click in the cell you want the information to appear in.
Type the information. Press the Return key. Pressing the Return key will drop you down into the cell
below. Below is table of keys and how they move you in the spreadsheet.

Return: drops down acell .... 3
Shift-Return: raisesup acell .......... Y
Tab: moves to the right ....p
Shift-Tab: moves to the left ......U

Enter the data shown to the right.

o ' B | LE i [

1 |Peiod
2 |Mame

5 ' Time to  ~inal Yelocity Acceleration along

4 Travel Along at the end of the
a3 ' the Ramp | the track. track.
& | (=) (=) (rn.s*2)
=i 1.25

g | 1.3
= 1.2
10| 1.45
T 1.26
12 |

TYPICALLY IN A DATA TABLE THE HIGH AND LOW VALUES WILL BE DROPPED. HOW DO
YOU WANT THE DATA TO APPEAR TO SHOW THE HIGH AND LOW DROPPED VALUES?

(1) Rearrange the values so the high and
low values both appear at the bottom of
the column.

(2) Highlight the cells to be altered. (The font
style will be changed to s a strike through
to indicate that they were ignored in the
rest of the calculations.

oA i E | s ; o]
1 |Peiod
2 [Mame
= ' Time to  ~inal Yelocity Acceleration along
4 _é'l'r'avel dlong at the end of the
5 | theRamp  the track. track.
= 7| () imss) (rn.s"20
= 1.25
| 1.26
9 | 13
10 | 1.2
P 1.45
A2
s i 0 |
1 A ‘ E | LB [
1 |Peiod
2 |MName
Z | Timeto inal Velocity Acceleration along
4 _iTr'aveI & lonig at the end of the
5 | theRamp  the track. track.
6| (=) [ =) (rn.s"2)
=7 1.25
8 | 1.26
# 13
10| 1.2
1]  ias)
A2
: |
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(3) From the font palette’ Select “Strlke ....................................

E:::::-.:::::::-.::::I-'.q'nn'af_ting Fali.!"ttl!' B e = |
froudhas shown .
Farrat |Etntr'|l |-|

Decirmal | "u’E ..'.':',E

(Geneya >

Font style: B
Font calot: | |

(4) Here is the result. ' i | E | g | [

1 |[Peiod
2 |Marne . ! !
3 Time to  ~inal Yelocity Acceleration along
4 Travel Along at the end of the

5 | the Ramp  the track. track.

& 2 Imis)  (ms2)

% 125 '

2 1.28

2 13

1mn =

] 45

12
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HOW CAN | MAKE ALL MY NUMBERS HAVE THE SAME NUMBER OF DECIMAL
PLACES?”

(1)  Highlight the cells to be altered. [ A | B | C | b
1 |Peiod
2 |Marne . . |
& Time to  ~inal Velocity Acceleration along
4. [Travel Alongat the end of| the
5 | the Ramp  the track. track.
(=5 (=] Crnts) Crn.="2
7 1.25 |
|8 | 1.26
9 13
o0 2 |
11 145 = I
4o i
i
(2) Click as shown to increase the number of O i Formatting Palette = H
decimals.

Farrmat ; |Numb|nr' |-'|
* <
Deaimal! | i+,

peneva [+flp 7]

Font style: -
Font calor

Flan|% & B
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A | E_ | [ | D

| 1 [Peiod

2 |Mame
& | Timeto “inalVelocity Acceleration along
_ 4 [Travel Alongat the end of the
| 2| theRamp | the track. track.
B [z | [mfs) [m.s"2)

7 1,25 [ |
| 8 1.26 |

9 1.30 |
10 120 |

11 S !l

y] o i

When creating a data table, there are some values that are only measured once. These variables belong

on their own row. on this data table it will need to be inserted.

HOW DO | INSERT A ROW SO | CAN LIST MY VARIABLE MEASURED ONLY ONCE?

(1) Click on the row number BELOW where
the row will be inserted.

In this case it will be the 4th row.

e, e e e | [ | 1]
| 1 [Peiod
~ 2 |Mame
! Time to ~inal Velocity Acceleration alang
4 [Travel Alongattheendof  the
= ~ the Ramp "cl_'u__a- track. track.
- (=) (md=) [rn.s"2]
T 1.25
8 1.26
=R 1.30
10 1=
11 s
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Fl = : z
(2) From the Insert menu select Rows. -ﬁ File Edit View Format Tools
-] |
T HEHE T q
Elf|""4 |,| W W Columns |
i Worksheet =
O ————————— (hart... E%
== o =
_1_iPE'||:"j |_|5t...
_g._ima:{'é e Page Break
L Time to  Zinal Velocity] £ etion =
| 4 [Travel Along st the end of =
5 | theRamp the track. Name 4
= (=] {rnss) Comment
5 e pr——
== 1 = Flctl._lre 4
i 1.20 Movie..
o =8 Object...
}j?- o Hyperlink.. 38K
|
(3) Here is the result with the inserted ; A { B I C I D
row. 1 |Peiod
2 |MName
| 3 | Timeto “inal Yelocity dcceleration along
4 [ =r=— -
5 [Travel &lang at the end of the
B _' the Rarnp  the track. track.
= [z] [rids) (r.s"2)
| 2 | 1.25
=5 1.26
1o | 1.20
s 1=
iz |

Practice a little of what you learned...

Enter “Track length (m):” in cell B4. ; & i B g C : 5
; PR 1 |Peiod
Right justify cell B4. =[P
Enter “1.8”in cell C4 | 3 | Timeto  Tinal Melocity Acceleration along
L 4 Track length (rm): 1.30
Left justify cell C4 | 5 _[Travel Along at the end of the
Adjust the decimals to show “1.80” in gy Ui Ramp ) the drack. baok
7 (=] Crnd=) Crn.s"20
cell C4. =E 1,25
b 1 1.26
S 120
[11]  +z0
B
iz |
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HOW DO | WRITE A FORMULA IN A CELL?
A formula allows you to take a collection of data in a column or row and automatically do some math with it.

Every formula begins with an “=" sign in the cell. think of the equals sign as saying “cell ‘blank’ =
...formula.”

This will be used to enter the formula. The process of entering a formulais akin to something called “object
oriented programming -only easier. The objects the calculator is going to use are the cells. For example,
to add the times stored in cells A8 and A9 and show the answer in B8 you would:

" @& File Edit View Insert Format T(
=] i -
= iy |
" BRETBE | ABE T -
| -
1 Click in the cell where you — |l |»] X =
want the answer to appear. e
The formula will be stored, O %
but hidden, in this cell. T 4"~ B i = | o
= ;ya( .
’Z arne
) . 411 2 Time to Final Velocity docceleration along |
2 Click on the calculator icon. .~ 4 Track length ()i 1.80
o Trawel Along at the end of the
i & | the Ramp  the track. track.
=i (=) _tmd=) im.s"2]
| 1oal
= 1.25
o 1.30
i =e
12 =is
|

When the calculator is selected a screen similar to the one below will pop up.
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